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Welcome to the Installation Guide for The Financial Edge. This guide provides step-by-step procedures to help
new users successfully install The Financial Edge. To prepare for installation, you should have already read the
Installation Planning Guide.

The information in this guide is organized into three chapters and an appendix.

Warning: Information in this guide is subject to change. Please visit our website at www.blackbaud.com to
view the most current information. We recommend periodically visiting our website to view updated
requirements or additional installation information.

Chapter 1: Welcome. This chapter is an introduction to the Installation Guide and includes a section detailing
the various Blackbaud services and solutions we offer.

Chapter 2: Installing The Financial Edge. This chapter provides detailed procedures for installing
The Financial Edge, creating a new Financial Edge database, and logging into the database.

Appendix: Template Account Codes. This appendix lists the standard account codes associated with
nonprofits, schools, museums and community foundations.

The benefits of using The Financial Edge are tremendous, and you can take full advantage of these benefits if you
take time to prepare for the installation. We recommend you read the Installation Planning Guide before
installing and follow the pre-installation suggestions we provide.

Blackbaud Solutions and Services

Note: To download the most current system requirements, select System Requirements from the Resources
menu on our website at www.blackbaud.com.

For more than two decades, Blackbaud has provided world-class technology solutions to the nonprofit
community, helping organizations of all sizes and types.

Software plays an important role in the Blackbaud equation for success. Indeed, our products set the standards
by which others are measured. However, there is another essential part of the Blackbaud solution—services. As
the largest and most experienced provider of services to the nonprofit community, we understand the unique
challenges nonprofits face and help them overcome those challenges. We focus our expertise on meeting your
needs—so you can focus your resources on fulfilling your mission.

Note: We recommend you read the Installation Planning Guide before installing and follow the pre-installation
suggestions we provide.

This section provides an overview of the services and training solutions we offer to help you successfully install,
implement, and use The Financial Edge.

Data Services

We offer a wide range of data services. From database conversion to database consolidation, our staff of
programmers and analysts have the experience, technology, and expertise to meet your organization’s needs.

To request a quote for data services or database conversion, please contact our Conversion Coordinator by email
at conversionestimate@blackbaud.com or by phone at 1-800-468-8996 x4200. You can also submit your request
from the Data Services page on our website.
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Accounting System Consulting

Accounting System Consulting services help you get the most out of your Financial Edge software by aligning
your organization’s systems with its processes and objectives. We partner with you to learn about your
organization, identify issues and plan a solution that is tailored to your needs.

Our consultants offer a unique combination of accounting experience and in-depth knowledge of our software.
Many of our consultants have gained experience by serving as controllers and technical specialists and have
worked for Big Four firms, nonprofit organizations, and the Financial Accounting Standards Board (FASB). They
can share insight garnered from their work with hundreds of nonprofit organizations. Our accounting consulting
team knows the software inside and out and are available to help you make the most of your system.

To learn how your organization can benefit from our Accounting System Consulting services, call 800-443-9441 or
email solutions@blackbaud.com.

How We Can Help

¢ Evaluate and define historical data to convert to The Financial Edge

¢ Import accounting information to General Ledger from non-Blackbaud products

¢ Assess your organization’s unique reporting requirements

¢ Design your chart of accounts and account number structure

¢ Establish system security

¢ Determine the appropriate fund closing method based on your reporting needs

e Establish a start date for your new system, and determine what data to bring in from prior years’ records
¢ Review your data entry methods and recommend ways to increase productivity in your business office

¢ Evaluate job responsibilities to ensure optimal workflow

¢ Establish an interface between The Raiser’s Edge and General Ledger

¢ Set up and maximize your use of optional modules, including Projects and Grants, Budget Management,
and Allocation Management

¢ Create initial reports such as a balance sheet and income statements

¢ Configure other Blackbaud software, including Accounts Payable, Student Billing, Fixed Assets, and
Miscellaneous Cash Receipts

Technical Consulting

Let our knowledgeable consultants bring their technical expertise to your site and manage the implementation of
your Financial Edge products. By entrusting the nuts and bolts of implementation to one of our consultants, you
ensure optimal setup of your system while keeping your time and energy focused on fostering your
organization’s mission.

Whether it is software installation or a detailed assessment of your current IT capabilities and needs, our team of
Microsoft, Cisco, and Oracle certified engineers can help you meet your technical challenges head on.

If you would like to arrange for consulting services, please call our Sales Department at 1-800-443-9441. Or send
an email outlining your specific needs to sales@blackbaud.com.

To learn more about our technical consulting offerings, such as technology assessments, diagnostic services and
software installations, you can download the printer-friendly document “Technical Consulting Services” from our
website.
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Training Solutions

Because we understand how important training is, we offer a variety of options to meet your different needs.
Training is a vital part of realizing the full potential of your software. It not only increases efficiency, accuracy, and
saves time, but you’ll also see a boost in your staff’s job satisfaction as they become more confident and valuable
in their roles.

For information about the best training option for your organization, check out our Training page on
Blackbaud.com, or call your account representative at 1-800-443-9441. You can also send an email to
solutions@blackbaud.com.

Blackbaud Forms

Blackbaud Forms provides custom checks, student bills, statements, invoices, purchase orders, tax forms,

envelopes, and other computer forms that are specifically designed for use with The Financial Edge. Blackbaud
forms are guaranteed to align correctly and can be customized to your organization’s specifications, using your
logo, special inks, and print styles. Pre-printed forms from other suppliers are not guaranteed to align properly.

For more information, you can visit the forms section of our website at http://forms.blackbaud.com or send an
email with questions to forms@blackbaud.com. You can also call 866-4-BB-FORMS (866-422-3676).
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Before you install The Financial Edge, we strongly recommend you familiarize yourself with system
recommendations for The Financial Edge and read the Installation Planning Guide. To access our system
requirements, select System Requirements from the Resources menu on our website at www.blackbaud.com.

Warning: Microsoft’s Internet Explorer is required to run The Financial Edge.

Once you install The Financial Edge, you must create a new database using the Blackbaud Management Console
before logging into the program. For information about creating a new database, see “Creating a New Financial
Edge Database” on page 22. For information about logging into a new database, see “Logging into a New
Database” on page 25.

Pre-installation Considerations

To ensure the installation goes smoothly, you must consider the following items before you begin installing the
program:

O You must fully understand The Financial Edge system requirements and make sure your system meets them.
To download the most current system recommendations, select System Requirements from the Resources
menu on our website at www.blackbaud.com.

U 7he Financial Edge includes Microsoft’s SQL Express 2008 R2 SP2.

U We recommend you have a complete backup of each server and workstation before running the installation.

L we recommend you have a CD-ROM drive at the server that will host the Financial Edge database or on a
workstation with network access. You can copy files to a network drive and run them from there if the
workstation does not have a CD-ROM drive.

U We recommend you close the Microsoft Office toolbar if it is running. It may interfere with the installation of
some files.

L We recommend you temporarily disable any automatic backup software that may attempt to back up your
database while you run the installation.

L You must have local administrator privileges on the Server and workstations.

U Due to the integration between The Financial Edge and Microsoft Outlook, if your workstation users are
running Outlook, they must exit and log out of Outlook before installing The Financial Edge on their
computers. If they fail to exit and log out of Outlook, the update may not install properly.

U windows NT 4.0, Novell Servers, Peer-to-peer networks, Unix, and Domain Controllers are not supported.

U The Financial Edge includes one license for Crystal Reports Standard. However, clients creating custom reports
using Export in The Financial Edge with Crystal Reports will need a license for each person creating custom
reports. In addition, each license is associated with a particular product, which means if one person is
reporting off both The Financial Edge and The Raiser’s Edge, that individual needs two Crystal Reports
Standard licenses. For information about purchasing additional Crystal Reports Standard licenses, contact your
account representative or send an email request to solutions@blackbaud.com.

