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Mac OS X

Getting Started - Downloading the Software

Community Partners provides project leaders and staff access to financial
reports via remote access to AccuFund, our accounting software. The remote
access software is called Go-Global. The steps in this section will show you
how to download and install Go-Global. If you already have Go-Global
installed, you may skip this section.

© Ifyou did not receive an email with your login information, please contact
us at admin@CommunityPartners.org.

1. Visit http://www.communitypartners.org/user

2. Enter user name “project” and password “leader14”

Username or e-mail address *

project

You may login with either your assigned username or your e-mail add

Password *

3. On the left hand navigation bar, click ‘Access Financial Reports’
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Project Leader Home

Access Financial Reports <

Finance and HR 5taff Directory

Finance and Administration Forms

4. Click on Mac OS X link and follow the instructions listed on that page.

Install Go-Global: Windov

Download the gg-client.mac.dmg file to your computer. Open the file. Double-
click on gg-client.mac.pkg. Run the installation wizard using the default settings.
Once the application is installed, go to the Applications folder in Finder and
double-click on GO-Global.

Applications
3 >

= =]

I:II}

Name

¥ TweetDeck
{1 Airmail

&' GO-Global ili—

© Ifyou're unable to open ‘gg-client.mac.pkg’ because it is from an
unidentified developer, please be assured that this is trusted software,
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vetted by our IT consultant, and can be installed on your Mac without a

problem. To allow installation, please go to the last section of this guide.

“gg-client.mac.pkg" can't be opened

# because it is from an unidentified
Q developer.

Your security preferences allow installation of only
apps from the Mac App Store and identified
developers.

“gg=-client.mac.pkg” is on the disk image “gg
client.mac-2.dmg". Safari downloaded this disk
image today at 9:24 AM from
cpaf.communitypartners.org.

Opening the Software and Signing On

1. Once the software has been installed, open the application GO-Global. The

application can be found in the Start Menu under ‘All Programs.’

2. Enter host address cpaf.communitypartners.org in the ‘Connection’ pop-up

box. Click Connect.
“§ Connection =m T

Host Address: cpaf communitypartners.org - | Connect

Cancel
|Create desktop shortcut to this host

Mac OS X
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3. A pop-up ‘Sign In"window will appear. Enter your project's unique user name
and password. This information was sent to you by e-mail.

© Ifyou did not receive an email with your login information or if you are
having trouble logging in, please contact us at
admin@CommunityPartners.org.

S SionIn BE*
r I Sign in ko cpfwl
Uiz Muaeing |
-

| senin | | Corcel

4. Once signed in, a ‘Program Window on CPFW1’ will appear. On the top left
hand corner, double click on ‘Afaccess'.
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5. A pop-up ‘Accufund Access’ window will prompt you to enter your project’s
user name and password, which is the same as what you used to log into Go-
Global. Make sure to select Database ‘CP’ before clicking ‘OK'.

AccuFund Access Dalebase: l CF l'l
User Abbi: | |
Password: | |
Version 04.04.00.4440 oK Carcel
Copyright 20012013 Licensed for the Exclusive use of:
AceuFund, Inc. Community Paitners
AllFights Reserved 1000 N Alameda Stieet
Suite 240
Loz Angeles, CA 30012
—
L | Yisit us on the web at:
www AccuFund.com
FUNDE- FPartione Copyrightad by
Tweaky Piaas RBagourcas, Int,
www. 20pines. com
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Generating Financial Reports (Cash Balance and
Revenue and Expense Statements)

Once you have logged in to Accufund Access, there are a number of financial
reports available to you. This section will show you how to generate the
Balance Sheet and Revenue and Expense Statement.

1. From the top menu bar, select ‘Report’. Click on ‘General Ledger’ and
then select 'Financials.'

) l= HN A
il
File Window  Help
Accounts Payable k
f<Tala: : :
Fa aeneral Ledger Einancials
' General Ledger

A window ‘Produce Financial Report’ will pop up.
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Current Periods Based on Fepart D ate:
Manth Ending: n2m7
Quarter Ending: 27
Year Ending: B/30/2017
Week Ending: 31952007

%} Produce Financial Report E\ = @
1. Chooze Report To Be Produced 2. Printer Selection
Repart: RevtExp Proj MTDEYTD wiCash Balance w Tl PTE E, =
Mask: TR I TN f.;;é ﬂ B == =
Class: P v Frint FOF Email Encel Lol Schedule
Feport Date | Today v | Relative; Filename: =

ok, Caticel

Preview Report Before Sending to Printer

3. Report Criteria
[] Select By Account Element

Elemant Frarm To

| Inzert 0| Change w| Delete

Under the section 1. Choose Report To Be Produced’, select the report you want

to generate.

