PeopleSoft User Group

January 9, 2019




User Group Agenda

* Year End Close
e 2018 Audit Guide
e CRM - PeopleSoft Reconciling
* New Fiscal Year — Journal Entries
— Receivable Accounts
— Time Study entries
* eBILL Pay
e Update Your Trees
* 1099 process for 2018
* Year-End Journey to Excellence Transmittal
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Audit Preparations

Local Council Guide to the 2018 Audit
Special ASU 2016-14 Issue—Substantial Changes to
Your 2018 Audited Financial Statements

bample Notes to Financial Statements

Note: Most of the following sample disclosures will apply to all local councils. Some will not. Please
ensure that the council’s footnote disclosures are clearly representative of its unique financial e - s .
AUQIT—AUGIT LOMMtiee MatriX=—3slges and 1eactning notes /

situation.
| it— Audit Rafarral Proaram o —iindatad laniianed 2078
LOCAL COUNCIL INC., BOY SCOUTS OF AMERICA Audit—Audit Referral Program Updeied January =, £Uio
NOTES TO [CONSOLIDATED] FINANCIAL STATEMENTS Audit—Local Council Guide to the 2018 Audit & —upd. SuaEry 2 2019
December 31, 2018 and 2017 Audit—2018 Audit Guide Excerpt — Sample Notes to 2018 Financial Statements [

Audit—Local Council Audit Toolkit 2018
Natiiref Opeaniratian Audit—Local Council Guide to the 2017 Audit — call Member Care for previous version

The Local Council, Boy Scouts of America (“the Council”) operates in (your city]), (your state AUlji't_!_'.'JC -':Lr Counc il FASE 2018 .fiLEIiit HH{‘I Tax I\-'I-' L-l ate Power F'Oirl: I
the counties of 3 7 ;and . The Council ha Lt

NOTE 1—-SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES
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CRM - PeopleSoft Reconcile

Blackbaud CRM
Appeal Progress Results
Pledge Receivable Aging Report
Query — LXXX All Donors for Specific Appeal
Account Distribution Report

PeopleSoft
Trial Balance
Posted Detail Report

&7 | BOY SCOUTS OF AMERICA'
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CRM - PeopleSoft Reconcile

PeopleSoft
Run the Trial Balance
Run the Posted Detail for accounts:
1301
1304
4001
4201

etc.
(if numbers don’t match check for GJ, TP, CR)
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CRM - PeopleSoft Reconcile

Things to check for if not balancing:
Verify all transactions have posted to PS
Check for reversals from Blackbaud
Write-offs are recorded by journal entry not
through Blackbaud entry
Check wire transfers
Check payroll deductions (2237)
Check Gift in Kind (9430)
Check for Trading Post Journals (TP)
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CRM - PeopleSoft Reconcile

Journal entries from BB-CRM come over with batch numbers

Journals labeled — LXXXXXXX are regular batches
Journals labeled — AXXXXXXX are adjustment batches
Journals labeled - XXXXXXXXx1 didn’t commit on the fist time (Exceptions)

Journal Total

Journal Total

Journal Het Statistical

Journal Header Budget Checking Header Ledger i Currency
Status Status Group Code
Posted Walid ACTUALS |EJ ush
Posted Valid ACTUALS Exll Ush
Posted Valid ACTUALS 2] LsD
Posted Walid ACTUALS B Ush
Posted Walid ACTUALS G ush
Posted Walid ACTUALS B Ush
Posted alid AMOTUALS . B LsD

0

E‘f

BOY SCOUTS OF AMERICA

Lines

o | TR TN T | T | [

IS

Bebits

4000

Units

@lloleliia /e oo

Description i}

ADDZE181 Fundraising System T L
Mo Bateh Fundraising System T L
LO364608 Fundraising System T L
LO364658 Fundraising System TIL
LO3G64660 Fundraising System T L
ADDZ26268 Fundraising Svstem TIL
ADDZE283 Fundraising System TiL

Prepared. For Life."




