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About this Courseware

This "Basics" courseware is intended to provide students with an understanding of
the interface shared by all of BS&A Software's applications, and how to execute
basic commands such as sorting and blocking records, and searching for data.
General maintenance of your database is also covered.

The screen shots used in this Basics courseware come from General Ledger, the
foundation of our Financial Management suite of applications.

This courseware assumes students understand the basics of using a Windows-
based computer, and are comfortable using the keyboard and mouse. Students
should also be comfortable navigating the file structure of their computer in order
to create and manage files and folders. Understanding of and experience with
printing and using a Web browser is also encouraged.

This courseware is not exhaustive in covering every possible scenario or area of the
application. Its intent is to showcase key areas and procedures that are covered in
more detail in the software manual, and it has been designed as a reasonable
outline of the information and order followed during your training on the software.

BS&A's applications are designed to anticipate every need of your department. As
not all municipalities have identical procedures, some aspects of this courseware
may not be necessary, while some of your training might involve scenarios not
covered by this courseware. Training is tailored to the individual municipality.

Customers and potential customers have unlimited access to our Tech Support
department; feel free to contact them at any time with questions.
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Section 1: Interface

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Open the application

o Recognize the basic areas that make up the interface of
a BS&A .NET application



Lesson 1.1: Opening the Application

...from the Desktop

1.

Look for the Equalizer .NET Applications folder on your desktop and double-click it.

2. Look for the name of the application you want to open (General Ledger is used in this

example) and double-click it.

3. Enter the user name and password (if any) assigned to you and click Login.

I Ledger Version: 09/11/2012

» Equalizer Net Applications =
Fie Vew Navgaton Reports Heb

M Desktop.
1 Downloads
L Recent Places

Login to General Ledger
GL .
o Bsen
a4 — >
3
o compurer ) (R s =7

& Local Disk (C:) T =7
& fund e Database ConnectionValid
5 assessing (Wudl¢ Curentserver:  (local)\BsA Clickto Setup.

8 Tax (\Robin2) (N
G# Data (\boyd) (R:
G Treldpausch (\E

B8 Timesheets Nel ||

G Network ~ 188 utiity Biling .N{

’ 20 items

1.1: Opening the Application

1.1: Opening the Application

1.1: Opening the Application CLOSE X
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...from within a .NET Application

1.

Open BS&A Applications in the Menu Bar. A list of all installed BS&A applications

drops down.

2. Select the name of the application you want to open.

Za General Ledger User: BSAT DB: Demo_Group

Navigston DataEntry Tasks Reports Utites | BS8A Appicatons | Heo

Recurring Journal Entries
None by amount
Naone by percent
View All Recurring JEs
Unposted Journal Entries:
None

By BNLA SOFTWANE

1.1: Opening the Application

Fle View

D D SR | Erint | Fdustory | S Atmnt (0] I

e
I} GL Details Fund: 101 GENE
24 Manual Joumnal Entry Department: 000 GENE
g;a:’i;:::’ Category/Type: Assets - Cash

Scaich 1, Gnd View | 2, Chart View

GL Mumbar F4 | Period

02/29/2012
03/31/2012
04/30/2012
05/31/2012

06/30/2012

10:11
$0.00
$0.00

jot. $0.00
= $0.00
0Notes

EMO  Version: 09/11/2012

Accounts Payable
AmdBense

Assessing

Buildng Department

Cash Receipting
Cemetery Management
Delinquent Tax
Delinquent Personal Property
Drain Assessment

Fixed Assets

Human Resources
Miscelaneous Receivables
Payroll

PRE Audit

Purchase Order

Specal Assessment

[ indude Project Details

R Actvty | Net Actity Balance DR (R) | *
$1,981.11 ($860.48) $917,187.03
$5,616.45 ($4,314.45) $912,872.58

$579.56 $155,249.18 $1,068,121.76
$2,080.00 (81,727.69) $1,066,394.07 —
$506.13 $100,685.87 $1,167,079.99 _
2012 PROJECTED $0.00
REQUESTED $0.00
RECOMMENDED $0.00
APPROVED $0.00

CLOSE X

3. The application opens without prompting you to log in.

Basics of BS&A
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Lesson 1.2: Title Bar
The Title Bar is located at the top of your BS&A application and is always visible.

View Nawvigation DataEntry Tasks Reports Utlites BS8A Applications Help
S0 BT | @rint | Prstory & Atmnt (0]

e ] | view GLNumber:  101-000-001.000 (] casH
[ GL Details Fund: 101 GENERAL FUND Project:
* ] Manual Journal Entry Department: 000 GENERAL
E% :::;5:; Catagory/Type:  Assets - Cash
" m 2. Chart View || Indude Project Details
o et o Period | DR Activity CR Activity Net Activity Balance DR (CR)  ~
02/29/2012 $620.63 $1,481.11 ($860.48) $917,187.03
AL (| (| 03/31/2012 $1,302.00 $5,616.45 ($4,314.45) $912,872.58
Recurring Journal Entries $155,828.74 $579.56 $155,249.18 $1,068,121.76
None by amount $352.31 $2,080.00 (81,727.69) $1,066,394.07
None by percent $101,192.00 $506.13 $100,685.87 $1,167,079.94 _
View All Recurnng JEs
Unposted Journal Entries:

SOFTWARE

Basics Courseware - Section 1: Interface

1.2: Title Bar CLOSE X

(1) Name of the application

(2) Name of the currently-logged in user

(3) Name of the currently-active database

(4) Name of the Shared Database Group to which the database belongs (if any; otherwise,
this says None)

(5) Version date of the application

(6) Windows buttons used to minimize, resize, or exit the application

Section 1: Interface
Basics of BS&A 5



Notes

Section 1: Interface
6 Basics of BS&A



Lesson 1.3: Menu Bar

The Menu Bar is located beneath the Title Bar. It, too, is always visible, regardless of the
screen you are viewing. Most BS&A programs have the same Menu Bar. The availability of
Tasks and Utilities varies from program to program.

(2 General Ledger User: BSAT DB Demo._ Group: DEMO_ Version: 09/11/2013

PR

I Fie View Navigation DataEntry Tasks Reports Utiibes BSS8A Applications Help

[=! Program Setup

Recurring Journal Entries
None by amount
None by percent
\hew All Recurnng JEs

Unposted Journal Entries:

None

Quick Search
GL Number F4

00:05

1.3: Menu Bar

SOFTWARE

Category/Type: Assets - Cash

1. Grid View | 2, Chart View

L Ty M @Pint SdHstory s Attmnt [0]
Application views = LTSRN 101.000-001.000 (2] casn
B GL Details Fund: 101 GENERAL FUND Project:
i3 Manual Journal Entry Department: 000 GENERAL
{] Tables: Banks

Incdlude Project Details

DR Activity R Activity Net Activity Balance DR (CR) |
$620.63 $1,498L11 ($860.48) $917,187.03
$1,302.00 $5,616.45 (64,314.45) $912,372.58
$155,828.74 $579.56 $155,24.18 $1,068,121.76
§352.31 $2,080.00 (81,727.69) $1,066,394.07 |
$101,192.00 $506.13 $100,685.87 $1,167,079.94 _|
$0.00 $0.00 $0.00 .00
$0.00 $0.00 $0.00 y
$0.00 $0.00 $0.00
$0.00 $0.00 50.00
o Nar o Notes
= gn P d. . )
Lesson 1.3: Menu Bar
Basics Courseware - Section 1: Interface
y KA /\
CLOSE X

The File menu provides options for managing your database (add, open, copy, back up,
etc.), importing and exporting data (not available in all programs), and exiting the program.

% Database

% Import
% Export

Exit

b

]

]

File

Basics of BS&A
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The View menu is an alternative to the Application Views pane. It also offers a Back option,
which is an alternative to the Back button in the Tool Bar, and an option to go to Full
Screen, which removes the Application Views pane and the Program Table Views pane.

View
GL Details Ctrl+F2
B Manual Journal Entry  Ctrl+F3
[ Tables: Manual Journal Entries
Program Setup Cirl+F1
Back
=l Full Screen Alt+5hift+Enter

]

The Navigation menu is an alternate way to scroll through your records, conduct searches
(see page 50), and sort your records (see page 57).

Mavigation

f-’,} Previous Record PageUp

{';.' MextRecord  PageDown

'E;}' First Record  Cirl+Home

5& Last Record Ctrl+End

-:?@ Search F3

A5 Index Alt+
QuickSearch 3

The Data Entry menu is an alternative to using the Application Views pane and some of
the buttons available on the selected data entry screen.

Data Entry

GL Details 3

Manual Journal Entry 3

Section 1: Interface
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The Tasks menu provides items to assist in the day-to-day use of the program.

Tasks

Post Manual Journal Entries...

Create an Interest Allocation Journal Entry...
Setup Recurring Journal Entries. ..
Batch Add Budget Amendments. ..

Create or Edit Budget...

Create or Edit Sub-Project Budget...

Spreadsheet Budget Analysis 3
Long-Term Budget Forecasting...

Monthly Budget & Cash Flow. ..

GASE34 Adjustments. ..

Chedk and Deposit Recondliation. .

The Reports menu opens up to a list of report categories. When a report category is
selected, you are taken to the Run Report dialog where you may set up and run a variety of
reports.

Reports

General Ledger Reports

Journal Repaorts

Journal Detail fAccount Activity

Manual Journal Entry Reports

Budget Reports

Budget Amendment/Encumbrance Reports

GL History

Project Reports

GASE 34 Reports k
State-Specific Reports 3
Banking Reports

Audit Reports

COther Reports

Clear Report Favorites
Report Profiles. ..

Previously Generated Reports...

Section 1: Interface
Basics of BS&A 2



The Utilities menu provides items to handle unique situations that surface from time to

time.

tilities

Year-end Closing. ..

Edit/Publish Web Finandial Data. ..

Change a GL Mumber...

Change a Fund/Deptfacct/Prod...
Format Description Character Casing...

Chedk Linked Apps For Unposted JEs...

The BS&A Applications menu provides a list of installed BS&A programs. Click a program
to open it (no user name/password entry required).

BS&A Applications |

Accounts Payable
Animal License
Assessing

Building Department

Cash Receipting
Fixed Assets

Hurnan Resources
Miscellaneous Receivables
Payroll

Purchase Order
Timesheets

Utility Billing

10

Section 1: Interface
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The Help menu provides a variety of options to assist you.

Help

& Technical Support Utilities. ..,

Contact Customer Support »

FAQ - Frequent Questions for General Ledger
v Courseware Videos
@ View Documentation »
% Download Latest Version
Remote Assistance
FTP k
Database Settings Summary...
Hardware Compatibility. ..

Advanced 3
BS&A Message Center...

View Financial Management Website

@ About

Section 1: Interface
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Lesson 1.4: Tool Bar

Tool Bars appear at the tops of Tables, Data Entry screens, some Tasks/Utilities, Reports,
Program Setup screens, and other areas. Pictured is a Tool Bar that offers a variety of

&)

buttons, including a Back - " - button:

'Z General Ledger User BSAT DB: Demo Group: DEMO _Version: 09/11/2012
Fie View Mawigaton DataEntry Tasks Reports Utlites BS8A Applications Help
Qv % B & QA g)AddRequring P Reverse | W Edt [ Toos + |, Options | il Augit | &) attmnt [0]
hManual Journal Entry - Manual Journal Entry 150282 P——

Manual Journal Entry - Manual Journal Entry 1
Manual Journal Entry - Manual Journal Entry 104428
Manual Journal Entry - Manual Journal Entry 1 [ !,-1 Post Date:
Manual Journal Entry - Manual Journal Entry 104428 @
Manual Journal Entry - Manual Journal Entry 1 —
Manual Journal Entry - Manual Journal Entry 104428 | - I
Manual Journal Entry - Manual Journal Entry 104429
Manual Journal Entry - Manual Journal Entry 104428
Manual Journal Entry - Manual Journal Entry 1
Manual Journal Entry - Manual Journal Entry 104428
Manual Journal Entry - Manual Journal Entry 1
Program Setup
Manual Journal Entry - Manual Journal Entry 1

You may only edit the notes field.

