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Housekeeping

* This session qualifies for 1 CPE credit.

* Please make sure you sign in on the sheet.

* You must complete the survey through the QR code at the end in
order to receive your CPE certification.

* The survey can be completed using your mobile device. Optional
paper surveys are available and must be turned in at the
registration desk.

* Please silence your mobile device during the presentation.

© JMT Consulting. All rights reserved.
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Introduction

Lucy Brennan
Project Consultant

e Masters in Business
Administration

e 30 years experience in all levels
of accounting and finance

e More than 15 years of MIP
experience in nonprofit settings

© JMT Consulting. All rights reserved.
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Session Objectives

*  Customizing / Optimizing your _
If time allows:

*  Workstation

* Basic Transactions
* MIP Magic (Tips and Tricks)

* AP Overview

* How to utilize Process Manager

* AR Billing Overview

2024 | BOSTON
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* Default Coding & Entry Defaults

Distribution Codes

© JMT Consulting. All rights reserved.
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Customizing / Optimizing
Your Workstation
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* Benefits:
e Puts all of the functions,

forms, reports and help
menus you are responsible

* Make Sure Navigator, Help
Menus and Process Manager
are all turned on under the

View Menu.
. T
+ Click on Help & Support for at >]£our ﬂngert|p|s. |
* Set your Default Startup Great ror new em'p Oy€es In

Page for MIP your department!
2024 I BOSTON
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Customizing / Optimizing Your Workstation

Customize
your
homepage!

©JMT Consulting. All rights reserved.

ccounting oC " gency F ccounting - [Help and S
File Edt View Maintain Transactions Activities Reports Dashboard Options Window Help

Navigator s
Dashboard

Accounting Setup
Basic Tmuw'oh
ASocations
Budgeting
Encumbrances
Fixed Assets
Purchasing
Sales Order Entry
Session Manager
FRep—
P
Charting

Help and Support

Help and Support ..

* What's New
' Resource Center
' Training Center

' Related Products

L. Contact Sage:
« Traming : 1-877-879-0456
o Sales: 1-800-647-2863

* Submit Product Enhancement 4f

« Customer Support Quick Reference Guide
* Customer Support : 1-800-945-3278
« Chat Suppont

+ Sage LiveConnect

L”-‘j [ Nonprofit Community

l |Help and Support =~
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Customizing / Optimizing Your Workstation

] File Edit View Maintain Timesheets Transactions Activities Reports Dashboard Organization Security System Options Window

Process Manager
ED¥] L ists
#00 Check/Voucher Register
=2 Journals

@0 Cash Journal

# [ Expenditure Journal
=) Transaction Reports

# O Posted General Ledger Transactions

#3 Unposted General Ledger Transactions
) |AIP Analysis|
# [ Reports - Accounts Payable - Aged P:

4/

PROCESS MANAGER

Void Checks and Payments
Cance! Void Checks and Payments
Vendor Balnces

Vendor 1099's

Forms Designer

UL Accounting for NPS Training Organization - Abila MIP - [Accounts Payable)
| Navigator 5 -]
MIP ADVANCE Learn more Accounts Payable
Accounting
Dashboard
Accounting Setup
Basic Transactions Enter Select Pay
Accounts Payable nvoices lnvokces To Pay Selcted nvoices
Accounts Receivable
Allocations
e -
i i
Encumbrances Enter Crades
Fixed Assets
Purchasing g
nvoices must be —
Sales omec Entry avalable for selection,
$ Manager Eng:lc::um
GASB Reporting
Report Manager
Charting {
) Maintenance Z Related Tasks
Administration Vendors Disbursement Checks
Unposted Disbursement
Checks
Cash Dabursements
Requisitions Order Checks and Forms
Spol Checks
Help and Support

Accounts Payabie Help System
Accounts Payabie Checkists
Accounts Payable FAQs
Electronics Funds Transfer for Accounss Payable Help System
Electronics Funds Transfer for Accounts Payable Checkists
Electronics Funds Transfer for Accounts Payable FAQs
Forms Designer Help System

Forms Desgner Chackists

Forms Designer FAQs

1 HELP MENUS

©JMT Consulting. All rights reserved.
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s

Note: These settings will be specific to the workstation.
Options>Customize Workstation Settings

Customizing / Optimizing Your Workstation

©JMT Consulting. All rights reserved.
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Customizing / Optimizing Your Workstation

—

omize Workstation Settings (Accounting) = .
e i s e « We recommend using
Form Settings Application Settings .

o = — these settings

[V] Clear Fields on Save V] Workbook Interface

[¥] show Tooltips on Bottom Buttons (V] Always Display Screen Fonts with Smooth Edges

[¥] Use Drop-Down List on Find Forms [V Enable Sage Product Enhancement Program

V] Fill Find Forms with Records

[ View Recently used IDs

g e * Save Form Layout
[ Use Enter key to move between fields

[7] Assume last two digits entered are cents
[} Disable auto launch of COA Wizard

et o

N — * Apply Offsets on
Save/Close

e

©JMT Consulting. All rights reserved.
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Customizing / Optimizing Your Workstation

Fomzw ng(A counting)

2 I

[¥] wamning on Exit

[¥] Confirm Delete

[¥] Confirm Undo

[ warn for Invoices Due

[T wam for Recurring Entries Due
[Iwarn if AP Blectronic File Not Sent

(I | T ™

©JMT Consulting. All rights reserved.

s

« Recommended
settings for the Alerts
tab.
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Customizing / Optimizing Your Workstation
... :

rre————  Customize Colors for
i required fields and
o = data entry forms
- =
e coe] [0
sl (] [
[ Reset cobors
ook J[ conce Aosly 4

©JMT Consulting. All rights reserved.