U The Financial Edge is compatible with Microsoft’s SQL Server 2012 and 2014.
U The Financial Edge is compatible with Windows OS 8.1 and Windows 2012 Server R2.
U The Financial Edge is compatible with Internet Explorer 11.

Requirements for Installing The Financial Edge

Warning: Blackbaud does not support Microsoft SQL Server Express or The Financial Edge on Domain
controllers, Small Business Servers, NT 4.0 Server, or peer-to-peer networks.
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You need a CD-ROM drive or the downloaded installer.
Exit all Windows applications on the server where The Financial Edge will be installed.

Every workstation that runs The Financial Edge needs Microsoft’s Internet Explorer installed. You must have it
installed to complete the installation. You can download the latest version from Microsoft’s website:
www.microsoft.com/ie.

If you are using Microsoft SQL Server 2005 Standard/Workgroup/Enterprise Edition, Service Pack 4 or higher
must be installed. This is a Microsoft patch required to keep your system current with Microsoft’s security
recommendations. If you have not installed Service Pack 4 or higher, you can download it from Microsoft’s SQL
Server 2005 Downloads page.

Close any virus scan programs on the server and on the workstations. These programs can sometimes
mistakenly interpret the installation process of a new program as a contamination of existing files on the disk.
Close the Microsoft Office toolbar, if present. It may interfere with the installation of some files.

The following prerequisites must be installed before you can install The Financial Edge:
¢ Microsoft SQL Server Express 2008 R2 SP2

¢ Microsoft SQL Server Express 2005 Backward Compatibility Components
¢ Microsoft Windows Installer 3.1

¢ Microsoft Windows Installer 4.5

¢ Microsoft Data Access Components (MDAC) 2.8

* Microsoft .NET Framework 2.0.50727

¢ Microsoft .NET Framework 4

e Visual Basic for Applications (VBA) Components

e Crystal Report XI Runtime Components

¢ Internet Explorer

¢ Visual Basic for Applications (optional module)

¢ Microsoft System CLR Types 2012

¢ Microsoft SQL Server 2012 Shared Management Objects

If you do not have at least administrator rights, your system administrator will need to install the prerequisites
before you can successfully install and use The Financial Edge. If you are an administrator, the prerequisites
your system requires will be installed prior to the installation of The Financial Edge.

Dashboard in The Financial Edge requires certain Web components installed with Microsoft Office XP to work.
Office Web components are automatically installed by Microsoft’s Office Setup. For more information, see
“Installing Web Components for Dashboard” on page 28.

You must have a pdf reader installed (i.e. Acrobat) to access The Financial Edge user guides.
Microsoft’s Internet Explorer is required to run The Financial Edge.

SQL Server 2005 Requirements

The SQL Server 2005 default installation options must be changed in order to access Blackbaud databases. We
recommend you review the following items before attaching a Blackbaud database to a SQL Server 2005
instance:

SQL Server 2005 administrators using Windows Only Authentication must apply the “View Server State”
permission to each Microsoft Windows user or user group that accesses The Financial Edge. Users also need
public role access to the database.

If the Blackbaud Management Console (Blackbaud Management Console) is installed on a separate server from
SQL Server 2005, then you must also install the Microsoft SQL Server 2005 Backwards Compatibility
components on the Blackbaud Management Console machine.
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¢ Enable the TCP/IP and Named Pipes protocols for your SQL Server 2005 instance.
¢ Enable xp_cmdshell.

e SQL Server 2005 requires Service Pack 4. If you have not installed Service Pack 4 or higher, you can download it
from Microsoft’s SQL Server 2005 Downloads page.

For more information about preparing SQL Server 2005 for use with Blackbaud databases, see Knowledgebase
solution BB245576.

SQL Server 2008 Requirements

The SQL Server 2008 default installation options must be changed in order to access Blackbaud databases. We
recommend you review the following items before attaching a Blackbaud database to a SQL Server 2008 instance:

¢ Enable the TCP/IP and Named Pipes protocols for your SQL Server 2008 instance.
¢ Enable xp_cmdshell.

¢ If you are using Windows only authentication, users must have public role access to the Blackbaud database
and have “View Server State” permission.

¢ If the Blackbaud Management Console (Blackbaud Management Console) is installed on a separate server from
SQL Server 2008, then you must also install the Microsoft SQL Server 2005 Backward Compatibility Components
on the SQL Server.

® SQL Server Standard or Enterprise Edition databases must still be attached via the Blackbaud Management
Console (Blackbaud Management Console).

For more information about preparing SQL Server 2008 for use with Blackbaud databases, see Knowledgebase
solution BB541928 .

Required NTFS Rights

To use The Financial Edge on a workstation, users need NTFS rights to the following directories, including
subdirectories:

Directory Permissions
Deploy folder on server RX
C:\Program Files\Blackbaud\The Financial Edge FULL
C:\Program Files\Common Files\Blackbaud FULL
C:\System Temp Folder FULL
C:\WINNT\SYSTEM32 RX

Note: The directories listed are system defaults only. Your directory locations and names may be different if
they were changed from the original default settings.

¢ When adding these NTFS folder permissions, click the Advanced button on the NTFS Properties tab and mark
the Reset permissions on all child objects and enable propagation of inheritable permissions checkbox. This
step propagates the permissions to all files and folders within the parent folder.

¢ Forinformation regarding how to edit NTFS permissions, see Blackbaud Knowledgebase Solution BB3124.
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¢ If these rights prove to be insufficient, we recommend using FileMon to determine where additional rights are
needed. FileMon is a third-party utility and is a useful tool for troubleshooting permission issues. For more
information about FileMon, see Blackbaud Knowledgebase Solution BB50451.

Integrating with The Raiser’s Edge

To integrate The Financial Edge with The Raiser’s Edge, you must be on Raiser’s Edge version 7.92 or higher.
Please note you must be on the latest Raiser’s Edge patch before integrating the systems.

To use integration, both programs must be installed on the same workstation so they can communicate in the
background, but you do not have to be logged into both. We recommend you dedicate a workstation for the
integration process of automatically synchronizing data. Visit www.blackbaud.com for the latest system
requirements.

Installing a Standalone Version of The Financial
Edge

A standalone machine, or single workstation, is set up for one user and data is accessed from only one
workstation. If your organization plans to use a standalone system, you should follow these installation
instructions.

The Financial Edge includes Microsoft’s SQL Express 2008 R2 SP2.

Note: You can visit our websites at www.blackbaud.com to view detailed system requirements. To access our
system requirements, select System Requirements from the resources menu on our website.

After you install The Financial Edge and its components, you must reboot your computer. Do not interrupt the
process. After the reboot, you can open The Financial Edge using the sample database included with the program
or by creating your own database using the Blackbaud Management Console.

» Installing a standalone version of The Financial Edge

1. Place the installation CD into your CD-ROM drive. A menu screen appears.

2. Select Install The Financial Edge. Before the installation begins, the program will prompt you to run a SQL
Server verification and ask that you install any necessary prerequisites.

For a complete list of the prerequisites that must be installed, see “Requirements for Installing
The Financial Edge” on page 6.

3. For SQL Server verification and to install the necessary prerequisites, click OK.
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4. When the prerequisite installation and verification is complete, a welcome screen appears.

r ™y
18] The Financial Edge - InstaliShield Wizard S

The Financial Edge™  Welcome to the InstaliShield Wizard for The
Financial Edge

The InstallShield(R) Wizard will install The Finandal Edge on
your computer. To continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties.

blackbaud
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5. Click Next. The License Agreement screen appears.

4 The Financial Edge - InstallShield Wizard ]

License Agreement l blackbaud

Please read the following license agreement carefully.