User: RMARTIN Posted: Yes Journal Type: Journal Entry
Reversed: No

E  Clear Navigation History

Copy Inl DescTo GL Descs Totals: 50.00 $0.00

F | Viewing Existing Manual Journal Entry Save | | Cancel
BSBA Message Center ikl

Sort Indexs Journal Entry = N ]

1.4: Tool Bar CLOSE X

Following are the most-frequently visible buttons and their functions. Depending on the
screen, additional buttons will be available and their functions covered where relevant.

Back o - Click to return to the last record viewed; click the ™ |area of the button to drop down a selection list of recently-viewed records.
Page Up; Page Down Click to scroll through the records according to the current index (sort order).
List Click to bring up a list of records; double-click the record you want to view.
Search Click to launch a search dialog.
Index Click to change the index (sort order) of the records.
Add Click to add a record or an item to the currently-loaded record.
Delete Click to delete the currently-loaded record (not always allowed if the record is linked to another piece of data).
Audit Click to view an audit trail of the currently-loaded record or of deleted records.
Tools Click to receive tools to use on the currently-loaded record.
Print Click to generate one or more printouts for the currently-loaded record or record type. Some screens launch the entire Run Report screen.
Attachment Click to add a picture or document to the record currently being viewed. The button label may differ among programs (Attachments; Attmt;
etc.) due to available space on the Tool Bar, but the function remains the same. The button label reflects the number of attachments found,
and updates itself with each attachment added or removed.

Section 1: Interface
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Buttons vary depending on the screen. Pictured is a typical Tool Bar
a Program Setup screen (in this example, Fund Setup):

available when viewing

Fie View Navigaton DataEntry

Tasks Reports Utlities BS8A Applications  Help

N

State-Specific Options. | User Fieid 1
fssonieg oo Bl Fiscal Year End Date: 067302012 User Field 2
None by amount
None by percent
View All Recurting JEs Close Revenues/Expenditures To: 101-000-000.391-,000_
Unposted Journal Entries:
None SRS
|| Major Fund | Exclude From GASB34 Reports Report as Governmental Activity
[”"] Component Unit Report asBusiness-Type Activity

Function Override: & | (Statement of Activities Function Override)

Fund Group:

O - Fund Setup m
LT | 9 00 H A D& a)ad gloder Wladt [FTocs - Fund 10f 48

% GL Details

[£] Manual Journal Entry Fund: 101 [T Inactive

-] Tables: Al Journal Entr... D [GENERAL FUND

Program Setup Description: Sl =L NS

Quick Search Type: [General Fund -]

GL Number 4 Category: Governmental Fund

Discard Changes Close

Bdget Classifications...

1.4: Tool Bar

CLOSE X

Section 1: Interface
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Lesson 1.5: Application Views and Program Table Views
Panes

The Application Views and Program Table Views panes are located on the left side of the
screen. If these panes are not visible, Full Screen has been selected in the View menu; press
Alt+Shift+Enter to restore the view.

The Application Views pane - (1) - displays the different areas that can be reached with the
click of your mouse or your »and ¥ keys. The Program Table Views pane - (2) - appears
when you highlight the Tables: item in Application Views. Click the =l button in Program
Table Views to open a list of the different tables available; select the Table you want to
view.

Za General Ledger User BSAT DB Demo_Group: DEMO Version: 09/1

Fle \View Navigation DataEntry Tasks Reports Utlitles BS8A Applications  Help
Q- 0O S mbodkstart - gl Quksiock PmMark - PqQuickMark | & Count [ Tools
| Number of Records: 98,004 SortIndex: Journal Code

Journal | Transaction | Post
Code Number ' Date

!

1

Description Reference Reference

3 GL Detais
{24l Manual Journal Entry
£] Tables: Al Journal Entr...

[7=] Program Setup

Gl 209417 | 06/30/2010 | YEAR-END ADJUSTMENT 157835 MWILLIAMS No

ek G) 209418 | 07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157836 MWILLIAMS No
PR = e 209419 | 06/30/2010 | YEAR-END ADJUSTMENT 157837 MWILLIAMS No
5} 209690 | 06/30/2010 | POSTING CORRECTION CX#56561| 157838 MWILLIAMS No

Program Table View(s) [
o GJ 209691 | 07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157839 MWILLIAMS No
Current Table (CTRL+T) !

Gl ‘ 209692 109123120 10 | POSTING CORRECTION CK #5661C 157840 | | . MWILLIAMS lo
Al Journal Entries 2.0 Gl | 209693 | 09/23/2010 | POSTING CORRECTION CK =566 ICA 157841 [ | MWILLIAMS | No
G 209695 | 07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157842 ' SSMITH No
G) 209696 ‘ 06/30/2010 | POSTING CORRECTION - CK #565¢ 157843 . SSMITH No
G) 209697 | 07/01/2010 "D REVERSE MANUAL JOURNAL EN. 157844 ‘ . . SSMITH ‘ No
Gl 2096598 | 06/30/2010 | JOURNAL REVERSING ENTRY 157845 ‘ ' SSMITH No
b GJ 209719 | 10/X 0 | INTEREST EARNINGS - FIRSTBANK | 157846 [ ' SSMITH No
Gl 209728 | 03/24/2010 | CORRECTION OF MR INVOICE 145{ 157848 ‘ ' SSMITH No
"""" FISCAL YEAR-END RECEIVABLE EN] 157849 . SSMITH No
0 | TO REVERSE MANUAL JOURNAL EN. 157850 | ' SSMITH No
- | SSMITH No
esson 1.5: Application Views and Program Table Views Panes it w
[wams [0
BS3A Message Center
Sort Index: Journal Code

1.5: Application Views and Program Table Views Panes CLOSE X

Section 1: Interface
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Lesson 1.6: Work Area

To the right of the Application Views and Program Table Views panes is the work area. The
information you see depends on the item selected in the Application Views pane.

Example 1

Manual Journal Entry is selected in Application Views:

View Mavigation DataBntry Tasks Reports Utlites BS3A Applications Help

Fie
Q- ¢ 2| & blad b)AddReasrng PP Reverse | Edt | |F Toos ~ | S Options il Audit | IS attmnt [0]

=} GL Details
=]
] Tables: A Jouagal Entr..
Program Setup
Quick Search
GL Numbaer F
Netifications [} | SSRGS AR UTLITES 0.0 s728.1
Recurring Joumnal Entries 641-000-001,000 CASH §44.43 §0.00
None by amount 641-000-043.000 AJRUTILITIES $0.00 $44.43
Sl e §50-000-001,000 CcASH $1,773.09 $0.00
View All Recurring JEs
590-000-043,000 AR UTLLITIES $0.00 $1,773.09
al :
Hepostac Juimal vt e 101-000-043,000 AR UTILITIES $2,543.93 $0.00
Bone 101-000-001,000 cASH $0.00 $2,543.93
G Copy Jnl DescTo GL Descs Totals: $5,087.86 $5,087.86
by D36 FOFTWARE
A | viewing Existing Manual Journal Entry Save | | Cancel
BSBA Message Center .
Sort Indexz Journal Code I UI
1.6: Work Area CLOSE X
Section 1: Interface
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Example 2

Tables is selected in Application Views, and GL History is selected as the table:

Fle View Navigation DataEntry Tasks Reports Utities BSSA Appiications  Help
Q- ¢ L 2 mbokstart - g Qucksiock | & Count | [ Tools ~
Number of Records: 10,801 7 Hide Inactive  SortIndex: GL Number
GL Number Year End Descrpton AccountType  Fund | Department | Account | Project } m = ‘
101-000-001,000 06/30/2004 CASH Cash 101 000 001,000 | Assets
101-000-001.000 | 06/2072005 | casn | cash 101 oo [ootoo0 | | Assets
101-000-001,000 | 0673072006 | cas Cash (101 oo {01000 | Assets
SRR THbIE Vi W) 101-000-001.000 105/30/2007 :CASH :Cash :wx :ooo :oomoo Assets
Curreré T 3L ) 101-000-001.000 | 06/30/2008 | casH Cash [101  |ooo |ootoo0 | | Assets
101-000-001.000 06/30/2003 CASH Cash 101 000 001.000 | Assets
it = 101-000-001.000 | os/30/2010 CAsH Cash [101 oo | o01.000 [ Assers ‘
101-000-001.002 | 0613071999 CASHONHAND | Cash (101 oo [ooro02 | Assets
101-000-001,002 | 06/30/2004 | CASHONHAND | Cash |01 oo 001.002 Assets
101-000-001.002 | 0672072005 CASHONHAND | Cash [101 o0 [ooroo2 | Assets
b 101-000-001.002 | 0673072006 |casHONHAND | Cash [101 o0 [oora02 | Assets
101-000-001,002 | 0673072007 CASHONHAND | Cash 101|000 looto02 | Assets
101-000-001.002 | 06/20/2008 [casnonmanD | cash 101 [o00 ooLooz | Assets
101-000-001.002 | 0673072008 |casnonrane | cash [101 oo [oor002 | Assets
101-000-001.002 06/30/2010 CASHONHAND | Cash (101|000 [ 001.002 Assets
101-000-001,003 06/30/1999 PETTY CASH Cash |01 Jooo [ooro0s | Assets
< 101-000-001.003 | 0673072004 [ perTY Cas | cash [101 oo [ooroos | | Assets
b 101-000-001,003 | 0673072005 PETTY CASH Cash [101 |00 [oot003 | [ Assets
ESSA Message Center 101-000-001.003 | 0873072006 PETTY CASH Cash 01 oo [001.003 [ Assets | -
1.6: Work Area CLOSE X

Section 1: Interface
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Lesson 1.7: Status Bar

The Status Bar is located at the bottom of your BS&A application and, while always visible,
changes depending on the screen currently being viewed (for example, the Sort Index -
pictured below - disappears when viewing the Program Setup screen). All BS&A programs
have a Status Bar, but some of its icons and information vary from program to program.

T01000-001.000 CASH LK Cash 01 ) DOL.000 Resets

101-000-001,000 CASH 06/30/2006 Cash 101 000 001.000 Assets

101-000-001.000 | casn | 0673072007 | casn | 101 000 | 001.000 | Assets

101-000-001.000 CASH 06/30/2008 Cash 101 000 001.000 Assets

101-000-001.000 CASH 06/30/2009 Cash 101 000 001.000 Assets

101-000-001.000 CASH 06/30/2010 Cash 101|000 001000 | Assets

101-000-001.002 CASHONHAND | 06/30/1999 Cash 101 000 001.002 Assets

101-000-001.002 CASHONHAND | 06/30/2004 Cash 101 000 001.002 Assets

101-000-001.002 CASHONHAND | 06/30/2005 Cash 101 000 001.002 Assets

101-000-001.002 CASHONHAND | 06/30/2006 Cash 101 000 001.002 Assets

101-000-001,002 CASHONHAND | 06/30/2007 Cash 101 000 001.002 Assets

101-000-001.002 CASHONHAND | 06/30/2008 Cash 101 000 001.002 Assets

101-000-001.002 CASHONHAND | 06/30/2009 Cash 101 000 001,002 Assets

101-000-001.002 CASHONHAND | 06/30/2010 Cash 101 000 001.002 Assets

e 101-000-001.003 PETTY CASH 06/30/1999 Cash 101 000 001003 | Assets
L&) - 101-000< PETTY CASH 06/30/2004 Cash 101 000 001003 Assets
i ik 101-000-001.003 PETTY CASH 06/30/2005 Cash 101 000 001.003 Assets

BERA Maneann Casbas re——— = g -

esson 1./: Status Bar

Basics Courseware - Section 1: Interface

SOFTWARE

1.7: Status Bar CLOSE X

(1) When viewing a data entry screen or table, the current sort order of the records is
shown in the Sort Index. You may click the text to change the sort order (sorting is covered
beginning on page 57).

(2) In GL, this icon indicates the status of your journal entries. When greyed out, as
pictured, no unposted journal entries are detected. If unposted journal entries are

1

detected, the iconisred - Other BS&A applications use this icon in a similar fashion.

(3) This globe indicates the status of available software updates (updates are covered
beginning on page 45).

Section 1: Interface
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Section 2: Program Setup

BS&A

SOFTWAR E-.

