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In this newsletter, we present the enhancements made to the SENIOR
BUSINESS OFFICE SYSTEM for May 2007.

Post to Last Year from Accounts Payable

and Accounts Receivable

Schools that need to be able to post ACCOUNTS PAYABLE and ACCOUNTS
RECEIVABLE transactions to the previous fiscal year (for auditing purposes)
can enable that by placing a checkmark in the new checkbox in GENERAL
LEDGER Administration Maintenance.

B General Ledger Administration =] E3
File Edit Taools Help
General lFundsl Due To/Due FIDITII Formatl Budget Columnsl Preferencesl
School Contral Inforrmation
Hame “our 5chool Fizcal Year Ending W
Addiess Ling 1| 201 Boston Post Road West Current Fiseal Month | June <
Address Line 2

[v Laszt Fizcal Manth Open
[v Last Fizcal vear Open

G/L Open until |2UUIJ

E Subsidiary Apps Last Fiscal Year Dpﬂ

Addresz Line 3 [Marlbaorough, Ma 01752-4605

Azzigned |.D. Infarmation Budget Contral Infarmation

Last Batch 1.D. [149 Azsidn o |This rear j Applisd Ievenl_l,l across months j
Last Jounal 1.0, [a5 AnAmaunt b Start IJuIy 'I
Last Purchase  [47 End  |Jure <

Fiequest Mo,
v Zero other months

Bank Accounts

| MLIM

LCancel

The posting features that would then allow users to post to the previous
fiscal year (if open) are: Cash Receipts, EFT Posting, Debit Posting, Charge
Posting, Refund Posting, Cash Disbursements, Hand Checks/Bank Drafts,
and Void Check Posting.

Charge Posting
Accounting Period Frint O ptions

" This Manth (2007, February] No. of Copies |

" Last Month (2007, January) Setup
f+ LastYear (2006, June)
Posting Date  05-15-2007
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Accounts Receivable

Hide Correction Transactions

In the Student Maintenance Charges and Debit tabs, there is a new checkbox called
“Hide.” This allows your office to keep parents from seeing correction or offsetting
transactions on statements, allowing you to hide transactions posted in error.

Please note that the hidden transactions must total zero and cannot have appeared on a
statement. If you try to save the student record when the charges and credits do not
balance, the system will remind you. You cannot select transactions that have appeared
on a statement.

Use this checkbox to
hide transactions

=] Student Maintenance - (Jonathan Roald King)

Use this Name| Address| Infol | Info2] Account] & Accts, Charges |Pending| Deferred| Debit] Store| Store Hist | Medical| Media)| Custap| Comments| web D
Search For: [~ Soit By Sort Order Summary
checkbox to il = || & i | —ln |
o Detais
show Only \5 Display only charges not yet billed (" Desciiption ¢ Descending ‘
the charges/
credits that | Dste | Code Desciption Baich | CheckMNo. | ChargeAmt | Sales Tax | Total Ak |\Hide| ﬂ
h t 02022007 |ATHL | Athlelic Fee AROD0414 7500 000 700\l |
ave no 02022007 |FEES | StudeniFes RGO T LA il
appeared on V| 02052007 [ATHL | Athlelic Fes ARODO41S 75.00] 000! 75.00 [ |
| (205 2007 | FEES | Student Fes AROD04TS 2500000, 2500 v
statements | |07z " Conecton o1

Totals 20000; IDUUU; [ =
Nest Year [ o ] concel | piw | D |
= R

Student Charges Report

When you choose to print the Student Charges and/or Debit Charges report from
Student Maintenance, you can choose whether to exclude hidden transactions.

Student Print - { Jonathan Roald King }
Feport Options Pending Charges Debit Charges
Student D etail Sort by, Sort by:
i f_'
Pending Charges o
Deferred Charges Charges F
v Charges Sart by, " Code
¥ Debit Charges " Dezcription Date Range:
Pend Cazh Rec (¥ Date &
Store Histary Store Sales
D ate Flangs: (LealiEm ’7
to i
[ —
[ Include Payment Description Date Hange:
EV Exclude Hidden Transacliorﬂ I to |
DetorediZie 2 [ Show next year's information
" Billing 'ear |[21] R
I I -
Frint O ptions —|
Mo, of Copies |1
Fage Range |1 To |9333 Setup
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Student Statement

When you print the statement for the student with hidden charges, those charges do
not appear. Remember that you cannot hide or unhide transactions after the statements
have been updated, so be sure that the options are set correctly before proceeding.