2024 | BOSTON
INNOVATE
"JMT CONSULTING



CONSULTING

MIP Magic (Tips and Tricks)
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MIP Magic (Tips and Tricks)

e Utilize the MIP Data Entry Quick Keys
* F1 Opens Help
* F2 Select Contents for Edit
* F4 Opens the drop-down box on a look-up field

* F5 Copies field on line above F
* F6 Copies entire line above 6
e F7 Fills in all default fields for the current line

2024 |BOSTON
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MIP Magic (Tips and Tricks)

e Zoom In and Out!

* Use CTRL + Scroll on your mouse to zoom in or out on data
entry grids within MIP

Sults
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MIP Magic (Tips and Tricks)
Invoice: m—g Date: 74/27/2017 J:,g Amount: $0.00g
S
e [ ooy ne [mmo B » Before Zoom
m: Main 3 ;6_1 Ng Lamar
1099 Tyge: F'E—j Austin, TX 78755
Fund | Grant | GL | Progr | Dept | 117 | 1099 Box | Debit | creat |
Invoice: st D (47207 g Amount: $0.004
Vendor ID:  |ABC jﬂ {ABCOfﬁoeSupply ]Dm: 5/27/2017 ‘o
ot I | o After Zoom
1099me * \
" Fund Grant GL Progr Dept 117
< ; 101 57001 M
N |
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MIP Magic (Tips and Tricks)

* |f you are not sure if a vendor is a 1099 vendor, but need to
process an invoice (before you get a W-9 Form)

* Set that vendor as a 1099 Vendor prior to posting any
transactions. You can always remove the 1099 flag from that
vendor in vendor maintenance.

« BENEFIT: If you set them to 1099 after transactions are
already posted, you will have to make a 1099 Adjustment in

the Vendor Maintenance screen.
2024 | BOSTON
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MIP Magic (Tips and Tricks)

« Accounting Setup >Offset Account Assignments

- BENEFITS:

» Speeds entry and accuracy of all entry screens (Accounts
Payable, Accounts Receivable & Cash Receipts).

* If you set up your fund offsets, all fund offsets will
automatically be made correctly as well

* If you have multiple entities/funds in your MIP database, you

can create offsets to book your intercompany amounts.
2024 BOSTON
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MIP Magic (Tips and Tricks)

"'-3; 01, 50004 | Offset Account Assignments | -' ° S et u p Of yo u r Offs et
Transscton Surce P i Accounts

Transaction Entry Accounts

1 operaing Fnd * Use the wizard to set up

GL: 550004 j |Job Training Expense

offsets for multiple
B g accounts

GL: ‘ j ’Aocounts Payable - Vendors

Due To/Due From Accounts
For the Transaction Entry Fund: :'

For the Offset Entry Fund: :j

8 Find " New XDelete Close ? Help

V/

©JMT Consulting. All rights reserved.
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MIP Magic (Tips and Tricks)

Ul Accounting for NPS Training Organization - Abila MIP - [123 | test | Accounts Payab!

E]Fle Edit View Ma ntain Timesheets Transactions Activiti S Dashboard Organization Ser

Description:  test

Vendor ID: m—:ﬂa ABC Office Supply »
Gk e You can a

Address: Suite 200

oot WS Austin, TX 78755 p O p u I a tec

=

= B § = [~ §{ * « Use the Offset lcon
during transaction entry.

so have offset

Fund | Grant l Sl EToor by WO rk S

Ol

automatically
tati

N

©JMT Consulting. All rights reserved.
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selecting save.
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MIP Magic (Tips and Tricks)

 If you are performing a process or transaction that you are unsure about
and are concerned it may be difficult to remedy if it doesn’'t work
correctly..... Backup the MIP database.

« This will give the flexibility to restore the database to a point prior to the
process or transaction.

©JMT Consulting. All rights reserved.
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MIP Magic (Tips and Tricks)

- Things to Know before you do this:
Everyone MUST be out of your MIP database.

Do not allow any users to enter any transactions in the system
once your database is backed up.

Enter the transaction/Perform transaction in Question.

to your prior backup point.

Depending on your IT Hardware and the size of your MIP
database this may take some time to perform a backup. This

©JMT Consulting. All rights reserved.
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MIP Magic (Tips and Tricks)

* To Complete a backup:
* File > Backup Database
* Select your MIP - Click Start

* To Complete a Restore:
* File > Restore
» Select your MIP Backup File — Click Start

 Please note: This backup does not take the place of a Full
Network backup!

©JMT Consulting. All rights reserved.
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. Set your allowable transaction dates under -
Organization> Organization Preferences> Entry Dates. This
is considered a “soft close”.

. BENEFIT: This eliminates the possibility of staff back-
posting entries to periods that may be closed. It also
eliminates the possibility of keying a transaction in a future
year or period by accident

2024 BOSTON

"INNOVATE

. JMT CONSULTING
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MIP Magic (Tips and Tricks)

Processing Entry Dates |Souion| Document Number |

©JMT Consulting. All rights reserved.