In this section you will learn the layout of the Program Setup screen and some of its generic
buttons. Buttons/settings relating to a specific application are covered in the relevant
courseware.



Lesson 2.1: Database Setup Tab

The Database Setup tab provides buttons containing setup screens for the currently-
opened database.

Fle View Mavigation DataBntry Tasks Reports Utlites BS8A Applications Help |

o -

L borremst =

Set up the format used in the GL Number,

! GL Detais P

[5] Manual Journal Entry = 3

f] Tables: GL History 1o Dmbﬁ Setup | 2. Program Settings | 3. My Settings | 4. Administration

[#=] Program Setup

I Quick search GL Number Format... Accounting Periods...

GL Number F4 r ]

[ Funds... J l Departments... I | Accounts... ] [ Projects/Grants... ]
tifications | - - - .

[ Chart of Accounts... ] Fund Groups.. ] [ Function/Programs... ] [ Auountclassiﬂcatiuns...] [ Budget Classifications. |

Recurring Journal Entries

S —

None by percent

Due To/Due From... Journal Codes... Project Categories... Sub Project Types... Bl
View All Recurring JEs [ ] I l ] [ [
Unposted Journal Entries: Quick Text Entries...

None

-&;:4 -
T

L SOFTWARE

BSBA Message Center

J

2.1-2.4 Administration Tab

CLOSE X

Section 2: Program Setup
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Lesson 2.2: Program Settings Tab

The Program Settings tab provides buttons containing settings, rather than setup items, for

the currently-opened database.

|2 Genersl Ledger User:BSAT DE:Demo Group: DEMO _ Version: 09/11/201
Utites  BSBA Applications  Help

Fle View Mavigation DataBntry Tasks Reports

Q-

- A collection of general settings. g=
B GL Details

£ ] Manual Journal Entry
L Database Setup [ 2. ngl:m&eﬂlngs 3. My Settings | 4. Administration

{] Tables: GL Hstory
[#=] Program Setup
Quick Search l Return Address... | Email Settings...

GL Numbar

Recurring Journal Entries
None by amount
None by percent
View All Recurming JEs
Unposted Journal Entries:

H User Field Labels... ]

4

None

]

BSBA Message Center L
ﬁ
CLOSE X

2.1-2.4 Administration Tab

Section 2: Program Setup
Basics of BS&A
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Lesson 2.3: My Settings Tab

The My Settings tab provides buttons containing settings that affect the currently logged in
user.

Fie ‘View Navigation DataEntry Tasks Reports Utiites BS&A Applications Help

A ) /i My Preferences...
Set all of your user preferences here.
B GL Details
=] Manual Journal Entry
{] Tables: GL Hstory L. Database Setup | 2, Program Settings | 3. My ﬁmgs 4. Administration
[7= Program Setup
Quick Search Change My Password. | My Auto-Login... | \ My Color Settings... || Reset Table Settings... |

Reset Report Options... Reload Security Settmgs.|

N

Recurring Journal Entries
None by amount
None by percent
View All Recurring JEs

Unposted Journal Entries:

None

BSEA Message Center

2.1-2.4 Administration Tab CLOSE X

My Preferences. Select options to be applied when your user name is logged in.

Change My Password. ("BS&A" user names) Change the password currently assigned to
your user name. BS&A user names are user names set up in a BS&A application, and are
separate from your Windows Active Directory user names.

My Auto Login. ("Active Directory" user names) Tell the program to automatically log you
in without being prompted to enter your Windows Active Directory user name and
password. Active Directory user names are the user names set up for you to log into your
network; rather than setting up separate BS&A names, you may populate your user list
with these Windows Active Directory names.

Section 2: Program Setup
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My Color Settings. Change the color scheme of the program for your user name.

Reset Table Settings. Reset tables to the defaults used by the program.

Reset Report Options. Reset report options to the defaults used by the program.

Section 2: Program Setup
Basics of BS&A
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Lesson 2.4: Administration Tab

The Administration tab provides buttons letting admin-level users manage other users and
their security settings. High-level administrative functions affecting program maintenance
and updates, as well as the connection between the various applications' databases, is also
managed on this tab.

2 General Ledger _User: BSAT_DB: Demo__Group: DEMO _ Version: 09/11/2012
Fée View Navigaion DataEntry Tasks Reports Utiities BSBA Applications Help
Q-
Add, edit, and delete users in the system along with configuring their security settings.
B GL Detais
*J Manual Journal Entry
J Tables: GL History 1, Database Setup | 2, Program Settings \ 3. My Settings [ 4, Administration |
[75 Program Setup
User Management I}
Quick Search
| ot 4 | Password Security... | User Groups... 1 [ Custom User Labels... User Setup Lists...
‘ E ific ot i | Active Directory Auto-Lo | | Program Update Secunty|
Recurring Journal Entries User Security
None by amount | Dept/Fund Access... |
None by percent )
View All Recurring JEs Miscellaneous
Unposted Journal Entries: | Shared Program Folder. 1 | Who's Logged In... Approved Report Setup.. J ‘ Zip Code Maintenance...
None Link to other Applications —
Shared DB Settings... |
BSSA Message Center L .
2.1-2.4 Administration Tab CLOSE X

Users. Add users and manage their individual security.

Password Security. Manage password security for either BS&A users or Active Directory
users.

User Groups. Add user groups and manage group security (multiple users who have
identical custom security).

Custom User Labels. Relabel the two user fields on the User Setup screen.

Section 2: Program Setup
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User Setup Lists. Set up list items for the two user fields on the User Setup screen.

Active Directory Auto Login. Select whether and how to use Active Directory auto login.

Program Update Security. Set rights for running updates from within the program. These
settings are necessary when the users running the programs may not have administrator
rights to their own PCs.

Dept/Fund Access. (Selected BS&A programs) Restrict access to specific funds,
departments, accounts, and projects.

Shared Program Folder. Specify the path to the Shared Program Folder, which is used to
store program updates, the program manual, backups, and - in some cases - attachments.

Who's Logged In. View users currently logged into the program. You may send a message
to all or selected users, and log users out if necessary.

Zip Code Maintenance. Add a city/state/zip code record for use with the Zip Code Lookup
feature.

Shared DB Settings. Add and manage Shared Database Groups.

Section 2: Program Setup
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Section 3: Database Management

BS&A

SOFTWAR E-.
In this section you will learn about:

o Shared Database Groups

o Adding a database and attaching it to a Shared
Database Group

o Backing up and restoring databases

o Updating your database



Lesson 3.1: Shared Database Groups

Shared Database Groups allow you to minimize your BS&A .NET database management by
linking the databases. Databases are not required to belong to Shared Database Groups,
but linking your databases lets you take advantage of the numerous data sharing and
exchange capabilities within BS&A's .NET programs. For example, the General Ledger
database will receive journal entries from other BS&A applications as they are created.

A Shared Database Group only needs to be set up once; it will be accessible to all installed
BS&A .NET applications.

Go to Program Setup>Administration>Shared DB Settings.

Verify Current Database is displaying your currently active (working) database.

Click _Add |

Enter the name of the new Shared Database Group and click Ok.

Hw o=

ser:BSAT DB: Demo Group: DEMO _ Version: 08

Fée View Navigation DataEnty

Shared Database Group Management

Active Shared Database Group

Current Database: Demo

Database Group Name:  [0EMO ] [ Add | Rename | [ Delete |
Set Shared Database Group To Use Current Database

BS8A Software Applcations

| Show only applications that General Ledger can interact with, [ Backup Entire Group... | | Advanced...

AddNewShuedDmgGr_oup

Accounts Payable
Anmal License
Buiding Department
Cash Receptng
Cemetery Management
Deinquent Personal Pre

Enter a name for the new Shared Database Group

DEMO2| Databases

Databases

Databases

oK [} Cancel J

Databases

Deinquent Tax Databases
Fixed Assets (local)\BSA Demo bsauser Databases
General Ledger (local) \BSA Demo bsauser Databases
Inventory Management Dstabases

Demo bsauser Databases

Miscelaneous Receivables  (ocal)\BSA

Audit Trail... | Discard Changes | |  Close

3.1: Shared Database Groups CLOSE X

Show Only Applications that [app name] Can Interact With is checked by default,
displaying only those (installed) BS&A .NET applications that link with the one you
currently have open.

Section 3: Database Management
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5. (Optional) Click Advanced to allow this Shared Database Group to be used by multiple
databases in the current BS&A application. For example, this would allow multiple
Tax databases to post to a single General Ledger database.

i. Checkthe Allow Multiple Databases for Each Application box.
ii. Click Close to return to the setup screen.
Click Set Shared Database Group to Use Current Database, then Yes.
Click Close.

8. You are prompted that any other currently-open BS&A .NET applications will need to
be closed and restarted for the change to take effect; click Ok. All users that have
affected BS&A .NET applications open will need to exit and restart.

Section 3: Database Management
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Lesson 3.2: Adding a Database

1. Goto File>Database>New Database.
2. Enter the name of the new database and click Ok.

3. You are prompted to make this new database your current database (the current
database is your working database); answer accordingly.

4. (Optional) Attach this database to the appropriate Shared Database Group:

i. Verify your database is your active (working) database:

File View Nawigation DataEntry " Tasks Reports  Utlities  BS8A Applications  Help
Q- ¢ & B Erint | Flrstory | ) Atonnt

View GL by . s . ”7.'
5| GL Details Fund: <None>
EJ Manual Journal Entry B I
% .:m!sj B:: Category/Type:  <None>
= Program Setup
Quick Search 1. Grid View | 2. Chart View

GL Mumbe R [ | | | | 1

Recurring Journal Entries
Naone by amount
None by percent
View Al Recurring JEs

Unposted Journal Entries:

None 5 2

$0.00 $0.00 $0.00
£0.00 $0.00 £0.00
$0.00 $0.00 §0.00
$0.00 $0.00 §0.00

0 Notes 0 Notes 0 Notes

BS&A Message Center

3.2: Adding a Database

CLOSE X

ii. Goto Program Setup>Administration>Shared DB Settings.

iii. Select the Database Group Name.

iv. Click Set Shared Database Group to Use Current Database, then Yes.
v. Click Close.

vi. You are prompted that any other currently-open BS&A applications will need to
be closed and restarted for the change to take effect; click Ok. All users that
have affected BS&A applications open will need to exit and restart.

Section 3: Database Management
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Lesson 3.3: Backing Up and Restoring Databases

Back Up a Database

1. Go to File>Database>Backup Database.
Database to Back Up defaults to the currently-active database and can be changed.
Enter or browse to the folder in which to save the file and click Save.

A file name is automatically supplied in the Save Backup As field, identifying the BS&A
application, the database being backed up, and the date the backup is being created;
we recommend using this name.

File View MNawigation DataBntry Tasks Reports Utiities BS8A Applications Help
Q- ¢ % B Erint | Blrstory |3 Attmnt [0]
[ECT ) | view L mmber. 1010004010 @) o
[l GL Details Fund: 101 GENERAL FUND Project:
4 Manual Journal Entry Department: 000 GENERAL
{0 Tables: GL History Category/Type: Assets - Cash
Frogram Setup
(1 Gooiesl2. Chact \isw [7] Include Project Details
Quick Search — =)
= . | d Select Database To Backup —— B — Balance DR (CR) | =«
$1,167,079.94
E Current Server: (local)\BSA $1,167,079.94
Recurring Joumal Entries e $1,167,079.94
None by amount Database To Backup: |De—-|o LI $1,167,079.94
None by percont Save Backup As: C;\Users\teldpausch\Desktop \GLDemo09 1820122 S1167,075.54
View Al Recurring JEs
Unposted Joumnal Entries:
S Dont Save Network Backup
$0.00 $0.00 $0.00 o
$0.00 $0.00 50.00 -
0 Notes 0 Notes 0 Notes ol
F o
GL
ty BSBA SOPTWARE
BS&A Message Center
|sortIndex: GL Number i@ I
3.3: Backing Up and Restoring Databases CLOSE X

4. Click Ok. If the name of the backup file already exists, you are prompted to overwrite
it.

Section 3: Database Management
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Back Up a Shared Database Group

42

oA -

6.

Go to Program Setup>Administration>Shared DB Settings.

Select the Database Group Name.