CRM - User Group

https://www.scouting.org/council-support/finance-impact/council-financial-
management/crm-resources/

Monthly forums for Blackbaud CRM users specific to the councils
needs

Wednesday January 16, 2019
10:00AM and 2:00PM
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New Fiscal Year Journal Entries
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Pledge Receivable Accounts

e After Year End Close Process

* Create Journal Entries (to move current, prior
and future year balances to the appropriate
receivable accounts)

e Update Allowance accounts (1391, 1381, 1371)

—mm

1-1301-xxx-00 1-1331-xxx-00 1-1321-xxx-00
Project Sales x-1302-xxx-00 X-1332-xxx-00 x-1322-xxx-00
Special Events x-1304-xxx-00 x-1334-xxx-00 x-1324-xxx-00
United Way x-1308-xxx-00 x-1338-xxx-00 x-1328-xxx-00

BOY SCOUTS OF AMERICA
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Re Class Revenue

e After Year End Close Process
 Funds in 4001-XXX-91 closed out into 3005
* You will need to make an adjustment to

lassify t tricted b to 3605

000 COUNCIL GENERAL 118,028 86,253 95,480 118,028 86,253 95,480 2,135,028

4001 Contributions-FOS 118,028 86,253 95,480 118,028 86,253 95,480 2,135,028
000  COUNCIL GENERAL 514,972 514,972 562,522 514,972 514,972 562,522 514,972

3605 Reclass-Friends of Scouting 514,972 514,972 562,522 514,972 514,972 562,522 514,972
000 COUNCIL GENERAL (25,784) (7.954) (6,198) (25,784) (7,954) (6,198) (165,540)

| 2069 Provision for Uncollectable-FOS (25,784) (7,954) (6,198) (25,734) (7,954) (6,198) (165,540]
Total Friends of Scouting 607,216 593,271 651,805 607,216 593 271 651,805 2,484,460

BOY SCOUTS OF AMERICA Prepared. For Life."



Year End Resources

s . ounG Jport = F al Servicea > Counc ancial Management > PeopleSoft Documents > Year End

Year End

Accounts Payable

Accounts Payable Year-End &

Accounts Payable Year-End Presentation L

Track1099 User Guide for 2018 PeopleSoft 1099s's L) — updated 12/18/2018
Webinar Slides for Track 1092 Instructions

Recording of Track 1099 Webinar 2 — November 27, 2018

Fundraising
Fundraising Year-End Procedures L

General Ledger
General Ledger Year-End Procedures }
PeopleSoft Closing the Year &

Membership
Membership Year-End Close Procedures L

Payroll
Accountable Plan Compliance-Expense Reimbursements and Allowances
Fringe Benefits- Employer-Provided Vehicles and Group-Term Life Insurance &

SellWise
SellWise Year-End Procedures K

BOY SCOUTS OF AMERICA Prepared. For Life."
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Close Depreciation

Favorites = Main Menu > Asset Management : Accounting Entries > Close Depreciation [Gl

[ Run :::;Z:'\ on Clase Process .~ ﬂl:ll'l‘:

Run Control ID; Depreciation_Close Report Manager Process Monitor Run

*Request ID: {1 Process Frequency: Always |

“Unit: L Q

*Book Name: ACTUALS s Currency: UsD

*Fiscal Year: [ 2018 *Pariod: :' 12

[ rerun depreciation close

L reverse Posted Entries

[ create budgeted depreciation
[ processa range of assets

[Z]save | |[GhReturnto Search | || PreviousinList | |4 NextinList | |[7 Notify 4 Refresh [Ehadd | | F|Update/Display

Run Depreciation Close Process | Work

BOY SCOUTS OF AMERICA Prepared. For Life."




Asset Net Book Value Report

=
Favorites : Main Menu » Asset Management > Financial Reports > Costand Depreciation > Asset Net Book Value [o]

Asset Net Book Value

Run Control 1D Asset_Met_Book_Value_Report Report Manager Process Monitor

Language: Englizsh w

Run

Unit: “_7@‘ Include Transfers Include Retirements
Book Name: ACTUALS  Q LAt | Q
s ) Category: | L
As Of Fiscal Year: lm Period: ITZ'- Fund Code: | Q
' Department: | e}
Class Field: | Q
Product: | QL
PC Business Unit: | Q
Project: | QL
Activity: | Q
[] Assets with NBV < Salvage
[Flsave | [GPRetumto Search | |+ PreviousinList | o] NextinLst | |[ZNotiy | &3 Refresh ChAdd | |7 Update/Display

BOY SCOUTS OF AMERICA Prepared. For Life."