D e S N
Transaction/ Prohibit Prior To \Warn Prior To| Warn After [ Prohibit After

P Invoic |1 /1 /2018  |12/31/2018
(17172018  [12/21/2018
11712018  |12/31/2018
1712018 12/31/2018
17172016 [12/31/2018
17172018 12/31/2018
17172018 1273172018
11712018 12/31/2018
11712018  |12/31/2018
1712018 12/31/2018
[17172018  [12/31/2018
1712018 |12/31/2018
1712018  [12/31/2018
[17172018  [12/31/2018
(17172018 |12/31/2018
[171 72018 [12/31/2018
(17172018 [12/31/2018
(17172015  |12/31/2018
11712018  |12/31/2018
11712018 12/31/2018
1171 /2018  [12/31/2018
1171 2018 12/31/2018
[171 72018 [12/31/2018
[17172018 |12/31/2018

17172018 |12/31/2018

= N \
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MIP Magic (Tips and Tricks)

Customize the input screens that you use frequently to your
needs.
Most grid-type entry screens in MIP can be customized to move
columns into the order you want to enter them by dragging and
dropping the column headings within the form.

These form settings will be saved for the current workstation if
you have ‘Save for Layout’ selected under the Customize

Workstation settings.

©JMT Consulting. All rights reserved.
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MIP Magic (Tips and Tricks)

2\

THE EXPERTS IN
MISSION-DRIVEN
NONPROFIT FINANCE

Customize W ion Settings (Accounting) =
i [ Preferences | Alerts | Reports | Colors | User Tools | :
Form Settings Applcation Settings
(V] Save Form Layout (V] Show Status Bar
(V] Workbook Interface
[¥] Show Tooltips on Bottom Buttons (V] Aways Desplay Screen Fonts with Smooth Edges
[¥] Use Drop-Down List on Find Forms [¥] Enable Sage Product Enhancement Program
[¥] Fil Find Forms with Records
[ view Recently used IDs

[¥] Apply Offsets on SavePost

| ] Use Enter key to move between fields

[7] Assume last two digits entered are cents
[7] Disable auto launch of COA Wizard

Rers e vce

[Restore Al Form Layouts |

©JMT Consulting. All rights reserved.

« This option needs to be selected
in Workstation settings to save

your form changes.
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MIP Magic (Tips and Tricks)

L ISAS M FSPVRAY SR )

$1,000.009

s A

[T 1

©JMT Consulting. All rights reserved.

Invoice: - Dete: 4272007 g Amount:
Description:  Rent
Yendor ID:  asC . Q  ASC Office Supply Oue:
Check Main 4 161 North Lamar
Address: s Sulte 200
TX 787
1099 Type:  MISC j Austin, TX 78755
Fund Grant | e | Progr
01 101 55001 101
01 1101 120000 |

Invoice: 123
Description: | Rent
Yendor ID:  ABC
m‘: Main

1099 Type: |MISC

ABC Office Supply

161 North Lamar

Suite 200

Austin, TX 78755

4/27/2017

<] Amount: $1,000.00

Dye: 5/27/2017 |

Fund

Grant

GL

Progr | Dept |

01
01

[T 1

101
1101

68001
120000

101

101

100000,
0.00
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How to Utilize the Process Manager
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How to Utilize the Process Manager

» Update Favorites folder(s) with frequently used reports. Select
the Reports tab. Open/Browse to the reporting category and
click on the plus sign to see all reports in that category. Right
click on the report and select “Add to Favorites”. A shortcut to
that report will be placed on your Favorites tab.

» Create and organize specific folders (AP, Financials) for related
reports that you use regularly will be easily at your fingertips!

2024 BOSTON
INNOVATE
’JMT CONSULTING

©JMT Consulting. All rights reserved.



THE EXPERTS IN
MISSION -DRIVE N
NNNNNNNNNNNNNNNN
CONSULTING |

How to Utilize the Process Manager

* Once you have created your own favorite directories you can
highlight the folder and publish the folder so other users can
utilize the same reports

 After the reports are published, any user can go to the Favorites
folder and select import public folder. A dropdown box of
available folders will be available

©JMT Consulting. All rights reserved.
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How to Utilize the Process Manager

File Edit View Maintain Transactions Activities Reports Dashboard Options Window Help =18 (x|
Vavigator Y3 S == = Process Manager g oax|
Dashboard T~ ,f—' = [2) Favodes
Accounts Payable &, = @) Daiy
Accounting Setup @) Monthly Process
Basic Transactions @ ,amm_.
s .- 7 B ok
E—B—E w8
Accounts Receivable : - —
Eaiecnad [ O’ :
Allocations Enter Select Pay ol Create
WATas 3 D o 2 p T
Invoices Invoices To Pay c EFT Payments
Encumbrances
Fixed Assets g
Purchasing fo—
Sales Order Entry Enter Credis
Session Manager L
GASB Reporting . 73 = s rav..]| ERe... | dororms
PO oy a—— Invoices must be [ R —
Report Manager available for selection. kA PR TR
Enter Manual
Charting Checks Post Traasectiona + Accounts Payable Hel System
Help and Support * Accounts Payable Checklists
» Accounts Payable FAQs
+ Electronics Funds Transfer for Acc
'8 » Electronics Funds Transfer for Acc
Maintenance Related Tasks . E ics Funds Transfer for Acc
» Vendors » Disbursement Checks + Void Checks and Payments + Forms Designer Help System
» Unposted Disbursement » Vendor Balances » Forms Designer Checkists
Checks » Vendor 1099's » Forms Designer FAQs
+ Cosh Dsbursements + Forms Designer
» Spoil Checks

2024 |BOSTON

INNOVATE
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Default Coding & Entry Defaults

Setup your default coding and distribution codes for all your
Accounts payable vendors to make A/P entry more efficient and
accurate.