Click Backup Entire Group.

Current Database Group reflects your selection in step 2.

Enter or browse to the folder in which to save the file and click Ok.

A file name is automatically supplied in the Save Backup As field, identifying the

group name and the date the backup is being created; we recommend using this
name.

Za General Ledger _User: BSAT DB Demo _ Group
Rle. Vew Naviaton DataEnf ficaiect Detabases o Bacusilil [
0 . = -
Current Database Group: DEMO Select Al Select None
Applcation Database Inchude

 Aocounts Payd Do 7

Assessing Demo v

General Ledger Demo v

| | Anmal License Demo v

Buiding Depatment Demo v

iﬁ Cash Receptng Demo v

Cemetery Management  Demo v
Deinguent Personal Prop Demo v =

Delinquent Tax Demo v

Dran Assessment Demo v

Fixed Assets Demo v

Miscelaneous Receivablt Demo v

Payrol Demo v

Purchase Order Demo v

Special Assessment Demo v

Tax Demo v

| ikt Rilinn Nemn Z
Save Backup As: C:\Users\tfeldpausch \Desktop \DEMOOS iTZ’J 12.7p \:I
ok |[ concel ]

3.3: Backing Up and Restoring Databases CLOSE X

A dialog pops up listing the programs and databases being included; provided this list
is correct, click Yes.

Section 3: Database Management
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Restore a Database

Databases can be restored from individual database backups, or from Shared Database
Group backups, and can be restored to an existing database or as a new database.

1. Goto File>Database>Restore Database.

2. Browse to the Database Backup File (whether an individual database backup file or a
Shared Database Group backup file) and double-click it.

3. Select the Restore Option:

o Restore to Existing Database. The files in the backup will overwrite the files in
the selected database.

o Restore to New Database. Enter the name of the new database.

4. Click Ok. If restoring to an existing database, you are prompted that it will be
overwritten; click Yes.

Za General Ledger User:BSAT DB:Demo Group: DEMO Version: 09/11/2012
View Navigaton DataBntry Tasks Reports Utiities BS8A Appiications Help

o -

Select Database To Restore =R

Current Server: (local)\BSA
Currently Active Database: Demo

Database Backup Flle:  C:\USERS\TFELDPALISCH\DESKTOP\DEMO09182012.2IP
A —

Database Exists &

\e The database ‘Demo’ will be overwritten and existing data will be lost. Do you wish to
— continue?

Restore To New Database:

3.3: Backing Up and Restoring Databases CLOSE X

5. You are prompted that the restore is complete, and asked to select whether or not to
make this the active database; answer accordingly.

Section 3: Database Management
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Lesson 3.4: Updating Your Program

Installing updates can be user-restricted (Program Setup>Administration Tab>Program

Update Security).

Update Manager

The Update Manager lets you view a log of updated items, broken down into Critical, High
Priority, Medium Priority, and Low Priority. You may select from Only Show Update Entries
Newer Than My Program Version or Show Update Entries for the Following Number of
Days. The bottom of the Update Manager displays your current version date and the

version date of the update available on our website.

1. Click the button in the lower-right corner of your BS&A application's screen:

File View MNawvigation

o Latest Program Update Details S -
l 4 Reload List | g, Print Al
Application Yiews
S} GL Details © Only show Update Entries newer than my Program Version

= Manual Journal Entry Show Update Entries for the following number of days:
i Tables: GL History

Program Setup Search Entries:

Quick Search Version Dal Details
GL Number | Medium Prority

09/14/2012 12:00 AM  General- Resolved issue with utiity ...

Recurring Journal Entries
None by amount
None by percent
View &l Recuming JEs
Unposted Journal Entries:

None

h

1 Entry found.

Your Program Version: 1.0.4637.27652, Latest Web Version: 1.0.4640.19098 9/14/2012 11:40 AM

Update || Close

3.4: Updating Your Program

CLOSE X

Low- or Medium-priority updates are detected.
|G| High- or Critical-priority updates are detected.

No updates of any importance are detected (or no updates at all).

You may also click the button to view changes included in previous updates. Select the "Show all update entries” option.

Section 3: Database Management
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2. Click , then Yes. The application shuts down. The update downloads from
our website and automatically runs.

3. When finished, re-open the program.

Help Menu

1. Go to Help>Download Latest Version.

2. Select Automatic Download. The program shuts down. The update downloads from
our website and automatically runs.

3. When finished, re-open the program.

Section 3: Database Management
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Section 4:; Record Selection

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Search

o Sort records
o Blockrecords
o Markrecords

o Setarange of records



Lesson 4.1: Searching

List Records Button

Located on most setup screens. Click = to bring up a list of items and select the item you
want to view. Rather than scrolling through the list, use the Sort Index field to aid you in
your search. To illustrate this, let's say you know the name of the fund you want to search
for, but are unsure of the fund number. Change the Sort Index to Description and start
typing. As you type a character, the cursor jumps to the first record it finds:

-

| O Fund Setup =
|l = —_— - - )
s o O IEH AR @ Qlaw Glockt |lladt | Toos - Fund 10f 48 =
up s
(B GL Details | z
(i Marua JourmalEniry o Fund; 101 LLloacive,
& Tables: Al Journal Entr...
= Search Resul [
” Program Setup S o f——
Quick Search Number of Records: 25 [¥] Hide Inactive  SortIndex: |Descrption - I
GL Number F4
Desaiption | Fund -
|iocasTsFue m
MA
Recurring Journal Entries JraER e | 202
T MOBILE EQUIPMENT 641
None by percent PARKS AND RECREATION 208
| E U
Viiew All Recurring JEs PROPERTY TAX FUND 703 |
uUnposted Journal Entries: PUBLIC SAFETY BLDG DEBT SERVIC a 303 -
None ‘ ] seerchingFor:  PUB ‘
Reset Columns 0K [ Cancel
Discard Changes Close
by USEA SOPTWARE
BSBA Message Center
ﬁ
4.1: Searching CLOSE X
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Navigation Menu

1. Go to Navigation>Search or Navigation>Quick Search:
o Search (the fields available for searching depend on the data you are viewing)
i. Select the field by which to search.
ii. Enter the search criteria and click Ok.

iii. If the Search Results screen appears, locate the record you want to view
and select it.

o Quick Search

i. Click the quick search field (another option is to press the Function key
assigned to the search field without going through the Navigation menu).

ii. Enter the search criteria and click Ok.

iii. If the Search Results screen appears, locate the record you want to view
and select it.

Page Up and Page Down Buttons/Keys

st

Located on data screens and setup screens. Click the appropriate button - - or use
your PgUp and PgDn keys. In data screens, the records presented are affected by the
current sort index (see page 57). In setup screens, the records presented are always in
numeric or alphabetical order, depending on the type of setup screen.

Section 4: Record Selection
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Quick Search; Function Keys

Quick Search uses Function keys and occasionally, a hotkey combination. Some
BS&A applications provide a Quick Search list in Application Views.

1.

2.
3.

Click the green quick search command link (1) or press the assigned Function key (2).

72 General Ledger User: BSAT DB: Demo Group: DEMO _Version: 09/14/201

File View MNavigation DataEntry Tasks Reports Utiities BS3A Applications Help
Q- & % 8] @rint | Tdrstory |5 atmot [0]

‘ Wipplication Views s B (VONF RSS | 500 040,000 [F] ACCOUNTS RECEIVABLE
[ GL Details Fund: 101 GENERAL FUND Project:
- ) Manual Journal Entry Department: 000 GENERAL
] Tables: Al Joumnal Entr.... Category[Type: Assets - Other Assets
[7=] Program Setup
ke sen m 2 Chart View [7] incdlude Project Details
O M ;1 fz“ P4 DR Activity CR Activity Net Activity Balance DR (CR) |
0,00 $0.00 $0.00 (§5,346.26)
Mot 2 Sl §0.00 $0.00 $0.00 (85,346.26)
Recurring Journal Entries §0.00 $0.00 $0.00 (§5,346.26)
Naone by amount §0.00 $0.00 $0.00 (85,346.26)
Nene by percent $0.00 $0.00 $0.00 (85,3%6.26) _
View &l Recurring JEs
Unposted Journal Entries: =
Nors 10-1 11 . 1 3
$0.00 $0.00 $0.00 | . 0.00
$0.00 $0.00 £0.00 £0.00
$0.00 $0.00 s0.00 0.0
50,00
$0.00 §0.00 £0.00 =
1 Notes 0 Notes 0 Notes =
BS&A Message Center
Sort Index: GL Number i QI
4.1: Searching CLOSE x

Enter the search criteria and click Ok.

If the Search Results screen appears, locate the record you want to view and select it.

Search Button or Alt+S

The fields available for searching depend on the data you are viewing.

52

Hw N o=

Click s

or press Alt+S.

Select the field by which to search.

Enter the search criteria and click Ok.

If the Search Results screen appears, locate the record you want to view and select it.

Section 4: Record Selection
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Table Searches

As with the List Records method illustrated at the beginning of this topic, when viewing a
table you may start typing the data you are searching for, subject to the current index (sort
order). A search template appears at the bottom of the screen to accept the entry. Pictured
is an example using the All Journal Entries table in General Ledger. The table is sorted by
transaction number. As you type a character, the cursor jumps to the first record it finds.

| Fie view nNavigaton DataEntry Tasks Reports Utiites BSBA Appications  Help
| Q- ¢ & 2 mookstart + g QuikBiock PomMark » P QuickMark | & Count | | Tools ~
| ~ Number of Records: 98,006  SortIndex: Transaction Number

obcationviews || = L - E—
Transaction | Journal | Post Reference Reference
@ GL Detais 'g:e' Code Date Description N Nom2 ‘ Name User Name
R Sxeckisl Joorns Every 87 | D 10/19/2010 | CONSO 56772 to 3559 56772 CONSO | wiLD wooDs GRAPHICS CSIMON
209688 | CD 10/19/2010 | CONSO 56773 to 1784 56773 CONSO [ WITBECK'S FAMILY FOODS | CSIMON
209689 | CD 10/19/2010 | CONSO 56774 to MISC 56774 CONSO | wooos, scoTT CSIMON
209630 | GJ 06/30/2010 | POSTING CORRECTION CX#56561 157838 MWILLIAMS

20991 | G 07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157839 MWILLIAMS
20992 | G) 09/23/2010 | POSTING CORRECTION X #5661 157840 ' | MwILLTAMS
Current Table (CTRL+T) 209593 09/23/2010 | POSTING CORRECTION CK #5661C 157841 ‘ ' | MwiLLzams
All Journal Entnes - 209694 | PR 10/21/2010 | SUMMARY PR 10/21/2010 | ‘ ' SGOERGE
07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157842 ‘ ' SSMITH
06/30/2010  POSTING CORRECTION - OX #565¢
07/01/2010 | TO REVERSE MANUAL JOURNAL EN 157844
06/30/2010 | JOURNAL REVERSING ENTRY 157845 ‘
| 10/19/2010 | void Invoice 1004201018 1232 | 1004201018 [ succuLrs przza
| 10/1972010 | void Invoxce 100510-#16 1232 | 100510816 | [ succnirs przza
10/19/2010 | Void Invoice 10062010-#12 1232 | 10062010-#12 | BUCCILLT'S PIZZA
10/19/2010 | Void Invoice 10082010 1232 10082010 [ | succiurs przza
| 10/19/2010 | voID consO 56699 t0 1232 | 56699 ‘ i BUCCILLY'S PIZZA

GL Number e

m
ty BSGA SOFTWARE

BSSA Message Center
Sort Index: Transaction Number

4.1: Searching CLOSE X
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Search Results Screen

When executing a search, and multiple records are found (for example, a search on Smith)
a Search Results screen appears:

Search Results - —lk

Number of Records: 25 (V) Hide Inactive  SortIndex: |Fund v
Fund | Description -
]
3 CEMETERY PERPETUAL CARE 1
MAJ’(’)":S"T%ETS i
LOCAL STS FUND
FIRE FUND
r 208 | PARKS AND RECREATION
{210 DDA(DOWNTOWN DVLPMT AUTHORITY)
: 211 SIDEWALK REPLACEMENT FUND

Reset Columns

4.1: Searching CLOSE X

This screen can be resized, and its columns resized and reordered. The screen will retain
those settings until you reset them to their original state. Search Results screen settings are
unique to each user name.

