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Course Introduction

Course Design

Welcome to the QuickBooks Pro 2007 Hands-On Technical Training. This course has been
designed to overview ‘how’ and ‘when’ Lodge Administrators, Chapter Recorders, and/or
Moose Legion Secretaries will use QuickBooks to track and record their FRU’s financial data.

This course will be presented via a combination of Instructor lecture and demonstration.
Practice activities are included after each demonstration to assure that students are
comfortable with software operations. A training database will be used for student exercises.

Course Goal

At the end of this course, you should be able to access QuickBooks to enter, maintain, and
report financial data associated with Fraternal Unit business operations.

Course Materials

In addition to the QuickBooks Workbook and the supplemental QuickBooks Pro 2007
Training Job Aid, the following materials may be referenced throughout this course. These
additional resources can be accessed and downloaded from the Education and Training
website.

=  Moose International QuickBooks Resource Manual
* QuickBooks Accounting Equation

=  Chart of Accounts (COA)

= Assign Tax Lines

= Sales Tax Deduction

= Sales Tax Procedure

= Export to Excel

= Voiding Checks
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Course Introduction, cont.

Icon Definition

The following icons will appear throughout this manual:

ICON PURPOSE

' IMPORTANT INFORMATION

STEP-BY-STEP COMPUTER PROCEDURE

SUPPLEMENTAL RESOURCE(S)

TRAINING EXERCISE for Lodges (or scaled back for Moose Legions)

b
@ TRAINING EXERCISE for Chapter
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1 — QuickBooks Introduction

Objectives

At the end of this lesson, you will be able to:

= [dentify how QuickBooks works with LCL to track and report FRU financial data.
= Access QuickBooks and become familiar with basic screens and menu options.

= Access the QuickBooks ‘Chart of Accounts’ and become familiar with the chart
layout, account numbering scheme, and user rules and recommendations.

= Review an example FRU ‘Balance Sheet’ and ‘Profit & Loss Statement’ to view the
“type” of data that will be generated by an end-of-month report.

= Recognize how to set your QuickBooks account defaults and displays.

Topics
The following topics are covered in this lesson:

= About QuickBooks
=  QuickBooks Access
= QuickBooks Home View
= Company Information
= Chart of Accounts (COA)
= Balance Sheet/Profit & Loss Statement Overview
= Setting Preferences In QuickBooks
o Set Primary Cash Account Default
o Set Accounting View

o Turn off Inventory Tracking
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About QuickBooks

Definition

QuickBooks is a computerized accounting system that has been selected by Moose
International for Lodges, Chapters, and Moose Legions as part of the LCL project.
QuickBooks is an easy-to-use “integrated accounting package” that will enable FRUs to enter
financial information into the system once, and then save that information to all parts of the
accounting system affected by the entry. This will eliminate the need for repetitive data entry.

QuickBooks Features & Installation

Refer to the table below to learn more about QuickBooks features:

How Does | Information is sent from your QuickBooks accounting package to LCL.net
It Work to prepare the Monthly Balance Sheet and Profit and Loss Statement -
With LCL? | both of which are required by Moose International on a monthly basis.

* QuickBooks is a double-entry accounting system: 2 sides to
every transaction — one account is credited and another account
debited in equal amounts.

» Records revenues when sales are made - not when payment
is received!

= Records expenses when they are incurred - not when
payment is issued!

» Features savings, investments, manual payroll, and important
control & reporting capabilities

How/When | Running on either Windows XP Pro or Vista, QuickBooks will be used:
Will My = To track FRU income & expenses
Yl Uz i » To enter and pay bills

» To enter receipts and make deposits

»= To report monthly financial data for Moose International
Any Other | Several levels of payroll accounting services are available directly through
Special Intuit on a subscription basis:
Features? = Tax Rate & Tax Form updates on a regular basis depending on

the package purchased.

» A Chart of Accounts is provided for easy reference and tracking of
individual transactions.
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QuickBooks Access

You can access QuickBooks from an Icon on your desktop or from the Start menu. A
QuickBooks training file is being used in class to simulate real data. If you want to
“practice” QuickBooks at your FRU, please make sure that you are using the
QuickBooks training file as well. If you do not, you may unintentionally corrupt your
FRU’s financial data.

YA To Access QuickBooks From Your Desktop Icon:
1.  Double-click QuickBooks icon.

YA To Access QuickBooks From Your Windows Taskbar:
1.  Click Start on the Windows taskbar.
2.  Drag/Scroll mouse to Programs.
3.  Select QuickBooks.
4.  Select QuickBooks Pro 2007

YA Next Step For Either Method:

QuickBooks opens the most recently used Company* file when the program is launched. If,
however, the No Company Open dialog appears, complete one of the steps below:

la. Select a file from the list of previously-opened Ho Company Open
files, OR v
1b.  Choose Open an Existing Company and o2 [ e

select another file from the Open a Company /)f/

screen. e T
K 2 |zt 2

= Highlight the correct Company and click
Open. All data is automatically saved (not : s s
backed up) when the Company file is : -
closed. = e o

*Note: '‘Company’ refers to the data file
that stores accounting information specific
to a Fraternal Unit. o

T et |
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QuickBooks Home View

The graphic below identifies the different sections of the QuickBooks Home page.

Menu Bars:

= Top Menu Bar
= Home Icon Bar

5 Major Panes:

= Employee ;
» Customer i
=  Vendor i
=  (Company |
= Banking i
Help o @ o o e e e e e e e e e e e e = o
= Ask; How Do I? E [
= Account Balance; Get Started; Learn Ab0u1:t Services I
18 rettersan Mosse Lodge 8 30 - Qeichaoks Fre 087
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NOTE: Depending upon the financial data entered in your QuickBooks system, you may see a
“Reminders” window on top of the Home view. The ‘Reminders’ window simply alerts you of
upcoming transactions. If necessary, close the ‘Reminders’ window to see the QuickBooks
Home view.
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Company information

Enter and Edit Company Information

Company information for your FRU can be viewed and modified whenever necessary.

Company Information Type a help question Ask' ¥ How Do I?| ﬂ

— Conkact Information
DK |
e VRl e fFerson Moose Lodge Student
Address Phone # | Cancel |
Eax # | Help |
E-mnail |
Counkry ILIS - Wieb Site |
— Legal Information (Appears on pawvroll tax forms) ——————  — Company [dentification
Legal Mame |JeFFersu:un Moose Lodge Student Federal Emplover Identification Mo, I |
{FEIM is required For Payroll)
Legal Address |
Sacial Security Murnber I
| {S5M is used on 1099's if
FEIM i tered
City/State/ZIP | = Mo RS Enlr2e)
Legal Country ILIS - — Payroll Tax Form Information
] Cankack |
Report Information {Mame of person preparing and signing payroll tax Forms)
First month in wour:
; Title |
Fiscal Year IMa-:,a - Tax Year IMa-:,.- -
Phone # I
Income Tax Form Used |F|:|rm 990 (Exempt Organization) 7 |

YA To View or Change Company information
Follow the steps below to view or edit Company, or FRU information.

1 From the Menu bar, choose Company.

2 Choose Company Information.

3. Add/modify information if necessary. Tab to move to next field.
4

Click OK to save changes and close the window.
- Cancel to close the window without saving changes.

QuickBooks Participant Workbook 4/09 13
Page 13 of 126 Downloaded from www.Mooselntl.org Posted on site: 05/19/2009



L)
v)\ Edit Company Information — Lodge

Instructions: Use the data below to edit previously entered Lodge (Company) information in
QuickBooks.

= Jefferson Moose Lodge #9999

= 123 Main Street

= Jefferson IL 60539

=  Phone #630-859-2000

=  Fax #630-859-2001

=  E-mail lodge9999@mooseunits.org
= [D# 39-2563901

@Edit Company Information — Chapter

Instructions: Use the data below to edit previously entered Chapter (Company) information
in QuickBooks.

= Jefferson Chapter #9999
= P.O.Box 12345

= Jefferson IL 60539

*  Phone #630-859-2000

=  Fax #630-859-2001

=  FE-mail chapter9999@mooseunits.org

= ID# 39-2563902

QuickBooks Participant Workbook 4/09 14
Page 14 of 126 Downloaded from www.Mooselntl.org Posted on site: 05/19/2009



Chart of Accounts (COA)

= 1
Thinzsvou Dwn“w\ 1000 account #’s
LT

Cash, Inventory 2

e

Building, property _,r"'i Assets

Money }fuu.mllect‘“x,\ 4000 account #'s

Y

that belongs to you

Sales, Dues, donations
to the unit . Income
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Chart of Accounts (COA)

Purpose
Parent Accounts

(all end with .00)

The Chart of Accounts is the core of f{j
your computerized accounting system. '

| | Mame &~
+1000,00 + Cash \4
+1005,00 * General Checking
. +1006.00 * Bingo Checking
* The Chart of Account accounting +1007.00 * Gaming Checking
: +1008,00 * Other Checking 1
system consists of Parent Accounts +1009.00 * Other Checking 2
and Sub-Accounts. | +1010.00 * Savings
+1020.00 ' CD's
= Parent Accounts are at | +1025,00 * Petty Cash
+1100.00 * Receivables
the left +1105.00 * M5F Checks
. +1199.00 * Undeposited Funds
= Sub-Accounts are indented +1300.00 * Inventory
under a Parent Account #1310,00 * Resale Merchandise
+1320,00 * Bingo Inventory
+1325.00 ' Gaming Inventory
. . | +1330.00 * Beer Inventory
=  This accougt structure will make +1335.00 * Liquor Inventory
your financial reports and statements +1340.00 * Wine Inventnrﬁ ]
. #1345,00 * Misc, Bar Merchandise
easier to read and understand +1350.00 - Kikchen Invertory
+1500,00 ' Due From ather FR. Unit
| +1505.00 * Due From other FRU
. +1700,00 * Building and Property
= Chart of Accounts numbering | +1705.00 * Lodge Home/Building
. +1710,00 * Other Property
scheme help§ Cl'a'sslfy FRU Income, +1715,00 ' Bldng Lease, Imprvmnts
Expenses, Liabilities and Assets. +1800.00 * Furniture and Equipment
: : +1805,00 * Furn, Fixt and Equip
Paren‘F Accounts are described in the +1810.00 - Accum Depreciation
graphic on the next page. | +2000,00 + Accounts Payable
+2050.00 * Motes Pavable
+Z055,00 * Mortgage Principal
+2060,00 * Loans/Mokes
’ +Z075,00 * Other Pavables
[

+Z200,00 * Pavroll and Benefit
NOTE: All account +2205.00 * Compensation

numbers must end with .00 #Z210,00 * Pavroll Tax Liabilities
#2215.00 * Bingo Payroll & Benefits
+Z220,00 * Gaming Pavroll Benefits
| +2250.00 * Real Estate Tax

. +2300,00 * Other Liabilities
* Moose International has already +2310.00 - Local Tax Lishilities

pre—conﬁgured the QuickBooks +Z315.00 * Bingo Tax Liabilities

. +2320,00 * Gaming Tax Liabilities
Chart of Accounts for use in your $9E00.00 + Diue ba Ofker FRL

FRU. | +2510.00 * Application Pees o MI

| 42515.00 ' ABCD)Per Capita to MI
#Z2520,00 ' Dues to be Paid at Lock B

+3000.00 + Opening Balance Equity

+3900,00 * Retained Earnings

+4000.00 + Dues and Fees Income
+4005,00 * Membership Dues
+4010.00 + Application Fees

Account '” Activities ']E

Sub-
Accounts
(all end
with .00)

ptreete
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Chart of Accounts (COA), cont.

More About Sub Accounts

Though Moose International has already pre-configured the Chart of Accounts for FRU
operations, it is possible to add or modify sub-accounts to help customize your financial
statements. Before you add or modify sub-accounts, please be aware of the following:

= Sub-accounts are attached to Parent Accounts.*

= Sub accounts are indented in the Chart of Accounts

= [fanew Sub-Account needs to be created, it is important that the Sub-Account:
o Is in the proper numbering sequence (with similar sub-accounts)
o Is at the correct sub-account level in the Chart of Accounts outline

*NOTE: The Parent Account will not contain any transactions — the Parent Account
collects, or rolls up, transactions from all associated sub-accounts.

Chart of Account Rules:

Follow the rules below when working with QuickBook’s Chart of Accounts:

' Rule # | Rule

6 1 DO NOT change Parent Accounts! They are pre-set by Moose
International
2 NEVER add a sub-account to another sub-account.
3 Sub-accounts are used to record transaction details. You CAN

add or modify a sub-account. If you add or modify a sub
account, be sure that it follows the proper numbering sequence.

NOTE: If you are adding a new sub-account and have questions
about the numbering scheme, please contact the Moose
International Call Center for assistance.

- MI QuickBooks Resource Manual — Working With Asset & Liability Accounts
- QuickBooks Training Job Aid, Pages 6 & 7

QuickBooks Participant Workbook 4/09 17
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Balance Sheet & Profit & Loss (P&L) Statement Overview

QuickBooks generates a ‘Balance Sheet’ and ‘Profit & Loss Statement’ to summarize FRU
financial data for both the FRU and Moose International. Both ‘Parent’” and ‘Sub-Account’
numbers can appear on these reports. Key areas and important totals are briefly identified on the
example Balance Sheets and P&L Statements on the following pages.

Balance Sheet

Lodge

AEEET Agiill 30, OF
i
Chacking Sanrgs
1000.00 - Cash
L 00500 - Cheoking - Cash 10,0060 00
lngs 000 Spvings - Cush 18,003 00
> 12500 Pelly Cush 1,200 .00
Tedsl 100000 - Cagh 2820000
Totad CheckingSavirgs 25, 20000
CAher Current Assets
2000 - frossdilar g
120500 - Baar 23000 00
FETUO0 - Liguece 5,700 00
yﬂu 434500 Wine 230006
Tetsl 1300 00 - waslar w 12 A0000
—> Tolsd Oihar Curran
assets 1230300
Tolal Cument fsceds &2 000 00
Fized Aszets
170000 - Burlibrgs snd Property
Own 1706.00 - Lodge HomeBulldng F53.000 00
Todal t700,00 - Buildings snd Propsriy TE0,000000
1200 00 - Furriturs =nd Equipisnt
—> AS05.00 - Furniture, Fstures & Eguip mend _1e5.000.0
Tarlsl 1850000 - Furrdure snd Equiprent B8 (00000
Tolal Fixed Assels _BE5.000.00
TOTAL ASSETS 277,000
o Li ki likies
i Current Lisbilities
[ ficoounts Payable
200000 - Accounts Faysble 128000
Tetsl Bocounls Fayabie 428000
Rhar Currant Usbilitees
220000 - Pawrodl ard Bamefit Liaoilties 1.980.00
2E00.00 - D to CHher Frabernal Unils
ZEOS 0D - Endavanant-bMaoge Charilias 45 10K
281000 - SApplication Feas 1o M a0 o0
284500 - ABCDVPer Capits dusta M 0a.0d
Toksl 250000 Dus to Cther Frabernal Unils 4400
Todsl OfPar Curdart Liabilities 3341 00
Tatal Current Liabdlities 3,/3a1.00
Lenig Term Liabilties
S0 0 - Motes Faysbis
N 205500 - Morhgage _230,000.00
- Tokal Long Term Lizbilities Z30,000/m
Totsl Linbifitias _ &R 0
Fet Bty
Bh T - » 00,00 - Cpering Bal Equity B, 06100
Ngt 900,00 - Retained Esmings 138,588.00
s Tolal Equily T BEE
V - THATal | IARE ITEEE & FRINTY AT OO0 |rl
alue
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Balance Sheet & Profit & Loss (P&L) Statement Overview

Balance Sheet

Chapter

Apr 30,08
ASSETS
% Current Assets
CheckingfSavings

Thlngs 1000.00 - Cash
1005.00 - Checking 73682
1010.00 - Savings 2.508.70
Total 1000.00 - Cash 3,248 52
— B Total Checking/Savings 3,246 52

yﬂu Other Current Assets

1199.00 - Undeposited Funds R i !
Total Other Current Assets .00
. Total Current Assets 3.25352

Fixed Assats
1800.00 - Furniture and Equipment
1615.00 - ACCUMULATED DEPRECIATION -1 (48 87

1810.00 - Paraphernalia Depreciated 415132
OWH 1805.00 - New Paraphernalia Purchased 14000
Total 1800.00 - Furniture and Equipment a3.241 45
= > Total Fixed Assets 324145
_ TOTAL ASSETS 6,494.67
Thiﬂgﬁ LIABILITIES & EQUITY
i Liabilities

Current Liabilities
Other Current Liabilities
2300 00 - Other Liabilitias

: . 2305.00 - Sales Tax Liabilities AT 53

yﬂu Total 2300.00 - Other Liabilities 2i 82
2600 .00 - Due to Other Fratemal Units

251000 - Application Fees ta MI 4000

2515.00 - ABCD/Per Capita due to M 2800
Tetal 2500.00 - Due to Other Fraternal Units  6E.00

T

& Total Other Current Liabilities 95 52
" Total Current Liabilities HS.9d
Total Liabilities 89553
o Equity
NEt 3000.00 - Opening Bal Equity 3.311.323
- 3900.00 - Retained Earnings -524 76
5 , MNet Income _-bar .oz
Vﬂlue ——»  Total Equity 5.399.45
: TOTAL LIABILITIES & EGUITY _5.404 97
QuickBooks Participant Workbook 4/09 19
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Profit & Loss (P&L) Statement Overview

o e

A0, 00 - Disas wred Fass Income
4008 00 - Mambership Duas
M 404000 -Application Fees
ﬂne 401500 Life Membarship
y Tobad d0O00.00 - Ouss snd Fess Imcoms
4Z26.00 - Sooml Guarters Sales
423000 ¢ Beer Sales
Yﬂu 4Z3E 00 - Ligpiee Sulas
£34000 - Wine Selas
Tokal 4225.00 « Soocial Guarters Sales