©JMT Consulting. All rights reserved.
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Default Coding & Entry Defaults

™ File Edit View Maintain Transactions Activities Reports Dashboard Options Window Help

e ———
i @ i intai
S e - Click Maintain
— - o R Vendors
= 3
|| . Double Click each
— || B vendor to setup.
>, Maintenan '
| s Vet » Update default expense GL
sl e o and/or Distribution Code on

the Default Coding tab

©JMT Consulting. All rights reserved.
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Default Coding & Entry Defaults

- Set the Accounts Payable
" % Invoice Entry defaults to

*» Accounts Payable Invoices Entry Defaults ﬂ make A/P Entry qUICker!
Field Default Value Copy From Prior Document/Line
Document Date =T No
Document Amount No
Document Description No
‘Document Vendor ID No
Line Fund Code No Set a default
Line Grant Code No
Line GL Code No for your 117
Line Progr Code No )
Line Dept Code | No COd =
Line 117 Code - - No
Line Entry Type N No
Line Effective Date No
Line Description No

Voo ] @ ] [ ]

©JMT Consulting. All rights reserved.
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Default Coding & Entry Defaults

* Entry Defaults are available in most MIP modules and can
be set for each type of transaction (API, APM, ARB, ARC)
* All entry defaults are specific to the workstation, not the

user.
* All basic transactions types (JV, CR, and CD) should be set

up.

©JMT Consulting. All rights reserved.
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Distribution Codes

« Do you have expenses or transactions within your organization that
require you to distribute the costs to a variety of funds, grants,
departments or locations regularly?

 If so, DISTRIBUTION CODES are for you!

©JMT Consulting. All rights reserved.
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Distribution Codes

* Distribution Codes can be used in the following modules to
distribute amounts.

» Accounts Payable

* Accounts Receivable

* Fixed Assets

 Encumbrances

e GL-Basic Transactions (JV, CR and CD)
* Purchasing

©JMT Consulting. All rights reserved.
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Distribution Codes

 Distribution Codes can be set up to distribute amounts based upon:

Transaction Amounts
* Percentages
 Units
« Distribute costs based upon Square Footage
» Distribute costs based upon Headcount

©JMT Consulting. All rights reserved.
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v Date: | 4/28/2017 %313'} Amount $1,000.00
—t | L) ==
Description:
Vendor ID:  [ABC /@ ' |ABC Office Supply ’ Due: ’ 5/28/2017 =]
Check Main v 161 North Lamar
Address: - Suite 200
1099 Type: MISC 3 Austin, TX 78755
Fund Grant GL Progr Dept 117

 Input your invoice header information then click the Use Distribution code

lcon.

©JMT Consulting. All rights reserved.
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Distribution Codes

[E] use Distribution Code X
N * Select the distribution
Dsvbuan 1] srage Rt Expese code you want.

— * Fill in or change the
im l/,mm = transaction information
o ] oiing Rer * Enter GL code and
e 41,000,008 Select OK
S
(® Debit O Credit

o7 S

©JMT Consulting. All rights reserved.
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Invoice: 123 4 Date:  4/28/2017  “p3 Amount: $1,000.00
Description:
Vendor ID:  |ABC j’;ﬂ ABC Office Supply Due: | 5/28/7 0% ‘o
Check Main ) 161 North Lamar
Address: il Suite 200
1099 Tyge: [MISC 7 Austin, TX 78755
Fund Grant GL Progr Dept Debit Credit
05 101 55001 101 201 600.00 0.00]
04 301 55001 401 201 400.00 0.00[u]]i
J l |

|

- Your account distribution was done automatically!

©JMT Consulting. All rights reserved.
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Basic Transactions

Ll Accounting for NPS Training Organization - Abila MIP - [Basic Transactions]
@ File Edt View Maintain Timeshests Transactions Actvities Reports Dashboard Organization Security System Opt
|
Navigator 3 -
. ® MIP ADVANCE Learn more Basic Transactions
Accounting =
.
include: e = =
Accounting Setup l—~
Enter Joun
* Journal Vouchers, - Basic Transactions ] o
Accounts Payable 3
* Cash Disbursements, Accounts Recevatie €»
Ender Budo
. Atlocations Tramoaciione
 Cash Receipts Sudgetns e
Encumbrances -
 and others Fixed Axset crercazn o =
Pu rf:!a?mg — Post Manage
Sales Order Entry Transactons Recurring Entries
Session Manager Wrie Checis
GASB Reporting
Report Manager %
Charting Enter Cash
Receipts
Administration @
Receipt Wrang

©JMT Consulting. All rights reserved.
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Basic Transactions

* Session Information

» Consistent for all
transactions in MIP

* Naming Convention
Recommended

* Entry Defaults

* Status

* BP = Batch to Post (default)
* BS = Batch to Suspend

e Session Date
* System Date

» Different than Effective
Date

©JMT Consulting. All rights reserved.

Descriton:  [eercesarotiod | Oxe: |-

Session Totals

Total Number of Documents:

Click Start
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Basic Transactions

G RER AL LE D

\

Information

DOCU ment (Vgucher.

|
—
e R ———

L8

7

Fund

Grant

I

GL l Progr Dept l Restriction

Debit

Credit

Entry Type

Transaction /

l

Fffective Date | }

Entry Table

©JMT Consulting. All rights reserved.

