Setting Up

ACCOUNT GROUPS

Account groups are used to categorize related accounts. You can use these groups to determine
which accounts each user will see in BUDGET MANAGEMENT; this includes sub-ledgers assigned
to the G/L accounts.

You can also use account groups when creating custom reports in GENERAL LEDGER. When
you use account groups in your custom report template, all accounts in that group will print on
the custom report. If you create a new account after the custom report has been set up, add the
account to the appropriate account group and it will automatically be included on the custom
report.

Furthermore, if you use queries in Account Group maintenance, then new G/L accounts can be
added to the account group based on the properties they share with other accounts in that group.
Because of this feature, Senior Systems, Inc. strongly recommends that you use queries to
determine what account numbers are included in account groups (rather than manually selecting
each G/L account).

When creating account groups to use in custom reports, you should also keep in mind that you
cannot create subtotal lines within an account group. For example, if you plan to use account
groups in your Balance Sheet, you need to decide what subtotals you want to use. In the Assets
section you might subtotal Cash, Receivables, Investments, etc., and so you would create a Cash
account group, a Receivables group, and an Investments group. When you use the account
groups in your Balance Sheet, you will assign a subtotal level to each group. Refer to Appendix
B: Custom Reports for more information.

General Ledger Account Groups

Using the Account Groups feature, you maintain the groups to which G/L account numbers are
assigned.

General Ledger Account Groups Search

When you open the Maintenance menu and select Account Groups, the General
Ledger Account Groups search window opens. Use this window to access the account
group that you want to edit.

= To create a new account group, click the New button .
= To edit an account group, highlight the row and then click the Edit button [,

= To remove an account group from GENERAL LEDGER, highlight the row and then
click the Delete button k.

» To close the General Ledger Account Groups search, click the Close button €/,
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Figure 3-16. General Ledger Account Groups search.

= To open an account group, you can enter the name of the group in the Search For
field and then click the Search button <.

* You can choose to sort the records in either Ascending order (A-Z, 1-o0) or
Descending order (Z—A, oo—1).

Account Group Maintenance

Use the three buttons at the bottom of the window to maintain the account group.

= (Click the m button to save the record.

= To close the window without saving your changes, click the button.

= To delete the entire account group, click the button. Be sure that this is what

you want to do!

) Ve

i

If you want to delete a single entry from the account group,
highlight the row and then click the Delete button that is to the
right of the table on the Assigned Accounts Tab. You must choose
carefully, because if you highlight the account and accidentally
click the Delete button at the bottom of the window, the entire
account group will be removed, not just the highlighted entry.

There are three tabs in General Ledger Account Group maintenance: Assigned
Accounts, Select Accounts, and Users.
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Assigned Accounts Tab

The Assigned Accounts Tab displays the accounts that you chose to include in the
account group. You can also use the query field and button to create and use queries to
determine what accounts will be included in the account group.

Description. The name of each account group must be unique; you cannot have two
groups with the same name. This field can hold up to fifty alphanumeric characters.

The account group description you create affects sorting in BUDGET MANAGEMENT. For
example, let us say we set up an account group for Bookstore Revenue and another for
Bookstore Expense. When our users view these two groups in BUDGET MANAGEMENT,
Bookstore Expense would be listed above Bookstore Revenue because the groups sort
alphabetically by Description. 1f we want Revenue to appear before Expense, we would
change the group description to *Bookstore Revenue so that the revenue group will print
first. *

Query Name. You can use a query to retrieve accounts for the account group. A query
1s a set of instructions that you build to limit the data selected for the group. You can
select the query you want by clicking the Search button @l or selecting it from the drop-
down list. To fully understand how to use query parameters, please refer to Appendix A:
Building Queries.

The table below shows the query we used to group our athletic accounts together. It
retrieves all G/L accounts where the department portion of the account number is 50. If
we ever add a new G/L account number for athletics, we would not have to update the
account group (or, as a result, any custom reports or account group security data that
reference the athletic accounts group). The system would simply prompt us to be sure
that we intended to include our new G/L account in the account group when we saved the
new record (see Chapter 4: Maintenance).

And/Or Table Name Field/Formula Name Operator Value
OR GL _ACCT ACCT FORMAT DEPT = 50

Figure 3-17. Query to retrieve accounts with the department number 50.

Build Table button. Click this button to retrieve the accounts that should be included in
this account group.