Blackbaud Software License Agreement [*Agreement”) s

READ THE TERM S AND COMDMTIONS OF THIS LICEN SE AGREEMENT CAREFULLY BEFORE |_|
OPENING THE PACKAGE CONTAINING THE COMPUTER SOFTWARE AND THE
ACCOMPANYING USER DOCUMENTATION [COLLECTIVELY, THE *S0OFTWARE". THE
SOFTWARE |5 COPYRIGHTED AND LICEN SED [NOT S0OLD). BY OPENING THE PACKAGE
CONTAINING THE SOFTWARE, YOU ARE ACCEPTING AND AGREEING TO THE TERMS OF
THIS LICEN SE AGREEMENT. IF ¥OU ARE NOT WILLING TO BE BOUND BY THE TERM S OF
THIS LICENSE AGREEMENT, ¥OU SHOULD RETURN THE PACKAGE UNQPENED WITHIN
THIRTY {20} DAY 5 OF YOUR INVOICE DATE, AND YOU WILL RECEIVE A CREDIT OR A
REFUND. THIS LICEN SE AGREEMENT REPRESENTS THE ENTIRE AGREEMENT
CONCERNING THE SOFTWARE BETWEEN ¥OU AND BLACKBAUD AND IT SUPERCEDES ANY
PRIOR PROFOSAL, REPRESENTATION, OR UNDERSTANDING BETWEEN THE PARTIES.

(71 I accept the terms in the license agreement

@ I do not accept the terms in the license agreement

Installshield

A

.

6. Read the license agreement, and if you accept the terms, select | accept the terms in the license
agreement. If you select | do not accept the terms in the license agreement, you cannot continue with

the installation.
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7. Click Next. The Install Type screen appears showing the different types of installation.

- Y
18] The Financial Edge - InstaliShield Wizard S5
Install Type blackbaud
Choose the type of installation that best suits your needs.
@ Standalone
Mark this option to use The Financial Edae only on this workstation.
) Network
Mark this optian if this machine wil be your database server.,
Installshield
[ < Back ][ Mext = ] [ Cancel ]
A

8. Select Standalone to install the program on a single workstation. You would select Network only if you
were installing on a network. If you need to install on a network, see “Installing a Network Version of The

Financial Edge” on page 14.
Note: A standalone machine, or single workstation, is set up for one user and data is accessed from only one

workstation.

9. Click Next. The Destination Folder screen appears.
28

ﬁl The Financial Edge - InstallShield Wizard

Destination Folder blackbaud
Click Mext to install to this folder, or didk Change to install to a different folder.

[::7 Install The Finandal Edge to:
C:\Program Files {x86)\Blackbaud\

A directory named The Finandal Edge will be created in this folder.

Cancel ]

InstallShield
[ < Back ][ Mext = ] [

A

e,

10. On this screen you can choose where to load the program. We recommend you accept the default

destination folder.
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To change the default location:
a. Click Change to access the Change Current Destination Folder screen.

ﬁ The Financial Edge - InstallShield Wizard | P |

Change Current Destination Folder b|ug_;|{bqud'
Browse to the destination folder,

Look in:

£% Blackbaud -

Folder name:

IC:‘Program Files (x86)\Blackbaud),

InstallShield

I Ok I [ Cancel ]

™ A

b. Browse to the directory where you want to install the program and click OK to return to the Change
Current Destination Folder screen.

11. Click Next. The Ready to Install the Program screen appears.

ﬁ The Financial Edge - InstallShield Wizard | P

Ready to Install the Program blackbaud
The wizard is ready to begin installation.

Click Install to begin the installation of The Finandal Edge version 7.86.84.0

If you want to review or change any of your installation settings, dick Badk. Click Cancel to
exit the wizard.

Installshield

| space || <Back | mstal | [ cancel

L A

To check available disk space:
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a. Click Space to access the Disk Space Requirements screen.

1) The Financial Edge - InstaliShield Wizard [ = |

Disk Space Requirements blackbaud’
The disk space regquired for the installation of the selected features.

Volume Disk Size Available Required il
=c: 149GB 66GE 1114MB

=1 1099GB 27GB OKB E
Ha: 549GE 5541ME OKB

h: 1539GB 34GE 0KB

= 409GB 36GE OkB

= 999GB 34GB OKB

e 409GE 36GE OKB -
4| i | b

The highlighted volumes do not have enough disk space available.

InstallShield

o ]

. )

b. Click OK to return to the Ready to Install the Program screen.

12. Click Install to begin the installation process. The Installing The Financial Edge screen appears displaying
the installation status.

.
4! The Financial Edge - InstallShield Wizard = R
Installing The Financial Edge blackbaud
The program features you selected are being installed.
Flease wait while the InstallShield Wizard installs The Financial Edge. This may take several
minutes,
Status:
—
InstallShield
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When the installation is complete, the InstallShield Wizard Completed screen appears.

r Y
18] The Financial Edge - InstaliShield Wizard =

The Financial Edge”  Instalishield Wizard Completed

The InstallShield Wizard has successfully installed The Finandial
Edge. Click Finish to exit the wizard.

TET

1

blackbaud

m
il
-~

L 4

(wl
i

13. Click Finish.

Installing a Network Version of The Financial
Edge

A network installation configures the software for multiple users working on multiple workstations.
The Financial Edge includes Microsoft’s SQL Express 2008 R2 SP2.

» Installing a network version of The Financial Edge

Note: If your server has more than one hard drive, we recommend you check to see which drive has the most
free space before installing.

1. Place the installation CD into your CD-ROM drive. A menu screen appears.

2. Select Install The Financial Edge. Before the installation begins, the program will prompt you to run a SQL
Server verification and ask that you install any necessary prerequisites.

For a complete list of the prerequisites that must be installed, see “Requirements for Installing
The Financial Edge” on page 6.

3. For SQL Server verification and to install the necessary prerequisites, click OK.
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4. When the prerequisite installation and verification is complete, a welcome screen appears.

r ™y
18] The Financial Edge - InstaliShield Wizard S

The Financial Edge™  Welcome to the InstaliShield Wizard for The
Financial Edge

The InstallShield(R) Wizard will install The Finandal Edge on
your computer. To continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties.

blackbaud
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5. Click Next. The License Agreement screen appears.

4 The Financial Edge - InstallShield Wizard ]

License Agreement l blackbaud

Please read the following license agreement carefully.

Blackbaud Software License Agreement [*Agreement”) s

READ THE TERM S AND COMDMTIONS OF THIS LICEN SE AGREEMENT CAREFULLY BEFORE |_|
OPENING THE PACKAGE CONTAINING THE COMPUTER SOFTWARE AND THE
ACCOMPANYING USER DOCUMENTATION [COLLECTIVELY, THE *S0OFTWARE". THE
SOFTWARE |5 COPYRIGHTED AND LICEN SED [NOT S0OLD). BY OPENING THE PACKAGE
CONTAINING THE SOFTWARE, YOU ARE ACCEPTING AND AGREEING TO THE TERMS OF
THIS LICEN SE AGREEMENT. IF ¥OU ARE NOT WILLING TO BE BOUND BY THE TERM S OF
THIS LICENSE AGREEMENT, ¥OU SHOULD RETURN THE PACKAGE UNQPENED WITHIN
THIRTY {20} DAY 5 OF YOUR INVOICE DATE, AND YOU WILL RECEIVE A CREDIT OR A
REFUND. THIS LICEN SE AGREEMENT REPRESENTS THE ENTIRE AGREEMENT
CONCERNING THE SOFTWARE BETWEEN ¥OU AND BLACKBAUD AND IT SUPERCEDES ANY
PRIOR PROFOSAL, REPRESENTATION, OR UNDERSTANDING BETWEEN THE PARTIES.