Add Document/Voucher

Number

Accept Session Date or

Change

Enter Transaction Detail
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Basic Transactions

Transaction Entry Rules

* GL account codes determine what other segment codes are required.

GL Account
Type Entered

Fund Balanang Non-Balancing Restriclions
Revenue and Expense  Required Required Required Required
Nel Assels/Equity Required | Required Optional Required
Other Balance Sheet  Required | Required Optional Optional

ACCounts

©JMT Consulting. All rights reserved.
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Basic Transactions

Transaction Entry Tips

» By default, the system displays the same effective date and description in
the transaction entry table as the document date and description, unless

defaults were specified using Entry Defaults

* Any transaction line having debits and credits equal zero is treated as a
memo entry. Memo entries are related to the account code combination

on their transaction line.

reonERElEeS
Voucher: @ Date: i:ﬁﬁ Reverse: |_:l
oweo:

Fund

Grant

GL

Progr

Dept

Res

triction

Debit

Credit

Entry Type

Effective Date

*

©JMT Consulting. All rights reserved.
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Reverse, Copy & Posting

Activities>>Manage Sessions

- )
Transaction: v ﬂ Journal Vouchers
Enter session information —— V0212005 ﬂ Correct ending balances
. J
. gter New Session Information \
Enter NEW session
2 d x' . =
information NewSessionDD: | NOZH200SSREVINNNN |
® Accept dEfaU|tS frOm Original Description: Reverse Posted Transaction|
or enter new document o | ] o
. . Use Original D t Dat : —_ v
Informatlon se Uriginal Uocument Uate New Document Date v Lo
@Use Original Effective Date New Effective Date: A )
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Reverse, Copy & Posting

Activities>>Manage Sessions N — -
‘lw g ] feece: Tew [ cmemn | Caea ! [ a2 |
 Sessions must have a status e —
of BP (Batch to Post) e L] :
« Budget and Payroll sessions e
are transferred as BP so S
must also be posted
« Can be filtered to show a :
subset of entries e

[ S S |

©JMT Consulting. All rights reserved.
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Account Balance Information

Activities>>Display Balances>>Account Balances

 Drill down from Original Document to Related Document to Transaction

Date Range for Balances

patefrom: | N+ DateTo: | RISHROTNN < [1
Display Accounts
Available Fiter | Selected Filter Compares To Criteria 1 Criteria 2 FD—H
Fund GL = 11600 (SA5PIgYS
Grant (E25]
Progr T | Clear |
Dept
Restriction Print
Balances
GL Description From Date Through Date Posted Amount
~1111600|Beginning Balance 11172017 1/1/2017 0.00
Effective Date Transaction Type Document Number Posted Amount D Session ID Document Date Document Description A
* [H 1172017 CcL 1412CLS 0.00 1412CLS 1172017 System Opening Balance v
11600 | Current Activity 1172017 12/3172017 0.00
(+/{11600|Ending Balance 1172017 1213172017 0.00

©JMT Consulting. All rights reserved.
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Review Chart of Accounts

Maintain> >Chart of Account Codes

Use Quick Search  or, Filter

S KDL DHL &
Ly - - e Total Matching Records:
CERXT S NmSeDE gl piers
L _ _ - Avaiabie Fiter | A Seiected Fiter | Compares To Creera 1 Crieria 2 |
Quick Search - Columns Containing ;::’ o) Segment | - — |
l =TS | Tele —t
I | i mh } Short Tale =
Account Type v GL
Grant
Avalable Rems Available Iltems Proge
Restricton Records per Page
Segment Code' | Satus Tile" Short Title" Segment ['_nc'«w Am' | Title* | Short Title Account Type Designation Code Form 990 Line Number _ A
0 |A Kdmnatraton Lgmeatrabon a
W |A|Programsenvces [Program s 0 A
WA ] i
i i Oy %& -
W A |Non Degt Related Non Degt Relate Ly
_ Alocated Dept S -
% A Imm Pocled Degt o : 7y
A Operatng Fund. Fund —1x :
*0_{ |4 State Grant Fund State Grant 05 A A
05 (A Federal Grant Fund Grant 5 A
05 |a County Job Fund Co. Job % % A Grd
A [NonFusdRemes Fund et fo
38 A Fund Fund Grd
o A %‘ﬂ Caniad Biumd E‘
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Review Closing Accounts

Maintain>>Closing Account Assignments

« Allows you to specify which

Net Asset Equity GL ¥

Account your Revenue and Aocomi To Beltioasd
ExFenditure type accounts Fund: |
will close in to at year end.

* Required before a system
year end can be performed

Account To Close Into

I -
i |
i GL: J
« Also used for pseudo close in
reporting
* All Revenue and Expense
accounts are required to
close in to a Net Asset
Equity account.

©JMT Consulting. All rights reserved.
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Overview of Accounts Payable

. Vendor Maintenance

. Vendor maintenance tabs
Merging/Renaming vendors
1099 vendors

Entering AP Invoices

Paying Invoices

Reporting

. Aging
Issuing 1099s

©JMT Consulting. All rights reserved.
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Overview of Accounts Payable

Navigator

Access to vendors
under Maintenance

©JMT Consulting. All rights reserved.