430000 Donslions Received
“ ect 431000 - Ledgs Donsliong

00,00 - Interast invesiment inoo e
443000 ' Smwing=s

Tolal noa
SOLE) 00 - Lost of Goods Sold
S25.00 - Soomi Guarters CostfGoods %ol d
S0ED00  Beer
B035 00 Liguar
040,00 - ViR
Totad SH00 00 - COGS
Grass Fraofil

Money oo

S100.00 - Payroll & Berneht
SH10.00 - Payrall
5115 OF - Fawrall Taxas
Total S100,00 - Fayroll & Benetits
G20000 - Supplizz and Misc
S200 0F  Whims Lodps
3 l-.-" 521500 - Lodge Supplias
“u Tivtad S200 .00 - Suppllas snd HEo
S225 00 Socisl Quaies Suppliss snd Expenss
S300 00 - Danelian Expanss
SO0 00 - Gerarsd AdrmdrlSraton Exp
S35 .00 - COMPUTER SUPFORT
450 00 REFAIR & ®I&AINT
L4003 - Fostags

Spend ek N
p 544500 Licen=s= snd Permits

Todsl 5400 00 - Ganeral Admindstralian Exp

S500 00 Dooupanoy Expense
SEIS00  Cas
SEA0.00 - Badtic
SEN0.00 - Wedar B Saveer
SE20.  Phome
SEI000 - Marbgage

Todsd B500 00 - Docupancy Expenss

Total Expensa
Hat lrn ms

Py 0F - dhpe 08

2.7E0.00
250,00
0000
10 200 0

125.000.00
17475000
108,800 00
<R0eE 20000

23500
E2.00

41954000

£4,300.00
7 800,00
31,500.00
 ASE 0000
5 £48 00

36, E30000
452000

4005000

1.250.00
TTEO0
2.02500
785000
T

20 00
5,750 00
2000
1.600 00
385000
13,110.00

265000
2587500
2. 55000
10,860.00
21, 800.00
B3 73500

eGSR0

QuickBooks Participant Workbook 4/09
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Profit & Loss (P&L) Statement Overview

Chapter

May T7 - Apr ‘08

Income
A000.00 « Dues and Fees Income
Mﬂney 4005.00 - Membership Dues 2 16800
4025.00 - Transfer Faes 5.00
Total 400000 - Dues and Fees Income 2 17300
Yﬂu 4400.00 - Inerast Investment Income 4.84
4700.00 - Special Pioj & Committee Income 4 B70.08B
Total Income | BdS
C “llect Gross Profit B 547 g2
Expense
5300.00 - Donation Expense
H307.00 - ASSOCIATION DONATION 50000
5300 - Community Senvice 24000
5306.00 « Sunshine Child'Grandparent 150,00
Mﬂne 5302.00 - MooseheartMoosehaven Spec Proj 53500
}r 3301.00 - Scholarship & Maintenance Za0.00
Total 530000 - Donation Expense 1.338.00
3400.00 - General Admin Exp (Incidentals)
2499 00 - Depreciation Expense J42 11
545000 - Misc Expense 1,115.79
‘Y 544500 - Computer Supporn 12000
ol 5440.00 - Chapter Supplies 445 65
24.30.00 - Risk Fool/Bord Fremimm 197 .16
542500 - Postage 123435
5405.00 - Bank Charges 144 .00
Total 53400000 - General Sdmin Exp (Incidentals) 5 o02 56
570000 - Special Project & Committes Exp 2777.38
Spend 5800.00 - Travel and Rep Expensa
5805.00 - Matriculant Expense 115,00
Total 5800000 - Travel and Rep Expensa 115,00
Total Expensa i 034,54
Net Income —SH702
QuickBooks Participant Workbook 4/09 21
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Set Preferences in QuickBooks

Purpose

The following procedures should be followed to set preferences on how to display account
numbers in the QuickBooks views. Setting preferences will help minimize entries to wrong
account numbers, as well as, minimize negative balances in the inventory accounts.

YA To Set Primary Cash Account Default

Follow the procedure below to set the default cash account to the primary checking account
1005.00 — General Checking. This will help decrease wrong entries to the ‘1000.00 Cash’
Parent account numbers when: paying bills, paying tax, making deposits, etc.

1. From the Menu bar, select Edit and then drop down to 7 Jefferson Lodge #9999 - Quil

Pl‘eferences. '? File B=eidl View Lists Company
2.  Click Checking (at the left). e
3.  Click My Preferences tab. s
Femind:  Use Register  Cirl+R
NOTE: At times, a Cash account other than 1005.00 — et Use caaator
General Checking may be used (i.e. 1006.00 — Bingo : 5ol
Checking). If this is the case, you must manually PR

change the account # in QuickBooks.

4, Check all 4 boxes in the ‘Select Default Accounts to Use’ area; select 1005.00 —
General Checking in each associated ‘form with’ drop down.

5. Click OK. Prederenioes

BB Bmemeriry Lly Prictarences oAy Pratereneg

My Preferences Tab

e i -3' 30030 - Cnih: 1. 30

wo B Fay B e W] . iy ez

sy

5] Goetn e Py s T Ey'rd w1 | 300000 - Cur: 0. e SO0
[ Dowr tha Vit Denose B iR | 3 om0 e ez
A T

Check all Account

4 boxes Selection Boxes

QuickBooks Participant Workbook 4/09 22
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Set Preferences in QuickBooks, cont.

v To Set the Accounting View

When entering the account numbers on the QuickBooks function screens, the default is set to
display ‘Parent Accounts’ — and not ‘Sub-Accounts.’

Follow the step s below to display both parent and sub-account numbers in your QuickBooks

ViEWS.

A I S

% ~actSll

v Show the lowest sub-account only.
Click OK.

From the icon list at the left, click Accounting.

Click the Company Preferences tab.

Preferences Type a help question nskl

2  Accounting

g Bills
E Checking
=34 Deskbog View

Mw Preferences

i Accounting

‘.'{i Inteqgrated Applications
' Ikems & Inventory

f=t Jobs & Estimates

I;_E] Payroll & Employees

% Reminders

M Reports & Graphs
% Sales & Cuskomers
lg| sales Tax

Send Forms

% Service Connection

Accounts

v Use account nurbers

Iv Shaw lowest subageount anly

W Use class tracking

v Prompt ko assign classes

I Company Preferences I

From the Menu bar, select Edit and then drop down to Preferences.

NOTE: If a FRU account # is not set up properly (e.g., missing the complete
####.## numbering structure), QuickBooks will not let you save the
Accounting preference. If this is the case, you will need to fix the error first,
and then try to set the preference to the lowest sub-account only.

¥ How Do I?| x|

v Require accounts

Cancel

Company
Preferences

Help

Default

Pk

v Automatically assidn gemeral journal entry number

v Wharn
Dake \Warr

Show the lowest
sub-account only

v warn if TraTEECTOTE e

TIIs] T INE past

¥ Warn if transactions are |30 day(s) in the Future

Closing Dake

[rate through which books are closed:

(nok sek)

Set Date/Password I

Also See:
Genetal

Pavroll and
Emplovess

QuickBooks Participant Workbook 4/09
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Set Preferences in QuickBooks, cont.

YA To Turn Off the Inventory Tracking Options

UNLESS you are using computerized cash registers routed to QuickBooks, the ‘Inventory
Tracking Options’ in QuickBooks should be turned off. If this is not done, QuickBooks will
create negative account balances in the Inventory accounts that will show on the Balance
Sheet.

Follow the step s below to turn off inventory tracking.

1 From the Menu bar, select Edit and then drop down to Preferences.
2 From the icon list at the left, click Items & Inventory.

3. Click the Company Preferences tab.
4

Uncheck any checked box in the Purchase Order and Inventory area.
(Click to uncheck)

5. Click OK.

Preferences Type & help question

B Accounting My Preferences | Company Preferences | h o

_ﬁ Bills Purchase Orders and Inventory gy

E Checking [l Inventory and purchase orders are active.;
L Diesktop View =rr about duplicate purchase order numbdrs
%y Finance Charge

Bp General A
fi Integrated Applications

Help

Default

Compa ny Also Sea;

| Check 3 Boxes Preferences General
{=f | Jobs & Estimates from bottom upl Tab

L Sales and
It'—t‘ Payroll & Employess Custamerls

1
o =T e Unit of Measure

Items & Inventory Shahle, . Howe can 1 enable Unit of Measure?

=

lg| Sales Tax

Send Forms

% Service Connection
Ig Spelling

[Z] Tawx: 1092

[ 5] Time Tracking

QuickBooks Participant Workbook 4/09 24
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2 — Create New Sub-Accounts, Items, & Classes

Objectives

At the end of this lesson, you will be able to:

= (Create new ‘sub-accounts’ that follow the proper numbering scheme of the
QuickBooks Chart of Accounts.

= (Create new sub-account ‘items’ that will be used to record sales receipts or bills in
QuickBooks.

= C(lassify financial transactions by assigning ‘classes.’

Topics
The following topics are covered in this lesson:

= (Create a New Sub-Account
=  (Create a New Item Number

= (lass Tracking

QuickBooks Participant Workbook 4/09 25
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Create a New Sub-Account

Purpose

Before setting up any new sub-accounts, it is important to review the account numbering
system used by Moose International. Remember - these account numbers help to classify
income, expenses, liabilities and assets.

Sub-Account Rules

If a new sub-account is created, it is important that the following rules are followed:

T 1. | DO NOT duplicate an existing sub-account #.

2. | Make sure new sub-account # is sequenced (or grouped) properly:

= New sub-account # is at the correct level in the Chart of Accounts
outline

= The sub-account number ends with .00

3. NEVER add a sub-account to another sub-account!

QuickBooks Participant Workbook 4/09 26
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Create a New Sub-Account, cont.

“™ To Add a New Sub-Account

Follow the steps below to add a new sub-account to an already existing parent account.

1. From the Home page Company section, click the Chart ESUMRfy S—
: +1005,00 General Checking
of Accounts icon. + 100600 Binga Checking
+1007.00 Gaming Checking
+1008.00 Other Checking
+1009,00 Other Checking
+1010.00 Savings
+1020.00 CDv's
+1025,00 Petky Cash
+1100,00 Receivables
+1105,00 N3F Checks
+1199,00 Undeposited Funds
% 1.300,00 Inventary
+1310.00 Resale Merchandise
+1320.00 Bingo Inventory

2. In the lower left corner, select Account; New.

3. From the Account Type Window: choose an account ¢1325.00 Gaming Inventary
. +1330.00 Beer Inventary
from elther: 2 1335 00 Limar Trwenkorw

Chrl-+Hm

a. Displayed list

Edit Accounk Ckrl+E
b. Choose Other Account Type dropdown. Delete Account Chr+D

Make Account Inackive

Show Inactive Accounts
v Hierarchical Yiew

Flat Yiew

B e E

4
4] Chooss one acoount byps ard chick Continue

Add New .

Calugorics rorey pour businem ssra or spande Zuskomize Columns, ..
P Account: Choose
o Account Type Irnpart Fram Excel ...

H e Lse kel
O, Ik thes vk of o -raehs ] Bt window e, _ -

Find Transactions in. ..
7 Pised Gusek (=majer perosases]
S Prink List. .. Chrl+P
" Loan .
. Re-sart List
" Credit Card
ey Ackivities = e
€ Otber foopust Types | <omiect s =]
i 1% i anesd

4. Click Continue (the ‘Add New Account’ window appears)

(procedure continued on the next page)
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Create a New Sub-Account, cont.

“™ To Add a New Sub-Account

Continue with the steps below to add a new sub-account.

5. Enter new account number with .00 at end

' Add New Account Type 3 help question . [Z”h : [5—2|

"ﬂ' Account Type | Income | Mumber | A

Account Name |

[]subaccount of |

Optional
Description | Ex: 4730.00 —
Community Service
; Income
Nate |

Ta-Line Mapoing | <Unassigned>

T

Tax Line Mapping
covered in detail in the
*Administrator’ course.

| How do I choose the right tax line?

I Save & Close \ [ Save & Mew ] [ Cancel

Account Name
v" Subaccount of (drop down to associate Parent Account)

If desired, enter an Optional Description and Note.

v ® N o

Save and Close to save new sub-account and close Add New Account window.
- Save and New to save the new sub-account and then add another.

- MI QuickBooks Resource Manual — Working With Asset & Liability Accounts
- QuickBooks Training Job Aid, Page 21
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L)
v)\ Add New Sub-Accounts (Lodge)

Instructions: Refer to the table below to enter new sub-accounts that will be used to enter bills
later on in this class.

Note: Parent Accounts have been included in the table to help clarify where your new
sub-account will appear in the Chart of Accounts.

Associated New Sub- Sub-
Parent Account # Sub- Account | Account
and Title Account # Type Name
4600.00 4620.00 Income Misc SQ Income
Other Income
4700.00 4715.00 Income Lodge Sports Comm
Special Proj and
Committees
2300.00 2305.00 Other Sales Tax Liability
Other Liabilities Current

Liability
2500.00 2505.00 Other Endowment Fund
Due to Other FRU Current

Liability
5400.00 5481.00 Expense Support Services & Fees
General Administration

QuickBooks Participant Workbook
Page 29 of 126
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@Add New Sub-Accounts (Chapter)

Instructions: Refer to the table below to enter new sub-accounts that will be used to enter bills
later on in this class.

Note: Parent Accounts have been included in the table to help clarify where your new
sub-account will appear in the Chart of Accounts.

Associated New Sub- Sub-
Parent Account # Sub- Account | Account
and Title Account # Type Name
4700.00 4725.00 Income Chapter PEP Comm
Special Proj and
Committees
4700.00 4732.00 Income Chapter Star Recorder
Special Proj and Comm
Committees
2300.00 2305.00 Other Sales Tax Liability
Other Liabilities Current

Liability
2500.00 2505.00 Other Endowment Fund
Due to Other FRU Current

Liability
5400.00 5481.00 Expense Support Sves & Fees
General Administration
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Create a New Item Number

Purpose

= When a sales receipt is recorded in QuickBooks, part of the information on the receipt
or bill is the item for which the receipt or bill is being written.

= When a new Sub-account is added to the QuickBooks Chart of Accounts (COA), a
corresponding Item must also be added to the Item list. While providing a quick way
to enter data, an Item also handles behind-the-scenes accounting because it is linked to
a specific account in the Chart of Accounts.

“m To Add a New Item

Follow the steps below to make sure an item appears when a sales receipt is recorded in a
QuickBooks Item or Expense Account.

1. Select or create the Chart of Accounts sub-account so it is visible before
entering an Item Name/Number and Description for a new item.

Example: 4730.00 Community Service Income

2. From the Home page, click the Item icon.

3. From lower left - b Tvpe a help question Askl = How Do I:

Item, drop down to
Description Accounk

New. RalSSSR
Application Fees e 2000,00 Du,,,
| #2515 ABCD/Per Capita Due k.., [Service 2500,00 Du..,
H #4005 Membership Dues Service 4000,00 D, ..
+42Z0 FUR Resale Merchandise |Service 4200.00 54l ..
#4230 Beer Sales Service 4225.00 5a...
+4235 Liquar Sales Service 4225.00 540...
+4255 Food Sales Income SErvice 4250.00 Kit. ..
+4.300 Donations Service 4300,00 Do,..
+4610 Youth Club Income Service 4600,00 O, .,
+4305 Cover Charge Income Service 4300,00 En...
> CItem |  Activities Fepotks * Excel = [T Inclu
Chrl+M
Edit Item Ckr|l+E
Delete Item Chrl+Dr
Make Item Inactive
a
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Create a New Item Number, cont.

“f Continue with the steps below to add a new sub-account:
4. At the Type drop-down, choose Service.

NOTE: Choose ‘Other Type’ only if working with NSF Checks. The NSF process
and procedures is described in Appendix A of your training manual.

Or Etion
‘Other Type’
i | Use ﬁ:ur sewu:es. yau charge for l;ur pu_l'cljase. I_|ke -
A= | zpecialized lzbor, consulting hours, or professional
fees,
NOTE: Mext
e foeies L adiol < | Donotuse! Custom Fields
] D
Spelling

[ ] This service is used in assemblies or s performed by & subconiractor or partner

Description Rate x
L _0.00| [ ] Item is inactive
Account

| b,

5. At Item Name/Number: enter first four #s of the sub-account number,
followed by the sub-account name (e.g., 4730 Community Service Income).

NOTE: This Item Name/Numbering convention is a standard Moose International
practice! Following this practice will help to select the correct Item when recording
a sales receipt or a bill!

6. In the Description field, enter the name of the Item’s corresponding sub-account

(e.g., Community Service Income).

7.  Inthe Account drop-down list, select the corresponding sub-account
(e.g., 4730.00)

8. Choose OK to save the New Item and close the New Item screen

- Or, choose Next to save the New Item and enter another.
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L)
v)\ Create New Item Numbers (Lodge)

Instructions: Refer to the table below to enter new Item Numbers that will be used to enter
receipts later on in this class.

Associated

Sub-Account # New Item Item

and Title Item # Type Name

4620.00 4620 Service Misc. SQ Income
Misc SQ Income

4715.00 4715 Service Lodge Sports Comm
Lodge Sports Comm

2305.00 2305 Service Sales Tax Liability
Sales Tax Liability

2505.00 2505 Service Endowment Fund
Endowment Fund

5481.00 5481 Service Support Sves & Fees
Support Sves & Fees

@ Create New Item Numbers (Chapter)

Instructions: Refer to the table below to enter new Item Numbers that will be used to enter
receipts later on in this class.