To resize the screen...

i. Position your cursor along a border of the screen. Depending on your cursor
location, the cursor will appear as one of the following:

PRTE

Tip: use the diagonal (appears when positioned on a corner); this stretches out and
down (or up).

ii. Press and hold your left mouse button and drag your mouse to stretch the screen;
release it when you've achieved the size you want.
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To resize the columns...

i. Position your cursor in the column heading between the column you want to resize
and the column to the right. Your cursor changes to:

=

ii. Press and hold your left mouse button and drag your mouse to the right; release it
when you've achieved the width you want.

To reorder the columns...
This enables you to move columns around until they are in the order you like; it is not the
same as re-sorting the records.

i. Position your cursor in the column heading of the column you want to move.

ii. Press and hold your left mouse button and drag your mouse left or right. A pixelated
border appears to indicate the column is being moved:

[Mumber of Records: 2,502 Sort Index:

Diate,Time User Name -€—
10/19/2006 9:09 AM BSA

iii. Release the mouse button when the column is in the position you want.

To reset columns to their original state...

e To reset the current Search Results screen's columns, click the Reset Columns
command link, then Yes.

e To reset all Search Results screens (and tables), go to Program Setup>My Settings and
click Reset Table Settings. Check the Yes, | wish to... box and click Ok. This affects both
the size and the columns.
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Lesson 4.2: Sorting

The sort order, or index, of records is important when setting ranges for reports and when
blocking off records. The fields available for indexing depend on the data you are viewing.
When viewing a table, the primary index appears in red and is the left-most column (1),
unless you have moved it to another position. The index is also displayed in the Status Bar
(2), whether you are viewing a table or a data entry screen, as illustrated on page 21.

2 Genersl Ledger_Usen BSAT DB Dems._ Group: DEMO Versom 091U2012 00
I Fle View Nawgation DataEntry Tasks Reports Utliles BS8A Applications Help
Q- @ B Ebokstart - g QudkBiods  4f count [ Tools ~
P ; Number of Records: 10,801 / Hide Inactive  SortIndex: GL Number
'i g;::::wnd - — Descroton Year End AcountType | Fund | Department |Accont | Project | g:v':v
{] Tables: GL Hstory
(=] Program setup 101-000-001.000 CASH 06/30/2004 Cash 101 000 001.000 | Assets
Quick Search 101-000-001.000 casH 06/30/2005 Cash 101 000 001.000 [ Assets
Manber F 101-000-001.000 [casi 06/30/2006 Cash (101 o0 001.000 [ Assets
101-000-001.000 CASH 06/30/2007 Cash 101|000 001.000 [ Assets
101-000-001.000 | casH 06/30/2008 Cash 101|000 001.000 [ Assets
101-000-001.000 CASH 06/30/2009 Cash 01 000 001.000 [ Assets
101-000-001.000 CASH 06/30/2010 Cash 01 000 001.000 [ Assets
101-000-001.002 CASHONHAND | 06/30/1999 Cash 01 oo 001.002 [ Assets
101-000-001.002 CASHONHAND | 06/30/2004 Cash 101 000 001.002 Assets
Q 101-000-001.002 | casHonHaND | D6/3072005 [ cash [101 oo [ooLooz | | Assets
101-000-001.002 |casionnano | 0573072006 Cash 101 000 001.002 [ Assets
101-000-001.002 CASHONHAND | 06/30/2007 Cash 101 000 001,002 | Assets
101-000-001.002 |castonHaND | 06/3072008 | casn [01 oo 0L002 | Assets
101-000-001.002 | casHonHanD | 0s/3072009 [ cash [0 [oo0 [oorooz | | Assets
101-000-001.002 CASHONHAND | 06/30/2010 Cash 101 000 001.002 | Assets
—~ 101-000-001.003 PETTY CASH 06/20/1993 Cash 101 000 001.003 [ Assets
'.L_j, L 101-000-001.003 PETTY CASH | 0673072004 Cash 101 o0 ooLeos | | Assers
; 101-000-001.003 PETTY CASH 06/30/2005 Cash 101|000 001.003 [ Assets
AS3A Megrage 101-000-001.003 | PErTY CAs 06/30/2006 Cash (101 looo 001.003 | Assets >
Sort Index: GL Number = 2 " ] I
4.2: Sorting CLOSE X

Column Heading (Table View). While viewing a table, double-click the column heading of
the field by which you want to sort.

Ctrl+l or Alt+l Keys. Press Ctrl+l or press Alt+l and select the field.

Index Button. Click
field.

(available whether viewing a data screen or a table) and select the
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Navigation Menu. Go to Navigation>Index and select the field.

Right-Click Menu (Table View). While viewing a table, position your cursor anywhere on
the table and right-click to receive a menu; click Change Index and select the field.

Status Bar. Click the button representing the current sort order - for example,
Sort Index: | Descripti ,
neee - and select the field.
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Lesson 4.3: Blocking

Blocking records is useful for reports and certain other operations. Blocked records appear
highlighted in red.

Block

1. Open the table and sort by the field that will determine the block.
2. Determine your method:
o Use the button in the Tool Bar:
i. Highlight the first record to be included in the block.

B8 Block Start -

ii. Click The button changes to Block End.
iii. Highlight the last record to be included.
iv. Click i R The button changes to Block Clear.

o Use the right-click menu:
i. Position your cursor on top of the first record to be included in the block.
ii. Right-click and select Block Start.
iii. Position your cursor on top of the last record.
iv. Right-click and select Block End.
o Useyour Shift key:
i. Click thefirst record to be included in the block.
ii. Press and hold your Shift key.

iii. Click the last record to be included and release your Shift key.
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Quick-Block

The Quick-Block option lets you quickly set a block by entering parameters dependent
upon the current sort order.

—_—

Open the table containing the records you want to block.

B Quick Block

N

Click

Verify or select the Sort Index (if changed here, that change will be made on the table
as well).

4. Enter the Start Value and End Value.

w

72 General Ledger User: BSAT DB: Demo Group: DEMO  Version: 09/14/2012
| Fe view Navigaton DataBntry Tasks Reports  Utiies  BSSA Appications  Help
Q- ¢ 5 ) mBodkstart - @Quiksiod PMark - PqukMark  &f Count [ Tools -
. — = | Number of Records: SortIndex: Transaction Number
Application Views s = S, St L ——
Transaction | Journal t - Reference | Reference &
?Qmm; Number | Code Description | hum Num2 ‘N-ne User Name Mar
> u"“‘: ipdim et 29416 |63 | 06/3Ne010, | YEAR-END ADRISTMENT |157834 I \ MWILLIAMS ™
[= Program Setup 209417 | G | 06/30/2\ Quick Block \ MWILLIAMS No
3
Quick Search 209418 | G) | 0701 - | | MwILLIAM: | No
O Nabas - 209419 | G3 06/30/; MWILLIAMS No
209420 | AP 10/19/ Quick Blodk alows you to set 3 block based on a value STATE OF MICHIGAN CSIMON o
Progr e Table Visw(s) y . 4 range. For example, if your current sort index is a - + + .
| 209421 | AP 10/19; date you can set a block that spans a spedified date | 1ST CHOICE OFFICE OUTLET | CSIMON No
3 = !
Current Table (CTRL+T) 09422 | AP 10/19/ 5t . the ot et | 1ST CHOICE OFFICE OUTLET | CSIMON 1o
Al Journal Entries s 209423 | 4P 10/19/20] | | the table. | 1ST CHOICE OFFICE OUTLET | CSIMON No
203424 | AP 10/19/20) ot = | 1ST CHOICE OFFICE OUTLET | CSIMON No
T 1 Xz |Transaction Number ! - 1 | T
209425 | AP 10/19/2044 | 15T cHOICE OFFICE OUTLET | CSIMON No
: | : :
perEs) PR wos/afl| Stertvake: 209417 l’ ] T CONCE O OOt ] o =
209427 | AP 10/19/204}|  End Value: Apazd ) | 1ST CHOICE OFFICE OUTLET | CSIMON No
209428 | AP 10/19/204) | 15T CHOICE OFFICE OUTLET | CSIMON No
209429 | AP | 10/19/204F ok || cancel { | 1ST CHOICE OFFICE OUTLET | CSIMON | o
209430 | AP 10/19, ] A BERENTAL CSIMON No
209431 | AP 10/19/2010 TN eTO0r DRl AT ABC FASTERNER GROUP, INC| CSIMON No
209432 | AP 10/19/2010 | SHIPPING - WWT 030481 ACE HARDWARE csiMoN No
209433 | AP 10/19/2010 | SUPPLIESFIRE PREVENTION 030531 hce HARDWARE CSIMON No
By = TR 209434 | AP 10/19/2010 | SHIPPING - WWT 030551 ] ACE HARDWARE CSIMON No
BSSA Message Center J B ’
Sort Index: Transaction Number f 0
4.3: Blocking CLOSE X

5. Click Ok.
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Increase/Decrease Number of Blocked Records

To increase...
1. Click the unblocked record that is to be the last.
2. Click the | part of the Block Clear button and then Block End.
OR

1. Press and hold your Shift key.
2. Click the unblocked record that is to be the last and release your Shift key.

To decrease...

1. Click the blocked record that is to be the last.

2. Clickthe | part of the Block Clear button and then Block End.
OR

1. Press and hold your Shift key.
2. Click the blocked record that is to be the last and release your Shift key.

Clear a Block

Three options are available:

E5 Block Clear -

o Click

o Right-click and select Block clear

o Change the index of the records (see page 57)
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Lesson 4.4: Marking

Marking lets you flag random records and is useful for reports and certain other
operations. Marked records appear highlighted in bright blue.

Mark One or a Few Records

1. Open the table containing the records you want to mark.
2. Highlight the record to mark.

3. Determine your method:
o Use the button in the Tool Bar:

i. Click ik and select Mark Selected Record.

o Use the right-click menu:

i. Position your cursor on top of the record.

ii. Right-click and select Mark Selected Record.
o Useyour Ctrl key:

i. Press and hold your Ctrl key.

ii. Click arecord.

o Pressyour spacebar.
4. Repeat the selected method on the remaining records to be marked.

Mark All or Blocked Records

1. Open the table containing the records you want to mark.

2. Clickthe ~ part of the Mark button to receive a list of options.

3. Click Mark All Records or Mark Current Block.
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Quick-Mark

Open the table containing the records you want to mark.

'Eh Quick Mark

Click

Verify or select the Sort Index (if changed here, that change will NOT be made on the

table).

Enter the Value and click Mark Record.

4.4: Marking

Fle View Navigaton DataEntry Tasks Reports Utiities BSSA Appications  Help
Q- ¢ N P Esokstrt - gl QukBok PMark ~ PQuickMark | &f count | [ Tools +
Number of Records: 98,006  SortIndex: Transaction Number
5 6L Detais e | o Description Refaues Rt Hame User Name Mar
.': m‘: mm 209416 G 06/30/2010 | YEAR-END ADJUSTMENT 157834 MWILLIAMS No
I 3 Program setup 209417 | G 06/30/2010 | YEAR-END ADJUSTMENT 157835 MWILLIAMS to
‘ Quick Search 29418 | G <'Qui‘km = — A | MWILLIAMS | No
e - 209419 | G) — - MWILLIAMS o
209420 | AP STATE OF MICHIGAN | csmon ™
209921 |4 || | Quick ark slows you to mark severalrecords i a row based on the values you 1ST CHOICE OFFICE OUTLET | CSIMON o
Current Table (CTRL+T) 29422 | AP s 1ST CHOICE OFFICE OUTLET | CSIMON [ Mo
Al Journal Entres - 203423 4> || | ** Note: Changing the sort index will *NOT* resort the table. 1ST CHOICE OFFICE OUTLET | CSIMON No
209424 | AP | | 157 cHo1cE oFFICE oUTLET | CstMon to
;o425 | pp || Sortindex: [Transacton Number =1 o | | 157 roice oFFice ouner | csivon No
200426 | Ap || Value: 20942 Mark Record | | | 157 cHo1ce oFFIcE oUmeT | csmon ™
200027 | w0 | (N | | 157 oHoICE OFFICE OUTLET | CsIMON | Mo
29428 | AP Qose L | 157 crotce oFFIcE oumiET | civon [ ho
AT ———— = b | 157 cro1ce oFFIcE oUmET | csMon ™
209430 | 4P 10/19/2010 | PUMPING AND CLEANING - PARKS | 113988 A &ERENTAL CSIMON No
20431 | A 10/19/2010 | BIN STOCK - DPW A110830 ABC FASTERNER GROUP, INC, CSIMON [ No
20432 | AP | 10/19/2010 | SHIPPING - WWT [ 030481 ACEHARDWARE | CSIMON No
G L 200433 | AP | 10/19/2010 | SUPPLIESFIRE PREVENTION 030831 ACE HARDWARE | csmon No _
Ly B3 m 209434 | AP | 10/19/2010 SHIPPING - WWT 030551 ACE HARDWARE CSIMON No "
BSSA Message Center < " ’
Sort Index: Transacton Number L Q

CLOSE X

If more than one record is found with that value, you will receive a Search Results
screen; double-click the appropriate record.