Group Total Value Should Be Treated In Calculation As. From this drop-down list,
select the plus (+) or minus (—) symbol. This indicates whether the total for the account
group should be treated as a positive (e.g., revenue) or as a negative (e.g., expenses). In
screens that display both of these groups (e.g., BUDGET MANAGEMENT My Accounts),
for example, the Total row will show the difference between the revenue and expense
accounts.
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The table lists the accounts that were selected for this account group. At least one
account must have been selected before you can save the account group. *

Account. The G/L account numbers.

Description. The descriptions of the accounts.
E=] General Ledger Account Groups - {Administrative Offices) |_ (O] x|

Agsigned Accounts | Select Accounlsl u SEISl

Diescription IAdm\nistrative Offices Group Total Value
Query Name IAdm\nistrative Accounts [S0MIM] j QI ?:to;flggsu{;::;agsln |+ j'
Build Table |
Agcount Drescription Paste

150110201 Adriin M aterials & Supplies
150110203 Adriin Tech & Equip Purchases Delste |
150110204 Adrmin Printing, Binding & Copy
150110205 Admin Postage 9 |
150110206 Adrin Telephone Calls E) |
150110211 Adrin Salaries
1510212 Adrrin Benefits
15010213 Adrin Professional Fees

0K I Lancel | Delete |
| fow

Figure 3-18. General Ledger Account Groups, Assigned Accounts Tab.

To insert accounts that you have selected, click the m button. Read the following
“Select Accounts Tab” section to learn about selecting accounts for insertion.

To remove an account from the account group, highlight the row and then click the
button.

The arrow buttons allow you to move the highlighted row up and down to determine
the order in which the accounts will be displayed within the account group.

Select Accounts Tab

Use the Select Accounts Tab to choose individual G/L accounts that you want to include
in the account group.

Available for Selection.

Search For. Enter the first portion of the item that you want to search for
(determined by the Group By drop-down list). As you type, the contents in the list
will scroll to the first items that match your entry.

Show all Accounts checkbox. If there is a v' in this checkbox, then all accounts are
shown. Without a v/, this list includes only the accounts that are not currently
included on the report.
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e Group By. You can use this drop-down list to sort the accounts in ascending
alphanumeric order by account number, description, or by a specific portion of the
account number (e.g., department).

o Select button. Highlight a row or group of rows. Use the m button to copy the
rows to the Windows Clipboard. Use the m button in the Assigned Accounts Tab
to add those accounts to the account group.

E=] General Ledger Account Groups - {Administrative Offices) |_ (O] x|
Agsighed Accounts  Select Accounts | Uselsl
—Avaiable For Selection T
Search For I‘I‘I IDepl [Acct. Format) j

¥ Show all Accounts Select |

Account Ma. Description Type Class d

110110001 Checking &ccount - SNE Bzt J
110110002 Cazh in Bank - Savings (SME) Aszet
110110003 Home Town Credit Union Asset
110110004 Petty Cash Agzet
110110005 Cash in Bank - Payroll Agzet
110110mao Investments Asset
110110011 Interest E amed Bzet
110110012 Maney Market Azzet
110110030 Cash Clearing [wash Transs] Agzet
110110203 Technalogical Equipment Agzet
110110602 Insurance and \Warranties Aazet
110110603 Fined Aszet Aazet

120110200 Accounts Payable Liability ﬂ

0K I Lancel | Delete |
| LIk

Figure 3-19. General Ledger Account Groups, Select Accounts Tab.

The table shows the accounts that you can select.
e Account No. Each G/L account number.
e Description. The description of each account.

e Type. Each account type (i.e., Asset, Liability, Fund Balance, Revenue, Expense,
Gifts Received, or Transfer).

e Class. If an account has a specific classification (established in Account
Maintenance), that class is shown in this column.

Users Tab

The Users Tab allows you assign users to the account group. These users will have
access to the budget information for the accounts in the group through BUDGET
MANAGEMENT. There are two fields in this tab: Assigned and Available. Use the
buttons to determine who among your users should belong to the account group.

Assigned.

e User Name. Users who are assigned to the account group are listed in this column.
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Read Only checkbox. If there is a v' in this checkbox, then the user can only view
the information for the accounts in the group. They will not be able to enter a budget.
Without a v/, users can enter budgets for the G/L accounts in the account group
(when Budget Entry is enabled).

