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WHO IS USING JOB PROCESSING?
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WHY CONSIDER USING JOB PROCESSING?

It's fast!
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COMMON JOBS

IL219 - Print Maturity Extensions

AP33 - Voucher Listing

AP20 and CWO0O4 - Create and print checks
CW33 - Generate AP EFT

FW20 - Posting

IL665 - Loan Payment Due Processing
IL227 - Print Investment Notes

IL289 - Investment Statements
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SETTING UP YOUR CALENDAR

=» Supervisor Menu-> System Administration = Calendar - Default:

File Window Help *MB = Month Beginning - always on
oo e - | the first calendar day of the month
Selectorg | Default Edit Save Cancel Exit

*ME = Month Ending - always on
the last calendar day of the month

*WB/WE = Week Beginning/Ending

“ 4 February 2015 r " . .
sunday Monday Tuesday Wednesday  Thursday Friday Saturday - alwayS on the f| rSt bUS|neSS day
1 2 3 = 5 6 7 of the week
MB WB WE, FIN
*Common Date Codes: MON, TUE,
8 9 10 11 12 13 14 WED, THU, FRI, 15t, 17t,
e S PREEOM, EOM
15 16 17 18 19 20 21 *Special Notes: If multiple date
v S e codes are on one date, use a “,”
WB WE ME *Correct: WE,ME Incorrect: WE, ME
*Calendars can be completed as far
in advance as needed.
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SETTING UP JOB PROCESSING

®» What programs do you need to run on a daily, monthly, quarterly basis?
» Contact DDI Support to verify that you have your jobs running in the correct order

=» Supervisor Menu = System Administration = Jobs
|

Exit

S .:- , m

Crganizations Units Users Messages Codes Databases

=» Click above where the new process should go 2> New
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SETTING UP JOB PROCESSING (CONT)

=» Click above where the new process should go > New

Queue Entry Properties @
Date codes: MON,ME
Program: i303

Description: | Investment Maintenance Report

— Program Type
Run via CHUT
Run via GUL |:| Dialog box

() Standard program (no parameters)

() Standard program {infokey/infodata parameters)
(@ Report program (TEMP-TABLE parameter)

() Label generating program (INPUT tt, OUTPUT tt)
() AppServer program {no parameters)

Recurring entry
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SETTING UP JOB PROCESSING (CONT)

®» On the job maintenance screen, click on the job that was just created and click
the Setup button to set parameters. Click on the Calendar icon and select the

desired date.

@ IL303 - Investment Maintenance Report

Start date: 08/31/2011 @

End date: 08/31/2011 &

Investment: i3

Include new investments

cle =]

Date Parameters

Current

[«[»]

First calendar day of semi-yr
First calendar day of yvear

|oc | [pmeoptens| [ conce

l Work Da

|1.303 |Business dt: 03/31/2014

First day of month
First day of quarter
First day of semi-year

First day of year
First day in acct. period
First day in acct. pd. by year

-~

|

-

(=]
4 August 2011 »
SMTWTF S
123456
7 8 9 1011 12 13
14 15 16 17 18 19 20
N2 BMB%T
8293031 1 2 3
45678 910

(@) First
() Last
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YEAR END PROCESSING

Section 1: Calendar Year End Instructions
Section 2: Fiscal Year End
Section 3: 1099’s, Year End Tips, Backups, FAQ
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SECTION 1:
CALENDAR YEAR END
INSTRUCTIONS

DECEMBER

31

NOTE: A MAJORITY OF THESE STEPS CAN BE COMPLETED IN ADVANCE!
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Go to the Supervisor Menu 2> System
STEP#:I_' . Administration = Click the Calendar Icon 2>
7 Default. Then click Save. Then click edit
- and add any custom/unique Jobs for your
organization to the calendar.