(71 I accept the terms in the license agreement

@ I do not accept the terms in the license agreement

Installshield

A

.

6. Read the license agreement, and if you accept the terms, select | accept the terms in the license
agreement. If you select | do not accept the terms in the license agreement, you cannot continue with

the installation.
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7. Click Next. The Install Type screen appears showing the different types of installation.

- Y
18] The Financial Edge - InstaliShield Wizard S5
Install Type blackbaud
Choose the type of installation that best suits your needs.
@ Standalone
Mark this option to use The Financial Edae only on this workstation.
) Network
Mark this optian if this machine wil be your database server.,
Installshield
[ < Back ][ Mext = ] [ Cancel ]
A

.

Select Network to install the program on the network. You would select Standalone only if you were
installing on a standalone system.
9. Click Next. The Destination Folder screen appears.

o

blackbaud

P
ﬂ The Financial Edge - InstallShield Wizard

Destination Folder
Click Mext to install to this folder, or didk Change to install to a different folder.

[::7 Install The Financial Edge to:
C:\Program Files {x86)\Blackbaud\

A directory named The Financial Edge will be created in this folder.

Installshield

[ < Back ][ Next = ] [ Cancel ]

A

L

10. On this screen you can choose where you want to load the program. We recommend you accept the
default destination folder.
To change the default location:
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a. Click Change to access the Change Current Destination Folder screen.

) The Financial Edge - InstaliShield Wizard =5

Change Current Destination Folder blackbaud
Browse to the destination folder.

Look in:

£ Blackbaud -

Folder name;
C:\Program Files (x86)‘Bladkbaud

InstallShield

[ OK ] [ Cancel l

“ A

b. Browse to the directory you want to install the program and click OK to return to the Change Current
Destination Folder screen.

11. Click Next. The Deployment Folder screen appears.

‘" R
) The Financial Edge - InstaliShield Wizard S

Deployment Folder blackbaud
Select a location for the Deployment Package.

The Finandal Edge must be installed on your organization's workstations by running a
network installation package called a deploy kit. The deployment folder you select must be a
shared network resource.,

Thiz step will build the deploy kit for The Finandal Edge. Upon completion of this installation,
you can beqin setting up all the workstations on your netwark that need access to The
Financial Edge.

To setup a workstation, run the SETUP.EXE located in the deployment folder from each
workstation requiring access to The Financial Edge.

Deployment folder:
C:\Program Files (x86)\Bladkbaud{The Finandal Edge\Deplo Browse

Click browse to select a location for the deployment package.

InstallShield

[ < Back “ Mext = ] ’ Cancel ]

L A

12. In the Deployment folder field, enter the location of the directory you want to install the deploy kit. All
users on the network will need to access the deploy kit in order to install the program. You can use the
Browse button to locate the directory.

Note: You do not have to place the Deploy Kit on the same drive or location as the database.
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13. Click Next. The Client Installation Folder screen appears.

|
Rl ok ek il i B

TErTe L L bIGCkbaud.

P
jkjﬂ The Financial Edge - InstallShield Wizard

Client Installation Folder
Select an installation folder on the dient workstation.

@ Allow users to select the installation folder.
(71 Create default location for all dient installations.

Default dient installation folder:

[=]
%]
o

C:\Program Files (x86)\Blackbaud\The Financial Edge

You can use the Blackbaud Management Console to change this default installation folder

at any time.

Installshield
|

[ < Back ][ Mext = Cancel ]

4

L

14. Mark Allow users to select the installation folder if you want your client workstations to be able to name
the installation folder and choose its location. Mark Create default location for all client installations if
you want all client workstations to use the same installation folder name and location.

Note: If a client workstation is not able to create the specified installation folder, or if there is not enough
space on the drive, the installation will fail on that specific client workstation.

B

blackbaud

15. Click Next. The Ready to Install the Program screen appears.

j§| The Financial Edge - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation of The Finandal Edge version 7.86.84.0
If you want to review or change any of your installation settings, dick Back. Click Cancel to

exit the wizard.

You can use the "Space” button below to chedk the amount of free space available and the
space required by the current selection on each of your drives.

InstallShield
Space ] [ « Back ][ Install ] [

Cancel
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Note: You can click Cancel anytime during the installation process. The Exit Setup screen appears asking you to
confirm the cancellation. Click Yes.

To check available disk space:
a. Click Space to access the Disk Space Requirements screen.

“E‘;J The Financial Edge - InstallShield Wizard =

Disk Space Requirements blackbaud
The disk space required for the installation of the selected features.

Volume Disk Size Available Required =
= 149GE 66GE 1114MB

=F: 1099GB 27GE OKB =
S 549GE £541ME OKB

Sh: 1599GB 34GE OKB

= 409GE 36GE OKB
==ih 999GB 34GE 0KB

2p: 499GB 36GE OKB -
4 [ T = P

The highlighted volumes do not have enough disk space available.

Installshield

b. Click OK to return to the Ready to Install the Program screen.

16. Click Install to begin the installation process. The Installing The Financial Edge screen appears, displaying
the installation status.

When the installation status reaches 100 percent, the InstallShield Wizard Completed screen appears.
17. Click Finish.

Installing The Financial Edge on Workstations

Once you install The Financial Edge on your server, all workstations need to have access to the software
deployment package you created. The deployment package needs to be shared and users need read and execute
rights.

Note: You cannot install The Financial Edge to user machines manually, using the software CDs. You must use
the deployment package you created on the server.

Using the deployment package, each workstation can install the software.

» Installing The Financial Edge on each workstation

Each workstation must complete the following procedure to install The Financial Edge. You must have
administrative rights to install The Financial Edge.

Close all applications, virus scanning software, and the Microsoft Office shortcut toolbar.
Disable any screen savers.
Browse to the shared deploy directory and select the “setup.exe”.

P wnN R

Click OK. A screen asking for the destination location appears.
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5. If you selected a default installation directory when you established the deployment package, the location
defaults. If not, the workstation user must enter a location in the Destination Folder frame by clicking the
Browse button or accept the program default.

6. Click Next to begin the installation process.
7. Once the installation is complete, click Finish.

Update Instructions for The Financial Edge

These update instructions are for clients who are updating to a new version of The Financial Edge. Before
installing this update, read the information in the “Important Notes Before Updating” section, which includes
vital tasks and recommendations to prepare for successfully updating. Once you have read the “Important Notes
Before Updating” section and prepared accordingly, use the update procedures provided in this document to
update The Financial Edge on a standalone computer or a network server.

Important Notes Before Updating

¢ You should have a complete backup of your current Financial Edge database before running the update. See
“Backing Up Your Database” on page 20 for instructions.For additional information about creating and
restoring backups, see the Database Administration Guide.

¢ Before updating, make sure all users are logged out of The Financial Edge.

e Ensure your equipment meets all system and free space requirements for the update. To access our system
requirements, select System Requirements from the resources menu on our website at
www.blackbaud.com.

¢ We recommend you update the program using the same format you used for the original installation. For
example, if you originally installed from the network, do not update using the update CD. You must copy the
install directory from the CD to your server machine and run the update from the network.

¢ If you are updating a network installation, you need a CD-ROM drive at the server or on a workstation with
network access. The update process copies all update files from the CD to the server, thus eliminating the
need to copy the contents of the CD to a shared network drive first.

¢ Exit all Windows applications on the server and the workstations where The Financial Edge will be updated.

¢ Close any virus scanning programs or services on the server and on the workstations. These programs can
sometimes mistakenly interpret the setup/update process of a new program as a contamination of existing
files on the disk. If present, we recommend you close the Microsoft Office toolbar because it may interfere
with the installation of some files.