Click Close.
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Unmark Records

To unmark one record...

o highlight it and press your spacebar
OR

o position your cursor on top of the record, right-click, and select Unmark Record.
OR

o press and hold your Ctrl key on the marked record and click

To unmark all/blocked records...

o clickthe ~ part of the in the Mark button and select Unmark All Records or Unmark
Blocked Records.
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Lesson 4.5: Setting a Range

Setting a range is done when running reports or performing some tasks and utilities. The
fields available for selection depend on the current sort order. For example, | want to run a
Chart of Accounts report for only accounts between 101-215-702.000 and 101-257-956.000
(running reports is covered in more detail in Section 5 of this courseware):

Open the Chart of Accounts table and sort by GL Number.
Go to Reports>General Ledger Reports.

Select Chart of Accounts as the Name.

Click Report Options.

Select Range (using current index) as the Population and click Yes.

o vk wN =

Enter the range and click Ok:

-
Fie View Nawvigation DataBntry Tasks Reports Utiitles BSS8A Applications Help
v N B msokstart - g QudkBlok P o] - —
o R Chart Of Accounts - Options =
L ] | | [ Select Funds... |[+] s
- Population
B GL Detais Acct Type: |'T$ |
<4 Manual Journal Entry Populaton:
f] Tables: Chart of Accou.., —
[ Program Setup V| Apply ReportOptions To Population k
Apply Advanced Query to Population 1
Quick Search | i & |
GL Number F4 . e
Enter Range
Filt
Sort Index: GL Number
. Start Value: 101-215-702.__ - 4
101-537-718.00
| BLEETIB00 End Vakie: 101-257-9%. -
101-537-728.000
101-537-731.000 e
Cancel
101-537-731.001 -
101-537-801.000 Print
101-537-850.000 V| Print Account Type Group By Departments
101-537-922.000 | || 7] Print Department Descriptions Group By Account Category L
101-537-923.000 -y V| Print Close Revenues/Expenditures To Override r
1-537-930.000
=2 (] 101-537-931,000 Set Fonts... | | Reset Fonts oK [ Cancel
s i | SetFonts... | | Reset Fonts| [ ok J[ cance
bl W 101 I
101-537-943.636 EQUIPMENT RENTAL - DATA PROCY AIRPORT =
BS&A Message Center L
Sort Index: GL Number © ]
4.5: Setting a Range CLOSE X

7. Click Ok to close Report Options.

Select the print Destination and click Run Report.
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Section 5: Running Reports

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Access areport
o Setreportoptions
o Set filters for more robust reporting

o Setup and use Report Profiles



Lesson 5.1: Accessing a Report

Reports Menu

The Reports Menu drops down a list of Report Categories, each of which contains its own

set of reports:

1]

5.1: Accessing a Report

Za General Ledger User BSAT DB:Demo Group: DEMO Version: 09/14/201:

Fle View Navigation DataEntry Tasks | Reports | Utiities BSSA Applications Help

— - TT

Q-0 2N @& Print | T Hstory General Ledger Reports
- | Journal Reports
i | View GL Nun 5SH
Journal Detail /Account Activity
[ GL Details Fung
[£ ] Manual Journal Entry Manual Journal Entry Reports
ﬁ Tables: OS:T’:f Accou... Category/Typt Budget Reports
»=| Program Budget Amendment/Encumb: R e
‘ (LGnd Vi i o [} include Project Details
Quick Search AEEE ety
O bt " T CR Activity Net Activity Balance DR (CR)  ~
| SR 5 $0.00 $0.00 $1,167,070,94
‘ S
.00 .00 1,167,079.94
State-Specific Reports » % % s o
$0.00 $0.00 $1,167,079.94
| Recurring Journal Entries R
None by amount 2 e $0.00 $0.00 $1,167,079.94
i Audit Reports
None by percent 12/320{ I3 $0.00 $0.00 $1,167,079.94
View All Recurring JEs ] Other o
Unposted Journal Entries: E——. Claar Report Favonites - -
None Report Profies... b 3
Previously Generated Reports... p
ST o ST
¢ $0,00 $0.00 $0.00
4 0 Notes 0 Notes 0 Notes aaslill o
e bmma P TMLIT
BSSA Message Center
Sort Index: GL Number L0

UL

CLOSE X
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Upon selecting a Report Category, the Run Reports dialog appears. You may select another
category from within this dialog (1). Individual reports (dependent upon the selected
category) are selected in the Name field (2):

‘ Fle View Navigation DataEntry Tasks Reports Utlities BS8A Applications Help
| Q- ¢ & 2 @Epont |Gdustory S atomnt [0]

View GLNumber:  101-000-001.000 (B) casn
;g GL Detais Fund: 101 GENERAL FUND Project:
= ] Manual Journal Entry Department: 000 GENERAL
ii] Tables: Chart of Accou...
Categor : As
[73 Program Setup v/Type: Run Reports
R [1Grid View | &[5) Add Report. @) Delete Report | 37 Edt | (3 Rename | [§ Audt | [ Took [T] include Project Details
O it ,-.. | Period Net Activity Balance DR (CR)  ~
8810 $0.00 §1,167,079.94
\ 09/30/2012 ¥ 1 | Category: |Budget Reports ~| $0.00 $1,167,079.94
Recurring Journal Entries 10/31/2012 ;[ Report Options... $0.00 $1,167,079.94
None by amount 11/30/2012 $0.00 $1,167,079.94
None by percent 12/31/2012 - fect Spreadsheet $0.00 $1,167,079.94
View All Recarring JEs Number of Copies: 1 [ Margins/Fonts...
Unposted Journal Entries: Current Printer:  \\malone\SAVINGZ28 | _Printer Settings..
None
|| [l Show Sample Reports RunReport | | 5

£0.01
R
BSSA Message Center
Sort Index: GL Number L QI
5.1: Accessing a Report CLOSE X
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The Show Sample Reports option (3) lets you preview the report before printing it (this can
also be accomplished by selecting Screen as your Destination). Use the Zoom scale (4) to

adjust the view.

Category:  [Busiet Reports

5 QL Detais

=

Current Printer:  \\malone\SAVING228

[£5] Manual Journal Entry) Name:  [Eudoet Report ] | Report Options...
il Tables: Chart of Acca
Program Setup Destnation: [Screen v| (8] select o

Quick Search | nember of Coples: 1 Margins/Fonts... |

[ Printer Settings... |

| Include Project Details
Balance DR (CR)  ~
$1,167,079.94
$1,167,075.94
$1,167,079.94
$1,167,079.94
§1,167,079.94

CURENT SROSKATT TAXES
FARRS PROFERTY TAX REVENUES

V Show Sample Reports

Close J

5.1: Accessing a Report

CLOSE X
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Print Button

. Print . . . .
Some screens provide a = or = button, which offers a smaller dialog, as it's

tailored to a specific report or printout. For example, clicking = on your Banks setup
screen yields this dialog:

File View Mavigaton DataBntry Tasks FReports Utlites BS8A Applications  Help

QO - __| Bank Setup - Server: (local]\BSA -~ Database: Demo =
Application Views o E S S olad &)Deete |8 Audit | [F Tooks - Bank 40f § |

B GLDetails .
- Bank Code: GE
[ Manual Journal Entry -

I*::;-:;wwo“m-- 1 General Setup | 2 Acounts Payable | 3, Payroll | 4, Cash Accounts | 5, Interest Alloation
=21 Program Setup G EOUTS SATE | b SRYION | T COTOMRS Laeeien Fogeen

Quick Search Description:  POCLED

| Inactive

assifications ..

| Margins/Fonts...

CurrentPrinter:  \\malone\SAVINGZ28 | Printer Settings...

—— |

G-‘l Discard Changes Close |
- T

5.1: Accessing a Report CLOSE X
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Lesson 5.2: Setting Options

BS&A strives to make your job easier by providing the most frequently-used filters for
reports in a Report Options dialog. Pictured is the Report Options dialog for a Journal Entry

Report:

Journal Entry Report - Options - ﬂ]
= 1

T T—— Banks... Population ‘
pplication —=
B8 G cents sevoror | | popsssen:
J Manual Journal Entry V| Apply Report Options To Population
{] Tables: Chart of Accou...
[7= Program Setup Apply Advanced Query to Population
Quick Search Advanced Query I
Sl " Filters
R — SelectBy:  [post Date =] ; .
— .| | Budget Classifications.. ‘
Recurring Journal Entries StartDate: /[ / [Z EndDate: 09/21/2012 l:«‘
None by amount . 0 o
None by percent )
Lo
Unposted Journal Entries: 0 h
None | Filter By Project
| “
Filter By Journal Code Select Journal Codes..
All Journsi Codes
V! Show GL Descriptions
GL e p—
Ty WS04 SOPTWARE LS« Fonts... | Eeset anlsJ oK Cancel
BSSA Message Center =

5.2: Setting Options CLOSE X

You can open the dialog by clicking the Report Options button on the Run Report dialog. A
user setting, however, can ensure you never overlook this screen (see "Display Report

Options," below).
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Among the filters for each report, you can select the population of records on which to run
the report. The previous section of this courseware - "Record Selection" - illustrates how to
mark and block from a Table. You may do so directly in a Report Options dialog:

Fée View Navigaion DataEntry Tasks Rep

User: BSAT DB: | roup: DEMO

Q-
el |
. Setup your bank
B} GL Details y
*JJ Manual Journal Entry ‘
{i] Tables: Chart of Accou... 1. Database 54
[75 Program Setup
Quick Search L ‘?':”“‘f“”7
GL Number e
[ Fu

Journal Entry Report - Options 2
Population
Population:  |Marked Records w| | Population Options..
V| Apply Report Options To Population
Apply Advanced Query to Population
Advanced Query
Filters

No Marked Records - 4

Recurring Journal Entries
None by amount
None by percent
View All Recurming JEs

Unposted Journal Entries:

None

tg No records are marked for the current report. Would you like to mark them now?

ty WSGA BOFTWARE

BSSA Message Center

Filter By Journal Code

Select Journal Codes..
All Journai Codes

v Show GL Descriptions

((set Fonts... | [Reset Fonts]

(o

get Classifications... |

5.2: Setting Options

| .QI

CLOSE X

Once records are marked or blocked, clicking the Population Options button lets you alter
the selection or remove the mark/block entirely.
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Display Report Options

Program Setup>My Settings>My Preferences contains a setting letting you tell the program
to Display Report Options Dialog Before Each Report Run. By default, this setting is
checked, meaning you will not need to click the Report Options button prior to running a
report, because the report options dialog will automatically pop up when you click the Run
Report button.

[V] Display reportoptions dialog before eachreport run

5.2: Setting Options CLOSE X
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Lesson 5.3: Using Filters to Query Your Data

Filters are used to query your database for specific information. For example, we want a
report of all General Ledger Accounts using the Account number 702.000.