Favorites | Main Menu > General Ledger » Close Ledgers > Request Ledger Close E
- - - - -

Ledger Close Request o

Run Control I Ledger Close Report Manager  Process Monitor ki

Find | View Al First &0 4 of 4 13 Last

) Once Request Number: 4
® Always *Close Request Type: D| Close |
O Don'tRun Business Unit for Prompting: L &) Ul check only, Do not process
2 Closing Group: [YEAR_END |G Rules to Execute
Fiscal Year: 2018 Ledger Group: IEI'UALS & Ledger: |ACTUALS Q
Closing Date C

(J) BU Process Date ® As of Date Specify: [12/31/2018] el
® selected Detail Values O Detail - Selected Parents
Tree Setll: Tree: Level;

Personalize | Find | View a0 B | 3 pes BF g g 10

Q [+ | =)

| = notify | | Refresh [hade | | 5 lupdatemispiay |

©%7|BOY SCOUTS OF AMERICA Prepared. For Life."




Audit/Council Adjustments

@ ? | BOY SCOUTS OF AMERICA Prepared. For Life."



Favorites © Main Menu > General Ledger > Close Ledgers » Request Ledger Close @l

Ledger Close Request o

Run Control I Ledger_Close Report Manager Process Monitor o

“Find | View Al First BN 4 of 14 D1 | zst

e
O once Request Number; 4
® Always *Close Request Type: o *Closing Type: | Year End v|
D_Dpn't_Rl_m | Business Unit for Prompting: ILic'\
2 Closing Group: W_EF-T?JETQ Rules to Execute
Fiscal Year:; Im Ledger Group: IWQ Ledger: Im_q

N Closing Date Option

() BU Process Date ® As of Date Specify: 112/31/2018 Bl

(®) selected Detail Values () Detail - Selected Parents

Tree Setil: Tree: Level;

Personalize | Find | View 41| B |

¥ ¢ | BOY SCOUTS OF AMERICA Prepared. For Life."




Council Adjustments (CA)
after Year End Close

1. Re-Open December 2018 (Period 12)
2. Undo the year end close

3. Make adjusting journal entries using source
code CA

3. Post journal entries — December 2018
accounting date.

&7 | BOY SCOUTS OF AMERICA'
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Council Adjustments
after Year End Close

4. Run December Allocations (if applicable)
5. Generate Year End Reports

6. Run Year End Close Process (User Guide
Section 7.3 Page 7-4)

7. Do Not Need to resubmit JTE Data

@ ? | BOY SCOUTS OF AMERICA Prepared. For Life."



Audit Adjustments (AA)
after Year End Close

1. For Auditor Proposed and Accepted Journal
Entries

2. Use same process except use source code AA
for the journal entries.

3. Reclose all periods affected to correct all
months

&7 | BOY SCOUTS OF AMERICA'
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Create a Time Study Journal Entry

Favorites : Main Menu : General Ledger > Journals > Journal Entry » Create/Update Journal Entries

|| Lines || Totals | Errors || Approval
|2 53 AEL i

Date: 12312018

Unit: L Journal ID: MEXT

Long Description: 2018 Time Study

*Ledger Group: [ACTUALS @ Adjusting Entry:
Ledger: e Fiscal Year:
*Source: X lay Period:
Reference Number: ADB Date:
Journal Class: I

Transaction Code: GENERAL @

SJE Type: v

Currency Defaults: USD { CRRNT /1

Attachments (0}

Reversal: Do Mot Generate Reversal

=nNotity | |£% Refresh

Header | Lines | Totals | Errors | Approval

35 BOY SCOUTS OF AMERICA

®

Mon-Adjusting Entry

2018

12

1

121

(T8
(]

018

[ auto Generate Lines

[1 save Journal Incomplete Status

[ sutobalance on 0 Amount Line

|EpAdd

2 |Update/Display

Prepared. For Life."




Create a Time Study Journal Entry

Favorites © Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Header Totals Errors || Approval

i = 2y

Unit: Lim Journal ID: MNEXT
Template List

Interintralinit *Process: Edit Journal w
v Lin
Select Linex *Unit Fund~ Project *Ledger
0o 1 L' al la @ |ACTUALS
<
Lines to add: 1 [F [
Total Lines Total Debits
L 1 0.00

[Flsave | |=luotify | & Refresh

Header | Lines | Totals | Errors | Approval

0

¢ *Z BOY SCOUTS OF AMERICA

Date: 12{3112018

Change Values

Process
Accounts Debit Amount Credit Amount Reference
>
¥ T e ] 4 L
- riew ATEL Y 5 prst KI'q ot I Lot

Total Credits Journal Status

0.00 N

Fhadd | FlupdateDisplay

Prepared. For Life."



Create a Time Study Journal Entry

1- Un-Check both the default “LOCAL” &
“Permission” boxes.

2- Check both of the “Time Study” boxes as shown.