ACCOUNTS RECEIVABLE BILLING

101 Boston Post Road West
Marlborongh, MA 01752-4667
(888) 480-0101 x 1
STATEMENT DATE:  05/15/07
ACCOUNT NUMBER:  KIN(QO9

TOTAL DUE: $8,504.00
ENCLOSED: §
Mr. and Mrs. Richard King
116 Washington Street
Boston, MA 02108
BIT n Roald King
Fles i with your payment
DATE , REF. | DESCRIPTION ;. CHARGES , CREDITS
02/01/07 3 BEGINNING BALANCE $8,404.00
02102007 | ARDDD414 | Athletic Fee §75.00
02/02/07 | ARODD414 | Student Fee §25.00

Hide Batch Corrections

There is a new feature in the Posting menu called Hide Batch Corrections. Select
this item to hide all transactions for all students in two offsetting batches. For example,
if we posted a batch of tuition charges before realizing that we used last year’s numbers
by mistake, we could create a “reversing” batch in ACCOUNTS RECEIVABLE and then hide
all of the transactions in both batches.

Use this feature when you correct an entire batch of transactions with another batch.
Follow the procedure below to hide batches of transactions.

1.
2.
3.

Open the Posting menu and then select Hide Batch Corrections.
In the Batch field, enter the ID of the original or correcting batch of transactions.

The system will search batches that have the
same students as the original batch and checks
that those students have transactions which Bt [FROT3E25
offset the amounts from the original batch.
Batches meeting these criteria are listed in the
Offset Batch drop-down list.

Select the correction batch. |_tide n Statemert_| Corcel_|

Click the Hide on Statement button. The
transactions will be hidden for all students as described in the previous sections.

Hide Batch Corrections

Offset Batch: I

Remember that you can only hide transactions that have not appeared on a statement.
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Deactivate Addresses from Ad

dress Tab in Student Maintenance

There is a new button in the Student Maintenance Address tab: Deactivate/

Activate. Before this update, you had to
the Active checkbox (or vice versa). Now

edit a record to remove the checkmark from
you can simply select the address in the table

and then click this new button. The system will automatically make the change. You can

see inactive checkboxes by removing the

Place a v in this checkbox to
view only Active addresses.
Without a v/, the table displays
active and inactive addresses.

[l Student Maintenance - (Penelope Adria Argonis)
4 Address |infol | Info2] Account] Al Acets.| Chatges| Pending| Defenrsd| Detk] 5

checkmark from the Active Only checkbox.

To deactivate an active address, highlight
the address and then click this button.
You can also reactivate addresses by
highlighting an inactive address and

then clicking the Activate button.

tore| StorHigt | Mecical Media| Custom| * Comments| web 1D |

Ma
1~ Difplay Options | [~ Famiy Options
| & Al dpplications " This Application Famiy 1D, ['&Ram ﬂ qu
EC| Name | Code | Address Type TSt (Loans)] Acive) In Use) Grasles | Comments| | New |
& | M. and Mrs. Jasper Argonis | | | Oiiginal | Driginal | v ! | Edit
asper Argonis_| gy Parent 1 Original _: Original
| Parent T Father otk | Orig
. DesgnsbyMarcy |0 Paent1MotherWork |
| Mr. and Mrs. Ddysseus Argonis & Othes i andparent i
¢l Address ~1 [§ Telephone Humbess % E-Mal .
Lm EmAm;:gm TelNo: (18] 777-7272 F:ﬂm' Argo@aol com The Misc
{: " Mother;
N T area shows
SendMal SendGrades A/R Stml Loans St ongtltuent
& & 7 & IDs if the
* _Comments | Linkedto:  Mr. Jasper Aigonis (00000SB) address
= Wiz Maicia Argoris [(000059) i
i r_ecord is
- Jasper: ARGONIS_RED EMERGENCY linked to a
Marcia: ARGONIS_MARCY COMTACT record in
N Yo | [ ok | aeed | B | pese ||| ALUMNI/
| wom | || DEVELOPMENT

Swap E-Mail Address Position

s in Address Maintenance

There is a new button in the Address Maintenance Address tab: Swap E-Mails.

This feature was added because sometim

es when you link to a record from Constituent

Maintenance in ALUMNI/DEVELOPMENT some of the information may not appear the way
you want. Rather than moving the address manually, you can simply click the Swap

E-Mails button.

In our example, Adria’s e-mail address is

in the Name 1 position because she is the

alumna and therefore the primary constituent, so her information is stored in the name

1 position in Constituent Maintenance. In

ACCOUNTS RECEIVABLE, however, we want to

display her e-mail address in the Mother/Name 2 field.