%} Produce Financial
1. Choose Feport To Be Produced
Report:

Report Description

Tupe

Project Reparts
Board Reports
Board Reparts
Project Reparts

Project Reports

Current Periodz Based on Fiepart D ate:
tanth Ending: 3ns2m7
Quarter Ending:  3/31/2017

Year Ending: E/30/2017
Week Ending: 3195207

Mac OS X
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In the “Mask” field, enter your project’s 4 digit code (example: 0209). It should

down menu.

= FruuuLe rumdaiiic
1. Choosze Report To Be Produced
Report: ReviEap Proj MTDEYTD wiCazh Balahce W
Mazk: IR

Clagz: £none: hd

Repart D ate Today W h

To save as a PDF, click here. To save as an Excel file, click here.

Saving to PDF

Since you are using Go-Global to remotely access our computer here at
Community Partners, you will need to follow the steps below to ensure
that you save reports to your computer, and not our computer at our
office.

Under ‘2. Printer Selection’, select your preferred report output option. You can
print, download to PDF, export to Excel or Drill (this feature will allow you to drill
down to details of each line item). If you want to print, be sure to select the
correct printer from the pull down menu.

To save to PDF:

1. Select the PDF icon.

2. Check ‘Preview Report Before Sending to Printer."' If you choose this option,
you will see a preview of the report before you save. If you want to skip the

preview and save directly, leave this box unchecked.

3. Click on the folder icon on the right.
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2. Printer Selection

0TDY 1R

Print POF Ermnail Ewcel Corill Schy

@

hame:

Freview Report Before Sending to Printer

After clicking on the folder icon, a 'Select destination file' window will appear.
1. Click on ‘Computer’.

2. Select ‘Client Home' (M:)

« Choose a destination to save your file such as 'Documents,' 'Dropbox,' or
'Desktop’. You can create a new folder using the New Folder button near
the top of the window (circled below).

= Select destination file 3
(€) T s » Computer » Chent Home (M:) v & P
Organize v New folder v
I Favorites n adfied Type e
B Desktop Applications 12:00 AM F
§ Downloads Desktop 326
| Recent places D rs
Downloads
A Libraries Drogh
0
< Documents
o Music Library
= Fictures Movies
B videos sk
Pictures
T Computer e’ Public
(& Local Disk (C:)
s Apps (D2 o
Chent Home (M:)\ /
(= My -
a Chenk Rook (N:)
g CD Drive (Z:)
€ Natwork

File pame: | February 2017 Balance Sheet

Save as type: | PDF Document (*.pdf)

= Hide Folders Save Cancel

1. Enter a file name. The name should include the report type and date. Do not
include periods (.) or slashes (/). Example: February 2017 Balance Sheet
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2. Click 'Save.'

¢ s SpeageLe e e s o

°' ST M lFebruary 2017 Balance Sheet
S’

Save as type: | PDF Document (% pdf)

After clicking 'Save,' you should now see this window:

= Produce Financial Report E\ = @
1. Chooze Report To Be Produced 2. Printer Selection
Feport: ReviEwp Proj MTOETTD wiCash Balance W sl FOF T
Mask: 020932777 172977 % % @ J @
(Ekss enanes v Frint POF Email Emcel Lol Schedule

LtophFebruary 2017 Balance Sheet pdf =

Repoart Date Taday | Relative: Filename:

Presiens Report Before Sending to Printer

3. Report Criteria
[] Select By Account Element

Element From To
Current Periods Based on Report D ate:
Month Ending: aas2my
Quarter Ending:  3/31/2017
Year Ending: B/30/2M7
| Inzert U'| Change x| Delete

‘Week Ending: 319/2mM7

ok Cancel

Click OK. A preview of the report will generate. The report has NOT been saved
yet. To save the report, click on the printer icon in the upper left corner of the

window.
\%ile
@ W

Pages To Print:
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Report Preview ===

\&HV‘J”,JB:-_« ECE B (& & H O Blae 2z
PO To Prin. Searchi =Y Copis 1%

v size
IR

Rev&Exp Proj MTD&YTD w/Cash Balance "
(Cash Basis)

31222017 Current Month Year to Date

Actuals Actuals

Beginning Cash Balance
1101 Cash

Revenues

Check the folder where you saved the report on your computer to confirm that it
was properly saved.