¢ A new set of sample data is installed automatically during the update. For network installations, the sample
data is installed only on the server and is shared by client machines. To save your current sample data, make
a backup copy before installing The Financial Edge. We recommend you use the new sample data as a
training tool because it contains examples of the new features available in the updated version of The
Financial Edge.

¢ If you are updating a network installation, for the deployment package to update The Financial Edge on a
workstation, a user must have administrative rights to add software to that computer. For information about
NTFS rights, see “Required NTFS Rights” on page 8.

Backing Up Your Database

We recommend making a backup of your current database before installing the update. You can run a full or
compressed backup of your database while users continue working in the program. The full backup saves a
complete copy of your database in a directory you specify. The compressed backup option copies your data files,
then compresses the copies into a single WinZip file and deletes the copies.
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This section provides a procedure for backing up your database using the Blackbaud Management Console.
For more information about backing up and restoring databases, see the Database Administration Guide.

1. Double-click the Blackbaud Management Console icon on your desktop. The Blackbaud Management

Console opens.

2. Inthe Installed products tree view on the left side of the screen, select Backup under the name of the
correct database. The backup options appear on the right side of the screen.

|=] Blackbaud Management Console

Y

Action Tools Help

Backup on FE7Database

El-{s] Installed products
£+ The Financial Edge
= Databases
& FE7Database (CHSSIUSTINWAROT\SQLI
) Active users
B
i Maintenance

Backup History
Last Task:
Start Time:

Result:

E-iF Servers Schedule Backup

& CHS5JUSTINWARDT\SQLEXPRESS

loss of significant amounts of data.

-

Perform Backup

-

Restore From Backup

&

Ready

You can schedule backups here. The backup interval should be long eneugh to
keep the backup overhead from affecting work, yet short enough to prevent the

You can perform a backup for this database here. Backups should be performed
often to minimize the downtime in case of server failure.

You can restore to a previous backup here.

View backup log

Schedule

3. In the Perform Backup frame, click Backup. The Backup Database screen appears.

\#] Backup Database '

S

Backup FE7Datab Datakh
Select a path where you want to store the database backup.

Backup path:

™ Compress files after backup
r

7 CHS5JUSTINWARD1

v |C:"-.Pn:|g|am Files (x86)"Blackbaud Management Console®\Ft .

Backup |

Cancel |

L

S

4. In the Backup path field, select a location to save the backup. You can use the browse button to specify a

location.

5. Mark Compress files after backup to have the files zipped after the backup process. If you select this
option, the Send data to Blackbaud option is enabled. Do not mark Send data to Blackbaud unless you

have been directed to by Blackbaud technical support.

6. Mark Net Send notification when backup is finished to send notification to a specified workstation. You
must enter the name of the workstation you want to net send, if it differs from the default.

7. To generate a text file that details the backup process, mark Output File and select a location to generate

the output file.

8. Click Backup to start the backup process and return to the Blackbaud Management Console.
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Update Procedures

Use the following procedures to update The Financial Edge. This section includes procedures for updating both a
standalone version and a network version. Before beginning, make sure you have read the “Important Notes
Before Updating” on page 20 and performed the recommended tasks to prepare for the update.

» Updating a standalone version
1. Insert the update CD into your CD-ROM drive. The AutoPlay Menu screen appears.
2. Click Install The Financial Edge. The InstallShield Wizard screen for upgrading The Financial Edge appears.

Note: If there are files in use that the installation process needs to update, a screen appears notifying you.
Close the requested files and click Retry to continue.

3. Click Next. The Installing The Financial Edge screen appears displaying the status of the update.

4. Once the installation is complete, the InstallShield Wizard Completed screen appears.

5. Click Finish.

» Updating a network version

Follow these instructions to update a server, deployment package, and workstations. For more detailed
information about updating user workstations and the deployment package, see the Database Administration

Guide.
1. Insert the update CD into your CD-ROM drive. The AutoPlay Menu screen appears.

Note: After clicking Install Software, you may see additional processing screens and a prompt to restart your
computer. If prompted, restart your computer and continue with the procedure.

2. Click Install The Financial Edge. The InstallShield Wizard screen for upgrading The Financial Edge appears.

Note: If there are files in use that the installation process needs to update, a screen appears notifying you.
Close the requested files and click Retry to continue.

3. Click Next. The Installing The Financial Edge screen appears displaying the status of the update.

4. Once the installation is complete, the InstallShield Wizard Completed screen appears.

5. Click Finish.

6. Once the update installation process is complete, users can update their workstations. Because the

deployment package is updated automatically, users with rights to add software are notified that an
update is available the next time they open The Financial Edge. To update workstations, users must click

OK when prompted.

Creating a New Financial Edge Database

If you are a new Financial Edge user, or if you purchase additional databases, you must create a new database
using the Blackbaud Management Console. The first time you open the Blackbaud Management Console, you will

be prompted to create a new database.

Note: For more information about creating, migrating, and attaching databases through the Blackbaud
Management Console, please see the Database Administration Guide.

The Create New Database Wizard guides you through the process step by step.
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» Creating a new Financial Edge database

1. The first time you open the Blackbaud Management Console, you will be prompted to create a new
database.

2. Click Next to continue. The License Selection screen appears.

"f:'[lleale Mew Database Wizard

License Selection
Pleaze zelect a license for your new databasze. Mote: Only one database can | B

be created at a time.

The list on the left containg available licenses for use in your spstem. Please select one to
continue. The list on the right containz product details for the selected licenze.

Available icenzes: Details:

+]- General Ledger

+- Account: Payable
Cazh Receipts

+]- Payroll

+]- Student Billing

+- Other Modules
Murnber of 5B systems = 3
Mumber of P4 syatems = 3
Mumber of Users = 4

< Back l Mext > 1 Cancel i

3. In the Available licenses frame, select a license for the new database. You can view license information in
the Details frame.

4. Click Next to continue. The Select Server screen appears.

§f Create New Database Wizard

Select Sserver
Select fram the fallowing options. | ]i

Please select from the bwo zerver optionz and chick Mest to conbinue,
' Use The Financial Edge database server [Recommended]

" Select anather SAL Server instance

¢ Back I Meut » i Cancel




24 CHAPTER

N

10.
11.

12.

13.

14.
15.

16.
17.

Mark Use The Financial Edge database server (Recommended) if your database is smaller than 3.7 GBs,
and you want to use the Financial Edge server instance (SQL Server 2005 Express). Please note, if you
select this option and have installed the Financial Edge MSDE server instance, your database must be
smaller than 1.8 GBs, and you must have fewer than 10 concurrent users. If you select this option,
proceed to step 12.

Mark Select another SQL Server instance if you want to use another server instance.
Click Next to continue. The Server Information screen appears.
In the Select Server field, select the server for which to create a new database.

In the Login information frame, select the type of authentication to use. Select Use Windows
authentication if you are using your own version of SQL Server with Windows only authentication. This
allows you to log into the server using the same Login name and Password you use to log into your
system.

Select Use SQL Server authentication if you are using a mixed mode or SQL Server and Windows
authentication.

If you select Use SQL Server authentication, you must enter a Login name and Password for the server.

Click Test to check the database connection. If the database connection fails, check the login information
and verify that you selected the correct server.

Click Next to continue. The Database Information screen appears.

I':f:'[:leale Mew Database Wizard I
Database Information I
Fleaze enter the follawing information for your new databasze. i | 1}

Select a path for your new databage and enter a name for it below, vou can alzo enter a
dezcription for your database which will be uzed when logaing into The Financial Edge.

Path for new database:

Mame for new databaze:

Dezcription for new databaze: [optional)

< Back | [dEst > | Cancel I

In the Path for new database field, enter a location for new the database. You can use the browse button
to map to the location. The folder you browse to must already exist.