Page 33 of 126
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Associated
Sub-Account # New Item Item
and Title Item # Type Name
4732.00 4732 Service Chapter Star Recorder Comm
Chapter Star
Recorder Comm
4725.00 4725 Service Chapter PEP Comm
Chapter PEP Comm
2305.00 2305 Service Sales Tax Liability
Sales Tax Liability
2505.00 2505 Service Endowment Fund
Endowment Fund
5481.00 5481 Service Support Sves & Fees
Support Sves & Fees
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Class Tracking

Purpose

QuickBooks provides a feature called Class Tracking that allows you to:

= Group transactions to match your reporting needs

= (lassify and track income and expenses as they pertain to a specific business function

= Generate Profit/Loss Reports that will give you a better snapshot of the breakdown of
monies received and spent in each area of the FRU operations

NOTE: All transaction windows include a field for entering a class.

M To Add a Class

Follow the steps below to enter a new class name.

1. From the top Menu bar, select
Lists.

2. A current class list appears.
From the Class drop down, select
New.

3. Enter a Class Name

4, Select OK to save the new Class
Name and exit the New Class
screen.

- Or, choose Next to save the
New Class and enter another.

i3 Jefferson Moose Lodge # 999 - QuickBooks Pro 2007
File Edit Wiew | Lists Company Customers  Wendors  Emp

flomy Chart of Accounts Chrl+a
Harme Custe  ltem List
———————————  Fixed Asset Item List
h Price: Lewel Lisk
a Payroll Ikem Lisk
5 Class List
=
=
o Fibhar Rlamas |ick
3 Type a help question | Ask ¥ HowDoI?| _|O)| x
Mame l
< Zommunity Service Committes ;I

+Dues

+Family Activities Camnmittes
+Kitchen

+Lodge

+Membership Dues

+Ritual Committes

+5ports Cormmittes

+50)

¢ 5tar Recorder Committes

Ell

Reports  * [ [T Include inactive

.| Edit Class ChrH+E |

o New Class

Class Name L | ok

[ subclass of Cancel
=
[ | Mext

m Class is

inactive

QuickBooks Participant Workbook 4/09
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L)
v)\ Add New Classes (Lodge)

Instructions: Refer to the table below to enter the new Classes that will be used in this training

session to “classify” Chart of Account items for easier report interpretation.

Class Name

Sports

Endowment

@Add New Classes (Chapter)

Instructions: Refer to the table below to enter the new Classes that will be used in this training

session to “classify” Chart of Account items for easier report interpretation.

Class Name

PEP

Membership Retention

General Fund

QuickBooks Participant Workbook
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3 — Enter Vendors & Customers

Objectives:

At the end of this lesson, you will be able to:

= Differentiate between a ‘Vendor’ and a ‘Customer’ — from a QuickBook’s
perspective.

= Adda ‘New Vendor’ to your QuickBooks database to simplify your FRU’s accounts
payable operations.

= Adda ‘New Customer’ to your QuickBooks database to simplify your FRU’s accounts
receivable operations.

Topics

The following topics are covered in this lesson:

= Add a New Vendor
= Add a New Customer
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Add a New Vendor

Definitions

QuickBooks defines a ‘Vendor’ as anyone (other than employees) that you pay money TO.
Examples of FRU Vendors include:

= AT&T
= ComkEd
= Moose International

=  Moose Charities
= Post Office

When to Use

New Vendor contact information can be recorded in QuickBooks in two ways: 1) in advance
of the ‘Enter Bills’ transaction, or 2) during the ‘Enter Bills’ transaction. You may want to
follow the procedure below if you find that a given Vendor does not typically include
self-addressed payment envelopes with their bill.

YA To Add a New Vendor
Follow the steps below to add a New Vendor to your QuickBooks database.

1.  From the Home page, click Vendors section.

2. Click New Vendor.

# Vendor Center: Moose Charities (All Transactions)

(B MewVendor.. %] New Transactions» = Printv ﬁ Excel =

Transactions | Vendor Information

Vendors
Vg I Active Vendars v | Vendaor Name Moose Charitig
_ X Rate This Vel
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Add a New Vendor, cont.

“f Continue with the steps below to add a new vendor:

3. Click the Address Info tab.

OPENING BALANCE: Do NOT enter
anything here! Vendor balances
are created when entering bills.

‘Address Info’ and
‘Additional Info’ tabs.

" Mew Vendor Type a help question _ _ E”EJ B‘l

Vendor MName

- T ——————— How do I detirming
Hperha Bne | | 22 0% 1037072008 (B8] F:2 opening belance?
—» |l  AddressInfo | Additional Info
Company :“-Jameg Cortact | i
M. Ms. /L. [ i Phore i O Verdors
FirstMame | TM| | rax [ 1 inactive
Last Mame [ | atPhome [
Mame and Alt. Contact [
Address ;
E-mail
e

Print on Check a5

Address Details

4.  Enter the Vendor’s name in the Company Name|field and then tab.
NOTE: The Company Name will automatically appear in the ‘Print on Check as’ field

5. Enter the Vendor's Name and Address.

6. Enter the Vendor’s Contact information (phone, fax, email, etc.) on the right side
of the screen.

7.  Click the Additional Info tab.
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Add a New Vendor, cont.

“f Continue with the steps below to add a new vendor:

8. Enter the Vendor’s
Account No.

9. Click OK to save the
Vendor information
and close the screen.

- Or, click ‘Next’ to add
another Vendor.

Twpe a help question | Ask

vendar Name |

How do T determine

Opening Balance |

Account Mo, I

Categorizing and Defaults

Tvpe

| =]
Terms

| =~

Credit Limnit: I
Tax ID I

[~ vendor eligible for 1099

Sl |02,I'11,l'2009 E the opening balance?

Address Info I Additional Info I

Custaom Fields

¥ HowDo 17| _|O0):

0K
Cancel

Mexk

Yendor is
inactive

*Next’ to add
another Vendor

Define Fields I

- MI QuickBooks Resource Manual —Working with Vendors
- QuickBooks Training Job Aid, Page 20
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L)
*>\ Add a New Vendor (Lodge)

Instructions: Refer to the tables below to enter information about new vendors that our
training FRU will have to pay money to.

1) Enter the following Vendors using the New Vendor screen.

New Vendor Vendor Details

ComkEd Address:  P.O. Box 18075, Chicago, IL 60680
Phone: 1.800.Edison1
Fax: 1.800.334.7662
Email: www.comed.com

Ben E. Keith Distrib Address: 12345 Main St., Jefferson, IL 60539

Contact: Ben Keith
Phone: 1.630.337.7661
Email: bkdistrib@att.net

Moose Charities Address: 155 South International Drive,
Mooseheart, IL 60539-1100
Phone: 630-966-2200

Fax: 630-966-2248
E-Mail: www.moosecharities.org
First National Bank Address: 446 Webster, Jefferson, IL 60539
Phone: 1.630.337.5553
Email: www.firstnationalbank.com
QuickBooks Participant Workbook 4/09 41
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@Add a New Vendor (Chapter)

Instructions: Refer to the tables below to enter information about new vendors that our
training FRU will have to pay money to.

1) Enter the following Vendors using the New Vendor screen.

New Vendor Vendor Details

Moose Charities Address: 155 South International Drive,
Mooseheart, IL, 60539-1100

Phone: 630-966-2200

Fax: 630-966-2248

E-Mail: www.moosecharities.org

Mike’s Equipment Repair | Address: 310 Hill St., Jefferson, IL 60539
Phone: 630-337.7070

Fax: 630-337.7071
E-Mail: www.mikesrepair.com
Boy Scouts of America Address: 123 Main St., Jefferson, IL 60539
Phone: 630-859.2000
E-Mail: www.bsatroop800.org
QuickBooks Participant Workbook 4/09 42
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Add a New Customer

Definition

QuickBooks defines a ‘Customer’ as anyone that you receive money FROM. Examples of
FRU Customers include: Member Dues and Fees, Kitchen, or Social Quarters.

NOTE: Money received from Endowment Fund, Committees, Bingo, etc., will also need to be
entered directly into QuickBooks. Similar to the New Vendor procedure, New Customer
information can be recorded prior to a business transaction (e.g., recording a receipt for a
committee) or via the Quick Add procedure.

When to Use

You may want to follow the procedure below if you prefer to enter the new customer ‘Bill To’
and ‘Ship To’ information in QuickBooks prior to completing a business transaction with that
Customer.

“™ To Add a New Customer

Follow the steps below to add a New Customer to your QuickBooks database.

1. From the Home view, click the Customer Center icon.
The following screen appears:

¥ Customer Center: (All Transactions)

E, New Customer & Job = ‘E New Transactions » L,gg Print » fﬁ
Customers & Jobs Transactions 1 Customer Information
View fActi'-.-'e Customers | Customer fame

Clctnmar Tune

2. From the New Customer & Job drop-down, select New.
The New Customer screen appears:

(procedure continued on the next page)
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Add a New Customer, cont.

“f Continue with the steps below to add a New Customer to your QuickBooks database.

3. Click the Address Info tab.

Type & help question

&% New Customer

Custamer Name

Opening Balance

: Address Info | :.'-\ddi_b:onal-ini:'a ._ ' “Eé\-'ment.lr;fo . lol:u Info
Company Mame | | Contact
Mr. Ma.f... [ [ Fiane
First Mame I ML ] Fax
Last Mame - | alt. Phone |
Alt. Contact |
E-mail
Cc l
Addresses ;
Bill To ShipTo |

= e __ Howy do I determine 0l
[ l:nc:D3-"':'*"-"2':":'3___, the opening balance?

IH

Cancel

Mext

Help

! |:| Customer is
inactive

Next to add
another
Customer

vl

g
(5o to Customer
Manager

4. Enter the Customer Name (or the Individual’s Name).

5. Enter the Bill To Address.

6. Choose Copy to duplicate the address information into the Ship To field (if

necessary).

7. Enter the Customer contact information (right side of screen).

8. Click OK to save the new customer information.

- Or, click the Next button to ad another Customer.

- ‘Additional Info, Payment Info, and Job Info’ tabs do not contain information

useful to a Fraternal Unit.

- QuickBooks Training Job Aid, Page 20

- MI QuickBooks Resource Manual —Working with Customers

QuickBooks Participant Workbook 4/09
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L)
v)\ Add a New Customer (Lodge)

Instructions: Refer to the table below to enter information about new Customers that our

training FRU ‘will receive money from.’

New Customer

Youth Club Chairman

Entertainment Chairman

Lodge

@ Add a New Customer (Chapter)

Instructions: Refer to the table below to enter information about new Customers that our

training FRU ‘will receive money from.’

New Customer

PEP Chairman

Endowment Fund

Star Recorder Chairman

QuickBooks Participant Workbook 4/09
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4 — Enter Receipts & Deposits

Objectives

At the end of this lesson, you will be able to:

= Enter a ‘Sales Receipt’ to record money received for anything other than member dues
and fees

= Refer to a Deposit History Report to enter a ‘Dues & Fees’ Receipt
= ‘Memorize’ a commonly-used transaction for future use

= Record and View Deposits

Topics
The following topics are covered in this lesson:

= (Create a Sales Receipt

= Memorize a Transaction

= (Create a Dues & Fees Receipt
= Make Deposits
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Create a Sales Receipt

When to Use

All monies/receipts collected by a FRU need to be must be matched up with a QuickBooks
sales receipts. These receipts will be selected later on when deposits are made in
QuickBooks.

When a Sales Receipt is created, two things are happening. The receipt amount is 1) applied
to the proper QuickBooks account, and 2) recorded in the QuickBooks ‘1199.00 —
Undeposited Funds’ account.

=  The 1199.00 Undeposited Funds account serves as a ‘virtual safe’ (holds money until
deposits are made in QuickBooks).

= After deposits are entered into your Checking Account:
o Account 1199.00 will show a zero balance
o Actual deposit amount will appear in your Checking Account

“® To Enter a Sales Receipt:

Follow the steps below to enter a sales receipt for money collected from a bake sale, an
endowment fund collection, etc.

1. From the Home view Customer section, click the Create Sales Receipt icon.

!, Entar Salés Foetaipls

s et e » LQEved « Bow » Frim 8 seslng By o v (B Treskones

Cushorser s ok [=F 1] Tamdats I_lCmu.rI- |
e - Cumbore Zalee FBaceipt |

Sales Receipl msizoes |

Il o - |

ek Tk

[C]Tobe provieg [ To be g-raiined e

za !-_lPru:ll.l.ul:I cwrd pargst FhEn Ty

e e ey

(procedure continued on the next page)
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Create a Sales Receipt, cont.

“M Continue with the steps below to finish entering the sales receipt.

In the Customer:Job field, identify where the | "¢» Enter Sales Receipts |
funds were received from (e.g., Wefakly Receipts, W previous TP Next &5 -
Star Recorder Chairman, Membership,
Endowment). Customer: Job
a. Type in desired the Customer: Job, and hit TAB = fdd New =

to see a pop-up list of available options. Duas
b. Select the Customer from the list. E;'ggn;“ ment Fund

Social Quarkers

Wadmima

Note: '‘QuickAdd’ or ‘Set Up’ if your choice does
not appear in the list.

In the Issue Date field, drop-down to enter the Date the funds were received.

- Date on official business receipt, or end of the week for the weekly Lodge
receipts.

- NOTE: QuickBooks automatically assigns a Sales Receipt Number. If necessary,
change the auto-generated receipt no to match your manual receipt.
In the Receipt No. field:

a. Accept the auto-generated QuickBooks number, or
b. Manually change it to match your official business receipt

In the Item field, type or drop-down to select the first item on the receipt.
Enter the Class to help filter or sort report data later on.

In the Amount column, enter the amount collected.

Repeat Steps 5-7 for any additional items associated with this receipt.
Enter information in the Memo field if desired.

Choose Save & Close to save the Sales Receipt and close the window.

- MI QuickBooks Resource Manual — Working With Bank Accounts, Issuing Receipts
- QuickBooks Training Job Aid: Page 9
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Create a Sales Receipt, cont.

Weekly Lodge Receipt Example:

% Enter Sales Receipts Type a help question ﬁ . E”E”E|

rrevions Prext o - B - B - £ o speling By History  ~ 25 Get Online Pmts [38 -
Custormer: Job Class Template
< ¥ |sa v | Custom Sales Receipt |3¢]
z Diate | |
Sales Receipt 04/22/2009 3
30
Item Description Class by Rate Armaount |
4230 Beer Sales 50 120,00 120.00 | ~
4235 Liquar Sales 50 175.00 175.00 =
4255 Food Sales Kitchen 148.50 145.50
¥l
Custamer W
Message
Total E03.50
Tobe printed [ ] To be e-mailed Mermo | !
[ add TimeCosts, .. ]
[] process credit card payment when saving
[ Save & Close ] [ Save B Mew ] [ Rewvert
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Create a Sales Receipt, cont.

Chapter Fund Raising Example:

‘e Enter Sales Receipts. = 8%
rrevions FPre: &5 - & -~ B - € #opeling % History = 25 Get OnlinePrts [14 ~
Customer: Job Class Template
|Cha|:|ter .Vf:_| | =\F__| |Cust|:|m Sales Receipk | % |

= Brake |
Sales Receipt 04/23/2009 4
Multiple Committees
Ehapkat sharing a single
project
Ikem Descripkion by Rake Class Arnounk |
4723 Chapter Youth Invalvement £8.50 [Youth £5.50 |A
4726 Education Adwancement 79,35 [Youth 73,35 ;
4728 Health Awareness 92,78 |Youth 92,78
i
Cuskamer o
Message
Tatal 240,63
Tobe printed  [] To be e-mailed Meriio |
[ add Time/Costs, ., ]
[ ] Process credit card payment when saving
[ Save & Close J L Save & Mew J [ Revert ]
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Memorize a Transaction

When to Use

Repetitive entries like ‘Create a Sales Receipts, Enter Bills,” or ‘Create Journal Entries’ can

be memorized so they do not have to be created over and over. Once memorized, these
transactions can be selected at any time and will only require a minimal amount of data to be
entered (e.g., ‘date’ and ‘$ amount’).

“m To Memorize a Transaction

Follow the steps below to ‘memorize a transaction’ for future use:

1. Enter a QuickBooks transaction (e.g., Sales Receipt) as you normally would.

- Enter Customer:Job, Item, Description, Class, and description (optional).
- NOTE: DO NOT enter Date or any Dollar Amount!

2. Once the transaction is created, &] Filz= B=s[¥ Yiew Lists Company Cuskomers
click Edit from the Menu bar and then Unda Typing Chrl+2
Select Memorize Sales Receipt. Cusk Revert
- The Memorize Transaction window ——

will appear. =
ﬁ e Mew Sales Receipt Chrl+M
% Cus  pelete Sales Receipt k4D
E byl Memarize Sales Receipt Chrl+M
@ . .
3. Name the memorized transaction as desired and click OK.
- NOTE: Do not select the ‘Remind Me’ or the ‘How Often’ buttons
¥ Memorize Transaction E|
(*) Remind Me How Often | Mever w
) Don't Remind Me Mext Dake
) Automatically Enker

4  When ready to use this transaction again, click MemTX on the .

Icon Bar to display the list of Memorized Transactions, and then E\—)

select the one that you want to use. Mer T
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L)
'>\ Enter Sales Receipts — (Lodge)

Instructions: enter Receipts #10-#12 below. Pay careful attention to the Item #s on the receipts.

