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LOGON 
 
The following is what the software looks like when started and before the user logs on.  NOTE: the 
administrator has the ability to specifically limit access to software features by ID. 
 

 
 
 
Once the user has logged on the logon portion of the screen disappears until the user logs off – at that point 
the screen reverts to the above.  Of course, exiting the software will cause the entire window to disappear. 
 

 
 
Once the user has logged on the features available to him/her can be accessed via the menus.  The LUCIS 
Software Manager window remains active the entire time the software is active (a session).  Feature selections 
present themselves as separate child windows.  Multiple child windows may be open simultaneously as 
desired for the session to allowing you to switch back and forth among multiple active application selections. 
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DATABASE (FILE) SELECTION 
 
 The LUCIS Software is designed to be a coordinated suite of applications under a single management 
process.  The applications that make up the software suite are shown as menu items on the LUCIS Manager. 
 Because the software represents multiple applications, each with its own set of databases, the selection 
of a database is not provided in the LUCIS Software Manager but is addressed in the child window(s) 
activated as a result of a selection made from the main menu (the illustration below shows the top part of the 
General Ledger menu selection list). 
 

 
 

 
 
 
 
 

Any selection (such as the GL Ledger Query shown 
above) will activate a child window for that selection (the left 
portion of the GL Ledger Query window is shown at left). 

Initially the last database opened for the application area 
will be used.  For reference, the database opened is shown in the 
status bar at the bottom of each child window as well as a 
description of the database (fund, fiscal year, etc) in the title of 
the window. 

If a different database is desired for any child process 
then the File menu option of the child window will allow 
selection of the desired database, either from the most recent file 
list or via the Open browse lookup. 

Different child processes in the same session may each 
use the same or different databases – the recent file list in each 
window will disclose with at check mark all databases currently 
in use for all child processes in the session (i.e. a session is the 
combination of all active child processes under a single LUCIS 
Software Manager). 
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G/L QUERY 
 

The G/L query is the primary tool used to locate information on the ledger database.  It can be 
activated via the main menu (General Ledger > GL Ledger Query) or from any location where entry selection 
is required.  The entry query allows you to alternate between journal mode (all entries) and ledger mode (all 
entries for a particular account).  While in journal mode the subtitle of the window is "Journal Query" and a 
button labeled  "Ledger" is shown to allow you to switch to ledger mode if desired. 
 

 
 

While in ledger mode the subtitle of the window is the account number and name, and a button labeled 
"Journal" is shown to allow you to switch back to journal mode.  Use the buttons to the right of the account 
number/name to activate the account query (next page). 
   

 
 

In either mode you can sort and search entries by sequence number, date, reference 1, reference 2, 
memo/description, or amount by clicking on the appropriate column heading.  A search may be accomplished 
using the navigation buttons (or keyboard keys) or typing in text applicable to the selected column. 
 When switching modes the entry highlighted in white will remain in its location while the entries 
above and below it fill in appropriate for the column selected for sorting.  This allows you to easily see an 
entry in the context of the account to which it was posted as well as in the context of other entries in the ledger 
as a whole when switching between ledger and journal modes.
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G/L ACCOUNT LOOKUP 
 

The G/L account lookup is used to locate accounts.  It can be activated wherever an account needs to 
be identified.  Typically the account entry area looks like this >>>> 
However, in the case of the query window in ledger mode (illustration on 
previous page) just the "?" button is available.  To activate the account 
lookup click the "?" button or, if the cursor is in the account entry area, press the "?" key on the keyboard 
(shift or not) or the "/" key on the numeric key pad. 
 

 
 

You can sort and search accounts by full account number, by account class or account name by 
clicking on the appropriate column heading.  A search may be accomplished using the navigation buttons (or 
keyboard keys) or by typing in text applicable to the selected column.  The white bar indicates the account 
that will be selected when you click on the "Select" button or press <Enter>. 
 
 
G/L ENTRY 
 
 Several formats are available for posting entries.  For printing/recording checks a specialized payment 
entry format is provided.  For recording receipts requiring an immediate printed receipt a specialized receipt 
entry format is provided (this is primarily used for sales, etc and  differs from the receipting format provided 
for church donations).  A format is also provided for printing/posting journal vouchers and to assist with 
transferring funds between functions.  A batch entry is provided for entering batches of  transactions before 
posting – the other entry formats process a single transaction at a time. 
 All entry process have the ability to save entries that can be recalled at a later time.  This is used for 
reoccurring entries or just to save entries for posting at a later time. 
 The following pages illustrate each of the entry windows. 



 6

 
 



 7

 
 
 
 

 



 8

 
 
 
 
 Limited information may be edited after entries have been posted.  An Entry Editor is provided for this 
purpose.  
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G/L ENTRY IMPORT 
 
The entries import (General Ledger > GL Import Entries) currently supports the following import 

formats. 
 

 
 
 
The LUCIS Std fixed-field format is the current default format.  This is the same organization as the LUCIS 
Old fixed-field format but allows for the longer data fields the new software provides. 
 