Business Office
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Address Maintenance - { Mr. and Dr. Troy P. Michaelidis ) I
Parent/Guardian |Addfm| Ganelall Cnmmen(sl
1~ Father / Name 1 Mother / Name 2
Title: M. E Title Di.
First |Troy Fiist |Adria
Midde  [Pauio Middle  [Helen
Last Michaelidis Last Michaelidis
Suffix hd Sulfix PhD
Prelened IT"’V— Address Maintenance - { Mr. and Dr. Troy P. Michaelidis ) E3 .
‘ Relation Patent/Guardian Adﬂe“lﬁamﬂ\i Ecmmenlsl
55N [ - Mailing Addre: Telephone Number
L Name  [Mr. and Dr. Troy P. Michaslidss MONES
Web|D. MICTRO001 (-DNPy [ [ Tel No. (734) 622-6233 r
- Full Narme Line1  [630 South State Steet 72 FaxNo. r
Mr. and Dr. Troy P. Michaelidis line2 I I ,ﬂ ‘ r
L3 | ‘ | =] | r
Ciy/StZp [Ann Arbor (A | |n | = |
Parent 1 Cowtyy  [U54 =] Region [GreatLake =] | T || = r
SoitKey [MICHAELIDIS, ADRIA TROY [ EMals
Fiepotting Father / Name 1 E-Mail ONET
City/Town IAnnArhm [adnam@anl com r
¥ Send Household E-Mails
_ L Swap E-Mails
’Bﬂ';“”a‘ I Send Grade Mother / Name 2 E-Mail
A Original roym@aol com I
Loans 2 | arend vist ¥ Send Household E-hails
™ Do Not Publish this Address record [~ Do Not Display in My BackPack

Do Nol Publish flags are used to detemmine whether to publish the
RaEn cotespnang ks daa 1 Repats, el Merge and Evpon dare fies 3K |

Cancel |

Accounts Payable

Post Unpaid Invoice Corrections/Deletions to Another Period

For auditing reasons, we have enhanced the Unpaid Invoice Corrections feature so that
you can correct and delete unpaid invoices from the previous year and choose to post
the correction to the current or previous year. (Prior to this enhancement, corrections
and deletions posted to the prior year, even if it was closed.) Invoices posted to the
current year and corrected or deleted in the current year will still only reverse out of the

original posting period.

To learn more about using this feature, see Chapter 4: Purchase Order and Invoice
Processing in the Accounts Payable reference guide.

G I L d Save Export File EHE
enera e ger Save_in:l.DM_l,l Documents j = & ER-
Export to Excel @_]Budget Expense Report
. @Budget ‘ariance Report
Using the Export button, you can save %mcome Statement
C.UStom GENERAL LEDGER reports as Excel @E:a\::::n?zfpljl:incial Position
files, retaining the format, columns, and 2] il Balance
fields established in the report.
When you click the Export button, the Save  Fiesme:  [Balance Shest sae |
Export File dialog opens. Select the file type  saveastpe [Miciasolt Difice Excel Workbaok s 7] Cancel |
from the Save As Type drpp-down _Ilst. (You fed E;;giji;g‘;_f
can also change the location and File Name PDF with E-Mal " pd
X !ch Texst Format - * rf
if you want.) Rich Text Format [T bl
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I Sample custom Balance Sheet
Balaace Shest aing Groups printed from GENERAL LEDGER
it e —— e 1
THBIEAR LOTIEAR o Sample report as exported to MS Excel
e B et Fgmat [ok (eta Mrdoe ek Adde O o nlwtes v . 8 X
SEFEET S WEY DE RS ST THL N [R5 = £ IE 0N P 1 O
FTa &
T A I ] ¢ 1T © 7] E I F | T
| Ualance Shees using Grosps o
2
3 (PERO0 ENDOG. A 2008
|5 MecounMe.  Owscrigtion ThisYesr Last¥asr Change Ameant Change Pescant
-l Chechng Account - SNEI CXECE T T -
5 | Cagh in Blark - Samiregs. (SN 62000 16EM00 33054 00 196 47
i Harra Town Credé Unon. 3,156 0 6,460 00 23S0 A2 80
10 Cash in Bark - Payesl 43416200 [ 43415200 [
L I stmants. HIEA0  TEIE00 Q []
12 AR - Tuton 0,000 00 [ 0000 0 o
(13 Statest Faws SRS (] 52500 o
[ 14 Ircidentaly 100000 1000000 9000 00 a0
(15 G Income £p000 500000 [
(16 Actty Fou 3TE00 [] 3WE00 o
i Agrren Mg & Supphes 7984 3,705 54 9 an
18 Adgrvin Toch & Equp Parchases ep¥m  BpTE0 a o
2 Adrran Prising. Buscheg & Copy =0 =0 [] [
Adrven Postage 0 0 a o
Adrran Telphone Cals Ll 00 o o
Adrran, Professiona Fees 1,000 00 1,000 00 (] o
Rdds 100 o 1,000 o o o
Food Serace Purchases W 10,000 Q 0
Academec Matensis L Supphes 182274 2T 1,360 00 66
et Bkt Sppon T B o
At Sepphes & Equpment 2 Q L}
Actwty Seppbes & Equpment o ] o
Doow 1o from Unewitcted [} o
PRestricted Fund Batance ] o
Campaign Program Fusd 2 a o
Endiwrraat Fy 5,000 00 o
o
[:} o
ATEESS 1 P ¥
2 4
Tatal Assets B0 528,758 54 74 535, 14) ¥ )
o
] — [
I_:' ]
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