Receipt Memorize this
#10 ity s Siate] ' (] receipt!
OFFICIAL RECEIPT
Lopal @rber of MHloose ﬂ
Except for Dues and Feex
meéamﬁﬁrw ANY 00/100 Dollars
Samne eing for ﬂﬁ ﬁM
(SEAL) Lodge ™o
Trem 4610 By _I.D. Administrator
Receipt T ; —
#11 it Cale) Trake)

: OFFICIAL RECEIFT .
ﬁ Yopal @rder of Hloose ﬁ
Excepi for Dnses anil Fees
Qeceived of ‘?@fﬁ 6‘?}.{‘? Entertainment Chairman 3 25000&
Twanty FiveHnreer Vol saes olfars

same veing for_ STEAK P INNER

TremdH265 For $2000 LodgeMo_
Trem *HBOS Bnreerpimvent $500g, J.D. Administrator
I
Receipt
#12 {Cahy amed St} ' {Dhade )
OFFICIAL REECEIPT
Yopal @roer of fHloose
Encepi for Dues and Fees
Received of _ ?‘E’f‘éﬁﬂk‘éﬁ' 3 W?ﬁ
Triery Foe Vol ses s 15/100 Dollar
dame being for 'EN?W Wﬂﬁ‘rﬁ'&
(SEAL) LRENTE INILE Lodge No
Trem * 2606 gy J.D. AMMFMW
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L)
'>\ Enter Sales Receipts — (Lodge), cont.

Instructions: Review the following manual House Committee receipt and then enter it into
QuickBooks. Pay careful attention to the following:

1) QuickBooks Item #s

2) Total sales tax collected that needs to be entered and deposited to
Account #2305.00 — Sales Tax Liabilities

3) Total Receipts

QuickBooks
Item #s

.—..-.---—-.--.—..—--——--—--—--—-—-----’-‘-'—"—‘_‘--

v i
' ...................... Lodge No...<. ... Date: vz e '
Mdse, 51 Beer ¢ 3316.76 #4230 Loyal Order of Moose
' i i Liquor g 2067290 #4235 HOUSE COMMITTEE RECEIPT "
ST IR : i
' A — K.i.t_c_h‘?r_‘__ ¢ 1892.52 #4255 I Hereby Certify that the total Receipts to date are :
! DA R, o e i D
: | T T ATC ) SRS Rt i T T '
Vend. Mach. ... covvinnss B oo cnmin Signature of Employee
‘ T T gt I Hereby Acknowledge having Received from said ‘
' SaAleS Tax Collected ¢ 551.75 #2305 :e the above-mentioned sum of money. '
P — T — | l
; 1 7E Srgned o sea e S
'[ Total Receipts... ... 5843393 L ILj 7 :]‘ B Secretary of House Committes l
| 4 4 i

!

. e - - R - e SR S i e e SR e e e e ic e -aiiee ol el i ofiEee -oilior o ol <SSR

7% TOTAL Receipt #
state sales tax RECEIPTS
calculation
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@Enter Sales Receipts (Chapter)

Instructions: enter Receipts #10-#12 below into QuickBooks. Pay careful attention to the Item
#s on the receipts.

Memorize
o this receipt!

O FL IR
el FE¥dmypwv ey of fhe SElooss o
1

ﬁjf;ff;tz 20 Ma
{'::I.l'l'lrl.-ﬂ Fiamel Dhate)

swe e Endowment Fund g 3475

Th|rty -four dollars and 75/100 (=78
Chapter Dev. Committee Meeting

TE-;J?':E-HFH Chapter Hn.iﬂi
By 1D Recorder

Receipt
#10

Same being for

LTl

L L L o e T e R e

OFFICLAL BUSIMESS RECEIPT
. FE¥appwv e of the SHElooss i

ﬁT 20 Mo 2
{l.'.':l.lrmd TS Mhate)
%-I i faf{ PFP Committee g 178.0

Receipt
#11

One-hundred seventv-eiaht dollars and 0/00 @
Same being for Bake Sale dtines

TEﬁEE’”ErH Chapter No. ‘?‘H’
! e o 4725 By D RKecorder

TS

e [ ol e e T e

CFFICIAL BUSINESS RECEIFT Receipt
P ¥ dmyppv ey of fhe SHElooss o #12
qﬁa 0 i A
{E:l.lrmd Fratek iThate
9‘,-( Star Recorder Committee & 318.00
o
Three-hundred and eiahteen m

Samme beine for_Breakfast Receiots
=

TE-JI_J?:E-HFH Chapter Hn.iﬂi
(EALY  Ttem 4732 By 1D Kecorder

LTl
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Create a Dues & Fees Receipt

When to Use

Dues will be manually entered into QuickBooks.

= Entries will be made from the Deposit History Report obtained from LCL.net

= Entries are for the direct deposit of dues made by Moose International into the
Fraternal Units checking account for dues paid through the lockbox.

= Entries will use the Customer Name of ‘Membership Dues and Fees’

= Dues and Fees collected from applicants will also be entered into QuickBooks.

How to Use
In Lodges: In Chapters:
1. Create manual receipts. 1. Enter as a single QuickBooks Dues
Receipt all Members on the Deposit
History Report.
2. Add receipts to weekly envelope. 2. Attach Deposit History Report to
Dues Receipt for audit purposes

3. Enter as a single QuickBooks Dues
Receipt for the entire envelope.

4. Attach Deposit History Report to
Dues Receipt for audit purposes.
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Create a Dues & Fees Receipt, cont.

“® To Enter Dues & Fees — From Deposit History Report:

Follow the steps below to enter dues from a deposit history report,

1.
2.

From the Home view Customer section, click the Create Sales Receipt icon.

In the Template drop-down, choose Dues Receipt.

A previous [ Mext @ - @ - a - | %{ Spelling QhHistory - éGet Online Praks [E -

Twpe a help question

Customer: Job Class Template  Prink Preview

- |
Dues Receipt 03/10/2003 El &3

ﬂ I ﬂ |:3ues Receipk hdl

——

Ikem

Description | Rake | Arnount

o v kW

rs

In the Customer; Job field, drop down to select Member Dues and Fees.
Select the appropriate Class for Member Dues and fees.

Enter the Date of the Dues Deposit from the Deposit History Report.

Select the Item for Membership Dues (e.g., 4005) from the drop down list.

» 4005 for membership dues = 2515 for ABCD/Per Capita (MI)
» 4020 for Acceptance Fee = 2510 for Application Fee (MI)
» 4025 for Transfer fee

Enter the Amount of the Deposit.
Enter the Batch number of the Deposit History Report on the Memo line.
Attach the Deposit History Report to the printed receipt.

- MI QuickBooks Resource Manual -Working With Bank Account; Entry of Dues & Fees
- QuickBooks Training Job Aid, Page 10
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L)
*>\ Enter Dues & Fees Receipt #1 EXERCISE
— From Deposit History Report

Instructions:.

Review the example Deposit History Report below.

Create a receipt for the deposit amount to put the money into account 1199.00 Undeposited
Funds. Note: You will make the actual deposit to Checking Account 1005.00 later on in the

training.
Exercise Note:

Print FRU Payout 510454 Let QuickBooks

create the 'Receipt |—

[ print | [ close ] Number
Payout ID: 510454
Charge Type: Membership Dues
Amount: $198.00
Payee: Jefferson
Paid Date: 03/23/2009
Void Date:
Bill To Member ID Charge Amount
Ned Avery 012345678 Dues 04/01/2009 through 03/31/2010 $22.00
Ben Belser 002179561 Dues 04/01/2009 through 03/31/2010 $22.00
Jake Bova 001606006 Dues 04/01/2009 through 03/31/2010 $22.00
Donnie Cowean 002137698 Dues 04/01/2009 through 03/31/2010 $22.00
Ron Ferrel 008284757 Dues 04/01/2009 through 03/31/2010 $22.00
Will Hacker 002285142 Dues 04/01/2009 through 03/31/2010 $22.00
George Hagie 001786132 Dues 04/01/2009 through 03/31/2010 $22.00
Randy Kattz 012345681 Dues 04/01/2009 through 03/31/2010 $22.00
Tad Kull 001895381 Dues 04/01/2009 through 03/31/2010 $22.00
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@ Enter Dues & Fees Receipt #1 EXERCISE
— From Deposit History Report

Instructions:

Review the example Deposit History Report below.

2. Create a receipt for the deposit amount to put the money into account 1199.00 Undeposited
Funds. Note: You will make the actual deposit to Checking Account 1005.00 later on in the

training.
Exercise Note:
Print FRU Payout 510453 Let QuickBooks
create the ‘Receipt |
[ Print ] [ Close ] Number’
Payout ID: 5104543
Charge Type: Membership Dues
Amount: $45.00
Payee: Jefferson
Paid Date: 03/23/2009
Void Date:
Bill To Member ID Charge Amount
Anita Bryant 012568475 Dues 04/01/2009 through 03/31/2010 $5.00
Elizabeth Burton 009121812 Dues 04/01/2009 through 03/31/2010 $5.00
Joanna Carson 009244672 Dues 04/01/2009 through 03/31/2010 $5.00
Dianne Comber 005708604 Dues 04/01/2009 through 03/31/2010 $5.00
Diane Conner 013492397 Dues 04/01/2009 through 03/31/2010 $5.00
Pam Dillon 013763022 Dues 04/01/2009 through 03/31/2010 $5.00
Susan Emmerson 005621460 Dues 04/01/2009 through 03/31/2010 $5.00
Nancy Gage 002261157 Dues 04/01/2009 through 03/31/2010 $5.00
Melissa Grant 002260785 Dues 04/01/2009 through 03/31/2010 $5.00
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L)
*>\ Enter Dues & Fees Receipt #2 EXERCISE
— New Member Application

Instructions: Assume that the example check shown below was written at a Moose Lodge. The
$80 total amount has been written to cover the potential Member’s Application Fee, the ABCD,

and the Membership Dues. Refer to the Dues & Fees Breakdown table below to enter the Dues

Receipt for this New Member. Pay careful attention to the account #s identified for each of the

fund types.

Example Check:

Favorite Bank

ll)ggirll\l/}glln Street Tefferson, IL 12345 April 13, 2009
Anytown, IL 12345
Pay to the Order of __Moose International $ 80.00
Eighty dollars and 0/100 Dallars
Memo New Member App & 1% vear dues Pat Smith
Dues & Fees Breakdown:
Total Membership Dues ABCD Application Fee
Check Amount Amount Amount
Amount: (Lodge Funds) (MI Funds) (MI Funds)
80.00 $22.00 $28.00 $30.00
Lodge Income Pay into and from Pay into and from
Account # 4005.00 Account # 2515.00 Account # 2510.00
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@ Enter Dues & Fees Receipt #2 EXERCISE
— New Member Application

Instructions: Assume that the example check shown below was brought to a Chapter meeting on
behalf of a potential New Member. The $45 total amount has been written to cover the
Application Fee, the Per Capita, and the Membership Dues. Refer to the Dues & Fees
Breakdown table below to enter the Dues Receipt for this New Member. Pay careful attention to
the account #s identified for each of the fund types.

Example Check:
: Favotite Bank .
11) ;ginﬁ;?n Street Tefferson, IL 12345 April 13, 2009
Anytown, IL 12345
Fay to the Grder of __ Moose International § 4500
Forty-five dollars and 0/100 Dallars
Mema New Member App & 1% year dues Pat Smith
Dues & Fees Breakdown:
Total Membership Dues Per Capita Application Fee
Check Amount Amount Amount
Amount: (Chapter Funds) (MI Funds) (MI Funds)
45.00 $5.00 $20.00 $20.00

Chapter Income
Account # 4005.00

Pay into and from
Account # 2515.00

Pay into and from
Account # 2510.00*
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Make Deposits

When to Use

After you’ve created receipts for money received, you will then need to make deposits in
QuickBooks to match those receipts. All deposits are calculated and saved in the 1199.00 -
Undeposited Funds account until actual deposits are made in QuickBooks. Once the deposit is
made in QuickBooks, the amount will be removed from the 1199.00 account and deposited to
the appropriate cash account (e.g., 1005.00 Checking — Cash or 1006.00 Bingo).

YA To Make Deposits

Follow the steps below to make an actual deposit in QuickBooks.

1. From Home view Banking section: click Record Deposits Icon.
- All pending receipts will appear in the ‘Payment to Deposit’ window.

Payments to Deposit Type a help question % How Do I?

Select View =
Yiew payment method type | EIREHEES

Select Payments to Deposit

| | Date Tirrne Type Mo, Pavrent Mek,.. Tarrie Arnaunk

I 04/10/20039 RCPT 4 50 533.00]

| 04/13/2009 RCPT 3 Dues 198,00 |
042412009 RCPT 5 50 597.50
04/24/2009 RCPT & Lodge 268,00 |

Display of all pending receipts!

Increments _
with each receipt
selected
l] -l;i‘-;-t-paymeﬁlés se-ien-:t;:n-:i.ﬁn.r |I:i.epus.i.l.: _P;aymer;fs Suh_l:ul:al _l]._l]-l].
Seleck [Moms
[ QK ] [ Cancel ] [ Help l
2. In the 'Select Payments to Deposit’ area: click to place a checkmark next to

any receipt(s) associated with the deposit that you want to record.

- Click Select All if all receipts shown apply to your deposit.
- Note how the Payments Subtotal increments with your selections.

3. Click OK.
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“® To Make Deposits, cont.

Continue with the steps below to record a deposit.

In the Deposit To field: select the account where the deposit is to be made.

Enter Date of the deposit.

4
5
6. Inthe Memo field: enter a description (if desired).
7 Verify deposit subtotal.

8

Save & Close to record the deposit.

Deposit To Deposit Date

gl ¥ it g@@

v

DepositTa. [ Merchandse ] - Date [0¢/24j2009 @] Moo [Depost

Click Payments to select customer pavments that vou have received, List any other amounts to deposit below,

NOTE: Leave all ‘Cash Back’ [Gaxniicoss | | aysicimw ||
fields blank. Cash back is not
permitted by Moose
International!

Clear

| A previous [ pext E§§ print =~ B Paynents Eth Histary
' v
Received From From Account Memna Chk Mo, Pk Meth, Arnaunk
a0 IUndeposited Funds 597,60
Lodge Undeposited Funds 263,00
i}
Deposit Subkakal 65,50
To get cash back From this deposit, enter the amount below, Indicate the account
where you want this money bo go, such as vaur Petby Cash account,
Cash back goes to Cash back memo Cash back amount Su btotal
f ? Deposit Takal 365.50

- MI QuickBooks Resource Manual — Working With Bank Accounts; Preparing
and Recording Deposits

- QuickBooks Training Job Aid, Page 13
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L)
'>\ Make Deposits

Instructions: Make two QuickBooks deposits for the receipts that you created in the previous
exercise — one for the general sales receipts, and one for the direct deposit of the membership
dues (as identified earlier on your Deposit History Report). Once you’ve made the deposits, the
receipt amounts will move from the ‘1199.00 Undeposited Funds’ account to the ‘1005.00
General Checking’ account.

Deposit # 1:

1. Access the ‘Payments to Deposit’ window (similar to the one shown below) to locate,
and select, the sales receipts that you entered in a previous exercise. Be sure to read
the Deposit # 1 Note below.

Payments to Deposit Type a help question V How Do I?

Select Yiew :
Wiew payrment rethod bype | EIRSEEES

~ | what are payment method views?

Select Payments to Deposit

| | Date Time Type o, Payment Met. .. ame Armounkt

I 04/10/2009 RCPT 4 S 559.00]
04/13/2009 RCPT 3 Dues 198,00 |
04/24/2009 RCPT 5 S0 597.50 |

DEPOSIT # 1 Note — Look for the following receipts in your ‘Select Payments to
Deposit’ field when making this deposit:

= $178.00 Youth Club RCPT for a bake sale.

= $2500.00 RCPT for a steak dinner event.

= $34.75 RCPT for a contribution to the Endowment Fund.

= $8433.93 RCPT for House Committee beer, liquor, and kitchen merchandise.
= $80.00 RCPT for Path Smith’s new member application and 1'st year’s dues.

0 of 4 payments selected for deposit Payments Subtotal 0.00

Select all S

[ . ol PR Lial 1

DEPOSIT # 2 Note — Look for the following receipt in your ‘Select Payments to Deposit’
field when making this deposit:

= $198.00 RCPT for membership dues identified on a Deposit History Report (#510454)

Access the ‘Make Deposit” window to make your deposits.
3. Verify that the total deposit was made to your ‘1005.00 Checking account.

Verify that the total deposit amount from Step 3 was removed from your
‘1199.00 Undeposited Funds’ account

Deposit #2:

1. Repeat Steps 1 — 4 above to make your second deposit. Pay careful attention to
the ‘Deposit #2 Note shown above.
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@ Make Deposits

Instructions: Make two QuickBooks deposits for the receipts that you created in the previous
exercise — one for the general sales receipts, and one for the direct deposit of the membership
dues (as identified earlier on your Deposit History Report). Once you’ve made the deposits, the
receipt amounts will move from the ‘1199.00 Undeposited Funds’ account to the ‘1005.00
General Checking’ account.

Deposit # 1:

1. Access the ‘Payments to Deposit’ window (similar to the one shown below) to locate,
and select, the sales receipts that you entered in a previous exercise. Be sure to read
the Deposit # 1 Note below.

Payments to Deposit Type a help question # How Do 12

Select Wiew =
View payment method bype | iSRS

+ | What are pavment method views?

Select Payments to Deposit

| Dake Tirne Tvpe Mo, Pavment Met... Mare Armounk
Il 04/10/2009 RCPT 4 50 539.00]
| 041342009 RCPT 3 Dues 195,00 |

DEPOSIT # 1 Note — Look for the following receipts in your ‘Select Payments to
Deposit’ field when making this deposit:

= $178.00 PEP Committee RCPT for a bake sale.

= $318.00 Star Recorder Committee RCPT for breakfast.

= $34.75 RCPT for a contribution to the Endowment Fund.

= $40.00 RCPT for Path Smith’s new member application and 1'st year’s dues.