3- Click “OK” to Save. NOTE: The default will
return when you are through with this journal.

A different looking “Lines” tab page will appear.

3 E

a7 BOY SCOUTS OF AMERICA

Favorites | Main Menu > General Ledger > Journals > Journal Entry » Create/Update lournal Entries

Journal Entry Template List

| 5mcunt | _!:!i_slc;e-li:ar_l.ecus
Selected Template Type Template ID Default Unit Ledger Speed Type
il Permission LOCAL
| All STANDARD
| All LOCAL
All TIMESTUDY
<
Ameunt Miscellaneous
Selected Action Template Type Copy Down 1D Default Unit Le
[ ,7\/ Permission 1
O 1 O
Al TIMESTUDY
<

Cancel Refresh

Prepared. For Life.




Create a Time Study Journal Entry

' Look Up Account

SetiD: LOCAL

Account: begins with ~ |M
Description: | begins with -~ |
Account Type:| begins with ~ |

LookUp | | Clear || Gancel | Basic Lookup

Search Results

View 100 First [g] 101 [ Last
Account Description '_?_DDOHI‘I‘ 'MEL“OI
MMNGMT Management Time Study Percenti(blank) N

BOY SCOUTS OF AMERICA Prepared. For Life."




Time Study Journal Entry

Favorites ! Main Menu > General Ledger > Journals » Journal Entry > Create/Update Joumnal Entries

e

Header Lines Totals Errors Approval

Unit: E Journal Ik MEXT Date: 1213112018

Template List Change Values
Interintrallnit | *Process: Edit Journal o " Frocess

Select Line Uit *Ledger Account Stat Amt Journal Line Description
] 1 L € ACTUALS IPROG s | 85.00| |Program Time Study Percentage
O 2 L @ ACTUALS [FUNDR Q || 800 [Fundraising Time Study Percent
] 3 |£ G |ACTUALS [MMGNMT o' | 7.00 .Er-.-hanagementTime Study Percent

Lines to add: | 1 i] :l

e ey

Unit Total Lines Total Debits Total Credits Journal Status
L1114 3 0.00 0.00 M
\[F]save | |[=lnotify = | &3 Refresh _ Fhadd | | FlupdateDizplay

Header | Lines | Totals | Errors | Approval

&7 | BOY SCOUTS OF AMERICA Prepared. For Life."
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eBILL Pay Function
for Accounts Payable

@ ? | BOY SCOUTS OF AMERICA Prepared. For Life.’



eBILL to Voucher
Workf Iow

eBill Portal PeopleSoft Financials

—E R

Invoice Bill Detail Send to Voucher Finish
from Select AP Build Voucher
National

b;?» < | Prepared. For Life.
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ORACLE"

Favorites @ Main Menu
- -

Search Menu: @
Top Menu | | - ~
[ Administration b
(3 Utilities b
The menul___eBill Payment
(1 Receivables =] Bills
Highlights -~ o nist || Consolidated Bills
Recently [ Tree Manager @ Account Balance
the Favor [ Reporting Tools |__1 Balance Detail
3 PeopleTools |_j Payment History
[] Usage Monitoring EI Payment Cart
(] Change My Password |;| Schedule Payment Cart
[=] My Personalizations =] Scheduled Payments
Breadcru || My System Profile I:] Statements
navigation [=] My Dictionary =] My Preferences
contents '_1 My Feeds I_T Profile
E] IMX Users 5] Contact Us
=] Log Viewer =] Customers

Menu Search, located under the Main
Menu, now supports type ahead which
makes finding pages much faster.

ILI!IL

Prepared. For Life."
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Favorites | Main Menu > eBill Payment > Balance Detail
Balance Detail

If the item you are looking for does not appear in the list below, use  [tem Search.

Click on Item 1D to see item detail information.

B BT
Select Item 1D Line  Voucher Status CustomerlD  Invoice Date Type Status De‘::‘l':!;“’" InDispute | In Collection Due Dates Item Balance Cumency