1. Go to Reports>General Ledger Reports>Chart of Accounts.
2. Click Report Options.
3. Select All Records as the Population.
4. Checkthe Apply Advanced Query to Population box and click Advanced Query.
5. Click in the Filters pane (left side). The Edit Filter Condition dialog appears.
[ R view Advanced Query (>
Q- AM |' W Cear Query | Save Query ToDB [ Load Query From DB [ Delete Query FromDE g Export Queries To File 5 Import Queries From Fie |
‘aoptcation views |l 1
5} G Detads | Imdwtedmbmamdofmuhsofmms,mhmmmmofwm ]
: | Manual Journal Entry| ( \ [
il Tables: Chart of Accq - e ———|
I Pt Edit Filter Condition » — I | Include Project Details
Quick Search e —
GL Numbe: "Tw:: GL_GeneralLedger I Search for a field... Balance DR (CR) | =
| E| 3 Field: [account x| Select aField from your Report Favorites... :’:::::
Recurring Joumnal Entries Operater: |- ouak) =l $1,167,079.94
None by amount §1,167,079.94
om e o Value | $1,167,07%9.94 | _
e Anather field [accountCategory N - =
Unposted Journal Entrieg I
Nors i ") Prompt For Value
ok |[ cancal |
i 1
Close
BSRA Message Cenf L
|sort Indexs 6L Number i QI
5.3: Using Filters to Query Your Data CLOSE X

e Table. Some reports allow the selection of a table; others, as in this example, do
not. The table contains the data you are querying.

e Field. Used to select the specific field you are querying. The Search for a Field
button can be useful when table selection is allowed, as you may know the field
name, but be unsure to which table it belongs. If you've marked any fields as
"favorites," you may click the Select a field from your report favorites command
link to select it.

e Operator. Used to set the condition for the comparison between the data and
the input.
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e Compare To. Used to set the parameters for the query.
6. Select your options and click Ok.

7. Select the Report Data Must Match option. In general, "All" means the data found by
the query must match Filter A and Filter B. "Any" means the data found by the query
must match Filter A or Filter B. The same is true on the right side of the screen.
Multiple conditions can be set for each filter in the query, using the same AND/OR
search.

View  Navigation| Advanced Query — ——— -
2 % B ]| 9 Cear Query ||l Save Query To 0B [fyL0ad Query From DB [ Delete Query FromDB By Export Queries ToFile i Import Queries From Fie |
\pplication Yiews i i |
5] GL Details |Madwmdmhmdefwnﬂsofﬂmu.mﬂwhwmmmmofwm |
[3] Manual Journal Entry]
(] Tables: Chart of Accd | & =
Program Setup Report Data must match:  [ALL fiters Filter must match: AL condinons -
[ include Project Details
Quick Search |
e, 3 @ Toggle Enablec ANy filters i E Balance DR (CR) | *
| Enabled | Filter Line | Field Name Operator Field Value Type §1,167,079.94
" ' Yes Line 1 account - 702.000 Value $1,167,079.94
Recunring Journal Entries §1,167,079.94
None by amount §1,167,079.94
None by percent $1,167,079.94 _
Viiew Al Recuming JEs| h
Unpaosted Journal Entri
None

Current query description:
Filter Name Condition(s)

Line 1 GL_GeneralLedger.account = 702.000

5.3: Using Filters to Query Your Data

8. Click Close to return to Report Options.
9. Click Ok to return to the Run Report dialog.
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10. Select Screen as the Destination and click Run Report. Your query is applied:

File View Background

a8 0fanjaas a-fn « b [P o FEmw]

Current Page: 1 Total Pages: 13 Record Count: 54

06/24/2012 06716 A

Fund 101 GENERAL FUMD
Deseripeion yee Department Dessription Closing GLf Overzide

101-172<7020000 WAGLE Expenditure CITY MANAGER

101-191-702°000 wAGEZ Expendituze FISCAL SERVICES

101-209-702.000 WAGES Expenditure ASSES20R

101-213-702.000 WAGE2 Expendizure cLERE

101-247-102.008 WAGES Expendituce EOARD OF REVIEW

101-253-202.000 WAGES Expendituze CLERE

101-257-2022000 WAGEZ Expendizuce ASSESSOR

101-2€5-702.000 WAGEZ Expenditure BUILDING AND GROUNDS

101-27€-<702.000 WAGE2 Expanditure CEMETERY

101-282-2021000 WAGES Expendituze DEERFIELD IAKE

101-284-702-000 WAGE3 Expenditure BUILDING INSPECTIONS/CODE

101-301702.000 WAGES Expenditure POLICE

101-371-3025000 WAGES Expenditure BUILDING INSFECTION DEPAR

101-372-7021000 WAGES Expenditure CODE ENFORCEMENT

101-441-702.000 WAGEZ Expenditure DEPARTMENT OF PUBLIC WORK

101-445-702.000 WAGE3 Expenditure DRAINS - PUBLIC BENEFIT

101-442-702°000 WAGEZ Expenditure STREET LIGHTING

101-526-702°000 WAGES Expenditure LANDFILL CLOSURE

101-528-2022000 WAGEZ Expenditure REFUSE COLLECTION/DISPOSA
WAGES Expenditure AIRFORT

101-34€-7025000 Expenditure DEPARTMENT OF PUSBLIC WORK

101-€91-702.000 WAGES Expenditure PARKS

101-722-302-000 Expenditure 20NING

101-303-9025000 Expenditure HISTORICAL PROGRAMS

5.3: Using Filters to Query Your Data CLOSE x
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Lesson 5.4: Report Profiles

In General...

Report Profiles let users group their most-often run reports together for quick retrieval
when reporting. Report Profiles store the filters most often used for each report, the
Destination (screen, printer, file, or image), and the printer.

o Use Same Report Options for All Users That Run This Profile (1). If checked, the report
options set up for the reports in the selected Report Profile will be used regardless of
which user is printing. If unchecked, each user can set up his own report options.

o Set Global Options (2). (Available in selected applications). Click this button to set
general options to be applied to all reports in the profile. For example, if all reports in
the profile should be run on a specific date range, set that range here rather than
repeating that setup in the Options screen of each report in the profile.

He Vew Report Profiles
0 = 1} N ) E_‘ {2 Import Profile |g Export Profile g8 Current Printer Setup L Audit
rorr—— rt Pre
5 GL Detais [ Add | [ Rename |[ Delete Reports for profile:  <none selected> Add Rename Delete
: 4 Manual Journal Entry
{] Tables: Chart of Acco
[53] Program Setup ——
e Set Global Report Options ﬂ [ Include Project Details
Quick Sea M EEEe—s e
Numbe: Set P 2 Balance DR (CR)  ~
$1,167,079.94
el - $1,167,079.94
Recurring Joumnal Entries patie $1,167,079.54
None by amount $1,167,079.94
None by percent Set Bank Code $1,167,079.94
View All Recurring JEs Selected Report Category: 1l
3 " Bank Code: hd
Unposted Journal Entrles| Override printer settings fof
Nors | pcioalis ci Set "Skip Accounts With Zero Balance/Activity
1 Use same report options gl
Notes for profie:  <none sel ok || cancel |
: Destnation: [Seen  v] 1| [¥] Show Options For All Reports Before Running [ Run all Reports
L & ﬂ - Current Printer: { 2 [ et Global Options... Halt Report Run on efror
oy
BSSA Message Centy Close -
Sort Index: GL Number ’ L@

5.4: Report Profiles CLOSE X
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Set Up a Report Profile
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1. Go to Reports>Report Profiles.
2. Click the button located on the LEFT side of the screen.

i
3. Click the button located on the RIGHT side of the screen.

i. Select the Report Category and the Report Name.

Enter the Profile Name and click Ok.

Report Display Name combines the category and report and can be changed at
this point or at any time by clicking the Rename button located above the list of

reports.
Click Add to Profile.

Fle Vew Navigaton Report Profiles
Q- oM pM (£ 1mport Profie [ Export Profile @ Current Printer Setup | L Audit
Ncation Views 1  Pre
[ GL Detais [ Add | [ Rename Delete | Reports for profile:  DEMO Add || Renam ¢ Delete
+ ) Manual Journal Entry
{] Tables: Chart of Acco bevo
[55] Program Setup
Quick Search
—
N
Report Category: I:e«cva Ledger Reports _]
Recurring Jo Entries
g Jourmal Report Name: Iiam-ce Sheet Report
None by amount
None by percent Report Display Name: General Ladger Reports - Balance Sheet Report
View All Recurring JEs Selected Report Category: ™ Add To Profile. |
Unposted Journal Emuf Overri de printer settingsl) g
i Use same report optionsll)
Notes for profie: DEMO
Destnaton: [soeen %] 1| [¥] Show Options For All Reports Before Running [ Run all Reports |
';_,_':_:J W_ Current Printer:  \\malone\SAVINS228 i Set Global Options... | Halt Report Run on error
ty B5GA SOFTY —
BSSA Message Canty __ Close
| Sort Index: GL Number

[~ Include Project Details

f $1,167,079.94
$1,167,079.94
$1,167,079.94
$1,167,079.94
$1,167,079.94

5.4: Report Profiles

CLOSE X

iv. Select any other reports that you would like to add to the current profile.

v. Click Close.

4. Click the Options button that appears to the right of a report name.

Click Report Options.

Set the filters that will be used for this report when run from the current

profile.
Click Ok, then Close.
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L%J Current Printer Setup

5. Click
i. Select the printer that will be used for all reports in the current profile.

ii. Click Ok to return to the Report Profiles screen.

6. Select the default Destination (screen, printer, file, or image) where all reports in the
current profile will print.

7. Select whether or not to Show Options for All Reports Before Running.

8. Click the Run button that appears to the right of the Options button to test the
output. Another option is to add the reports and their options for the current profile
and then click Run All Reports to test them at once.

Section 5: Running Reports
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Use a Report Profile
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Go to Reports>Report Profiles.

Click the Report Profile you want to work with.

Click the button of the report or reports you want to run and verify their

settings.

Run the report(s):

o To run thereports individually, click the appropriate button to the

right of the Options button (1).

o To run all reports at once, click the|__Runall Reporis

] button located toward

the bottom of the screen (2).

Fle Wew Nevigaton] oEorrronies L N N R

MNotes for profie:  DEMO

Q-5 N BR[| R meortprofie [3 Exportprofie S Current Printer Setup | [l Audit
\pplication Vi P
[5] GL Details Rename Delete Reports for profile:  DEMO Add | | Rename Delete
[£] Manual Journal Entry
[ Tables: Chart of Accofl | | DEMO GENERAL LEDGER REPORTS - BALANCE SHEET REPORT Run...
[5= Program Setup General Ledger Reports - Revenue and Expenditure Report | Options Run :
g0t . micd 1 ] Include Project Details
Quick Search | .
G Mumber 1 . Balance DR (CR)
$1,167,079.94
N $1,167,099.94
Recurring Journal Entries| §1,167,079.54
None by amount §1,167,079.94
None by percent $1,167,079.94
View All Recurring JEs. Selected Report Category:  General LedgerReports Selected Report Name:  Balance Sheet Report “
Unposted Journal Entries] | Override printer settingsfor selected report  Settings...
it | Usesame report options for all users that run this profile

Destnaton: XTI ~|

Current Printer:  \\malone\SavINg22{y

Set Global Options...

1| [¥] Show Options For All Reports Before Running | Run all Reports 2

[7] Halt Report Run on error

Close i

5.4: Report Profiles

CLOSE X
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Section 6: Getting Help

BS&A

SOFTWAR E-.

In this section you will learn how to:

O

O

O

Use the interactive manual

Contact support in a variety of ways

Get help with your data via Remote Assistance or FTP
Due to impending changes in our help system and our

website, videos corresponding to the Lessons in this Section
have not been created.



Lesson 6.1: Interactive Manual

The manual is an electronic, interactive version of a traditional printed manual, and is
available in the Help menu. Changes and updates to the manual are ongoing; therefore, we
recommend users periodically download the latest version:

W Courseware Videos

|@ View Documentation k | Mariual
=% Download Latest Version Tutorial
Rermote Assistance User Security Settings
FTP k
% Download Latest Manual
Database Settings Summary...
< L ¢ Download Latest User Security Settings

Hardware Compatibility...

The Manual is best viewed in IE9, FireFox, or Google Chrome. If you are running |IE8, you may
experience functionality issues and will need to disable Compatibility Mode (our I.T. support can
assist with this).
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Contents Tab

The Contents tab is the Table of Contents, and is very easy to navigate.