DEPOSIT # 2 Note — Look for the following receipt in your ‘Select Payments to Deposit’
field when making this deposit:

= $45.00 RCPT for membership dues identified on a Deposit History Report
(#510453)

Access the ‘Make Deposit’ window to make your deposits.
3. Verify that the total deposit was made to your ‘1005.00 Checking account.

Verify that the total deposit amount from Step 3 was removed from your 1199.00
Undeposited Funds’ account

Deposit #2:

5. Repeat Steps 1 — 4 above to make your second deposit. Pay careful attention to the
‘Deposit #2 Note shown above.
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5 — Enter & Pay Bills

Objectives:

At the end of this lesson, you will be able to:

= Enter bills in QuickBooks to track and automate outstanding payments
= Paybills

= Transfer account funds properly to maintain accurate Profit & Loss Statement data

Topics
The following topics are covered in this lesson:

=  Enter Bills
= Pay Bills

=  Transfer Funds

QuickBooks Participant Workbook 4/09 67
Page 67 of 126 Downloaded from www.Mooselntl.org Posted on site: 05/19/2009



Enter Bills

When to Use

A Fraternal Unit is obligated to pay all bills received. QuickBooks uses an Accounts Payable
balance sheet account to temporarily record these obligations until the bills are paid. Moose
International recommends that Fraternal Units enter bills into QuickBooks as they are
received (e.g., Enter Bill/Pay Bill method) so QuickBooks can automatically track due dates
and provide payment.

™ To Enter Bills:

Follow the steps below to enter bills:

10.
11.
12.

From Home view Vendor section: click Enter Bills.

l B Enter Bills Type & help qLiesiion ¥ How Do I? E]@

Enter the Amount

Due (tOtal bl” W& previous [T Mext %{ Find E‘:b History
amount). '

GiEll ) Credit Bill Received
Drop-down to A
choose the Vendor Vi % e 03/10/2008 [H)

Name.

Enter the Date the
bill was issued.

Ref. Mo.
Address

AmountDue - 0.00

Bill Due 03/20/2008 [E]

Enter the Bill Due :”"s e
emo

| Expenses £0.00 Ttems £0.00 |
DrOp down tO enter Account AmoLint Mema Customer:Job | Billa... | Class
discount Terms (if -
app"cab|e). Never use the

ITEMS tab on bills!

In the Ref. No., : : ha
enter the invoice #.

Clear Splits ” Recalculate ] [ Save & Close H Save &lMew ][ Clear

Enter a Memo.

In Expenses Tab Account column: select account where 1% item will be charged.
In Expenses Tab Amount column: enter the amount of the 1% item.

Enter a Class for the 1% item.

Repeat Steps 8-10 for all other items on the bill (if applicable).

Save & Close

- MI QuickBooks Resource Manual — Working With Vendor; Entering Bills
- QuickBooks Training Job Aid: Enter Bills (Page 14); Memorize a Transaction (Page 15)
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L)
'>\ Enter Bills (Lodge) EXERCISE

Instructions:

1. Refer to Table 1 below and then enter the unpaid Lodge bills.

Table 1: Lodge Bills:

Vendor Invoice | Bill Bill Associated
(Bill Description) # Amount Account # Class
Ben E. Keith Dist. 12 $ 863.90 | 5030.00 - COGS Beer Social
(Beer) Quarters
ComEd 1234 | $2537.06 | 5610.00 - Electric Bill Lodge
(Electric Bill)
First National Bank 2098 $1000.00 Lodge
(Mortgage Payment) $738.62 | 2055.00 - Mortgage Principal

$261.38 | 5630.00 - Mortgage Interest
Moose Charities 10 $ 3475 | 2505.00 — Endowment Endowment
(Endowment Fund) Fund
Moose International $ 30.00 |2510.00 - App Fee to MI Dues
(New Member - $ 28.00 |2515.00-ABCD to MI
Application with 1*
year dues receipt)

2. Refer to Table 2 below to enter Officer’s Bond and Call Center Fees payable to Moose
International.

Table 2: Moose International (MI) Consolidated Statement: 2006-01:

MI $ 415.00 | 5485.00 - Officers Lodge
(Officers Bond) Bond Exp.
MI $ 10.00 | 5481.00 - Support Sves | Lodge
(Call Center Services) & Fees
Total: $ 425.00
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@Enter Bills (Chapter) EXERCISE

Instructions:

1. Refer to Table 1 below and then enter the unpaid Chapter bills.

Table 1: Chapter Bills:

Vendor Invoice | Bill Bill Associated
(Bill Description) # Amount | Account # Class

Mike’s Equipment 16 $ 75.00 | 5440.00 General Fund
Repair - Office Equipment Repair

(Copy Machine)

Boy Scouts of 20 $ 100.00 | 5315.00 General Fund
America - Boy Scouts of America

(Donation)

Moose Charities 10 $ 34.75 | 2505.00 — Endowment Fund | Endowment
(Endowment Fund)

Moose International $ 20.00 | 2510.00 - App Fee to MI Dues

(New Member -—-- $ 20.00 | 2515.00 — Per Capita to MI

Application with 1*

year dues receipt)

2. Refer to Table 2 below to enter Officer’s Bond and Call Center Fees payable to Moose
International.

Table 2: Moose International (MI) Consolidated Statement: 2006-02

MI $415.00 | 5485.00 - Officers Bond General Fund
(Officers Bond) Exp.
MI $ 10.00 | 5481.00 - Support Sves & General Fund
(Call Center Services) Fees

Total: $425.00
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Pay Bills

When to Use

The Pay Bills window must be used to assure that accurate records are kept for the bill
payment process, AND to assure that the Accounts Payable balance is realistic at any given

time. Use the Pay Bills window:

= Even if your FRU plans to hand-write checks — the bill payment MUST be recorded in
QuickBooks for accurate record keeping!

= To ensure that bills are paid on a regular basis and that all available discounts have

been applied

About the ‘Pay Bills’ Window

The following information boxes are displayed in the Pay Bills window.

Pay Bills Area

Functional Description

Select Bills to be Paid:

Identifies which bills to display and how to sort them.
Contains a list of Bills that can be selected.

Discount & Credit Information:

Provides details about discounts and credits available
for a selected bill. You can apply the suggested
discount to the bill.

Payment Account:

Allows you to select the Bank Account from which the
Bill will be paid.

Payment Method: Allows you to specify the form of payment and
whether checks will be computer-printed or
hand-written.

Payment Date: Indicates the date that payment will be posted in

QuickBooks.

- MI QuickBooks Resource Manual - Working With Vendors; Paying Bills
- QuickBooks Training Job Aid, Page 14
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QuickBooks Pro 2007 71

Page 71 of 126 Downloaded from www.Mooselntl.org Posted on site: 05/19/2009




Pay Bills, cont.

YA To Pay a Bill:

1. From Home view Vendors section: click Pay Bills.
The following Pay Bills screen appears:

"3 Type a help question | Ask * HowDoI?| _|O)| x
r— Select Bills to be Paid
chow bills ' Due on or before qu;zs;zugg =
o Sart: Bills By IDue Date hd
I# | pate pue | vendor Ref, Mo, | Disc, Date Amt, Due Disc. Used Credits Used | AmE, To Pa
- 03/11/2006 |Cost Co-Op 913.00 0.00 0.00 0.00 =]
[ 07§12{2007 (Jefferson Com... &6,00 0.00 0.00 0,00
4 Click each bill
that you want .
to pay. Totals 999,00 0.00 0,00 0,00
Select all Bills . . .
If available, click Set Discount to

apply the discount.

r— Discount & Credit Infarmation For Highlighted Eill

Wendor Terms
Bill Ref. Ma. Sugg. Discount 0.00 Total Credits Available 0.00
5o b Bill | Set Discount | Set Credits |
—Payment Account —————— —Payment Method —————— — Payment Date
; ) ; - %' Tao be printed
[1000.00 * Cashe1005.00 * Che... = || | [check - [czrisrzo0s ]
Ending Balance 28788671 " pissign check na
Pay Selected Bills | Cancel
2. In the Due on or Before field, enter the date, or select Show all Bills.

3. Select the Sort Bills By method to determine the order that the bills will appear.
NOTE: Bills do NOT appear in the order they were entered!

4. In the lower part of the screen, enter the payment date (or the date when the
check is issued).

5. Click in the boxes in the far left hand column to check each bill to be paid.
a. Click again to remove a check mark if necessary.
b. Use the arrow keys to move to the first bill to be paid.

6. If discount terms are available, choose Set Discount to apply the discount.
a. Confirm or adjust the discount amount.
b. Confirm the balance sheet discount account that will contain the offsetting
entry for the discount.

7. If necessary, repeat Step 6 to set the discounts for all bills to be paid.
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To Pay a Bill, cont.

“f Continue with the steps below to record bill payments.

8. In the lower left corner of the window, drop down to select the Bank Account
from which the Bill will be paid.

Twpe a help question | Ask w HowDoI?| _|0O| x
r Select Bils to be Paid
r
<how bills E!ue on or E?fore |02I23."2009 =
&5 Ils: Sort Bills By |Due Date :[v
¥ | patebue | Vendor Ref. Mo. | Disc, Date Amk, Due Disc, Used Credits Used | Amk. To Pa
- 08/11/2006 |Cost Co-Op 913,00 0.00 0.00 0.00 =
(] 07/1212007 |lefferson Com... 86.00 0.00 0.00 0.00
=|
Totals 999,00 0.00 0.00 0.00 |
Select Al Bills |
Payment Account,
r Discount & Credit Information For Highlighted Bl MethOd, & Date
Wendar Terms Mumber of Credits
Bill Ref, Mo, Sugg, Discount 0.00 Total Credits Available 0.00
(G bo Bl | Seb Discounk | Set Credits |
Y
— Payment Account ———————— ~ Payment Method ———————— ~ Payment Date
[1000.00 + Cashi1005.00  Che... 7] | | [Chack ] @ To be printed
- _ [0zr1aiz000 B
Ending Balance 287 886.71 " assign check no.

Pay Selected Bills | Cancel

9. In the Payment Method drop down list, select Check.

10. In the Payment Method, select one of the following:

- If the check will be computer printed, choose To be Printed*
- If the check has been hand-written, choose Assign check no

11. Choose Pay & Close to record the payment and exit the window.

*NOTE: Even though your FRU uses Computer Printed Checks, you might have to hand write
checks at times. Lodges, for example, may have to hand-write a check to pay a Beer Vendor at
the time of delivery. A hand-written check must be signed by the Governor. Since you may not
know the check amount when you obtain the Governor’s signature, you need to: hand write a
check and then enter/pay the bill when the beer is received.

e If you use hand-written checks: make sure you choose “Assign check no.” and enter the
number printed on the check into the box when prompted.

e If you use Computer Printed checks: make sure you choose “To Be Printed”.
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Printing Checks

When to Use

If you selected the “Check’ as your bill payment method, you made a decision to print a
computer generated check (To be Printed) or manually write a check (Assign Check No.). To
print a computer check, you need to access the checking account register and then choose the

check that you wish to print.

Payment Method ————————————— ~ Payment Date

% To be printed
[check =] [ozi1ei2000 B

" Assign check no.

Pay Selected Bills | Cancel

“M To Print a Check

Follow the steps below to print a computer-generated check.

1.
2.

From Home view Company section, click Chart of Accounts.

Double-click the account that you wish to write the checks from, or:
a. Highlight the desired account and choose Activities, Use Register, or
b. Right-click the desired account and choose ‘Use Register’ from the pop up.

7. 1000.00 - Cash:1005.00 - Checking - Cash

Type a help question

[ NS

: Gote..: Q:ﬁ Print... @ Edit Transaction QuickReport @ Download Bank Statement
Date | t—.‘g.lmber | Payee Payment | J Deposit __Balar!ce
. Type ; Account | Memg |
03/17/2003 TaPrint  ||Moose Charities 34,75 3,437.02 ™
BILLPMT || 2000,00 - Accounts Pi
03/17/2008 ToPrint  |Moose International 450.00 2,987.02
BILLPMT | 2000,00 = Accounts P:
03/17/2008 ToPrint  |[Micor Gas 306,39 2,680,683
| BICEPMT || 2000.00 - Accounts Pi
b2/17/2008] a
) 1vemc v
i ] Ending balance 2,680.63
T Number Type = To Print’
D 11ine L
Sort by :Da{;a. ;F-‘.—'.':lE. Nq.nbe. " [ Record ] [ Restore ]

NOTE: Entered bills appear in the 1005.00 Checking — Cash journal entry with
the check number identified as ‘To Print” This check number will be assigned
when the check is printed.

Double-click on the first check to print.
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Printing Checks, cont.

“f Continue with the steps below to print a computer-generated check.

6.

7a.

7b.

Select Print.

NOTE: If the Printed Check Number
is incorrect, correct it to match the

Printed Chedk Mumber :_ - [

Check Number being used. | ok | [ caneal ]

Click OK.

Review print settings Pyl Chicks Troe 8 hek gusstion LAsk vm-m[am
for accuracy and then o b 3 ek (0t For 434, 7F

click Print.

If the check did NOT Print Checks - Confirmation
print properly, click in
the |eﬂ: ha nd column tO If your checks printed correctly, dick OK.
p|ace a CheCk neXt tO What if my checks printed in reverse order?
the check and then click |\ iEmas ey 2 e ce mond do ok mer et e
OK.

R.. | CheckmMo. Payee Amount

1 Mogse Charities 34,75
The check view will
appear again — allowing
you to print it again.
Select All
What if my checks printed incorrecthy? [ Cancel l [ oK

If the check printed properly, click OK.

Click Save & Close to record the check and close the window.

- MI QuickBooks Resource Manual - Working With Vendors, Pay Bills by Printed
Checks
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[ )
}\ Pay Bills (Lodge)

Instructions:

1. Refer to Table 1 below to pay the bills that you entered previously in the ‘Enter Bills’
exercise.

Table 1: Pay the following bills from the GENERAL CHECKING Account (#1005.00):

Check | Vendor Ref. No. Payment Bill Payment
# Name (Invoice #) | Description | Amount | Account #
5 ComEd 1234 Electric Bill $2537.06 1005.00 General
Checking
6 Moose 10 Endowment $ 34.75 1005.00 General
Charities Fund Checking
7 First National 2098 Mortgage $1000.00 1005.00 General
Bank Principal & Int Checking
8 Ben E. Keith 12 Beer $ 863.90 1005.00 General
Distrib Checking
9 Moose 2006-01 Consolidated $ 425.00 1005.00 General
International Statement Checking
10 Moose New Member | $ 58.00 1005.00 General
International |  --—-- Application Checking
(App &
ABCD Fees)
P —
TOTAL Bills Paid: $4918.71
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@Pay Bills (Chapter)

Instructions: Refer to Table 1 below to pay the bills that you entered previously in the ‘Enter
Bills’ exercise.

Table 1: Pay Bills using the GENERAL CHECKING Account (#1005.00).

Check | Vendor Ref. No. Payment Bill Payment
# Name (Invoice #) | Description | Amount | Account #
6 Mike’s 16 Copy Machine | $§ 75.00 1005.00 General
Equipment Repair Checking
Repair
7 Boy Scouts of 20 Donation $100.00 1005.00 General
America Checking
8 Moose 10 Endowment $ 34.75 1005.00 General
Charities Fund Checking
9 Moose 2006-02 Consolidated | $ 425.00 1005.00 General
International Statement Checking
10 Moose New Member | § 40.00 1005.00 General
International | = --—--- Application Checking
(App & Per
Capita Fees)
P —————————
TOTAL Bills Paid: $ 674.75
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Transfer Funds

When to Use

Transferring funds from one account to another requires special dispensation from the
General Governor. If this dispensation has been granted, funds can be transferred online or
manually (by writing a check and making a trip to the bank. The transfer method used in
QuickBooks depends upon whether or not you are using online banking at your FRU.

Transferring funds from a checking account to a savings account (or vice versa) should be
performed in a manner that will not inflate the income and expense account figures on the
FRU’s Profit & Loss Statements.

YA To Transfer Funds — Using Online Banking:

Follow the steps below if your FRU uses online banking:

1. Connect to your financial institution’s website and complete the Transfer
of Funds in your Banking Accounts.

2. From QuickBooks Menu bar, select Banking.

3. In the drop down, click Transfer Funds. The following screen appears:

The following screen appears:

73 Jefferson Lodge #9999 - QuickBooks Pro 2007 - [Transfer Funds Between Accounts]
_ﬁ__] File Edit View Lsts Company Customers Vendors Employees Banking Reports Window Help

e & & & F | P BB Q &

Home: Customer Center Vendor Center Employee Center  Report Center ¢ MemTx.  Item il Find Reg

x| erevious [ Next
Open Windows
=
Home
Chart of Accounts 03/17/200
| Maks Deposts e LT
Transfer Funds Foml- g
Transfer Funds To v
Transfer Amount §
Memo I_.Funds Transfer |
[ Sawve & Close ] [ Save &Mew ] [ Clear
4. Click the Date Calendar and click on the date for the funds transfer.
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To Transfer Funds — Using Online Banking, cont.

“f Continue with the steps below to complete your online transfer:

5.  From the Transfer Funds From field, drop down to select the Account number
that you wish to transfer the funds OUT of.

NOTE: Account Balance will appear to the right of the From Account number field.