[} TIUUDBUL voucnerearsnompay 3281 r8uU1 Invoice upen Ua/usZuns 1, 70b 34 Us0

[l 100502 Vouchered/Shortpay 32317801 Invoice Open 04/05/2018 404.04 USD

O 3E00502 Vouchered/Shortpay 32817801 Invoice Open 04/05/2018 170.04 USD

[l 3A00502 Vouchered/Shortpay 32817801 Invoice Open 04/052018 83.94 USD

O LN00502 Vouchered/Shortpay 32817801 Invoice Open 04/05/2018 1,783.00USD

[l SM00502 Vouchered/Shortpay 32817801 Invoice Open 04/052018 19,291.02 USD

I T00502 Vouchered/Shortpay 32817801 Invoice Open 04/05/2018 951.02 USD

FD-0000332 32817801 037152018 Debit Memo Open v 041142018 1,787.63 USD

2| IN064200002990616 32817801 03/28/2018 Invoice Open 04/27/2018 550.00 USD

|| NS-0048654 32817801 04/01/2018 Debit Memo |Open 05/01/2018 7,468.10 USD

[l LF-0004582 32817801 04/01/2018 Debit Memo Open 05/01/2018 531.25 USD

] Cl-0115417 32817801 04/01/2018 Debit Memo Open 05/01/2018 950.00 USD

O CB-0026562 32817801 04/01/2018 Debit Memo Open 05/01/2018 659.05 USD

[=] GL-0038636 32817801 04/01/2018 Debit Memo Open 05/01/2018 17,545.31/USD

E OA-D009721 32817801 04/02/2018 Debit Memo Open 05/02/2018 3,400.00/USD
Select All Deselect All

| AddtoPaymentCat | Add to Schedule Payment Cart

3E

BOY SCOUTS OF AMERICA
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L S | e e e gz wmee

Fe e e | s s e e s

Favorites © Main Menu > eBill Payment > Bills
- - -

Bills
Bill Summary

Invoice Number: OA-0009721

Invoice Date Due Date Curmrent Balance

04/02/2018 05/02/2018 usD

Subtotal: 3,400.00

Total Discounts: 0.00

Total Surcharges: 0.00

Net Extended Amount: 3,400.00

Total VAT Amount: 0.00

Total Sales/Use Tax: 0.00

Total Invoice Amount: 3,400.00

Have a quesfion about this bill? Call 972-580-7346

Line  Description Quantity UOM Pl:i';g Disc/Surch  Tax Amount Total Amount

1 NOAC Fees 17.00 EA 200.00 0.00 0.00 3,400.00
Add to Payment Cart Add to Schedule Payment Cart

Return to Bill List Email Me an Invoice Copy

BOY SCOUTS OF AMERICA Prepared. For Life."




Favorites - Main Menu > Accounts Payable > Batch Processes > Vouchers > Voucher Buid

Process Messages Build Errors
=

Run Centrol ID: VOUCHER_BUILD Report Manager Process Monitor
Process Instance:6646580

*Request ID: |

Description: |

From Date: L H Assign Invoice ID
To Date: | £ Assign Invoice Date
*Process Option: _-B_Ljs_in_ess_ _Unit v
*Voucher Sources: | All (Unrestricted) W

Business Unit

"Voucher Build Interfaces “Contract Voucher Action
V] Build Voucher v [+]| [=]

| All Interfaces

| yAdd > |Update/Display

5 save | Notify +% Refresh

Voucher Build | Process Messages | Build Errors

3E BOY SCOUTS OF AMERICA Prepared. For Life."
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Favorites | Main Menu »  Accounts Payable * Vouchers » AddfUpdste > Regular Entry

Summarny Related Documents Fayments Voucher Attributes Emor Summarny

o on -
Business Unit: L hnroice Mo: !O,—. 0008721
Voucher ID: 00018217 Invoice Date: ED_{’_-"D;— By
Vioucher Style: Regular Vioucher Accounting Date: !34-"{';— el
Vendor ID: __BE?_T______ _""\ Boy Scouts of America Session Defsults
Shortiame: i.ES;’-'MA'N'DM Q1325 W. Walnut Hill Lane —
: la1 o FO. Box 910505 ALBCNMENTS (W)
Location: 3 B 505 :
1 o . 75 E0E Comments{)
tAddress: |1 a Dallas, TX 75391-0508
Advanced Vendor Search
5 : A [n ! View Audit Liogs
Control Group: 0000000001 Q *Pay Terms: | < MNet30 iew Audit L
Invoice Lines: i Basis Date Type: Inv Date
= | Mon Merchandise Summarny = =
*Currency: | Usho Frint Invoice
| —
Miscellaneous: | EE
Freight: | B
Z 3,400.00 - = TR 1
Total: v Froim jocument i
Difference: 0.00 PO Unit:
Calculate PO Number: | Copy FO
Copy From: None (V] o