Manager checkbox. If there is a v in this checkbox, it indicates that the user is a
manager. Managers can approve purchase requests that exceed budget or allowed
approval amounts. For more information, please refer to the Senior Budget
Management System Reference Guide.

Supervisor checkbox. If there is a v' in this checkbox, it indicates that the user is a
supervisor. Supervisors can approve purchase requests made by employees up to a
certain approval amount. For details, please refer to the Senior Budget Management
System Reference Guide.

Approval Amount. If the user is a supervisor, you can enter a maximum amount for
a single purchase request that the user can approve. If an employee who works for
the supervisor submits a request for an amount greater than the value entered in this
field, then a manager will have to approve the purchase request before it can be
included in a purchase order. For details, see the Senior Budget Management System
Reference Guide.

Available. SENIOR SYSTEMS users who are not assigned to the account group appear in
this column.

=] General Ledger Account Groups - {Administrative Offices) - [O] <]
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Only Alejandia Seabaugh

Alyzza Blake

Erendan O'Brien

Businesz Office Manager

150.00
0o
180,00

0.00 Business Office User

]

Eggg LI Clare Oelke
[<]
|

Chuisting Femet

Emily Murphy-B arlaw
Gloria Jean Adminzon
Julia Fikeman

ary Jo Adminson

aoanqn
Ao
RO

Purchase Fequestar Extended Day Biling

Henry Deegan
lan Shackleton
<< Jeff P. Logan
Jery Finn

John Carter
Jozeph Shannon
Laura Roglin
Max Serin

Melisa Petsche hd|
0K I Lancel | Delete |
T —

Figure 3-20. General Ledger Account Groups, Users Tab.

Use the button to take the highlighted users from the Available list and add them
to the account group.

Use the button to take all of the users from the Available list and add them to the
account group.
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= Use the g button to remove the highlighted users from the Assigned list. They will
no longer be members of the account group.

= Use the button to remove all of the users from the Assigned list. No users will be
members of the account group.

Account Group Security

With Account Group Security, you can maintain the account groups that users can access
through BUDGET MANAGEMENT. User rights keep G/L accounts secure. Establishing users as
managers, supervisors, or employees is important if your school is going to use the purchase
requests feature.

p =] D
NOTE You only need to establish Account Group Security
if your school uses BUDGET MANAGEMENT.

The first window you will encounter when you open the Maintenance menu and select Account
Group Security is the search window.

= To edit a user’s account group permissions, highlight the row and then click the Edit
button [,

» To close the Account Group Security search, click the Close button €.

EZ| Account Group Security !E ﬁ
@ Edit Q_] Close
~Search Faor: Sort B Sort Order
D % Ascending
Open |
D @ Full Name " Descending
[ @|
Full Name
] Full Name B
EMBARLOW : Erily Murphy-B arlow
GLORIA) Gloria Jean Adrminson
HDEEGAM Herry Deegan J
SHACKLE] lan Shackleton
JPLOGAM Jeff P. Logan
FIMMJ Jeny Finn
JCARTER John Carter
SHAMMOMJ  {Joseph Shannon
FIEF.I ulia Pik eraan j
[ o

Figure 3-21. Account Group Security search.

= There are two ways to open a specific account record. You can enter the user name
in the /D field and then click the m button. You can also search for an existing
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account by entering a portion of the item selected in the Sort By area and then
clicking the Search button &l (e.g., in figure 3-21, we would enter the Full Name).

* You can change the sort criteria for the accounts, whether it is by /D or Full Name.
You can also choose to sort the records in either Ascending order (A—Z, 1—o) or
Descending order (Z—A, oo—1).

Use Account Group Security to assign account groups to the user. Through BUDGET
MANAGEMENT, each user has access to the budget information for their assigned account
groups. There are two fields in this dialog box: Assigned and Available. Use the buttons to
assign account groups to the user.

Assigned.
e Group Name. Account groups that are assigned to the user are listed in this column.

e Read Only checkbox. If there is a v' in this checkbox, then the user can only view
the information for the accounts in the group. They will not be able to enter a budget
or make other changes. Without a v/, users can enter budgets and make other changes
(when Budget Entry is enabled).

e Manager checkbox. If there is a v' in this checkbox, it indicates that the user is a
manager. Managers can approve purchase requests that exceed budget or allowed
approval amounts.

o Supervisor checkbox. If there is a v in this checkbox, it indicates that the user is a
supervisor. Supervisors can approve purchase requests made by employees up to a
certain approval amount.