Enter a database name in the Name for new database field. This name appears on the server.

You can enter a description of the database in the Description for new database field. The description
you enter will be seen when you log into The Financial Edge.

Click Next to continue. The final screen of the Create New Database Wizard appears.
Click Finish to complete the Create New Database Wizard.
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Logging into a New Database

If you are a new Financial Edge user, the first time you access the new database, you will be prompted to
configure general ledger options for your organization.

» Logging into a new database

1. Double-click The Financial Edge icon on your desktop to open the program. A screen appears with a link
to the database you created in the Blackbaud Management Console and for The Financial Edge Sample

Database.

4l TheFinancialEdge

You have multiple Finandial Edge databases instaled, Please
select the database to use for this session:

e Financial Edae Sample Database

2. Click the link for the database you created. The login screen for The Financial Edge appears.

4l TheFinancialEdge

Liser Mame: |Supervisor

Password: |

O ©

3. In the User Name field, enter “Supervisor”. In the Password field, enter “admin”. Click the right-pointing
arrow. The Database Update Required screen appears.

Database Update Required

Syztem changes require that your databaze be updated at thig lime.
Do pou want to continue?

Yes Mo |
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4. Click Yes. After performing the database update, a screen appears, prompting you to configure
The Financial Edge.

The Financial Edge B
Before acceszing The Financial Edage, it must be configured.

Do wou want b configure it now'?

ez Mo

5. Click Yes. The General Ledger One-Time Setup Options screen appears.

#% General Ledger One-Time Setup Options

Once you lock these options, you will not be able to change them.

TG ELTEETG TG ET T T e L ndenariter Setup T esting Labaratories|
What type of accounting system do you want to use?

% Monprofit

" For Profit

Do you want to use encumbrance accounting?
-~

~
How do you want to define your Account Numbers?

% Define all account information marwally

™ Start with a predefiend template of account codes: | J

Lock Optionz Mow | Cancel |

6. The Organization name field defaults to your organization name. To avoid entering data into the wrong
database, we recommend you use different names for your additional databases.

7. In the Accounting System frame, select Nonprofit or For Profit.

In the Encumbrance Accounting frame, select Yes or No. This field is enabled only if you have the optional
module Purchase Orders.

9. Inthe Account Numbers frame, you can select to define all account information manually, or to start with
a predefined template of account codes. You can select a standard account code list designed for specific
organizations. With this one time setup option, you can get started quickly by selecting an account code
list for a standard nonprofit, school, museum, or community foundation. Once you select a standard
account code list, default chart templates are created based on the code list you selected.

Note: Please refer to the Template Account Codes appendix in this guide for a listing of account codes.

If you use a predefined account code template, account codes are automatically defined and appear on
the Account codes page. The account structure starts with a two-digit fund and a six-digit account code.
You can add to, modify, and delete the predefined account codes to get the results you need. For example,
you can rename the account code descriptions or even renumber a few of the account codes.

Your template options include:
¢ Standard Nonprofit Template
¢ Standard School Template
¢ Standard Museum Template
¢ Standard Community Foundation Template
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10. Click Lock Options Now. A validation screen appears.

The Financial Edge [ <] I

@ Are pou sure pou want to lock theze One-Time Setup Options:

Organization name: The Undemariter Setup Testing Labaoratories
M onprafit system

Encumbrance accounting: Yes

Define account codes manually

Yes | Mo I

11. Click Yes. The Financial Edge opens to the Home page.

Working with Sample Data in The Financial
Edge

Sample data is provided with The Financial Edge when you install the program. We recommend you use this
sample data as a training tool because you can try out the many features available in the program without fear of
introducing bad data into the database you use for your organization’s data.

Note: For network installations, the sample data is installed only on the server and is shared by client
machines.

You can use the sample database at any time by selecting it when you log into The Financial Edge. For more
information about creating, migrating, and attaching databases through the Blackbaud Management Console,
please see the Database Administration Guide.

Unlocking Optional Modules

Note: If you need to purchase additional modules or user licenses, please contact your Account
Representative.

When you purchase an optional module or additional user license from Blackbaud, you are given a code. You
must enter this code to “unlock” or activate the optional module or user license.

If you did not receive your unlock code, or the code does not work, you can create a case in Case Central on
Blackbaud’s website. Please include the database serial number when you request this information. You can
locate the database serial number by clicking Help, About The Financial Edge on the menu bar.
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» Unlocking an optional module or additional user licenses

1. From the shell menu bar in The Financial Edge, select Tools, Unlock Add-on Modules. The Unlock
Optional Modules screen appears.

Unlock Optional Modules I

|dpan purchasing your new optional module from Blackbaud,
y wou will be given a unigue activation key, Once a walid key iz
entered, the optional module will be ready for uze.

Fleaze enter your activation key here: I

QK. I Cancel

2. Inthe Please enter your activation key here field, enter the code you were given when you purchased the
optional module or user license. The code must be entered in all capital letters.

3. Click OK. A confirmation message appears.

The Financial Edge E I

The number of wiew only uzer licenzes have been updated ta 5.
Thiz change will be available the nest time you log in to The Financial Edge.

If you enter the code incorrectly, a message appears.

The Financial Edge E2

& Inwalid Product Unlock Code. Pleaze verify that it was entered comectly,

Click OK and enter the activation key again. After you enter the key correctly the confirmation message
appears.

4. Once you have entered the correct activation key, click OK. Before you can use the optional module or
user licenses, you must log off and log back into The Financial Edge.

Installing Web Components for Dashboard

Dashboard in The Financial Edge requires certain Web components installed with Microsoft Office XP and higher
to work. Office Web components are automatically installed by Microsoft Office setup. If you do not have
Microsoft Office XP or higher, you can download the Web components from the Download Center at
microsoft.com.

Office Web Components are a collection of Component Object Model (COM) controls for publishing spreadsheets,
charts, and databases to the Web, and for viewing the published components on the Web.
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Activating Ad Hoc Remote Querying for School
Store Manager

If you use the optional module School Store Manager and are currently on or upgrading to SQL Server 2005, after
you install The Financial Edge, your database administrator needs to activate ad hoc remote querying before you
access School Store Manager. If you attempt to use School Store Manager before activating ad hoc remote
qguerying, you will receive an error message.

» Activating ad hoc remote querying for School Store Manager
1. In SQL Server 2005, run “SQL Server Surface Area Configuration”. The Surface Area screen appears.

§ SOL Server 2005 Surface Area Configuration = |G|£
Microsoft: P Windows Server System
SQL Server 2005

Help Protect Your SQL Server

Minimize SQL Server 2005 Surface Area

SOL Server 2005 improves manageability and security by giving administrators more control over the suface area of local
and remote instances of SOL Server 2005, With the SOL Server 2005 Surface Area Configuration toolz, you can eazily:

+ Dizable unused services and network protocols for remate connections.
+ Dizable unused features of SOL Server components.

For new installations, use these tools to enable required features, services, and network protocols that are dizabled by
default. For upgraded instances, use these tools to identify and disable unuzed features, services, and protocols.

@ Fiead more about configuring the SOL Server surface area.

Configure Surface Area for localhost [change computer]

L
ﬁ% Surface Area Configuration for Services and Connections

2. Click Surface Area Configuration for Features. The Surface Area Configuration for Features screen
appears.

3. Inthe treeview, click the plus sign next to your server name to expand that group. Then, expand Database
Engine and select Ad Hoc Remote Queries.
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4. Inthe frame to the right, mark Enable OPENROWSET and OPENDATASOURCE support.