# B x

Save Cancel

Enter your job processing codes in each

DEMOCE « 4 January 2014 > » month of your calendar.
y y Y 1 Y 2 Iy 3 Y 4 Yy
- - : - - TR Warning: If multiple date codes are on
" - one date, use a “,” to separate. Do not
12 1\33 14 15 16 1W7E 18 put a Space.
19 20 21 22 23 24 25
AT T —r Correct Example: WE,ME

Incorrect Example: WE, ME
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STEP # 2

[ 0 DDI Demo for Church Extension Funds EI@ ]
File Dashboard Window Admin Help B F ¥ 3] Ll | GO to the Accou nts
£ Main Menu " Add Edit Delete Copyall | Save Undo Exit

21 Mamefaddress System
Z1 Extract Module

Payable Menu = Setup

g ::mJECt r:lanagementt 1099 Type Desciption Start Year End Year o 9 1099 Boxes

lrooesls a”a?‘eme” A Acq. or Abandonment of Secured Property 1336 2012 .
(2] Financial Services B Proceeds from Broker and Barter Exchange 1996 2012
1 Merge Forms System C Cancellation of Debt 1998 2012 =
1 checkwriter DIV Dividends and Distributions 1996 012
] Fixed Assets G Government Income 1996 2012 | .

R INT Interest Income 1995 2012 “ ”

C3 Fundwriter MISC Miscellaneous Income 1995 2013 Th e n CI I c k th e CO py AI I
{33 Accounts Payable oD Original Issue Discount 1995 012 -

g:“?p& button. Then click “Yes”
Question i to Copy all 1099 box

*, Woucher Entry
Q i;“g;”ﬁt“::n‘ff;::* ? ) Copy all 1039 box information from 2013 to 20147 py3 ) ]
louter s reer——— information from 2014
Process Recurring Vouchers E]
Process Vouchers to 2015 [}
1099 Voucher Update Utility
tl Reparts
= Setup
“P AP Setup
P m "
i Ny Note: This Step can be

Z1 ConnectFR Box number: 1 Data type: Previous box: 1

g E)Ra?:;:;:ﬁ:rgoz;;nz Description: Date of acg. or knowledge of abandonment Completed Weeks prior to
i - Month End.

APO3 | Org: 901 DEMOCE | Entity: CE3 |Business dt: 04/30/2013 | FY: 2013 CAPS
| | | |
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STEP # 3

File Window Help

i-|!l

Stai Exit

Program

5 Set Business Date ddi56.w es Mot Submitted 00:00:00 %I
10 Mame/Address Duplicate Report wD nalem.r yes Mot Submitted 00:00:00
20 Maturity Extension Report WD i1218m.r yes Mot Submitted 00:00:00
25 M/A Transaction Listing WD na2Fm.r yes Mot Submitted 00:00:00
30 ACH Investment Deposits {n] i1363m.r yes Mot Submitted 00:00:00
35 Transaction Posting Report {n] fw20m.r yes Mot Submitted 00:00:00
40 Investment Motes Printed wD i1227m.r yes Mot Submitted 00:00:00
45 Investment Receipts & Disburseme... WD i1302m.r yes Mot Submitted 00:00:00
50 Deposit Verification Report WD i1174m.r yes Mot Submitted 00:00:00
&0 Investment Maintenance Report {n] i1303m.r yes Mot Submitted 00:00:00
65 Investment Internal Audit List wD i1309m.r yes Mot Submitted 00:00:00
70 Loan Payment Receipts wD i1526m.r yes Mot Submitted 00:00:00
80 Investment Cost Analysis WD ,ME i1255m.r yes Mot Submitted 00:00:00 ™
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Go to Job Processing and
run your normal Daily,
Monthly, and/or Quarter End
Processing. Also, process
your Year End processing
job.

Note: This Step cannot be
completed prior to Month End.
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N

If your fiscal year does not start on January 15, STOP, you now are
completed with year end! Please see Section Ill for additional critical
year end information!

y

Attention:
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SECTION 2: CALM
FISCAL YEAR END  [LalhZe\) [¢/1s
INSTRUCTIONS YEAR END