6. From the Transfer Funds To field, drop down to select the Account number that
you wish to transfer the funds TO.

i3 Jefferson Lodge #9999 - QuickBooks Pro 2007 - [Transfer Funds Between Accounts]
_{Z:I File  Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

® & & e F B B & 3 &

Home Customer Center Vendor Center Employee Center  Report Center @ MemTx  Item Bil Find Req

x| &l previous B next

Open Windows
I Transfer Funds Between l-
| Transfer Funds
Home
% Arcol ;
Chart of Accounts Date 03/17/2003
Make Deposits
Transfer Funds Fl'om:_l _
Transfer Funds To +

Transfer Amount $

Mermng "Funds Tranzfer

Save & Close ] [ Save &Mlew ] [ Clear

7.  In the Transfer Amount field, enter the dollar amount of the transfer.
8. In the Memo field, enter a message about the transfer (if desired).
9. Click Save & Close, or:

a. Click Save & New to enter the transaction into QuickBooks and enter another
Transfer Funds transaction

b. Click Close to close the window without recording the transaction into
QuickBooks
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“m To Transfer Funds — at the Financial Institution

Follow the steps below if you need to transfer funds and you do not use online banking:

1. From the Home view Banking section, click the Write Checks icon.
The following screen appears:

L e T 1B, 00 - Cate (D00 .. [ Erding: REse 155041

cutw 01t (M)

B SI000 | e 10| ClorkwPapmni [1r aprid
f::-ﬁ = L Ty _f:'l-:\- A =Ty Sk M. Clamr
crefryarr e r
To Be Printed:
Uncheck box if
hand-writing a
check
e ek | Racszuse | | dgemaGoe || Zweibes || Des |
3. If you want to hand write your check, make sure To Be Printed box is

unchecked.
Note: If you want to print your check, make sure ‘To Be Printed’ box is checked.

4, Make sure the Bank Account field shows the account number of the Account you
are transferring the Funds From.

5. Click in the No. field and enter the check nhumber.
NOTE: If you Print your Checks, the system will assign the Check Number.

6. In the Pay to the Order of field, enter the Lodge Name

7. To the right of the ($) sign, enter the amount you are transferring
NOTE: The Dollar Amount automatically populates the written amount field.
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To Transfer Funds — at the Financial Institution, cont

“f Continue with the steps below to complete a manual funds transfer.

8. On the Memo line, enter Funds Transfer.
9. Inthe Account column, select the Account you are transferring the Funds To.
10. If desired, enter a Memo and a Class.

11. Save & Close to enter the transaction and close the Write Checks Screen, or:

a. Click Save & New to enter the transaction and enter another Write Checks
transaction.

b. Click Close to close Write Checks without entering the transaction.

12. Endorse the Check and take it to the Bank to complete the Funds Transfer

Note: Remember to reconcile all Bank Accounts including Checking, Savings, CD’s, Etc.
The Transfer amount will show on each Bank Account during the reconciliation process in
QuickBooks and should appear on the Bank Statements.

- QuickBooks Training Job Aid, Page 18
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L)
v)\ Transfer Funds

Instructions: Refer to the table below and then transfer the funds via the QuickBooks online

procedure.
Transfer Transfer Transfer
Amount FROM Account TO Account
$1500.00 1005.00 — General Checking 1010.00 — Savings

@ Transfer Funds

Instructions: Refer to the table below and then transfer the funds via the QuickBooks online

procedure.
Transfer Transfer Transfer
Amount FROM Account TO Account
$500.00 1005.00 — General Checking 1010.00 — Savings

Education & Training 6/10/2008
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6 — Reports & Backups

Objectives:

At the end of this lesson, you will be able to:

o Differentiate between an optional QuickBooks report and a required Moose International
report

o Reconcile a bank account prior to transmitting a monthly report to Moose International
o Balance physical Cost of Goods (COGs) inventory with QuickBooks COG inventory

o Create monthly reports — Balance Sheet and Profit & Loss Statements — for transmission
to Moose International.

o Back up FRU financial data prior to transmitting a monthly report to Moose International

o Recognize how LCL and QuickBooks work together to transmit a monthly report to
Moose International

o Recognize how the optional QuickBooks reports can used to simplify financial reporting
and analysis at your FRU

Topics
The following topics are covered in this lesson:

o Reports Overview

o Reconcile Bank Statements

o Adjust Cost of Goods (COGs) Inventory Balance
o Back up FRU Financial Data

o Create/Transmit Monthly Reports

o Optional QuickBooks Reports
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Reports Overview

Report Types

Several types of reports can be created to help analyze financial operations and/or trends at
your FRU. Some reports are required by Moose International, some are not. Some reports
MUST work in conjunction with LCL, and some can be generated without LCL.

Procedures for generating required reports will be presented first; procedures for optional
reports will follow.

Required Moose International Reports

All FRUs are required to send a monthly report, or a Profit & Loss (P&L) Statement, to
Moose International before the 10" of every month for financial analysis. Since QuickBooks
cannot transmit to Moose International, and LCL can, the two applications MUST work
together to successfully generate and transmit the financial data.

In other words, P&L reports will be generated and transmitted as follows:

= You will work in LCL to create the report
=  LCL will retrieve data from QuickBooks — and compile the report for you
*  You will transmit the compiled report from LCL via a TRANSMIT button

NOTE: You will be able to create, view, or update a P&L report anytime during the
month, however, once you transmit, updates are not longer allowed for that month.

Preparing for Monthly Reports

Prior to creating and transmitting a monthly report, it is critical that you complete the
following tasks:

= Reconcile all bank accounts

= Adjust Cost of Goods (COGs) Inventory Balance — match physical inventory with the
QuickBooks inventory

Additionally, it is highly recommended that you ‘back up’ your financial data prior to
transmitting a report.
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Reconcile a Bank Account

When to Use

All cash accounts (e.g., Checking, Bingo Checking, Savings) need to be reconciled prior to
creating and transmitting monthly reports. QuickBooks provides a simple way to reconcile
accounts to assure that your reports are accurate.

M To Reconcile a Cash Account

Follow the steps below to reconcile a bank statement in QuickBooks:

1.  From the Home view Banking section, click the Reconcile icon.
The Begin Reconciliation window appears:

Begin Reconciliation Type a help question | Ask  How Do 1?

Select an account to reconcile, and then enter the ending balance From wour account skatement.,

Account | IR e v «— 1005.00 General Checking Account
Statement Date \03(31/2009 [E]
Beginning Balance 0.00 What if oy beginning balance doesn't match my staterment?

Ending Balance . 1 1,06?.48-5

Enter any service charge or interest earned.

Service Charge  Date Account lass

oon | (owayzo0s (@) | | ]

Interest Earned  Date Aiccount Zlass

oo | [o3stjzo0s (@] | Bl | ¥

[ Locate Discrepancies ] [ lUndo Last Reconciliation ] [ Zonkinue l [ iZancel ] [ Help ]

2. Inthe Account field, drop down to select the Account to be reconciled (e.g., 1005.00
General Checking).

NOTE: The beginning balance displays automatically. It should match the Beginning
Balance on the bank statement. If necessary, click the “What if my beginning balance
doesn’t match my statement?” link for troubleshooting tips.

3. Enter the Statement Date.

(continued on the next page)
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Reconcile a Bank Account, cont.

“f Continue with the steps below to reconcile a bank account:

4, Enter the Ending Balance from the Bank Statement.
Begin Reconciliation Type 3 help guestion m
Select an account to reconcile, and thern enter the ending balance from wour account skatement,
iy Y05 (0 Genveral Checking gl
Statement Date \03/31/2009 (@]
Beginning Balance 0.00 Whak if ey beqginning balance doesn't match my statement?
Ending Balanice . 11,06?.48-5
Enker any service charge or interest earned.
Service Charge  Date Account Class
oo | foasyeos[m®] [ [ ]
Interest Earned  Date Account Class
o0 | [osfsrjzo0s @] | | &
[ Locate Discrepancies ] [ IUndo Last Reconciliation ] [ Conkinue l [ Zancel ] [ Help
5. If applicable, enter the following ‘Service Charge’ details:
a. Service Charge: amount of the charge
b. Date: date charge was applied to the account
c. Account: balance sheet expense account that will record the charge (Acct#
5405.00)
d. Class: class that the service charge will be charged to
6. If interest is earned on the account, enter the following relevant information:
a. Interest Earned: amount of interest applied to the account
b. Date: date the interest was applied to the account
c. Account: balance sheet income account that will record the interest (Account
#4400.00)
d. Class: class that the interest income will be posted to
7.  Choose Continue.
The Reconcile window appears.
(continued on the next page)
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Reconcile a Bank Account, cont

Y, Continue with the steps below to reconcile a bank account:

&iﬁ -_,._: £ _,..._- .~'___ "_

For period; 031312009

Checks and Payments.

Deposits and Other Credits

[ ] Hide transactions after the statement's end date

< | Date Chik # Payee Armounk < | Date Chik # Memo Armounk

[+ |os/1s/z009 150 Bear & Sons 486,25 [ |03/01/2009 Funds Tran... 9,957, 73]
< |03/1e/2009  [151 Moose Inte,.. 20,00 & |03f06/z009 Deposik 590,00
03/29j2009 |15z Beam & Sons 330,00 & |03/13/2009 Deposik 926,00

Mark. All ] [ nmark Al l [ o To ] [ Zolumns ko Display. ..
Beginning Balance 0,00 Madify Service Charge 0.0
Items vou have marked cleared = Interest Earned 0,00
5 Deposits and Other Credits 11,575.73 Ending Balance 11,067.48
2 Checks and Payments 506,25 Cleared Balance 11,067 .48
Difference 0.o0

[ Reconcile Bow ] [ Leave

O-“ 5

Under the ‘Checks and Payments,’ click to place a check mark in front of each/any

check or payment listed on the bank statement.

Under the ‘Deposits and Other Credits,’ click to place a check mark in front of
each/any deposit or other credit listed on the bank statement.

Verify that the Difference Amount in the lower right corner is (0.00).

= If, and only if, the’ Difference’ amount is ‘0.00, click the RECONCILE NOW
button and continue with Step 11.

= If the Difference amount is not '0.00, click the 'Leave’ button, find
your error, fix the error, and then start this procedure over (Step 1).
Make sure you have entered all receipts, deposits, transfers, charges and fees

properly.

* NOTE: If the Difference is not '0.00’ and you click the Reconcile Now
button, the system will try to figure out the problem and put an entry
into QuickBooks to fix it. This will cause problems on subsequent
reconciliations!
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Reconcile a Bank Account, cont

“f Continue with the steps below to choose the reconciliation report type.

11. Choose Detail or Summary, as
desired.

Select Reconciliation Report

Congratulations! Your account is balanced. All marked
\ - items hawve been cleared in the account register.
- ‘Detail” is recommended.

Select the type of recondliation repart vou'd ke to see.

12.  If a Reconciliation Dialog box (O summary
appears, click OK. ® Detail
© Both
13. To view the report on the screen, To view this report at a later time, select the Report

choose Display. menu, display Banking and then Previous Reconciliation.

a. To print the report without |_Display || print... ][ Close |
viewing it, click Print.

b. To print a displayed report, click
Print (top right of the pop-up
Report window).

- MI QuickBooks Resource Manual -Working With Bank Accounts — Reconciling Bank Statements
- QuickBooks Training Job Aid, Page 16
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Reconcile a Bank Account, cont.

Example Reconciliation Report (Lodge):

IEfl Reconciliation Detail

Type a help question | Ask

| Modify Report... Memorize... | Print... || E-mail* | Export... Hide Header Refresh

305 P Jefferson Lodge #9999
IR Reconciliation Detail
1005.00 General Checking, Period Ending 02/29/2008
Type Date + Num = Hame o Clr = Amount @ Balance @
Beginning Balance 18,486.93 o
Cleared Transactions
Checks and Payments - 5 items
Check 02722008 Vi Fis T84
Bill Pmit -Check 0317 Boy Scoutz efAm.. i -1,500.00 -1,507.18
Bill Pmit -Check 0372008 First Naticnal Bank v -1,000.00 -2, 50718
Bill Pt -Check F3M7I2008 Ben E. Keith J -863.80 -3,371.05
Bill Pmt -Check 03712008 Bingo Benanza J -550.00 -3,821.08
Tetal Checks and Paymentz -3,921.05 -3,921.05
Deposits and Credits - 3 items
Deposit Q2/2e2008 4 20.45 2045
Bill Pmit -Check 031172008 8§ Mooze Charitiez Vi D.00 20.45
Bill Pmt -Check 0312008 Micor Gas S 0.00 20,48
Bill Pt -Check F3M 172008 1 Ben E. Keith S 0.00 20 45
Bill Pt -Check paM12008 2 Bingo Benanza J 0.00 2045
Bill Pmt -Check 03172008 3 Boy Scoufs of Am... J 0.00 20.45
Bill Pmt -Check 0312008 - Commonwealth Ed. . g 0.00 2045
Bill Pt -Check B3 12008 5 First Naticnal Bank S 0.00 20,45
Bill Pmt -Check 03152008 Mooze International v 0.00 2045
Tetal Depesitz and Credits 20.45 20.45
Total Cleared Tranzactions 3,900.60 3,900.60

Clzared Balance

Register Balance as of 02/29/2008

HNew Transactions
Checks and Payments - § items

Invoice
Check
Gill Pmt -Check
Bill:Pmt -Check
Bill Pmt -Check

03102008
03 0izo0e
aMvizone
baMvizong
B3Mviz008

1

Bank...

MSF Checks
MNSF Checks

Commenweatth Ed...

deose Internaticnal

Nicor Gas

i
v
i
=
i
wa
o3

-25.00
-35.00
-Z,572.08
-3 022,08

-3/328 45

Note:

Remember, you must reconcile each

Checking, Savings, CDs, Money Market, Etc.

of your Bank Accounts including
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Reconcile a Bank Account, cont.

Example Reconciliation Report (Chapter):

- - - -
13 L3 - [ 3 1 - L3 | |
i Reconciliation Detail Type a help question - B
| Modify Report. .. Memorize... | Print... || E-mai = || Export... Hide Header Refresh
B:31 AM Jefferson Chapter 9999
e Reconciliation Detail
1005.00 General Checking, Period Ending 07/31/2008
Type @ Date 2 Hum = Hame +Clr « Amount @ Balance %
Beginning Balance 9,957.73
Cleared Transactions
Checks and Payments - 3 items
B Tranzfer 03182008 J -1, 500.00 -1.500.00 4
Bill Pt -Check &M 82008 4 Binge Bonanza v -250.00 -1,750.00
Check 08182008 5 Danna Clark v -238.12 -1,888.12
Bill Pmt -Check 0aMa200s T Mike's Equipment B... -75.00 -2, 082,12
Bill Pt -Check 081842008 8 Mooee Charitiss i -34.75 -2,087.27
Invoice npanazone 1 NSF Checks o -30.00 -2127.87
Invaoice ganaizoee. 2 NSF Checks J =300 -2 157.87
Check 02/18/2008  NSF ..  Jefferaon Bank o - 1100 -2167.87
Check 03182008  NSF ... Jefferson Bank J -10.00 -2A71.87
Total Checks and Payments -2 17787 -2 ATT.87
Ceposits and Credits - 3 items
Deposit 02182008 v 34.75 3475
Deposit 08182008 J 555.00 38575
Deposit 03123/2008 J 756-00 1,34575
Total Depozite and Credits 1,345 75 1,345 75
Total Cleared Tranzactions -B3212 -832.12
Clearsd Balance =532 9.125.61
Regizgter Balance as of 07/31/2008 =B32.12 912561
Ending Balance -G32.42 9,125.61

Note: Remember, you must reconcile each of your Bank Accounts including
Checking, Savings, CDs, Money Market, Etc.
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L)
*>\ Reconcile a GENERAL CHECKING Account

(Lodge) EXERCISE

Instructions: Review the Checking Account Bank Statement below and then reconcile the

account per the statement transactions.

NOTE:
Set
ST . ‘Statement Date’
1" National Bank of Jefferson t 3/31/09
Checking Account # 23566988987
Jefferson Moose Lodge 9999
Checking Summary
$9957.73
Beginning Balance
Deposits & Additions 1616.00
Check Paid 506.25
Other Withdrawals, Fees & Charges 0
$11067.48
Ending Balance
Deposits & Additions
Date Description Amount
3/06/2009 Deposit $690.00
3/13/2009 Deposit 926.00
Total Deposits and Additions $1616.00
Checks Paid
Check Number Date Paid Amount
150 3/18 486.25
151 3/24 20.00
Total Checks Paid $506.25
Education & Training 6/10/2008 QuickBooks Pro 2007
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@ Reconcile a GENERAL CHECKING Account
(Chapter) EXERCISE

Instructions: Review the Checking Account Bank Statement below and then reconcile the
account per the statement transactions.

NOTE:
ST . Set

1" National Bank of Jefferson ‘Statement Date’

to 3/31/09
Checking Account # 23566988988
Jefferson Moose Chapter 9999
Checking Summary

$1736.82
Beginning Balance
Deposits & Additions 119.50
Check Paid 36.80
Other Withdrawals, Fees & Charges 0

$1856.32
Ending Balance
Deposits & Additions
Date Description Amount
3/03/2009 Deposit $89.50
3/17/2009 Deposit 30.00
Total Deposits and Additions $119.50
Checks Paid
Check Number Date Paid Amount
150 3/18 16.80
151 3/24 20.00
Total Checks Paid $36.80
Education & Training 6/10/2008 QuickBooks Pro 2007
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Adjust Inventory Balances

When to Use

Prior to creating and transmitting monthly reports, a FRU’s inventory balance (e.g., social
quarters, bingo, and resale merchandise inventory) must be:

= Physically recorded by the Trustees and delivered to the Administrator

= Adjusted in QuickBooks to reflect the end of the month physical inventory. Inventory
Balance adjustments are made in the account general ledger (journal entries).

= § difference between the inventory account balance and physical inventory $ amount.

More About Inventory Accounts

The table below identifies the account number association between inventory accounts and
Cost of Goods Sold accounts.