Accounts Payable -
-
—
V4
f= >

[E] file €t View Muintsin Timesheets Transactions Actiities Reports Dashbosrd Organization Security System Options Window
o

Hee O

s : : = B
i 5 o’
Enter Sect Pay e Cron
ey vekces To Py Sewcted hioos ":::" EFT Paymasts
Enter Crodts
-
ioces mustte A 54|
avalable %r seiecton &2
Erter Mansal o
Checis Post Transs: cots
- Maintenance Z Related Tasks
v Vesders + Debursemaet Chacisy + Veid Chacks and Payments
¢ Ungosted Dsbursement + Cancel Void Checks mnd Payments
Chects Vengor Baances
+ Cash Distursements Vendor 1053’
¢ OrderChacks ansForm | £orm Desgner
¢ Spol Crecis
Accourts Payatle
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Overview of Accounts Payable

|

[ Vendor | Addresses | Payment and Terms | Default Coding | 1099 Information | Notes | ]
Vendor ID: Newvendor || Status:
Nare: .|
Account Number: | | UserDD: | |

Optional Designation

Class: ZJ] Type: l :,_J]

©JMT Consulting. All rights reserved.

6 tabs for vendor information

Must be consistent with
IDs
Can have different
addresses for checks or
main
Set payment terms and
payment discounts
Default coding by vendor

1099 information
Notes
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Overview of Accounts Payable

(s 1698 for s Vendor | D;ore.gnaau,.,, s S e I e Ct Ve n d O r fO r
Proprietor Name: | .
F@:E:N “’g;:""'"b"o AAAAAAAAAA OfForeign L — 1 09 9 l S S u a n C e
S g — | . Important to set
1099 £ . .
R T Tyhe [ ;” ault Box Number: | :,,Jl t h t

S — - is prior to
*! W"“::: | Type g Box ! Amount % pOStI ng I nVOICeS

adjustments, if

necessary
2024 BOSTON
INNOVATE
.JMT CONSULTING
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Overview of Accounts Payable

= Enter Invoices
Invoices Sta rts the p roceSS

Make entry

Total Number of Documents: 0

defaults for API

sessions

©JMT Consulting. All rights reserved.
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Overview of Accounts Payable

Fund Grant GL Progr Dept Restriction 1099 Box Debit Credit Effective Date Description A

Enter invoice information to create transaction.
. Use Distribution codes and entry defaults
. Apply offsets

Post

©JMT Consulting. All rights reserved.
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Overview of Accounts Payable

%

T Enter Session
e Dt information
ity s System will
| — populate

== | e .
E Invoices that
are
E! z outstanding
R = F Select which
S —— invoices you
I bt want to pay

2024 |BOSTON

INNOVATE

©JMT Consulting. All rights reserved.
\’ JMT CONSULTING



EEEEEEEEEEE
SSSSSSSSSSS
FFFFFFFFFFFFF

JMT s

CONSULTING

Overview of Accounts Payable

“&‘ Print: Load Checks
(22

Pay
3 Send To
Selected Invoices Microsoft Print to POF on PORTPROMPT: E
| Cancel
| Print Setup
Print Alignment ‘ Help
il
Check Information ol
Start with Check
Nomber: 50000002
Format: Laser AP Che Message ()
Cash Account: Tﬁl_(:ash !
@ Did all checks print correctly?
Click Yes if all checks printed correctly.
What to CIkN t select the che kthtdd ot
do? print ¢ ctly nd reprint.
v
1of1
[\/ Yes :x No

©JMT Consulting. All rights reserved.

Print checks

« If you use EFT,
checks will print
first, then

vouchers

* Be sure checks
printed before
responding yes
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Overview of Accounts Payable

Aged Payables

« Navigate to Reports>>Accounts Payable>>Aged Payables

©JMT Consulting. All rights reserved.

NPS Traming Organization
Aged Payabies by Due Date - <Aged Payables>
Agng Date - 112072017
From L1/3/2017 Theoogh 14302047

390 (388 ) Qver 90
Imvance 130003 OaysPast  Days Past Days Past
Veader ID Vesdor Name Numbder Oue Daze Current Past Oue Oue Oue Teral
CPA Willams & 1 - H .00 020 020 ¢.00 800.20) (800.20)
Errickson, CPA'y
5584 2192017 821438 280 230 2.00 200 821636
Total CPA Wiliams & 221636 0.00 0.4¢ 0.00 (800.00) 7AW
Errickson, CPA'y
IntSup Imematonsl s 142018 200 020 0.2¢ e.00 (454.90) (854.50)
Supp'as
2008_008 127372018 299 249 949 290 $54.50 $34.50
Total IntSup intematonal 200 040 020 0.00 0.00 .00
Supotes
15inc inematenal AN 7392008 .00 080 050 0.0¢ L1006 L130.0¢
Supohes, Inc.
16934 7/19/2016 .00 040 040 .00 140031 140031
26584 12/192017 102709 000 0.2¢ .00 .00 027,08
990444 0 2.00 0090 049 2.00 81400 814,00
Total IS¢ Internationsl 1,027.08 000 0430 0.0 3 437442
Kpphes, Inc.
Rapid Raoid Suoplies D544 12192017 2.4 0.00 040 0.00 .00 .4
Provider
Total Rapié R00id Swopiies bz At 000 043¢ Q.00 .00 b e AL
Provider
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Overview of Accounts Payable

Issue 1099s right from MIP!

You have options!

1. Complete 1099 eFiling Service

2. Other Options:
« You may elect to have Aatrix eFile

some of your forms and you print
others.

*  You may elect to print all of your
organizations forms.

©JMT Consulting. All rights reserved.