The LUCIS Old fixed-field format provides backward compatibility with components (e.g. payroll) of our old 
software currently in use and for those who imported data from external sources (primarily spreadsheets) into 
our old software and do not want to reformat for the new.  We no longer promote its use but support it 
nevertheless. 
 
The LUCIS Std comma-delimited format is the same organization as the standard fixed-field format with 
variable length fields and comma delimiters. 
 
The Hunter AccounTrak format is the AccountTrak file provided from the Hunter Systems School Minder 
Billing module.  All the user has to do in the Hunter software is to enter the LUCIS G/L account numbers in 
the codes section instead of the AccounTrak account numbers.  Everything else is identical. 
 
The Church Accountant Deposit format supports donation summary data from our old Church Accountant 
software that will be replaced by a module in this new software. 



 10

G/L STANDARD REPORTS 
 
 Numerous reports are available, each with various reporting options that can be selected at run time.  
A few are illustrated below: 
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G/L CUSTOM REPORTS 
 
 In addition to standard reports, a report style editor and control editor is provided for customization of 
financial reports.  A number of variations of Balance Sheet (Statement of Position), Financial Activity 
(Statement of Changes in Net Assets – both at the fund and function level), and Financial Activity Summary 
or Spreadsheet are included and can be edited to suit your financial statement needs.  The NAD Accounting 
Manual provides good illustrations of the types of financial statements produced.  The editors provide for 
useful management analysis reporting beyond the types of statements illustrated in the NAD Accounting 
Manual. 
 
 
G/L BACKUP 
 
 Making temporary backup copies (standard or zipped) of ledger databases is made simple by use of 
the backup feature.  If auditing for your territory is set up to audit from your database, a zipped copy is what 
would be provided to them – it can be sent as an email attachment.  A zipped copy of your ledger can also be 
sent as an email attachment to our support group for troubleshooting a problem if needed. 
 

 
 



 13

G/L ACCOUNT RECONCILIATION 
 
 A feature is provided to allow you to flag account items that have cleared.  Though primarily iintended 
for bank account reconciliation it can be used to flag account receivable or payable items that have been paid.  
 

 
 
G/L MONTHLY / ANNUAL CLOSE 
 
 Amounts for financial reporting are saved at the time of monthly closing.  Annual closing creates a 
ledger database for the next year with the balances from the prior year.  An annual closing may be re-run to 
account for additional entries in the "closed" year for audit adjustments or otherwise. 
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G/L LEDGER EXPORT 
 
 To provide access to ledger data for third-party programs an export function is available.  Account 
data, entries, or both can be exported.  Though primarily exported to spreadsheet programs the variaty of 
formats available also allow exporting to wordprocessing programs or commercial database software. 
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G/L CREATE LEDGER 
 
 You must specify the ledger level, general account organization, and currency controls when creating 
a new ledger to allow the software to initialize the controls that will govern the new ledger. 
 

 
 
G/L CONTROLS 
 
 Ledger provide information to the software about how to work with the ledger.  There are two levels 
of controls, standard and advanced.  Advanced controls define the major function and class number 
assignments that in turn provide the highest level of organization for the ledger.  They are usually set at the 
time of initial ledger creation and require a high level of access to edit since they can have a major impact on 
how the software functions.  Below is a sample control report. 
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G/L ACCOUNT ORGANIZER 
 
 The second level of controls is the specific account functions and classifications and groups.  
Functions and classes organize accounts for financial reporting purposes and must be identified before 
accounts can be added to a ledger.  Various attributes may be assigned to account functions and classifications 
that enable or disable features applicable for different accounts. 
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G/L ACCOUNT EDITOR 
 
 After the ledger controls have been set up and the functions and classes defined, accounts may be 
added to the ledger.  Depending on the controls applicable for any given account, different account features 
may be available.  All account information, except entries, is available from the account editor. 
 General Info shows the account name, budget for current and next year if applicable, and the LUCIS 
and GC mapping codes inherited from the function and class the account is assigned to (LUCIS mapping 
codes control program features, GC mapping codes allow data to be exported using the GC Global Reporting 
codes regardless of the codes used for the ledger's accounts). 
 Report balances disclose the monthly amounts saved by the monthly closing that will be used for 
financial reporting.  Current Budget discloses the monthly distribution of the budget for the current year (see 
following page).  Notes are for account comments meaningful to you and/or addresses for receivable and/or 
payable accounts.  The miscellaneous tab contains other account specific data depending on the type of 
account. 
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G/L BUDGETING 
 
 Annual budget amounts and their distribution is assigned by account.  Two methods of distribution are 
available: checked months (an equal distribution among the months checked) and seasonal (an unequal 
distribution among months determined by percents assigned using the seasonal budget distribution utility. 
 

 
 
 
 
UPDATES 
 

We have a download web page where updates can be downloaded that is part of the Lake Union 
Conference web site.  A list server provides communication regarding new updates.  We also hope to start an 
on-line forum for LUCIS Software users. 