B, Surface Area Configuration for Features - localhost

) SQL Server 2005 Surface Area Configuration
& Help Protect Your 5OL Server

Enable only the features required by wour applications. Dizabling unuzed features helps protect pour server by reducing the
surface area. For default settings, see Help,

Select a component, and then configure its features:

= |j MSSGALSERVER The OPENROWSET and OPENDATASOURCE functions support ad hoc connections
Bl [ § Database Engine to remate data sources withaut linked or remate servers. Enable these functions only if
+ Ad Hoc Remate Queriss your applications and scripts call them.
CLR Integration
DaC
D atabase Mail

Mative <ML Web Servicl [ o RN and EEND AT BEHUBCE Sinnar
OLE Automation

Service Broker

SOL Mail

Wweb Assistant

#p_cmdzhell
® [§ SHLEXPRESS

1 |

Wiew by Instance | Yiew by Component

oK I Cancel Apply Help

5. Click OK.
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Standard Nonprofit Template Account Codes

Account Number Description Category
110000 Cash Asset
111000 Bank 1 Assets Asset
111050 Bank 2 Assets Asset
111100 Bank 3 Assets Asset
111900 Cash Reserve Asset
111930 Accounts Receivable Asset
111931 Allowance for Contra-Asset

Uncollectable Accounts
111950 Pledges Receivable Asset
111951 Allowance for Contra-Asset
Uncollectable Pledges
112000 Investments Asset
113000 Deferred Expenses Asset
113200 Cash Value of Life Asset
Insurance
113400 Notes Receivable Asset
114500 Bond Sinking Fund Asset
116000 Vehicles Asset
139000 Land Asset
140000 Buildings Asset
181000 Equipment Asset
182000 Accumulated Contra-Asset
Depreciation
210000 Accounts Payable Liability
215000 Salaries Payable Liability
220000 Deferred Revenue Liability
230000 Current Portion of Liability

Long-term Debt
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240000 Misc. Lease Liability
245000 Misc. Lease 2 Liability
250000 Computer System Lease | Liability
260000 Notes Payable Liability
270000 Bonds Payable Liability
300000 Net Assets Fund Balance
410000 Tithes & Offerings Revenue
415000 Other Contributions Revenue
420000 Interest Income Revenue
421000 Building Rental Income Revenue
423000 Audio Tape Sales Revenue
428000 Publication Sales Revenue
431000 Vending Machine Revenue
Revenue
432000 Other Misc. Sales Revenue
Revenue
510000 Salaries Payable Expense
515000 FICA Expense
515500 Health Insurance Expense
516000 Life Insurance Expense
518000 Long-term Disability Expense
518500 Board Liability Expense
Insurance
520000 Staff Travel Expense
521000 Board/Committee Expense
Travel
521200 Executive Travel Expense
521500 Contingencies Expense
522000 Telephone Expense
522200 Office Supplies Expense
522500 Printing & Promotion Expense
523000 Postage Expense
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523400 Technology Audit Expense
525000 Audit Fees Expense
525500 Professional Fees Expense
525600 Misc. Fees Expense
530000 Office Development Expense
535000 Staff Technical Training Expense
535500 401(k) Administration Expense
535600 Spiritual Development Expense
535700 Leadership Expense
Development
536000 Religious Education Expense
Resources
537000 Rent Expense Expense
538000 Utilities Expense Expense
538500 Maintenance Expense Expense
538600 Building Insurance Expense
Expense
539000 Building Cleaning Expense
Service
539500 Congregation Expense
Management
540000 Pastor Training Expense
540100 Research/Marketing Expense
541000 Church Expense
Development-Misc.
542000 Ground Maintenance Expense
543000 Cemetery Maintenance | Expense
544000 Newsletter Expense
545000 Video Cassettes Expense
546000 Weekly Publication Expense
546500 Development Expense Expense
547000 Copy Machine Lease Expense

Expense
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547500 Copy Machine Expense
Maintenance Expense
548000 Telephone Expense
Maintenance Expense
548500 Electronic Maintenance | Expense
Expense
549000 Bus Repairs Expense
549500 Vehicle Repairs Expense
550000 Memberships Expense
551000 Subscriptions Expense
552000 Office Furnishings Expense
553000 Annual Fundraiser Expense
555000 Youth Group Activities Expense
560000 Teen Activities Expense
565000 Singles Activities Expense
570000 Couples Activities Expense
580000 Singe Parent Activities Expense
581000 Mission Expense
583000 Annual Trip Expense
700000 Interfund Transfer
800000 Gain on Sale Gain
900000 Loss of Sale Loss

Standard School Template Account Codes

Account Number Description Category
110000 Cash & Cash Equivalents | Asset
111000 Bank 1 Assets Asset
111050 Bank 2 Assets Asset
111100 Bank 3 Assets Asset
111900 Trust Assets Asset
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111930 Pledges Receivable Asset

111931 Allowance for Doubtful | Contra-Asset
Pledges

111950 Accounts Asset
Receivable-Student
Billing

111951 Allowance for Doubtful | Contra-Asset
Accounts

112000 Bookstore-Inventory Asset

113000 Athletic Equipment Asset
Inventory

113200 Prepaid Insurance Asset

113400 Funds Held in Escrow Asset

114500 Land Asset

116000 Buildings Asset

139000 Computer Software Asset

140000 Computer Hardware Asset

181000 Vehicles Asset

182000 Accumulated Contra-Asset
Depreciation

210000 Accounts Payable Liability

215000 Accrued Salaries Liability
Payable

220000 Unearned Tuition Liability
Payments

230000 Unearned Camp Fees Liability

240000 Unearned Summer Liability
School Feels

245000 Current Portion of Liability
Bonds Payable

250000 Long-Term Lease Liability
Liability

260000 Notes Payable Liability

270000 Bonds Payable Liability

300000 Net Assets Fund Balance
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410000 Contributions Revenue
415000 Tuition Revenue Revenue
420000 Summer School Revenue
Revenue
421000 Bookstore Revenue Revenue
423000 Athletic Event Revenue | Revenue
428000 Miscellaneous Event Revenue
Revenue
431000 Yearbook Sales Revenue
432000 Cafeteria Revenue Revenue
510000 Salaries Expense
515000 FICA Expense
515500 Health Insurance Expense
516000 Life Insurance Expense
518000 Long-Term Disability Expense
Insurance
518500 Board Liability Expense
Insurance
520000 Office Expenses Expense
521000 Supplies Expense Expense
521200 Postage Expense Expense
521500 Copy Machine-Lease Expense
Expense
522000 Copy Expense
Machine-Maintenance
522200 Professional Dues Expense
522500 Professional Expense
Development
523000 Instructional Supplies Expense
523400 Telephone Charges Expense
525000 Consulting Fees Expense
525500 Orientation Expense Expense
525600 Examination Expense Expense
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530000 Research Expense Expense
535000 Guidance Expense
535500 Graduation Expense Expense
535600 College Placement Expense
Expense
535700 Campus Ministry Expense
536000 Book Purchase Expense
537000 Subscriptions Expense
538000 Athletic Supplies Expense
538500 Grounds Maintenance Expense
538600 Field Maintenance Expense
539000 Pool Expenses Expense
539500 Advertising Expense
540000 Printing Fees Expense
540100 Layout Fees Expense
541000 Newsletter Expense
542000 Website Fees Expense
543000 Internet Service Expense
Provider Fees
544000 Miscellaneous Expense
Computer Fees
545000 Bus Expenses Expense
546000 Automobile Expenses Expense
546500 Maintenance Expense
Equipment
547000 Memberships Expense
547500 Office Furnishings Expense
548000 Annual Fund Raiser Expense
548500 Food Purchase Expense
549000 Cafeteria Supplies Expense
549500 Cafeteria Maintenance Expense
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550000 Cafeteria Office Expense
Supplies Expense
551000 Roads Expense
552000 Lawns Expense
553000 Gardens Expense
555000 Trees Expense
560000 Refuse Expense
565000 Lighting Equipment Expense
Expense
570000 Depreciation Expense Expense
580000 Annual Report Expense
581000 Audit Fees Expense
583000 Audit Adjustment Expense
700000 Interfund Transfer
800000 Gain on Sale Gain
900000 Loss on Sale Loss