W QU TETTVEDL, C RET TETEE LEE PT) a8 !'..’ Y ASYW | '8 s,
Toe L3t View Tochs e
l Re00 1 OF 5 Foteal 10000850 o
—_——— 3

TP P cliek prioe P, then click Next Step.
Joogee

Ty o0 W et e mon mrar iy wed TP e gt prese e
Tan 2 S 1

R — - - A g (20 ™R w120
e | ]

e St 45N satemate T T R ——

k3 A
e 1099 NISC Tt of b Towney o Mo S o
Do Mot Cot o Separowe Form on This Pege - Do Mot Cut o Separow Forms on This Pege

T o

1S Ovon [ cormecen
L i T o o P e Y Mo I,. P l
KPS TRAINING OOONFIIATION s e onse
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Accounts Receivable Overview
Maintain>>Customers

To edit an existing customer, double-click on the customer
from the list or to add a customer, click ‘New’
Customer tab:
* Determine and enter a unique customer ID

Enter customer name as you want it to appear on checks
Enter optional designations for increased reporting capabilities

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

Access to customers
under Maintenance

©JMT Consulting. All rights reserved.

MIP Cloud Learn more

Dashboard
Accounting Setup
Basic Transactions
Accounts Payable
Accounts Receivable
Allocations
Budgeting
Encumbrances

Fixed Assets
Purchasing

Sales Order Entry
Session Manager
GASB Reporting
Report Manager

ivabl
Accounts Receivable T
-
y— 4
yF—4

s =

Enter Caiculate

Charges

nvoices must be
avadable for selection.

Invoices must be
avaiable for selection.

Enter

Manusl hvoices

Invoices

€

>\ Maintenance

» Customers
» Charge Codes

J

T
»  Sales Tax Authortes
+ Sales Tax Codes

+  Cmad Tamnicbas

Review
Invoices

W

Enter
Credtts

B

Enter
Recempts

X Related Tasks

» Customer Balances
» Customer Statemants
» Vol invoices

»  Hstorical hvoices

» Forms Designer

-
PrintEmad
Caiculated hvoices

=
Create
Transactions

=)
r 4

Edt Unposted
nvoikces
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Accounts Receivable Overview

i @ A N

I Customer IAddressesl Billing and Terms] Default Codingl Email | Notesl I

Customer ID: II :I

Name:

Cash Only

Web Site:

Resale Tax ID:

Optional Designation

Class: _I Type:

©JMT Consulting. All rights reserved.

Status:

6 tabs for customer

information

Must be consistent with
IDs
Can have different
addresses for invoices or

main
Set billing terms and
discounts

Default coding by customer
Email for sending invoices

Notes
2024 BOSTON
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.JMT CONSULTING




EEEEEEEEEEE

JMT s

CONSULTING

FFFFFFFFFFFFF

Accounts Receivable Overview

* From the Customer List, Select New to open the add/edit

screen.

* Select the Merge/Rename icon

Note: this is the same
Process for vendors

©JMT Consulting. All rights reserved.

5i @]

Customer | Addresses | Billing and Terms | Default Coding | Email | Notes | User Defined Fields |

Customer ID: | - Satus: =~

Name:

Web Site:

Resale Tax ID:

Optionsl Designation
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Accounts Receivable Overview
Merge / Rename ID

* Choose the Customer ID to Merge or Rename

—If it is Merge, select the existing Customer ID that will hold
the history

—If it is Rename, enter/create the new ID to hold the history
* Enter a comment — usually the reason for the change
- MIP will ask for confirmation of the task

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

Note: AR Control GL Account must be established prior to processing
invoices.

* Set up GL in Maintain>>Chart of Accounts
« Set Account Type to A/R — Customers (AR), not ARO

* Used for offset in AR module(s)

* Only allows entries made from an AR module
* Ensures integrity of Accounts Receivable subledger

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

Transactions>>Enter AR Invoices or
Enter Manual Invoices from the AR home screen

Enter Session ID and Description
« Status and Date can be changed or left at default
- Click on Start

* The AR Invoices Transaction form appears

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

« Enter your invoice number or hit
the plus sign to let MIP create one

for you

* Enter the date and Amount of the

invoice

WA GorERE

 Select the Customer ID from the

drop-down list
 Enter the Due Date

Number:

| Do

o ONENE o I
Descripton:
Customer ID: -jm l

Fund

Grant | GL | Progr

Dept

Restriction

Debit

Credit

| Entry Type

Effective Date |

*

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

* Enter the transaction detail = PPl Olisets

. * Click onicon
* Credit to Revenue /

feed | Gunt | GL | Propr | Dept | Restncton Debt Credt | EntyType | Effecvelate | / ‘ 7
it 0 [ o P () Toodorl] v lenzes IR voces : -E_H
*
Debat Credit
Al 0 450 |10 20 1 0.00 1,000.00{1
0 101 16100 1,000.00 00])
] | |

2024 |BOSTON
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Accounts Receivable Overview

Display Customer Balances is an opportunity to quickly view
customer information.