AllFiles ¥

You are here: Program Setup > My Settings>My Preferences

My Settings>My Preferences

Settings are presented in alphabetical order.

Automatically Zoom-to-Fit
Printing Reports to Screen

Disallow Deposit Creation if
Deposit Amount Doesn't
Match Transactions Amount

Display Report Options
Dialog Before Each Report

Run

Do Not Clear Text When
Entering Multi-Lined Text
Fields

Do Not Set Default Post
Dates on New Manual

Journal Entries

If this setting is on, reports printed to your screen are automatically adjusted to fit the screen.

If this setting is off, you will need to manually adjust the zoom.

If this setting is off, the program will allow a deposit amount that is different from the total of
items selected for deposit. If this setting is on, deposit creation will be prevented until the
mismatch is resolved.

Some reports offer Report Options, which let you filter the data to appear on the report. Itis
recommended that you turn this setting on to automatically open the Options screen when
you click the Run Report button. This lets you verify that you've set the appropriate options
before the report generates.

If this setting is on, new text will be appended to existing text. If this setting is off, existing text
will be overwritten. (1) shows the original text; (2) shows what happens when this setting is
on; (3) shows what happens when this setting is off.

(]
]
o

It is recommended you turn this setting on to keep the Post Date field on the Manual Journal
Entry screen empty. This ensures that you enter the correct date during a manual journal
entry or budget amendment entry. If this setting is off, the program will auto fill the Post Date
field with the system date from your computer. You may change the date, but this can be

Basics of BS&A
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Search Function

Search for a keyword, and topics found are clearly listed (1). When you visit a topic, the

keyword is highlighted so you may easily find what you're looking for (2). Click the
button to remove the highlight (3).

Z\ AllFies ¥

Introduction d
Your search for "GASB" returned 10 result(s).

GASB 34 Adjustments and Reporting
Program Setup Review Fund Groups are used to derive the amounts reported on the GASB 34 Fund-Based Report. Please be sure they are set
up and properly attached to your funds (see Database Setup>Fund Groups ). Function/Program Godes are used to derive the amounts reported on

the Statement of ...

AlFies ¥

Remaove Highlights
its and Reporting

You are here:

GASB 34 Adjustments and Reporting

Program Setup Review

Fund Groups are used to derive the amounts reported on the GASB 34 Fund-Based Report. Please be sure they are
set up and properly attached to your funds (see Database Setup>Fund Groups).

Function/Program Codes are used to derive the amounts reported on the Statement of Activities. Please be sure they
are set up and properly attached to your departments (see Database Setup>Function/Programs), AND to Program
Revenue Accounts unless your COA is departmentalized.

I

Account Classification Codes are used to derive the amounts reported on the Statement of Net Position. Please be
sure they are set up and properly attached to your accounts (see Database Setup>Account Classifications).

4. Review your Funds to ensure the proper Type has been selected and that the Major Fund flag has been turned on
where appropriate (see Database Setup>Funds). Additionally...

i. Be sure to review additional GASB 34 Reporting settings on each fund to ensure proper setup.

w

tments and Reporting

ii. If you adjust using Account Groups instead of the GASB 34 Adjustments File or a spreadsheet, be sure the
following funds are classified (Type field) as "Account Group.” Also, make your journal entries for these funds,

ensuring their balances are correct (see Add a Manual Journal Entry):
General Capital Assets
General Long Term Debt
Governmental Full Accrual

General Infrastructure Assets

5 Reui e Linte tn anciirs the nranar Catagan: and Tuna haue hean selactad Natahaca Setun. untel
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Breadcrumbs

Breadcrumbs appear at the top of each topic (1), letting you know where you are even

when the source isn't visible in the Contents tab. Links to the "umbrella" topics and heading

topic (2) let you quickly navigate back:

All Files ¥

You are here: Tasks Menu > Create or Edit Budget > Adopt the Final Budget

Adopt the Final Budget

. Go to Tasks=Create or Edit Budget.
. Click the Adopt button.

. Select the Year.
Create or E dge . Select the Funds. If you are specifying funds instead of selecting all of them, double-click one to move it from the left
E: Adopt the Final Budget column to the right column, or use the buttens in between. Click Ok when finished.

B Budget F
. Select the Budget Level. This should be the highest level for your current budget year.

6. The program processes your request. Depending on your unit's procedures and methods, you will receive prompts if
anything is detected that affects the adoption of the budget. These can include expenditures that exceed revenues and
funds without budgets. Follow the prompts, and feel free to call Support for assistance.

General Ledger User Manual
Contents current as of 05-01-2018 (web only)

©
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FAQs

The FAQs page presents questions commonly asked by users, with links to the appropriate
topics in the manual:

All Files ¥

You are here: FAQs

FAQs

Click the question to view the topic.

What is the best way to contact the customer support techs at BS&A?

Is there a list of general keyboard shortcuts available?

We are adding a new account. How do | add the GL number?

How do | enter a single journal entry?

We're starting a new project. Is there a way to keep track of this in GL?

We've journalized for the day. How do | create deposits now?

| set up the entry for my other departments, now how do | actually input an eniry?

Our year end is coming up. How do | adopt our budget for next year?

| have multiple accounts where the budget needs to be adjusted. How do | amend these?

I need to allocate interest for one of our funds. What does this JE look like?

| entered a manual journal entry, then realized later that | shouldn't have. | didn't post it, though, so can I just delete it?

| entered and posted a manual journal entry and wasn't supposed to. What do | do?

What can | find on the GL Details screen?

Can | print a report showing activity for a GL number?

We have finished with our audit. How do we close out our year end?

How do | add a journal code?

| have some journal entries that are not showing. How do | get these posted?
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Immediate Access to Support

Located throughout the manual are notes where assistance of Support is recommended or
required. Click the Support link to view options. Click the email link to immediately launch
your email program,; click the website link to be taken directly to our website.

Click an area outside the boundaries of this pop-up to close it.

Help Menu

Either option puts your request directly into our contact Option 1: Go to Help>Contact
management database. Help requests submitted in either of Customer Support>Request

these manners get the same first-come, first-served attention as  Support Phone Call

"\, a traditional phone call.

Utilities Menu Option 2: Go to Help>Contact

\ Customer Support=Email
~ Support

Phone Toll free at (855) 272-7638
Email fmsupport@bsasofiware.com

I.T. SUPPORT EMAIL itsupport@bsasoftware.com

‘Web http://www.bsasoftware.com
{/Contact

5171 A41-R9A0

Print and PDF Versions

Print and PDF versions of the manual are available upon request, but please be aware that
they are not updated as frequently as the electronic version in the program.
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Lesson 6.2: Contacting Support

BS&A Application Help Menu

You have two options, both of which submit your request directly into our contact

management database.

Help>Contact Customer Support>Request Support Phone Call. Fill out the information

and click Submit.
ek |

& Technical Support Utilities...

| Contact Technical Support

FAQ - Frequent Questions for General Ledger
v Courseware Videos
4% View Documentation
% Download Latest Version
Remote Assistance
FTP
Database Settings Summary...
Hardware Compatibility...

Advanced
BSBA Message Center...

View Finandal Management Website

@ About

% Request Support Phone Call... J

Search Program Manual
Customer Survey

(=3  Email Support...

Basics of BS&A

BS&A Technical Support Request .

support spedalist will contact you shortly.

Use the form below to submit a technical support request to the General Ledger support team. Upon submitting your request a General Ledger

[] General or Not Listed

Desaription: (1,000 character limit )

Full Name: ‘ |
Phone #: ‘i V- | Ext: | |
Email: ‘
[] Reporting [] Bank Recanciliation [] Manuzl Journal Entries
[] Budgeting/Budget Amendments [] Fiscal Year End Rollover [] Ledger Mumber Setup

Attachments:

| Browse... Add

File Name

| Remaove

cancel
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Help>Contact Customer Support>Email Support. Your email program launches,
automatically filling out the appropriate To contact, and providing basic information in the
Subject line. Type your message (please be sure to include a phone number where you can
be reached) and click Send.

=3

&9 Technical Support Utilities. ..
Contact Technical Support » ‘%‘ Request Support Phone Call...

FAQ - Frequent Questions for General Ledger Search Program Manual
W Courseware Videos Customer Survey
¥ View Documentation » | Email Suppart...
%  Dowrload Latest Version = = 3 =

B v.05/15/2018) - Mess -

Remote Assstance General Ledger NET Support Inquiry (v.05/15/2018) - Message (HTML)

FTP 3 Message Insert Options Format Text Review Q Tell me what you want to do.

Database Settings Summary. .. o, e el e— s 71 8% n il . > Up -

0 OpenSans |10 | A & 2 -2 - A Eﬂ S L”J U D |> Follow Up
Hardware Compatibility. .. @ = I High Importance
Paste ab . |= = = e=5= Address Check Attach Attach Signature

pchanced b T N omatbante BT U ¥ A EE = EE 3 A e e ¥ Low Importance

BS&A Message Center... Clipboard [F] Basic Text ] MNames Include Tags [F ~

View Finandal Management Website

Tou. fmsupport@bsasoftware, com
@ About 1=
Cc..
Send
Subject General Ledger .NET Support Inquiry - [v.05/15/2018}

Phone

Locally, you may call (517) 641-8900, or use our toll-free number: (855) BSA-SOFT (272-
7638).

Inform the receptionist of the program with which you need help and you will be directed
to the appropriate department or support rep.

Fax
(517) 641-8960

Please include a cover when faxing so we can ensure the document gets to the appropriate
department or support rep.
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Website

www.bsasoftware.com

Click the red Contact button on our main page. Fill out the information and be sure to
select the appropriate department:

Search Online Property

HOME ABOUT  TESTIMONIALS NEWS & EVENTS

 BS&A

SOFTWARE

Service, Solutions, Support... Satisfaction

Solutions Learning Center Support Technology

call the office,

someone Is

respond in a very
timely fashion. They
are available by
e-mail or by phone.
The staff is well
trained and has
been able to answer
my questions right

away...

Continue Reading »

City of Holland, MI

read more
testimonials »

First Last
available
immediately to Emall * Phone *
answer a guestion.
If not available
immediately, they

Municipality * County *

Choose a Department *

Assessing Support v

Assessing Support

BS&A Online

Building Support

Cemetery Management
Delinguent County Tax Support
Drain Assessment/Ledger Support
HRMS Suite Support

IT Support

Tax/SPAS/PREA/ANImal License Support
Utility Biling Support

General Questions

Basics of BS&A
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Lesson 6.3: Getting Help with Your Data

Remote Assistance

Over the phone, a support rep will direct you to go to Help>Remote Assistance. Inform the
support rep of the ID and the rep will direct you to proceed.

Help

29 Technical Support Utilities. ..
Contact Technical Support

FAQ - Frequent Questions for General Ledger
W Courseware Videos
@ View Documentation
S5

Download Latest Version

| Remote Assistance

FTP
Database Settings Summary. ..
Hardware Compatibility. ..

Advanced
BS&8A Message Center...

View Finandal Management Website

@ About

-

E-'-:] TeamViewer Quick... — oo

N
" BS&A

SOFTWARE

Allow Remote Control E e

Please tell your partner the following 1D to
connect to your desktop:

Password Ly

Cancel

@ Ready to connect (secure connection)

www. teamviewer.com
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FTP

Go to Help>FTP>FTP File to BS&A Software. File to Upload defaults to the location of the
last backup made by the user. Backups are the most common files sent to us; by defaulting
to this location, you can make the backup and then immediately send it to our FTP site
without having to search for it first. Inform the appropriate support rep that the file has
been uploaded.

Help

59 Technical Support Utiities. ..

Contact Technical Support 3

FAQ - Frequent Questions for General Ledger

W Courseware Videos

@ View Documentation 3

=% Download Latest Version
Remote Assistance

| FTP 4 || FTP File to BS&A Software J
Database Settings Summary...
Hardware Compatibility... FTP File to BS&A Software X
Advanced 3

File to upload: |c:‘\documenis‘ngroupbad<up.zip Browse...

BS&A Message Center...

View Financial Management Website 0K Cancel

@ About
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