NOTE: A MAJORITY OF THESE STEPS CAN BE COMPLETED IN ADVANCE!
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STEP # 4

e DDI Demo for Church Extension Funds
File Dashboard Window Admin Help

%, Recurring Journal Entry
%, Misc, Receipts Entry
%, Prior Period Journal Entry
%, Journal Template Entry
%, FW Name/Address Entry
Approve Journal Documents
Approve Misc, Receipts
Apprave Prior Period Journals
Process Recurring Journals
Post Transactions
[ Administrative Tasks
23 Fundwriter Reports
{3 FundWriter Setup
"r‘ Fundwriter Setup
Uf“ Fiscal Year Setup
%, Chart of Accounts Entry
g Import G/L Accounts
%, G/L Account Segment Entry
T Fund Accounting Setup
%, Codes Maintenance
%, Entity Codes Maintenance
%, Closing Account Maintenance
%, GfL Account Allocations
Load Budget Spreadsheet
Close Period,Year
Copy Chart of Accounts
T G/L Group Setup
%, GfL Code Set Editor
3 Sort Chart of Accounts

Zip Code Maintenance
2] Accounts Payable
[1_Connect-FR

e DDI Demao for Church Extension Funds
File Window Help

4

Exit

[T Q|

Save

Add  Edit Changes

Account Details Account Memo
CE3 Chart of Accounts for 2013

Distribution

Search for accounts that match:
G/L Account Description
ASSETS

TOTAL ASSETS

LIABILITIES
TOTAL LIABILITIES

FUND BALANCES
TOTAL FUND BALAMNCES

TOTAL LIABILITIES & FUMND BALANCES

INCOME
TOTAL INCOME

EXPENSE
TOTAL EXPENSE

NET INCOME

FW28 |Org: 901 DEMOCE |Entity: CE3 |Business dt: 04/30/201]

FW02 |Org: 301 DEMOCE | Entity: CE3 |Business dt: 04/30/2013 [FY: 2013

Review your chart of
accounts. If needed, make
any changes to them prior to
copying them over to the new
fiscal year

Note: This Step can be completed weeks prior to Month End.
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STEP #5

Exit

Current Setttings For Entity 3

Fiscal year: 2013

(R Go to the FundWriter Menu

‘ —> Administrative Tasks =
e e sty iy exdting ac g, Dotances, e posted detad i e pew yoor Copy Chart of Accounts. Click

N The primary use of this program is to allow users to work in a new fiscal year while keeping

the current fiscal year open. Sta rt-

= Mote: Only the current entity will be copied unless the "Copy all entities™ box is checked.

Copy from fiscal year: 2013 Open fiscal year

To fiscal year: 2014 Mew fiscal year - no G/L activity

Indude inactive accounts without activity
Copy all entities

Start

Note: This Step can be completed weeks prior to Month End.
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POST YEAR END PROCESSING NOTE:

Make a note or calendar reminder Current Settings For Entity 3
to perform a fiscal year close TR LR
. . . Accounting period: 4 |
for the previous year. This is
typica"y done after you have Changing settings for fiscal year: E% Open fiscal year
completed all your year end Current period: 4
general ledger adjusting Avaizble Actons: i
entries. Close Current Period

New period willbe 5 (05/01/2013 - 05/31/2013)

Change Current Period

To complete this process, go to Change current perod for 2013 to:

FundWriter = Administrative Close Fiscal Vear \ N
Tasks = Close Current Period Close fiscal year 2013. New year wilbe 2014 (01/01/2014 - 01/31/2014)
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YEAR END PROCESSING IS COMPLETE
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SECTION 3:
1099°S, YEAR END TIPS, BACKUPS, FAQ
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1099 PROCESSING FOR INVESTMENTS

1. Run IL276. This program will load the IRS
data into the IRS Reporting Module. In the
IRS Reporting Module you can modify/correct
the 1099 information prior to sending it to
the government. Some organizations
generate their official 2099 documents from
this program. This is acceptable but not our
recommendation. We recommend you run
your statements from the IRS reporting
module to ensure the 1099 statement you
send to your investors match the file you
send to the government.

© DISCIPLEDATA, INC.