Saving to Excel

Under '2. Priner Selection', select the Excel icon.

Click on the folder icon on the right.

2. Printer Selection

5 o7 29 o g

Frirt FDF Eucel Corill Srhedule
whark bool: . ]
e
whark sheet:

After clicking on the folder icon, a 'Select destination file' window will appear.
1. Click on 'Computer'.
2. Select 'Client Home' (M:)
+ Choose a destination to save your file such as 'Documents,' 'Dropbox,' or

'Desktop'. You can create a new folder using the New Folder button near
the top of the window (circled below).
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2 Select destination file =)
'{(-,l T s » Computer » Chent Home (M:) v ¢ Saarch Chant Home (M:) p
Organize »  Mew folder = v W
W Favoritas Harme Size
B Desktop . Applications
i Downloads | Desktop
. Recent places ) :
. Downloads
Al Libraries
I Documents - w*
o' Music L Library
&= Pictures . Movies
B videos I\ Music
L Pickures
= /  Public
o Loca DR
s Rops (D5) e
a Chent Home (M:\‘_/-
Ca Chent Rook (N:)
s €O Drive (2:)
€ Network
File name: | February 2017 Balance Sheet P
Save as type: | PDF Document (*.pdf) v
“ | Hide Folders Save Cancel

1. Enter a file name. The name should include the report type and date. Do not
include periods (.) or slashes (/). Example: February 2017 Balance Sheet

2. Click 'Save.'

° NNt RlFebruary 2017 Balance Sheet] w
—
Save as type: |Workbook (*.xlsx) v

- o Save Cancel
(= Hide Folders M ;

After clicking 'Save,' enter a name in the 'Worksheet' field. Example: balance
sheet

2. Printer Selection

¢ & 258 2 3

Frint FOF E mail Excel Crill Schedule

Workboal: 15U zershravinDesktophFebruar 20017 Balance Sheet. pdf =

Wwiorksheet | balance sheet h |
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Click OK.
1. Chooze Aepoit To Be Produced 2 Prinker Selection
Repost: .Hav&EnD Proj MTDEYTD w/Cash Balance v Y T
Mask: 209-777777 13 7Y k g = =
Tl e = Pririt FOF Email Excel Dill Scheduls
Repot Date  Today v | Relative: Eilenarme: M:\Desktop\Financials\Febmiary 2017 Balance Sheetpc. 3
|| Pieview Beport Before Sending to Printer
3 Report Criteria
[ Select By Account Element
Element From To
Current Penods Based on Repoit D ate:
Ionth Ending: Insamy
Quarter Ending: ~ 3/31/20017
‘rear Ending: B/30/2N7 )
: & lnseit | Change x| Delete
‘Week Ending 32672007

0K Cancel

v

If you open the Excel file and find a blank sheet, look for a second tab or
spreadsheet at the bottom of Excel. The report you just generated
should be there.

balance sheet 0209project 'ﬁ':'

Generating Detailed Transaction Report

1. On the top menu bar, select ‘Report’. Then click on ‘General Ledger' and select
'General Ledger'. A‘Select Report’ window will pop up.

Mac OS X
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| o AccuFund Access
Eile \,__..f"r Report | Setup  Window  Help
Accounts Pavable L4 |
fteled j
Payaclr/ General Ledger Financials
arant o General Ledger —
e, i

.

% Select Report [= || = || &2 |
1. Chooge Report To Be Produced 2. Printer Selection
() Ledger () Journal () Detail (® Cusgtom D -
e N
[] Report Selection Criteria B i
Frint Email Excel Schedul

Form: GiL Dietail Report Activity with Ne| v " FOF el weel enede

Filename: ]

Preview Repart Before Sending to Printer

3. Report Selection 4. Element Selection rﬁ Element Sart Order rﬁ Report Optionz

Mask: 0219-7979797 7997 710 Ledger: Actual + Closing

Source: <allx ™ Post Type: Aetual v
Select by Activity Date Range

Select: Last 30 Days w | Relative:

[] 5elect by Change Date Fange
Select: Last 30 Days Felative:

ar. Cancel

2. Under 1. Choose Report To Be Produced’, select ‘Custom’. The form to
choose is ‘G/L Detail Report Activity With Notes'

1. Choosze Report To Be Produced

i) Ledger ) Joumal () Detail (®) Custom
[ ] Feport Selection Criteria
Earm: GAL Detail Report Activity with Mo | s

3. Under ‘2. Printer Selection’, select report output option. See other sections
for guidance on saving a report as a PDF or Excel file.
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2. Prnter Selection
Print Emall Excel Schedule

Filename: M-\Desktop'\Financials'\Detailed Activit, E
|+| Preview Feport Before Sending to Printer

4. Under tab ‘3. Report Selection’ enter Mask, which is your project 4 digit code

by Act|V|ty Date Range box. Once checked, select a date range from the pull
down menu.

| 3. Repart Selection (4, Element Selection rﬁ Element 5art Order rﬁ Fiepart Options l

Mask: | 02097 e e Ledger: Actual + Closing

Source: <all " Post Type: Achual "
Select by Activity Date Range

ot Last Fizcal vear " ||°.“""E:
/ ey

1‘|“:|"S/|3I|E:|:t by Change D ate Range
Select: Lazt 30 Days Relative:

5. Under tab ‘4. Element Selection’, check ‘Select By Account Element'.

€ This section allows you to filter your report to show only revenue or
expense transactions or both. All revenue will be between 4000 and
5000. Salaries and benefits are between 5000 and 6000, and all other
expenses are between 6000 and 9999. If you only want the Detailed
Transaction Report to show revenue, enter 4000 in the 'From' column
and 5000 in the 'To' column.

6. Click ‘Insert’. Under ‘Element’ drop-down selection, select ‘GLA'".
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3. Beport Selectipr” 4 Element Selection |5 Element Sort Ordh

Select By Account Element

E lement From To
GLA, w | 0000 ]
Froject
Sub
Fund/Grant
.|. Inzert -fﬂ; Change . K Delete

7. Under ‘From’, type 4000. Under ‘To’, type 9999. This will give you all detail in
each revenue and expense category. '

3. Report Selectior” 4 Element Selection rﬁ Element 5 ort Order I/I_B_

Select By Account Element

Elements From
LA, 4000
.|. |rizert '.. Change . x Delete

8. Last, click ‘OK’ to generate report.
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el U Ly TU L N U LR STETTY

3. Repaort Selectigr” 4. Element Selection I’E Element Sort Order rﬁ Fepaort Options

Select By Account Element

et Fram Tao

4000

| Inzert *' Change x| Delete

Is Go-Global not installing on your Mac?
Unidentified Developer?
1. Click on the Apple icon on the upper left-hand corner of your screen.

Select ‘System Preferences.’
2. Select the ‘Security and Privacy’ option.

8 0 0o System Preferences
| <. > || Show Al (Q )
i W 8 O
e
General Desktop & Dock Mission Security Spogfght  Motifications
Screen Saver Control & Reg & Privacy
- E L — ﬁ ﬁ
CDs & DVIDs Dhsplays Energy Keyboard Mause Trackpad Printers & Sound
Saver SCAnMErs

3. On the bottom of the ‘General’ tab, click on the lock. You will need to enter
your password to unlock and make changes to your settings.

Mac OS X Page 17



‘ Community

PARINERS

F-'l Click the lock 1o make changed

4. Once unlocked, go the ‘Allow apps downloaded from’ section and select
‘Anywhere.’

Allow apps downloaded from:

Mac App Store
« | Mac App Store and identified developers
Anywhere

“gg~-client.mac.pkg” was blocked from opening because it | Open Anyway
is not from an identified developer.

5. A prompt will appear. Select ‘Allow form Anywhere'. (You can change this back
to the original setting of ‘Mac App Store and identified developers' after the
installation of GO-Global is complete.

Choosing “Anywhere” makes your Mac
less secure.

E Instead, you can allow an individual application from
A logir an unknown developer by control-clicking its icon
and selecting Open.

' Allow From Anywhere fﬂini

Disable automatic login

Allow apps downloaded from:

[ 'Mac App Store
Mac App Store and identified developers

Anywhere

"gg-client.mac.pkg” was blocked from opening because it Open Anyway
is not from an identified developer.

() () (
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6. Open ‘gg-client.mac.pkg’ and complete the installation using the default
settings.
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