Inventory Account #

Cost of Goods Sold (COGS) Account #

Lodge Only:

Social Quarters Inventory

#1330.00 Beer Inventory
#1335.00 Liquor Inventory
#1340.00 Wine Inventory
#1345.00 Misc. Bar Merchandise

Social Quarters COGs:

#5030.00 COGS — Beer

# 5035.00 COGS — Liquor

# 5040.00 COGS — Wine

# 5045.00 COGS — Misc. Merchandise

#1350.00 Kitchen Inventory

#5050.00 Kitchen COGS

#1325.00 Gaming Inventory

# 5555.00 Gaming Supply Expense

Lodge & Chapter:

Resale Merchandise Inventory

Cost of Goods Sold — Resale Merchandise

# 5005.00 COGS - Hats
#5010.00 COGS - Shirts
#5015.00 COGS - Coats

# 5020.00 COGS - Miscellaneous

#1310.00 Resale Merchandise

Using ‘Journal Entries’

Journal Entries are used primarily to adjust an inventory balance. Recall that journal entries
are made only if:

= [Initial account balance was entered incorrectly

= Transaction was incorrectly charged to the wrong Chart of Account and a monthly
reporting period has passed

Education & Training 6/10/2008
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Adjust Inventory Balances

YA To Adjust an Inventory Balance

© N o U

In the Home view Company section, click the Chart of Accounts icon.

Double-click the Inventory Sub-account number you wish to adjust the Dollar value
of (e.g., 5050.00 Kitchen Cost of Goods Sold). 7he General Ledger Account screen
for the selected Inventory account opens.

B =R EEE

Tvpe a help question

=, 1300.00 Inventory:1335.00 Liquor. Inventory
@ Edit Transaction QuickReport

2 Goto.. | £ FPrink..

Date REF Payee. Decrease v Increase 3 Balance
| Type | Account | Memao
03012009 1 1,365.00 1,365,00
DEF 3000.00 Opening Balan Deposit
0440172009 2] 5,00 1,280,00

GEMIRML ||5025.00 Social Quarter:

=l
? v "
Date
Cost of Goods =—ing halance 1,280.00
Sold Account # Memao
[ 1-tine
Sork by E.Date,_ T}'II_:'E’:{,NUW;EE':EI;.':.'. v [ Record J [ Restore

In the Date field, click the Calendar Icon and select the Inventory Date (or
manually enter the Inventory Date).

NOTE: Date should be the last day in the month of the current monthly reports, or the date
the physical inventory was taken.

Tab to the Decrease Column and enter the Dollar amount by which you wish to
lower the Inventory Dollar Value, OR

a. Tab to the Increase Column and enter the Dollar amount by which you wish fo raise the
Inventory Dollar Value.

Tab to the Account field.
Enter the corresponding Cost of Goods Sold account number in the Account field
Enter the words “"Monthly Inventory Adjustment” in the Memo field.

Click the Record button. NOTE: The adjusted balance value will appear in the Balance
column and the active field moves to the next available General Ledger line

- MI QuickBooks Resource Manual - Using QuickBooks Accounts; Working with Journal Entries
- QuickBooks Training Job Aid, Page 17
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L)
*>\ @Adjust Inventory Balance

Instructions: Assume inventory has been physically compiled to prepare for a monthly report
transmit. Assume, also, that some inventory adjustments need to be made in the QuickBooks

Chart of Accounts before the monthly transmit can occur.

1. Refer to the Inventory Adjustment data below. Access the appropriate sub-account and its
related ledger. Make the journal entry to reflect the inventory adjustment shown in the box
below. Use the last day of the current Monthly Report as the Inventory Date.

Social Quarters Inventory Adjustment (Lodge Only)

Enter the following monthly inventory adjustments

#1340.00 Wine Inventory

General Ledger Shows = $432.50
Physical inventory Shows = $400.00
Decrease Account 1340.00 Dollar Value by = $ 32.50

(#5040.00 — COGS Wine Account)

Resale Merchandise Inventory Adjustment (Lodge AND Chapter)

Enter the following monthly inventory adjustments.

#1310.00 Resale Merchandise Inventory

General Ledger Shows = $ 153.18
Physical Inventory Shows = $ 126.18
Decrease Account 1310.00 Dollar Value by = $ 27.00

(#5020.00 COGS - Miscellaneous Account)
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Back Up FRU Financial Data

When to Use

The Save, Copy, or Backup function in QuickBooks is used to make a copy of your Fraternal
Unit Financial information. This copy should be made to an external device so that it can be
removed and stored away from the computer in the event that something should happen to
your computer. Storing a backup copy on a CD, thumb drive or flash drive will enable you to
install the backup copy to a new or different computer in an emergency situation. The
Backup function in QuickBooks does not allow you to Backup to a Tape Drive.

Note: Each time you exit QuickBooks, you will be asked if you would like to backup the data.
If you opt to perform a software backup, you will not be asked again until three (3) days have

passed.

YA To Back Up your Financial Data

Follow the steps below to backup FRU financial information.

1 From File, select Save Copy or Backup.
The ‘Save File:Type’ window appears.

2 a. Select Save File: Type
BaCkup What type of file do you want to save?
* Create a copy of vour company file in case of an unexpected event,
. such as a hard drive crash or damage to vour company data.
b. CIICk Next. * Backs up the entire compary file,
) Portable company file

* Move your company file to another location where you will work on it
temporarily.

= Much smaller file size than-full backup, but takes longer 1o create and
restore.

Firist Help ] [ Cancel

(continued on the next page)
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Back Up FRU Financial Data, cont.

“f Continue with the steps below to choose your backup method and timeframe.

3. From the ‘Save Save Backup: Method

E/laill«(]u E)j’ Do you want to save your backup locally or online?
€tno

“Veave to & removable storage device (such as a C0 or 3 USE flash drive) or
in & folder on your network.

a. Select () online backup
* Schedule automatic backups to & secure offsite location,
Local * First 30 days free,
BaCkUP- 2 Learn more about QuickBoaks Online Backup
b. Select
Options to
change the
|0cati0n for Before you can proceed, you must choose the folder where vou want save
the Backup vour backup copies, Click Options to choose the folder,
File.

’ Back: l [ Mext J Firist Help l ’ Cancel

c. Click Next.

4, From the ‘Save Save Backup: When
Backup: When’

When do you want to save your backup copy?

window: P
B
a. Select save () 5ave right now and schedule future backups
right NOW. . () Only schedule future backups

b. Click Next.

Mate: If vou are saving your backup copy toa removable storage device, such
as a CD or USB flash drive, prepare the device now {e.g., put the CDin the D
drive].

’ Back l I et ] [ Einish ] Help l [ Cancel

(continued on next page)
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Back Up FRU Financial Data, cont.

“f Continue with the steps below to choose your backup location and backup file name.

5.  From the ‘Save SavE ki o @3l
Backup to... —=- .
; Savein: | ¥ My Computer ¥ @2 ==
window: l___ Lt
2 B
i < Local Disk {C:
Iy Recent <h CD Drive (D:)
a. Note the Docuae?:ts Esl on 'sldc02 (P2)
predefined =
File Name 9
(includes date lai
& time of
backup).
Iy Documents
b. Click Save. j}j
f-rlyIC..:urnputer
I File name: !geZE-ET‘ ::Backu? Mar 18,2008 01 44 PML.GEB VI I Save ]
“;} Save as type: !-OB"..'-,:' _v:
- 1 i e e ) |
Iy Netwirl

NOTE: Use the predefined File Name.
It will give you a good reference for locating the latest backup
file in the event that you need to restore the database.
6.  When the Backup

- QuickBooks Information
Information

prom pt appears, = GuickBooks has saved a backup of the company file for Jefferson Lodge #2995 to
click OK to return \_,(IJ,) Waldcd 1My Documentsighoward L CLStulodge 2007 {Backup Mar 18,2008 01 50 PM).QEB.

to QuickBooks.

QuickBooks Training Job Aid, Page 19
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Create/Transmit Monthly Report

YA To Transmit a Required Report

Follow the steps below to access monthly reports to view and update a P&L statement data.

1.  Open LCL.netV2.0.

2. Inthe Menu bar,
click Go To and drop down
to Monthly Reports.

3. Balance Sheet and Profit and
Loss reports appear.

a. Click Profit And Loss
tab to view statement.

b. Click Create to connect
to QuickBooks and
retrieve the Accounting
Data for the Month.

NOTE: Refer to the First
Time Transmit procedure
in Appendix A of this
manual if the QuickBooks
— Application with No
Certification window
appears

c. Click Update anytime
before the Reports have
been transmitted to QB
& update the Accounting
Data for that Month.

£ LCL.net Training Edition v2.
(el Help MMMS  Restore §

Member Search

Application Transmit

Ligily Tramemit

[ Monthly Reports ﬂl

Get Awards and Degrees
Get Member Information
Export

Reports and Labels 4

Bt 3 [[E=

A ponehy Repons
il Py L L - N RAINN T

= Jetaraid | od g e
1P Pl Liria
. i

NOTE: Monthly Reports can be created
any time after
the previous months reports have
been transmitted.

4.  Click Transmit to send the Monthly Reports to Moose International.

NOTE: Cannot be performed until after the last day of the month to be transmitted

Education & Training 6/10/2008
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Optional QuickBooks Reports

Definition

QuickBooks has a reporting function (and a series of default templates) that can, and should,
be used for FRU operations. These reports are NOT required by Moose International, they do
NOT work in conjunction with LCL, but can help to simplify FRU tasks or operations.

“® To Create and View Reports:

Follow the steps below to create or view reports using the QuickBooks reporting templates:

1. From the Home page, click the Report Center icon. The Report Center window

appears:

*. ' Report Center

| Bl Mmemorized | §= Preferences

| OO Learning

: Company & Financial

Customers & Receivables

Company & Financial

_ Find out how well your company is deing financially.

Frofit & Loss [income statement)

Sales

Jobs, Time & Mileage
Wendors & Papables
Purchazes

liveentbony

Employees & Fayrall
Branking

Accourtant & T aves

| Standard How much money did my company make
of loze over a specific period of
time? More.
1| Detail What are the year-to-date tranzactions
= [and totalz) for each income and expenze
account, so | can determing what
REPO RT contributed to my comparny's net
profit? More. ..
TYPES Hew da my income and expenses for a

| Prev Year Comparizan

recent period of time compare ta the entire
fizcal year to date? Mare .

|z my company making mare money now
than for the zame period a pear

Budgsts ago? More...
Ligt [ Buwlob Haw much maney iz my company making
) of lazing on each job? More...
REPORT 1| BuClass How much money did my company make
of loge on each buziness segment that iz
CATEGORIES tracked through QuickBocks
clazses? More...
|:| Unclassifisd Heow much money did my compary make

af lose that is not racked through v

2. Choose a report category (note the report descriptions at the right).

3. Select a report by clicking once on the name.

4, If desired, adjust the report time period (e.g., Date Range drop down list or From

and To date entry).
5. Choose Print.

MI QuickBooks Resource Manual - Working With Reports
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Appendix A — Additional Processes & Procedures

Contents

Appendix A contains additional processes and procedures that you may have occassion to use
when working with QuickBooks at your FRU.

Use this procedure...

To...

‘Quick Add’ a New Vendor

Add a new Vendor while completing a business
transaction

‘Quick Add’ a New Customer

Add new Customer while completing a business
transaction

Depreciate Chapter
Paraphernalia

Assure Chapter paraphernalia has been depreciated
prior to submitting year-end reports

Write Checks

Create manual checks.

NOTE: Otherwise follow ‘Enter Bill / Pay Bill’
procedures covered in Section 5 of this manual

Work with Journal Entries

Adjust Inventory Balance ($ Amounts) if necessary

Create Unemployment Tax
Liability

Create Unemployment Tax Liability
- NOTE: Includes practice exercises

Report LCL Errors

Report a pop-up error message to Moose
International for troubleshooting assistance

Restore QuickBooks Database

Restore a corrupted QuickBooks database to an
earlier/saved database

First Time Transmit Procedure

Understand how QuickBooks works with LCL to
transmit monthly reports.

Refer to this process ...

To...

Bingo Process & Procedures

- Add sub-accounts, items, classes for Bingo
- Create Bingo Sales Receipts & Make Deposits
- Enter & Pay Bingo Bills

- NOTE: Includes practice exercises

NSF Process & Procedures

- Enter NSF check amount and related fees
- Record repayment of NSF check amount and fees

- NOTE: Includes practice exercises

Education & Training 6/10/2008
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‘Quick Add’ a New Vendor

Follow the steps below to add a New Vendor using the QuickBooks ‘Quick Add’ feature.

1. From the Home view, click Vendor section.

2. Access the desired transaction (e.g., Enter Bills Icon).

3. In the Vendor field, enter the Vendor Name.

4, In the Vendor Not Found window, click the Quick Add button.

Vendor Mot Found

Pasquali's is not in the Vendaor list,

P
. ()
To automatically add Pasguali's to the Vendor list; dick Quickadd. You can enter more
detailed information later,

To enter the detailed information now, click Set Up {usually not required).

I_i“guick Add J [ SetUp ] [ Cancel ]

NOTE!: The Vendor is added to the Vendor list. You will not see the Vendor
list at this time.

NOTE?: Selecting the ‘Set Up’ button will take you to the New Vendor Screen
described in Lesson 3 of this manual.
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‘Quick Add’ a New Customer

Follow the steps below to add a New Customer using the QuickBooks ‘Quick Add’ feature.

1. From the Home view, click Customer section
2. Access the desired transaction (e.g., Create Sales Receipt Icon)
3. In the Customer: Job field, enter the Customer Name
4, Press Tab.
5. In the Customer:Job Not Found window, clidk the QuickAdd button.
Customer:Job Not Found
9 Maxwell's is not in the Customer:Job fist,
L]
= To automatically add Maxwell's to the Customer: Job list, dick QuickAdd. You can-enter more
detailed information later,
To enter the detailed information now, dick Set Up {usuzlly not required).
Lé.m%uil:k Add [ St Up ] [ Cancel
NOTE!: The Customer is added to the Customer: Job list. You will not see the
Customer Job list at this time.
NOTE?: Selecting the ‘Set Up’ button will take you to the New Customer Screen
described in Lesson 3 of this manual.
Education & Training 6/10/2008 QuickBooks Pro 2007 103
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Depreciate Chapter Paraphernalia

When to Use

Prior to submitting the April 30™ Year-End Monthly Report, Chapters are required to
depreciate the value of their paraphernalia.

= Depreciation is entered into QuickBooks via File / Company / Make General Journal
Entries’

= [f sub-account # 1810.00 — Accumulated Depreciation does not exist in your Chart
of Accounts under the parent account # /800.00 — Chapter Paraphernalia, you will
need to create the sub-account before starting the procedure below.

= Ifsub-account # 5S4 .00 — Depreciation Expense does not exist in your Chart of
Accounts under the parent account # 5400.00 — General Administration Expense, you
will need to create the sub-account before starting the procedure below.

“m To Make General Journal Entries

Follow the steps below to depreciate Chapter paraphernalia:

1.  From the Menu bar, select Company.

n Chapter 9999 - QuickBooks Pro 2007 -

[Views Lists BenhGEl0® Customers Vendors Employees

The ‘Make General Journal Entries’ @] | HomePage

window appears. ERHmer Cen_te Company Information...

% Advanced Service Administration...
Set Up Users...

Change Your Password...

Set Closing Date...

LR ¥endors

Flanning & Budgeting »
To Do List

Reminders

Alerts Manager

Chart of dceaus Crrl+A
Make General Journal Entries...

Enter Vehicle Mileage...

A Cusknme

Frepare Letters with Envelopes P

(continued on the next page)
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Depreciate Chapter Paraphernalia’, cont.

Continue with the steps below to depreciate Chapter paraphernalia

2.  Enter the correct April Date (Moose year end) for the depreciation).

6% Compary Cusiomers  UeAadars - Emplipeds . Banking  Roports | Veinda

w -Help

&l e _,r 1] 1 - il ] ] F ﬁ_ L ‘ﬂ-':' i, ”|
antar Venar Canter  Empioyas Camer | Repoct Center METTE. Rem B8l FAnd Feg ACIRC SEAnY. Rmnd. Suppan  Sevwioes Feyeoll Crepet Cerde
B prosous TF ot iFnng | % Heory
Dwe |paovzooe W] -Enoy b | Daresats

Az Cabr Ercit e s ., Cam
S0 O + iyl e 15m Apil M3 Deprmcinod o F Crs e, FRrppremis Chpnierons [ [pe *
RBEA OO + Chugriar Parspta =L O “ratw ARG Chaprie

| |

3. On the first available line in the Account column, enter # 54 .00 - Depreciation
Expense Sub-account number you created for your COA.

a) Tab to enter the depreciation amount in the Debit column (e.g., $350.00)*
b) Tab to the Memo and Class columns and enter text if desired.

C) Tab to move to the next entry line in the Account column

NOTE: Refer to the Depreciation of Chapter Paraphernalia section of the Recorders
Handbook to figure the yearly depreciation amount.

On the second line in the Account column, enter # 1810.00 — Accumulated
Depreciation.

a) The depreciation $ amount should automatically appear in the Credit column (e.g., $350.00); if
not, enter it.

b) Tab to the Memo and Class columns and enter text if desired.

C) Tab to move to the next entry line in the Account column

5. Click Save and Close. The depreciation $ amount will be:
=  Added to Account #1810 — Accumulated Depreciation
Added to Account # 54 .00 — Depreciation Expense

Deducted from Account # 1800.00 — Chapter Paraphernalia.

