Financial Edge ELearning Library Recommended Lessons for New User’s

ELearning Library is made up of 3 Main Categories: General Ledger Topics, Accounts Payable Topics and
Common Topics. Under each Category there are sub-categories. To view the lessons available in each
sub-category click on the sub-category name. To begin a lesson click on the lesson name.

ELearning lessons typically have anywhere from 15 to 30 slides and take approximately 10-30 minutes to
complete. The time varies so greatly because during a lesson you can pause, go back, go forward or
repeat any of the slides. At the end of some lessons you are given the opportunity to practice the
process you just learned through e-learning, we highly recommend you use this feature. You can take a
lesson as many times as you like whenever you would like. You can stop a lesson at anytime by clicking
on the M button which will bring you back to the main menu.

Below is a screen shot of the Financial Edge ELearning Library Main Page:
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As a new user to Financial Edge, we recommend you take the lessons below, for the most part, in the
order they are listed. You will probably need to take some lessons again as you become more
comfortable with using Financial Edge. You do not have to take these all in 1 day you can take (and re-
take) them over time. From the ELearning Library main page click once on each subcategory then click
once on the lesson name.

1. Common Topics - Introductory Concepts

-Navigating in Financial Edge — Learn to effectively navigate in Financial Edge.

2. General Ledger Topics - Records

-Learning the Basics of General Ledger Records — Learn the major features of General Ledger

records.

-Displaying Account Activity — Learn how to view summary account information on the activity
tab.

-Defining General Ledger Record Options — Learn how to set personal preferences for General

Ledger records.

3. Common Topics - Introductory Concepts

-Using the Home Page — Add favorites on the Home page and respond to action reminders.

4. General Ledger Topics - Journal Entry (Recommended for Journal Entry Processors)

Note: In addition to taking the Journal Entry lessons there are 6 Journal Entry Procedure documents
available on the Controller’s website under Policies and Procedures.

-Learning the Basics of Journal Entry — Learn the major features of Journal Entry.

-Creating Batches — Learn how to create regular and recurring batches. Note-can skip over

recurring batch screens if you want.

-Posting Batches — Learn how to validate regular batches. Note-can skip over screens for how to
post a batch if you want.

-Working with Batches — Learn how to globally change transactions, copy a batch and reverse a

posted batch. Note-you can skip over screens for import a batch and change the status of a
batch.
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5. Common Topics - Query and Export

-Learning the basics of Query and Export — Learn the major features of query and export.

-Creating Queries — Learn how to define criteria, determine output, identify sort order, run a

qguery, define query options and query properties.

-Understanding Query Operators — Learn the meaning of query operators and how to use each

one.

-Modifying Queries — Learn how to edit an existing query’s criteria, output and sort order and

how to modify an existing query to create a new query.

6. Common Topics - Reports

-Learn the Basics of Financial Edge Reports — Learn the major features of reports and the types

of reports available in Financial Edge.

7. General Ledger Topics - Reports

-Creating General Ledger Reports — Learn how to create an income statement report.

8. Common Topics - Options

-Learn the Basics of Financial Edge Options — Learn the personal options available in Financial

Edge and understand their significance in maximizing the performance of your system.

-Defining Common Financial Edge Options — Learn how to set personal preferences for general,

home, query, export, reports, administration, color, printing and file locations. Note-can skip
over screens for export, administration, printing and file locations.
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