* Activities>>Display Balances>>Customer Balances

* Enter variables for display
* Customer ID
* Transactions/Lookup From
* Date From and Date To

* Click Display

©JMT Consulting. All rights reserved.
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Accounts Receivable Overview

&' Accounting for Sockal Service Agency - Sage MIP F und Accounting - [ABC Heal
Displa Customer Balances | Sl it =
y Dashboard Customer fornetion
ol Leager Set Customer JO ABC Mepth v ABCmome Means Servces
‘General Ledger
Transactons
C ey Trans
Er ¥ Cocvme~t AR Actowrt
s rom: - 9
Accounts Payabie g oo o L sty I
: : o e — e
L J D II d t t t I I Dste Progy 11172007 s SneTe 1332000 s b ]
i own 1o transaction leve s O EoY 50 > : 0 o) (o) (=) .
Cate | Oue Date wror v Cutsianaing ~
Purchasing '-r'* Z3] VaNI007 TIh 0o Ta o eects (XL X3
¥]200133 293067 10084 sy recepns M cae
° : Escumbrances Jajar002 ‘2202000 13201084 Fevreery resests 78 tee
I te r OC u | ' l e nt Fixed Assets [ [ ]a10089 laara0os 13N Aot recents ! [EXT) cae
1% 310008 s5v3008 13280064 iune receess 3 ()
AloCabons _E:mn ‘8202008 1320084 Asgust charges e ooe
210080 2203008 e ears rtiesis 738 e
. . s :E:wm leawacos s recesns _ e 000
® P t S m D t I Report Manager % ]310130 #383008 Sestemaer ecests 188 s0¢
rln U I I Ia Or e al [ [¥a10130 11293008 e amse ecests M ce
[Charino _E:mu 3363008 Van ecest ‘ s oee
Support ¥a10087 1302008 Sy eceon 13188 )
i |+ |2%00e 193007 o Receces j 18509 cee
[ |5 ]280873 21232067 et Recegen 192310 600
%] 35007 3s2007 Varcn Recesn 210883 sce
[ | [as0083 lazyacer a3t eceen | 109609 06
|+ a%000 14133007 ey Seces 130 (X
FWW 8172067 e Racects 750 s0¢
[ |32s9100 0200t Sy Recests ) sa¢
[—J&(asover |8132007 ~cpuw Rezean 1 s.see 37! v0e
Sect e 123420 ase. ¥
Totw Seeced DADH .00
Trarssctons
{‘ Cate ] [ Melp J
Accorts Rece  ARC veat Gy |
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Accounts Receivable Overview

Four basic report formats:
- A/R Aging (1)
~ Provides open balances sorted by length of time (current, 30, 60, 90+ days).

~ Used to double check the GL Balance — AR Aging balance and the AR GL Balance
should always match

+ A/R Detail Ledger (2) and Summary Ledger (3)

* Detail and summary listings of the customers’ accounts
» Customer Activity (4)

» All reports can be filtered by Customer ID, invoice number, receipt

number, dates, codes, etc.
2024 BOSTON
INNOVATE
‘JMT CONSULTING
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Accounts Receivable Overview

Reports>>Accounts Receivable>>Aged Receivables

NPS Training Organization
Aged Receivables by Due Date - AR Aging
Aging Date - 1/1/2012
From 11/1/2017 Through 11/30/2017

31-60 61-90 Qver 90
Invoice 1-30Days Days Past Days Past Days Past

Customer ID Customer Name Number Due Date Current Past Due Due Due Due Total

ABC Health ABC Home Health.. 0806003 7/30/2017 9,150.00 020 0.00 0.00 0.00 9,150.00
ABC Health S00<26 12/29/2017 545255 020 0.00 2.00 0.09 5,452,869
ABC Health <0038 12/29/2017 421175 000 c.00 0.00 0.00 221175
ABC Health 600001 9,150.00 .00 c.oc 0.00 0.00 9,150.00
ABC Mealth 602001 9,150.00 0.20 0.00 0.00 0.00 9,150,00
ABC Health 603001 9,150.00 0.90 0.00 2.00 0.00 9,150.00
ABC Health €04001 $/30/2017 9,150.00 0.20 0.00 0.00 0.00 9,150.00
ABC Health 605001 6/30/2017 9,150.00 0.00 0.00 0.00 0.00 9,150.00
AEC Health FC-003 322017 15.00 0.30 0.00 2.00 0.00 15.00
ABC Health FC-008 3/30/2017 15.00 0.00 0.00 0.00 0.00 15.00
ABC Health FC-013 4/30/2017 15.00 0.00 0.00 0.00 0.00 15.00
ABC Health FC-018 5/30/2017 15.00 0.20 0.00 20.00 0.00 15.00
ABC Health FC-023 6/30/2017 15.00 0.00 0.00 0.00 0.00 15.00
ABC Health FC-028 6/3072017 15.00 0.20 0.00 2.00 0.00 15.00
Tetal ABC ABC Home Health... £4,654.44 000 0.00 2.08 0.00 £64,654.44
Health

Austin Austin Community... 0806002 7/30/2017 9,150.00 0.00 0.00 0.00 0.00 9,150.00
Austin 400=21 11/29/2017 4490.10 020 0.00 2.00 0.00 4,4%0.10
Austin 400433 1429/2017 4,18625 0.20 c.00 0.00 0.00 4,166.25
Austin 400545 1172972017 17,675.00 0.00 0.00 0.00 0.00 17,675.00
Austin 600002 3272017 9,150.00 0.20 0.00 2.00 0.00 9,150.00
Austin 602002 3302017 9,150.00 0.20 0.00 0.00 0.00 $,150.00
Austin 603002 4/30/2017 9,150.00 0.00 0.00 0.00 0.00 9,150.00

604002 0.00 0.60

Austin
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5/30/2017 9,150.00 0.00 0.00

9,150.00
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