B + -
Line: 1 Itermn: | 4, uom:
b ~ pe—— rmr——
*Distribute by: [Ameunt b Unit Price: [2A00,00004 | Quantity:  |1:9900
Ship To: |_L | Line Amount: [ SA00a0
SpeedChart: | Description: |NQAC Fees I:‘
One Asset
Calculate
Copy Down | Line Merchandize Amt Fund Rocount Project Class
& = ] 1| 3,400.00] 1 @ [1201 @, [ooo Q |[oo a
ilsave | ||o"Retum to Search | FlNotify | & Refresh wAdd |l Update/Display

Summary | Related Documents | Invoice Informaticn | Beyments | Voucher Attribuites | Emor Summany

3E

®
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Questions?

ebillpayment@scouting.org
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Refreshing your Trees and Nodes

When was the last time you reviewed the tree
and nodes you have set up?

* Review deferral status — has any events moved months
* Add new projects

* Use trees for reporting groups

* Chapter 6.5 in the User guide

@7 | BOY SCOUTS OF AMERICA
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Trees & Nodes

Favorites | Main Menu > BSA : Local Coundl Updates » BSA Tree Manager [g

-

Tree Manager

SetlD LgE Last Audit Valid Tree
Effective Date 01/01/1900 Status Active
Tree Name 95 PROJECTS LES Projects
Save As Close Tree Definition Display Options Print Format Export to PDF

ALL =DEFERRED =01-JAN-DEFERRED
=e Al | Expa 1 e

—

[=F ALL - All Projects
DISTRICTS - Districts

rs“ DEFERRED - Deferred Project Codes
12-DEC-DEFERRED - Dec Deferred Projects
- [ DIUANCDEFERRED=UsnDerseapoees = i+ e B B L B X X
: S 1011] - Scout Leader Basic Training
S 10121 - Intro Qutdoor Skills

" #® [013]- CS Leader Specific Training

=0

*&.7 | BOY SCOUTS OF AMERICA Prepared. For Life.’




1099 process for 2018

Special 1099 processing Webinar

Tuesday January 15, 2019

10:00AM and 2:00PM (Central)

BOY SCOUTS OF AMERICA' Prepared. For Life."



1099 process for 2018

finance-impact/council-fiscal-management/peoplesoft/year-end/

PeopleSoft to TRACK1099 User Guide
Processing your 1099’s for 2018

For yearend 2018 we will be providing the TRACK1099 software for your council to use to create, email
and e-File 1099's with the IRS. This third-party service has a great reputation and years of history
working with not-for-profit organizations. You will still use the PeopleSoft Vendor records and Accounts
Payable Vouchers to gather the correct amounts needed to be reported.

The TRACK1099 website is found at WWW.TRACK1099.com . We have a master account (called a team)
set up with them called “TRACK1099BSA” and we will be emailing your council an invitation to join with
a link for you to set up your council in the “team”. The costs for processing, emailing and e-Filing will be
covered by the National Service Center, any additional services you use will be up to you to pay.

Preparing to File 1099’s

. Vendor Record Setup
Il.  Voucher withholding flag and values
.  Query output for TRACK1099
V. Setup you council in TRACK1099
V.  Uploading into TRACK1099 and filing

1L Vendor Record Setup

If you are using historical vendors that you have filed 1099’s within the past the records will not have
changed. If you are using a new Vendor or a vendor you have not filed 1099’s before you will want to
make sure these two items are prepared:

Is the 1099 Withholding Flag turned on?

5.2 Prepared. For Life."
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1099 process for 2018

Track1099" signup Pricing How It Works ~ Contact Us

ONLINE 1099-MISC E-FILE

S i

IRS approved W-9, W-2, 1095“’0 & More
Trusted by 100 (01010 busmesses

A

S

Preparatlon in PeopIeSoft just I|ke always
All vendors need setup for 1099 with EIN or SSN
Mabke sure all vouchers are flagged
Use query to output files
Load into Track1099
E-file to the IRS
Output to email address or print to mail

BOY SCOUTS OF AMERICA Prepared. For Life."