Standard Community Foundation Template
Account Codes

Uncollectable Pledges

Account Number Description Category

110000 Cash and cash Asset
equivalents

111000 Bank 1 Assets Asset

111050 Bank 2 Assets Asset

111100 Bank 3 Assets Asset

111900 Contributions Asset
Receivable

111930 Pledges Receivable Asset

111931 Allowance for Contra-Asset
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111950 Grants Receivable Asset

111951 Allowance for Contra-Asset
Uncollectable Grants

112000 Investments 1 Asset

113000 Investments 2 Asset

113200 Beneficial Interests in Asset
Trusts

113400 Trust Distribution Asset
Receivable

114500 Note Receivable Asset

116000 Unallocated Asset
Investments

139000 Equipment Asset

140000 Land Asset

181000 Building Asset

182000 Accumulated Contra-Asset
Depreciation

210000 Accounts Payable Liability

215000 Refundable Advance Liability

220000 Grants Payable Liability

230000 Notes Payable Liability

240000 Annuity Obligations Liability

245000 Funds Managed for Liability
Others

250000 Management Fees Liability
Payable

260000 Payroll Taxes Payable Liability

270000 Admin Fee Payable Liability

300000 Fund Balance Fund Balance

410000 Contributions Revenue Revenue

415000 Grant Revenue Revenue

420000 Pledge Revenue Revenue
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421000 Dividends/Interest Revenue
Income

423000 Distributions of Revenue
Beneficial Trusts

428000 Investment Income Revenue

431000 Rental Revenue Revenue

432000 Gala Revenue Revenue

510000 Grants Expense Expense

515000 Administrative Charge Expense

515500 Activity Expense Expense

516000 Misc. Expense Expense

518000 Uncollectable Pledges Expense
Expense

518500 Uncollectable Grants Expense
Expense

520000 Executive Office Expense

521000 Program Fees Expense

521200 Finance Office Expense

521500 Administrative Office Expense

522000 Payroll Taxes Expense

522200 All Other Taxes Expense

522500 Consulting Fees Expense

523000 401(k) Payments Expense

523400 Travel Expense Expense

525000 Audit Fees Expense

525500 Tax Consultation & Expense
Form Preparation

525600 Employee Parking Expense
Expense

530000 Computer Hardware Expense
Expense

535000 Computer Software Expense

Expense
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535500 Internet Service Expense
Provider Expense

535600 Website Design Expense
Expense

535700 Website Host Fee Expense

536000 Computer Consulting Expense

537000 Staff Training Expense

538000 Building Expenses Expense

538500 Annual Building Expense
Inspection

538600 Pest Control Expense

539000 Marketing Survey Expense

539500 Development Expenses | Expense

540000 Copy Machine Lease Expense
Expense

540100 Copy Machine Expense
Maintenance Expense

541000 Telephone Equipment Expense
Maintenance

542000 Supplies Expense Expense

543000 Postage Expense

544000 Mail and Courier Expense
Expense

545000 Insurance Expense Expense

546000 Electronic Equipment Expense

546500 Automobile Repair Expense

547000 Memberships/Subscript | Expense
ions

547500 Miscellaneous Office Expense
Expense

548000 Furniture Expense

548500 Office Furnishings Expense

549000 Long Distance Expense

549500 Telephones Expense
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550000 Base Rent Expense
551000 Electricity Expense
552000 Annual Report Expense
553000 Newsletter Expense
555000 Special Events-General Expense
560000 Seminar Expense
565000 Gala Fund Raiser Expense
570000 Council on Foundations | Expense
580000 Staff Training Expense
581000 Other Conferences & Expense
Travel

583000 Custodial Fees Expense
700000 Transfer In/Out Transfer
800000 Gains Gain

900000 Losses Loss

Standard Museum Template Account Codes

Account Number Description Category
110000 Cash & Cash Equivalents | Asset
111000 Bank 1 Assets Asset
111050 Bank 2 Assets Asset
111100 Bank 3 Assets Asset
111900 Accounts Receivable-1 Asset
111930 Accounts Receivable-2 Asset
111931 Allowance for Doubtful | Contra-Asset

Accounts
111950 Pledges Receivable Asset
111951 Allowance for Doubtful | Contra-Asset
Pledges
112000 Shop Inventory Asset
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113000 Prepaid Exhibit Expense | Asset
113200 Investments Asset
113400 Land Asset
114500 Facilities Asset
116000 Historic Homes Asset
139000 Furniture & Fixtures Asset
140000 Computers Asset
181000 Vehicles Asset
182000 Accumulated Contra-Asset
Depreciation
210000 Accounts Payable Liability
215000 Sales Tax Payable Liability
220000 Gift Certificates Liability
Outstanding
230000 Accrued Salaries Liability
Payable
240000 Accrued Liability
Liabilities-Other
245000 Current Portion of Liability
Annuity Obligation
250000 Notes Payable Liability
260000 Annuity Obligations Liability
270000 Long-Term Lease Liability
Liability
300000 Net Assets Fund Balance
410000 Contributions Revenue
415000 Membership Revenue Revenue
420000 Grant Revenue Revenue
421000 Admission Revenue-1 Revenue
423000 Admission Revenue-2 Revenue
428000 Museum Shop Revenue | Revenue
431000 Summer Program Revenue

Revenue
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432000 Not Realized Gain on Revenue
Investment
510000 Salaries Expense
515000 Benefits Expense
515500 Consulting Fees Expense
516000 Conservation Expense
(preservation of
holdings)
518000 Microfilm Fees Expense
518500 Restoration Fees Expense
520000 Lecture/Training Expense
521000 Archival Maintenance Expense
521200 On-line Services Expense
521500 Insurance-Collections Expense
522000 Insurance-Loaned Expense
Collections
522200 Acquisitions Expense
522500 Printing-Internal Expense
523000 Postage Expense Expense
523400 Telephone Expense Expense
525000 Internet Service Expense
Provider Fee
525500 Supplies Expense Expense
525600 Employee Recruitment Expense
530000 Mail Services Expense
535000 Expensed Equipment Expense
535500 Travel Expense
535600 Licenses Expense
535700 Dues & Subscriptions Expense
536000 Publication Expenses Expense
537000 Printing-Publications Expense
538000 Equipment Rental Expense
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538500 Advertising Expense
538600 Uncollectable Accounts | Expense
Expense
539000 Bad Pledges Expense Expense
539500 Building Repairs Expense
540000 Maintenance Expense
540100 Utilities Expense
541000 Natural Gas Expense
542000 Interest Expense Expense
543000 Credit Card Fees Expense
544000 Bank Service Charges Expense
545000 Service Expense

Contracts-Equipment
546000 Cleaning Expense
546500 Legal Expenses Expense
547000 Audit Fees Expense
547500 Investment Expense Expense
548000 Public Relations Expense
548500 Subscriptions Expense
549000 Exhibit Set-up Expense
549500 Exhibit Repairs Expense
550000 Exhibit Shipping Expense
551000 Exhibit Consulting Expense
552000 Security-Equipment Expense
553000 Security-Contract Expense
555000 Tour Bus Expense
560000 Fuel Expense
565000 Grounds Maintenance Expense
570000 Tree Repair Expense Expense
580000 Sidewalk Repair Expense
581000 Parking Lot Expense

Maintenance
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583000 Fencing Repair Fees Expense
700000 Interfund Transfer
800000 Gain on Sale of Assets Gain
900000 Loss on Sale of Assets Loss
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