== =]

G# 1L276 - Investment 1099 Report

Statement date: 12/31/2014 [E#

Fiscal year: 2014

Group method: [G'm.pbv taxid v]
Account: ﬂ
Constituent: 2%

Load IRS payee information
Create 1099 information
Exclude IRA accounts from 1099 information

Generate statements

Sort By: [Ta)rID - l

Remave existing payee information

Payee operation: [Copy ameounts to existing payee - ]

Indude accounts with interest under $10

’ Start ] ’ Print Options ] ’ Cancel l

CAPS

|1L276 | Business dt: 09/30/2014
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1099 PROCESSING FOR INVESTMENTS

# o B o = LD ‘ e/ |
1 Search Clear | Mew Edit Delete Save Undo Exit

2. Go to IRS Reporting IRS Payee Update

Tax year: 2014 Mame 1:

System - Payee Entry. You R
can modify any records if oz [ o

Tax ID: State: IE ZJp:

necessary here prior to R—
reporting. You should use |

Form name

thls ra rely but Sometlmes It IS Payee Number Tax ID MName 1 Account Code
necessary to modify a record. J
General | Boxes 18 | Boxeso-16 | Other |
Tax year: 0000 Mame 1:
Form code: . Mame 2:
Payee number: 0 Address:
Tax ID: City:
Tax ID type: @) EIN 25N State: B oz
Control name: [] Foreign?
Account code: Al code(s): .
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1099 PROCESSING FOR INVESTMENTS

¢# IRS04 - IRS Extract

Tax year: 2014
Form code: 1093-INT IE

Payer: 1
Transmitter: 2

State: IE

Only indude records which have state tax withheld

(=@ =]

AIC include:

AIC exclude:

Test count: O

Extract filename: M:Yrs1099extract.dat

[ Start ] [Pmt{:pams]

_ Goncel |

|IRS04 | Business dt: 09/30/2014

oI TR TR T TTT
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3. Send your 1099 File to the
IRS. Go to IRS Reporting System
- Reports = IRS Extracts. Then
go to the IRS FIRE Website and
upload your file.
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1099 PROCESSING FOR INVESTMENTS

4. Create/Print your 1099INT
Statement. Go to the IRS
Reporting System - Reports
- Mailmerge. Then
merge/print from merge
systems.

# IRS14 - IRS Mail Merge

Tax year: 2014

Form code: 1099-INT E

Payer: 1 [ 3

State: IE

AIC indude;
AIC excude:

Exclude if amount is zera
Exdude punctuation

Output format: |Load to Merge System v

Output form name: | 1093-INT

e

|IRS14 |Business dt: 09/30/2014

CAPS |
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1099-MISC PROCESSING FOR ACCOUNTS

1. Accounts Payable >
Reports 2 Vendor Listing
by 1099 Type. Run this
report to load 1099-Misc
into the IRS Reporting
system.

Then follow steps 2-4 in the
previous 3 slides to complete.
Choose 1099-MISC instead of
1099-INT.

PAYABLE

"& AP34 - Vendor Listing by 1099 Type e =]

Base date: 12/31/2014 [  (Base date is used to determine tax year.)
1099typelNT i
vendor tpes[i58__ <]
S ——

[¥]Load IRS payee information

[V]|Remove existing payee information

Payee operation: [Copy amounts to existing payee ']

Comt ] (Pmomn) (o)

| AP34 | Business dt: 09/30/2014 CAPS |
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BACKUPS

' o

We recommend each organization ask DDI to create a backup prior to both month end and
year end and after year end. To do this, email or call (preferred) DDI support and tell them
you want a backup done for Pre-EQY (before you start). Once complete, start your end of
year processing. Once complete, ask DDI to create an End-EQY backup. The backup takes
30 seconds and if something errors out during year end, DDI can restore back to that point
of Pre-EQY and you can try again. We ask if you do year end and want backups from DDI,
you do this during our normal business hours, 7:30 AM - 5PM EST. If you cannot meet that
time frame, please let DDI know in advance so they can be prepared to address your needs
timely after normal business hours.
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CLEAR YTD INTEREST TOTALS

All Church Extension Fund organizations must clear out their
YTD buckets at year end. If you fail to do this, your YTD buckets
will be inflated by the amount earned in the previous year. To
correct this error, it will require a script to be created by DDI to
fix. This would be a billable service request. Here are the clear
YTD programs that need ran at year end (if applicable):

IL290 - Clear Investment YTD Information
IL528 - Loan Clear YTD

IL718 - Portfolio Clear YTD Values

IL828 - LOC YTD Values
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Discussion, Questions, Comments

Courtenay Brown
support@ddi.org
317.713.2480
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