Track1099 process

* Prepare 1099 vouchers and vendors in PeopleSoft

* Run the Withholding 1099 Report Job — (loads tables)

* Run Query for exporting to Track1099

e Login to Track1099

e Enter Team code (all councils will be given a code to allow
for billing)

* Upload payers with a CSV file

* Email Files

 Download files for mailing

e E-File with the IRS

* Fees covered by the National Service Center

0

*a? BOY SCOUTS OF AMERICA
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LC TRACK1099 EXPORT

Favorites - Main Menu > Reporting Tools > Query > Query Viewer (o

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By [queryName v|  begins with LC_TRACK1099_EXPORYT]|
Search Advanced Search

Search Results

*Folder View |—All Folders — v
B Runto Runto Runto - Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References Favorites
Public HTML Excel XML Schedule Lookup References Favorite

LC_TRACK1099_EXPORT track1099 export template

Prepared. For Life."
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LC TRACK1099 EXPORT

A B C D E E G H | J K L M N (o] P Q R S T U
1 |Payee Name ]Type Payee Tax ID Payee Name Payee Address1 City State ZipCode Email Address Account Office Code Box 1 Box 2 Box 3 Box4 Box5 Box6 Box7 Box 8 Box9 Box 10 B
2 |[JOh B e i 2 059-"8 154 RSl ke wtn [ VA 24416 0 0 0 0 1] 0 3295 0 0
3 (M 2/135-1 17% W DC 20002 0 0 0 0 0 0 17340 0 0
4 D 120-1em PE. B F VA 24090 0 0 0 0 0 0 3039.24 0 0
5 |G 2 223 o 14 o W VA 22193 0 0 0 0 0 0 5758.42 0 0
6 St 21225-50 .= 347 Bk ¥ O VA 24430 0 0 0 0 0 0 3000 o} 0
7 |Ri 2 3114 254 C CA 92626 0 0 0 0 0 0 18500 0 0
8 |LEE 2/311-.". 258 C CA 92626 0 0 0 0 0 0 3700 0 0
9 |C 1 45-5 208 S e v DC 20036 0 0 0 0 0 0 2150 0 0
10 |LE 1.52-188 768 B MD 20814 0 0 0 0 0 0 29355 0 0
11 {J¢ 1 52- 1 P & u C NC 28260 0 0 0 0 0 0 63111.91 0 0
12 R 1 54-60m 528 B S VA 22151-2111 129627.95 0 0 0 0 0 0 0 0
13 |C 1 57-1NNs Sk B : C SC 29202 0 0 0 0 0 0 6180 0 0
14 |Cr 2 839-m 9Eh. un i B ¢ MD 20886 0 0 0 0 0 0 1840 0 0

I E
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1099 process for 2018

Love e-delivery? Request it
from your other clients.

Client emails:

Track1099"

C Sign Out

Payer's Name:

Santa Claus Inc.
4847 Snow Way
Anchorage, AK 49998

Recipient's Name:
PRANCER REINDEER
3948 SNOW WAY
FAIRBANKS, AK 49998

2016 Form 1099-MISC
Miscellaneous Income

OMB No. 1545-0115
Copy B For Recipient

This is important tax information and is being furnished
to the Intemal Revenue Service. If you are required to
file a return, a negligence penalty or other sanction may
be imposed on you if this income is taxable and the IRS
determines that it has not been reported.

For questions about this form, contact Santa Claus
Inc. at 4449998883

Payer's federal
identification number:
48-339444,

Recipient's
identification number:
487333372

Box 7: Nonemployee compensation
$58,478.00

Instructions for mclnml - 1099-MISC

Box 6. For indwiduals, repart on Schedula G (Form 1040)
Box 7. Shows nanemplayee compansation. I you are in tho trada or business of catching fish, box 7 may show cash

for the sala of fish. If the amount in this box is SE income, report it on Schedule G or F (Form 1040,

‘orm 1040). You recalved this form instead of Form W-2 bacause the payer did no
consider you an ampiayee and ¢id ot withhold incoma tax o socialsacurty and Medicara tax.If you batieve ynu are
t get the payer to correct this form, renort tha amount from box 7 on Form 1040, lina 7 o

mber. Fighi . this farm may shaw only the last four digits of your social
sacunrynumussm cbidoal (ITIN), adoption taxpayer
(ATIN), or amployer identficaton number (EIN). Howevss, e ssuer your complata
fumber 1o the IRS.
Account number. May show an account or i payer assigned your account.
FATCA It the FATCA filng

checked, the payor is reporting on ms Form 1089
bo MMN its chapler 4 account reporting requirement. You alw nay have a See the

Amwnu shown may be subject to self-employment (SE) tax. i your net income from self-employment is $400 or
more, you must file a r ‘compute your SE tax on Schedule SE (Form 1040). See Pub. 334 for more
information. i no income or social secur and