Account Group Security - MARYIO
Azsigned Available
Group Mame Fead Manager | Supervizorl Approval Amt Group Mame ﬂ
! Only . — Academic Department
g Academic Off
> | Administrative Offices
Admizsionz Office
LI Athletics
Bursar dooounts
< | Campus Store Accounts
Cazh
LI Development Office
Expense accounts for the Budget/E spense Report
Irvestments
S =
Supervisoiz / Mors. For The Groups Selected Above Supervisoiz £ Mors. For The Groups Selected Above
Supervisor/Mar. Mame tanager | Supervisor Supervizsor/Mar. Mame Manager | Supervisor
Emnily Murphy-B arlow I~ - Christina Feret - Il
Gloria Jean Adminzon - = Ernily Murphy-Barlaws ~ -
Mary Jo Adminzon = - Julia Fikeman ~ -

Ok I LCancel

Figure 3-22. Account Group Security.
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e Approval Amount. If the user is a supervisor, you can enter a maximum amount for
a single purchase request that the user can approve. If an employee who works for
the supervisor submits a request for an amount greater than the value entered in this
field, then a manager will have to approve the purchase request before it can be
included in a purchase order.

Available. Account groups that are not assigned to the user appear in this field.

= Use the button to take the highlighted groups from the Available list and assign
them to the user.

= Use the button to take all of the groups from the Available list and assign them to
the user.

= Use the g button to remove the highlighted group from the Assigned list. The user
will no longer be a member of that account group.

= Use the button to remove all of the groups from the Assigned list. The user will
no longer be a member of any account group.

Supervisors/Mgrs. For The Groups Above.

e Supervisor/Mgr. Name. The names of the supervisors and managers associated with
the account groups highlighted in the Assigned field are listed in this column.

e Manager checkbox. If there is a v' in this checkbox, it indicates that the user is a
manager. Managers can approve purchase requests that exceed budget or allowed
approval amounts.

o Supervisor checkbox. If there is a v in this checkbox, it indicates that the user is a
supervisor. Supervisors can approve purchase requests made by employees up to a
certain approval amount.

Supervisors/Mgrs. For The Groups Selected Above. When you highlight an account
group in the Available field, this field will list the supervisors who have been assigned to
the selected group.

e Supervisor/Mgr. Name. The names of the supervisors and managers associated with
the account groups highlighted in the Assigned field are listed in this column.

e Manager checkbox. If there is a v' in this checkbox, it indicates that the user is a
manager. Managers can approve purchase requests that exceed budget or allowed
approval amounts.

o Supervisor checkbox. If there is a v in this checkbox, it indicates that the user is a
supervisor. Supervisors can approve purchase requests made by employees up to a
certain approval amount.
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For more information on how these fields affect user permissions, please
refer to the Senior Budget Management System Reference Guide.

OK button. Click the m button to save the user’s account group security settings.
Cancel button. To exit without saving any changes, click the button.

ENABLE BUDGET ENTRY

You would use Enable Budget Entry when it is time to give users access to Budget Entry in
BUDGET MANAGEMENT. Most schools only enable Budget Entry for a few weeks, while
departments enter their budgets.

M When budget entry is active, a v' will appear in the Budget menu next to Enable
Budget Entry.

M When it is off, there is no v' and users cannot access BUDGET MANAGEMENT’S
Budget Entry function. They can still view budget information using My Accounts.

When you open the Budget menu and then select Enable Budget Entry, you will see the dialog
described below.

Enable Budget Entry. Select this radio button to allow users to maintain budget
information through BUDGET MAINTENANCE’s Budget Entry feature.

Disable Budget Entry. Select this radio button to prevent users from entering budget
information through BUDGET MAINTENANCE. Users will still be able to use the My
Accounts feature to view budget data.

Enable Budget Entry [ %]

Option:
+ Enable Budget Entry ¢~ Dizgable Budget Entry

Eudget Entry Year INext Year ¥

Budget Entry Calumn Set IBudget Entry ﬂ
Mp Accounts Column Set IACCDuﬂt Lockup ﬂ
e |

Figure 3-23. Enable Budget Entry.
Options.

o Budget Entry Year. Choose the year for which budget data can be entered, either
this year or next year. This field will not be active if you have chosen to disable
budget entry.
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