P S0ONR ire 8). You must also complete Form 8318 and attach it 1o your raturn. If you are not an employae but
the amount in this box is not SE incoma (for axampie, i s income from a sporadic activity or a hobhy), repart it on
Farm 1040, line 21 {or Farm 1040NR, line 21),

Box 8. Shows inllew of dividends or

asa result of a loan of y . Report on the "0 fine of Form
Box 9. If checked, 85,000 or more of sms of consumer

TacHl A Joud b o vl
040NF).

socurity and
payments, see Form 1040-ES (or Form 1040-ES{NR)). report
Dok 7 instructions o this page. Corporations, fiduciaries, of PATINGTSNDS Must 1G0T the amounts on the Broper e
of their tax returns.
Form 1088-MISC Incorrect? If this form ks incorrect or has been issued in error, contact the payer. I you cannot get
this form comected, attach an explanation to your tax retum and report your income correctly,
Box 1. Roport rents from real estate on Schedulo E (Form 1040). However, report rents on Schadulo C (Form 1040)
f you proviged significant services 1o the tenant, soid real estate as a business, of rented personal property as a

Box 2. Report royallies from oil gas, or mineral properties, Copyrights, and patents on Schedule E (Form 1040)
However, report payments for a working inferest as explained n the box 7 instructions. Fof royalies on timber, coal,
and iron ore, see Pub, 544

Box 3. Generally, repart this. am:um on the "Other income” line: of Form 1040 (or Form 1040NR) and »agmiqu
payment, The amount shown may ba payments received as the

taxable damages, ndian gaming profis, or other taxabie income. See Pub, 525. 1t trade or business income,

abuy-sol,

o {0 ba shown. Ganoraly, repcrl any income Irom your sale of thesa

products on SCMM. C (Form 1040).

Box 10. Report this amount on Schedule F (Form 1040},

Box 13, Shaws your idon parachuie
1040 o o 1040 nacions o whara s ropo

Box 14, Gross proceods paid fo attomey in connection with egel servioes. Ropor anly taxablo part as income on

your retum

0 @ 20% excise lax. See the

Box 15a. May year deferrals undera (Nang)
i s o s T ekt of sy 403, P Surrige o ot ar s year delerrals.
Box 15b. Shows income a5 a noner an NGDC does ot meet th

408A, This amount is al »\nyarmum indiuded in box |5=m-|u
currently taxable i also included in this best ‘This income i
‘on Form 1040 (or Form 1040NR). See “Total Tax" in the Form 1040 (or Form \«unrj\igwcbm

Boxes 16-16. local income For the latest
i B . = = chad. acia
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Journey to Excellence Submission

Submitting JTE

Populate the Finance Facts database
This is not an automatic process
Part of the month-end process

&7 | BOY SCOUTS OF AMERICA'
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Journey to Excellence Submission

Favorites : Main Menu > BSA 3 Local Council Updates : LC Month-end GL Transmittal

Run Control ID: BSA_GL_Period_Balance Report Manager Process Monitor Einn
LEF‘DUEDE!
Business Unit: i Q
Fiscal Year [ 2018l e 1216
(5l save | |[=] notify [sAdd 7 |Update/Display

AR
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2019 Training Opportunities

https://www.scouting.org/council-support/strategic-performance/council-fiscal-management

* Accounting Specialist Training

e $775.00 three courses in 2019 at ScoutingU,
Westlake, TX

* Fiscal Management |

* S300.00 five courses in 2019 at various Council
offices around the country

* Fiscal Management Il
e $325.00 two courses in 2019

&7 | BOY SCOUTS OF AMERICA'
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Future Scheduled Webinar

We have switched to a new webinar system
https://zoom.us/j/4195284414

You can use the Audio feed from the computer link or use
the same phone number, same access code

February 13, 2019

10:00AM & 2:00PM
Central

&7 | BOY SCOUTS OF AMERICA'
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Corrections to the User Guide

 What have you written into your copy?
 What needs to be added?
 What have you wished was in the guide?

E-mail michael.creagh@scouting.org

&7 | BOY SCOUTS OF AMERICA'
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Member Care Contact Center

* Needs User Guide

* Best practices

* Accounting calls have a special queue
 Three care members rotate on calls

* Reviewing how calls will be handled next year

* For assistance, please contact the Member Care
Contact Center through the online Support Center site
in MyBSA or at (855) 707-2644

Prepared. For Life."
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Feedback Time

Questions
Best practices
Needs

Requests for future user group topics email

michael.creagh@scouting.org

#.? | BOY SCOUTS OF AMERICA

Prepared. For Life."