Example Results for $350 Depreciation: i Current value of all paraphernailia
- . e = after depreciation deducted
+1800,00 * Chapter Paraphanalia o At ] .!I'..il.'
+1805,00 - Chapter Paraphanala il L | Original $ amount of all paraphernalia
» 1810.00 * Acoumulated Deprediation e Al J

A Depreciation $ amount

Education & Training 6/10/2008
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Write Checks

When to Use

There may be situations in which a check must be written without having a formal bill entered
in advance. Some occasions for writing checks, instead of Enter Bill — Pay Bill, might
include manual payroll processing or a one time only payment. Even if the check is hand
written, it must be recorded in QuickBooks.

YA To Write a Manual Payroll Check

1.  From the Home view Banking section, click the Write Checks icon.

2. a. Select the Bank E Wit Chocks - Cady
Account (from
which check will
be written). ]

b. Correct the Py i e e of B e
Check Number iz
if necessary o

c. Enter the date of )
the check. - _ - e TaCE T Tee brd

d. At Pay to the cmeanl Bt Mg Cishres ot AR, O |
Order of, drop
down to select
the Payee, or
type Payee’s -
name. — —

not found, use Quick i
Add to enter the -?r-l SO A ST AT A
Payee's name T padnormcsaly ol Morasln oS Pl e, ok Cuackassl oo e nore Se e
. Ry BOn RS
T e fum DeIper 1 e o rowy, Ok ST L0 [ususty ned raguned]
] (o | [o= ]

Payee Notes:
1. Any name entered here MUST be entered in

QuickBooks database.

2. Use Quick Add to add Payee name if not found in
database.

3. Identify Payee as: Vendor, Customer, Employer, or
Other.

(continued on next page)
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Write Checks, cont.

“f Continue with the steps below to finish writing a manual payroll check:

4

Click OK to return
Write Checks
screen.

B Wit Checks - Caly

Sreing Tawrce

ot

Py i e Oy of

Ha. TP
Do eojor/zoce [l

r Cmme Sty || Secwcies |

I-.IM.:'HT 'i_ji_l &l Ii [E Clar -|

Enter the check amount.

NOTES:

1. Payee information automatically entered in address field.
Press Enter to change lines in the Address Field.

2. Check amount automatically written on the Dollars Line.

Enter a brief description in the Memo field.

If the check is to be computer printed, check the “To Be Printed” box.

Select the first line in the Account column and use the drop down list to choose
the balance sheet account from which the check will be paid.

NOTE: If the check will be charged to multiple accounts:

1. Select additional accounts on subsequent lines.
2. Divide the total amount of the check between the accounts.

Choose Save & Close to record the check and close the window.

MI QuickBooks Resource Manual - Working With Bank Accounts; Writing Checks
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Working with Journal Entries

When to Use

Though journal entries are primarily made at the end of the month to balance a monthly
statement, they are also used to offset debits and credits associated with an NSF transaction.
Journal entries need to be planned carefully — and entered with the following guidelines in mind.
If necessary, contact Moose International for assistance

Guidelines

TO... ENTER the adjustment in...

Increase Asset Account Balance INCREASE or DEPOSIT column
(including Bank Accounts) (depends upon the type of account being adjusted)

Decrease Asset Account Balance DECREASE or PAYMENT column
(including Bank Accounts) (depends upon the type of account being adjusted)

Increase Equity Account Balance | INCREASE column
(e.g., Opening Balance Equity)

Decrease Equity Account Balance | DECREASE column
(e.g., Opening Balance Equity)

CASH Account Headings are:

% 1300.00 - Inventory:1305.00 - Resale Merchal | How Dg 12| E][Egl

@ Goto.. | &5 Print... | @4 Edit Transaction QuickReport
. : i Payment Deposit
Date | BEb: Payee | Decrease || Increase Balance
Type. | Account Mema ke L
06272006 S 153,13 153,13
DER 3000.00 « Gpening Bal E Actount Opening Balan:
03/12/2008 g 50 0.00 153,18
RCPT 11258,00 * Undeposited  Mdse resale sales
03/18/2003 Inv. Adj [Lodge 23.00 130:18
GEMIRML [|5000.00 * Costof Good Inventory Adjustment
D3f1ar20081E] | BE - »lloecrea:
i v
Ending balance 130.18
[] 14ine
Sort by :Date. Type, P-Jumléuerlf...l o [ Record J [ Restore
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Create Unemployment Tax Liabilities

When to Use

Unemployment tax liabilities are calculated on the form received from your state. These
figures must be entered into QuickBooks as a Journal Entry for proper distribution to the
Chart of Accounts and to show as an expense on the Income Statement.

= Unemployment taxes post to the Balance Sheet as a liability.

=  Unemployment tax amounts are the FRU’s responsibility; they are not deducted from
the employees’ paychecks.

= The liability and expense for the unemployment tax is established by a Journal entry;
payment is made from the Liability Account 2210.00.

= If the Liability is not established prior to making payment, a negative balance will
appear in the COA and on the Balance Sheet.

L)
k}\ Create a Journal Entry for Unemployment Taxes

Instructions: Refer to the table below to create a journal entry for unemployment taxes:

Payroll Taxes-Lodge Account #5115.00 (Debit) $ 63.50
Payroll Taxes-SQ Account #5135.00 (Debit)  $200.00
Payroll Tax Liability Account #2210.00 (Credit)  $263.50

@Create a Journal Entry for Unemployment Taxes

Instructions: Refer to the table below to create a journal entry for unemployment taxes:

Payroll Taxes-Chapter Account #5115.00 (Debit)  $23.50
Payroll Tax Liability Account #2210.00 (Credit) $23.50
Education & Training 6/10/2008 QuickBooks Pro 2007 109
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Report LCL Errors

When to Use

You may, on occasion, encounter a transmission error when attempting to transfer a file to
Moose International. A window similar to the one displayed below will alert you that an error
has occurred. If you receive a system error, do not close the window, you will need to copy
the error message content and send it to Moose International for troubleshooting purposes (see
the procedure below).

LCL.net Error E|

at System, DateTimeParse,Parse(String s, DateTimeFormatInfo dtfi, DateTimestyles styles)
at System, DateTime Parse(String s, IFormatProvider provider, DateTimestyles styles)
at Syvskem, DateTime Parse(string s, IFormatProvider provider)
at Svskem, DateTime Parse(string 5)
i at Swskem, Convert, ToDateTime(String walue)
I at Leldpi, SyncProcessor, SavelndividualInboundi Skring®: skrReturnMessage, SqlConnection®: cnTran, SqlTransactiong: dbTran) in
[\ DevelopmentEiLCLMET TEST LolApitcsSyncProcessor.vhiline 423

@ Swskemn. FormatException: String was not recognized as a valid DateTime.

YA To Report an LCL Error
Follow the steps below to report a system error to the Moose International Call Center.

1. Open up Word or WordPal.

2.  Click somewhere in the error message and press the Alt+PrtScrn keys.

NOTE: This will copy the error screen and provide troubleshooting details for Moose
International.

3. Open your Word document and click Edit on the Menu bar. Scroll down to select
Paste.

4.  Save/Name the Word document.

5. Email the Word document to helpdesk@mosseintl.org

QuickBooks Training Job Aid, Page 3
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Restore QuickBooks Database

When to Use

The ‘Restore’ function allows you to restore your FRU financial information (QuickBooks
Files) using the backup file saved on your computer or removable storage device. This
provides you with the ability to retrieve your FRU financial data in the event you have
computer or software problems.

DO NOT use the Restore function before calling the Moose
International Call Center!

Performing a restore will overwrite all program data and return the records
to the restore point (date) selected. All financial data entered AFTER the

restore date will be lost!

QuickBooks Training Job Aid, Page 19
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Monthly Reports — 1°' Time Transmits

“B Follow the steps below if you are:

= Transmitting a monthly report for the first time, or

= Attempting to connect to QuickBooks to retrieve the accounting data AND the

‘QuickBooks — Application with No Certificate’ appeared (alerting
QuickBooks is NOT open).

-
QuickBooks - Application with No Certificate

you that

An application without 3 certificate is requesting access ko the

following QuickBooks cormparny file:
NEW COMPANY

enhancing the QuickBooks user interface,

The &pplication Calls Ik=slf
Leivin

Cestificate Information

cannot verify the developer’s identity.

CsckBooks Solutions Marketplace

Search for information about this application at the
- DuickEooks Solutions Marketplace

Do you want ko alflove this application bo read and modify this company e
o

RAccess may includs reading and modifying GuickBooks data as well as

This application does not have a certificate, QuickBooks

) ¥es, prompt each time
() ¥es, whensver this QuickBooks company fils is open

STEP 1:

Click Yes always;

......... allow access even if

QuickBooks is not running

7] Allows thils application to access personal data such as Soclal Security Mumbers and

Tell e more

Help

T customer credit card information,

| Continue. .. kJ | Cancel ] |_

STEP 2: Click Allow this \

Application to access personal
data such as Social Security
Numbers and customer credit
information

STEP 3: Click Continue

prompted)

(and then Yes and Done when

LCL.Net Resource Manual, Chapter 6; LCL.net V2.0, Go To menu, Monthly Reports
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BINGO - Process & Procedures

Procedure Overview

The table below identifies all of the QuickBooks procedures associated with the FRU Bingo
‘process.” Examples and notes are included for each procedure. If you need to recall “how” to
complete one of these procedures, refer back to the training manual lesson identified under each

procedure name.

Note: Procedure 6 ‘Create a Bingo Receipt’ follows the table.

Procedure

Examples

Notes

1 | Add Bingo
Sub-
Accounts

See Lesson 2

Enter these sub-accounts:

1006.00 Bingo Checking

2320.00 Bingo Sales Tax Liability (if required

by your state)

4505.00 Bingo Admissions & Card Sales
4515.00 Bingo Concessions or Food Sales
5505.00 Bingo Prizes & Jackpots Expense
5510.00 Bingo Supply Expense

5515.00 Bingo Donations

5520.00 Bingo Utility Expense (Lodges)

Under these Parent
Accounts:

1000.00 Cash
2300.00 Other Liabilities

4500.00 Bingo Income
4500.00 Bingo Income
5500.00 Bingo Expense
5500.00 Bingo Expense
5500.00 Bingo Expense
5500.00 Bingo Expense

2 | Add Bingo
Items

See Lesson 2

Enter these items:

2320 Bingo Sales Tax Liability

4505 Bingo Admissions and Card Sales
4515 Bingo Concessions or Food Sales
5505 Bingo Prizes & Jackpots

5510 Bingo Supplies

5515 Bingo Donations

5520 Bingo Utilities (Lodges)

For these Sub-Accounts:

2300.00 Other Liabilities
4505.00 Bingo Income
4515.00 Bingo Income
5505.00 Bingo Expense
5510.00 Bingo Expense

5515.00 Bingo
Donations

5520.00 Bingo Utility
Expense (Lodges)

3 | Add Bingo
Class

See Lesson 2

Bingo

To classify transactions
associated with Bingo.

(continued on the next page)
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BINGO - Process & Procedures, cont.

Procedure Overview, cont.

Procedure

Examples

Notes

4 | Add Bingo
Vendor

See Lesson 3

* Bingo Bonanza

Remember: QuickBooks
will not allow Vendor and
Customer names to be the
same!

5 | Add Bingo
Customer

See Lesson 3

=  Bingo

6 | Create a
Bingo
Receipt

See ‘Enter a
Bingo Receipt’
procedure on
the next page.

Single receipt for all money collected:
* Bingo Admissions and Card Sales
= Bingo Concessions or Food Sales
= Bingo Sales Tax Collected

* Bingo Prizes & Jackpots*

Item #s:
= 4505
= 4515
= 2320
= 5505

7 | Make Bingo
Deposits

See Lesson 4

To match Bingo Receipts create in
Procedure 6)

8 | Enter Bingo
Bills

See Lesson 5

= ‘Bingo Bonanza’ Supplies

=  Note: Lodge Utilities and Donations (e.g.,
Boy Scouts) paid out of ‘1006.00 Bingo
Checking’ Account

* 5510.00 Bingo Supplies
= 5515.00 Bingo Donation

9 | Pay Bingo
Bills

See Lesson 5

= ‘Bingo Bonanza’ Supplies

= Note: Lodge Utilities and Donations (e.g.,
Boy Scouts) paid out of ‘1006.00 Bingo
Checking’ Account

10 | Adjust Bingo
Inventory (if

Bingo Inventory Account

Cost of Good Sold Account

= 1320.00 = 5510.00 Bingo Supply
necessary) Expense
See Lesson 6
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BINGO -

Process & Procedures, cont.

YA To Create a Bingo Receipt, cont.

Follow the steps below to enter total receipts and payouts associated with Bingo Receipts.

uv

W ® N o

From Home view, click Create Sales Receipts.
From the Item drop-down, choose Admissions and Card Sales.

In the Amount column, enter total amount of monies collected for admissions
and card sales.

From the Item drop-down, choose Bingo Concessions or Food Sales.

In the Amount column, enter total amount of monies collected for concessions
and food sales.

From the Item drop-down, select Sales Tax Collected (if required by your state).
In the Amount column, enter total amount of sales tax collected.
In the Item drop down, select Prizes and Jackpots.

In the Amount column, enter total amount of prizes and jackpots paid out as
a negative (-) amount.

e e & help question | Ask (I How Do 12| _ 00| X

& previous et &5 - B8 - B - | € & speling By History  + 2 Get Online Pmts [32

Customer: Job Class

Template = Print Prewview

Sales Receipt 02/02/2003 ﬁl 68

] | -] |Cust0m Sales Receipt 7|

Admissions & Card Sales shown — also need to enter for: Bingo
Concessions/Food Sales, Sales Tax (if applicable), and Prizes &
Jackpots

Ikern

CWEcription Class Amount

505 -

adrissic > | adrission & Cards sales - 0,00

Custamer -
Message

Takal 0.00

V¥ Tobeprinted [~ Ta be e-mailed Mermo |

Add Time/Costs, .. |
[ Process credit card payment when saving

Sawve & Close | Save & Mew Clear
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L)
'>\ Enter a Bingo Receipt (Lodge)

Instructions: Refer to the data below to enter a Bingo Receipt.

[Cety aed Staba) i [ Drade)
' OFFICIAL RECEIPT
Yopal @rder of Moose
Encept for Dues and Fees
Received of ?i.hm Q-L&HZMM i %BGOO

Toeze Trvsinl? Twotnrezr Frery s 00/100 o
samevemgr_MoNZAYNiGHT NGO

(SEAL) LodgeMNo,
By _J.D. Administrator
Customer | Description Item # $ Amount
Bingo Admissions and Card Sales 4505 5000.00
Concessions and Food 4515 300.00
Sales
Sales Tax Collected 2320 75.00
Prizes and Jackpots 5505 -2125.00
Receipt Total 3250.00

Enter Prizes and Jackpots
as a Negative (-) Minus
Number
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NSF Process & Procedures

Procedure Overview

If you receive notice from your Bank that a check has been returned due to insufficient funds, you will
need to post monies associated with the NSF activity. After the NSF funds have been collected (check
amount and associated fees), you will then need to record those repayment transactions via journal
entries. The graphic below illustrates how NSF transactions are made in QuickBooks

'S Chartof Accounts | Checking Account Journal Entry:
Tolname «

& | Mame =~

100,00 - Cash O I = 1000.00 - Cash:1005.00 - Checking - Cash
+1005.00 * Checking - Cash —————
+1010,00 ' Savings - Cash ; Go'to.. @ Print... @ Edit Tramsaction QuickReport Dovinload Ban
+1015.00 * Checking - Bingo = z
+1025.00 ' Petty Cash T T

+1100,00 * Receivables Date | Number | Payee | Payment
+1105.00  MSF Checks Type Accounit | Mema

+1199,00 * Undeposited Funds wiros | | '

+1300.00 * Inventory il :
+1305.00 * Resale Merchandise - Frat LR = DEP 3000.00 - Opening Bal E Account Opening Balant

03/10/2008 Bank C... ||NSF Chedds W[10.00
CHK S400:00 - Gener... ™ | Thoma A. Badcheck
Removes § from Checking 03/10/2008 A
Account until repayment is made. :
1) Post (Invoice) NSF Check 2) Post NSF Fees in Checking Account
Amount (#1105.00 A/R) (#5405.00 Bank Charge expense account)

3) Enter Repaid NSF 4) Enter Repaid NSF Fee

: Check Amount Amount (#4620 NSF income
: (#1105.00 A/R) account)
= : : = T o
E : . R ¥ 4 000 “f:”
& : : Create Sales Get Cnline
o | : g Receipts Payments
&) - :
5 =
. B ,
Irvvnices Receive
Paymenkts
= & S
El > %
Skatement Statements Refunds
Charges & Credis
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NSF Process & Procedures, cont.

The table below identifies all of the QuickBooks procedures associated with a FRU’s NSF
process. Examples and notes are included for each procedure. If you need to recall “how” to
complete one of these procedures, refer back to the training manual lesson identified under each

procedure name.

Note: Procedures 5-8 are specific to the NSF process and are described in detail after this table.

Procedure

Examples

Notes

1 | Add NSF
Sub-Accounts

See Lesson 2

Enter these sub-accounts:

= 1105.00 NSF Checks
= 4615.00 NSF Fee
= 5405.00 Bank Charges

Under these Parent Accounts:

= 1100.00 Receivables
= 4600.00 Other Income
= 5400.00 General Admin Exp

2 | Add NSF Items

See Lesson 2

Enter these items:

= 1105 NSF Checks
= 4615 NSF Fees

= 5405 NSF Charges

For these Sub-Accounts:

= 1005.00 Checking - Cash
=  4615.00 NSF Fee

= 5405.00 Bank Charges

3 | Add NSF Class

See Lesson 2

=  NSF Checks

To classify transactions
associated with NSF checks, fees
and repaid dollar amounts.

4 | Add NSF Customer

See Lesson 3

=  NSF Checks

5 | Create an Invoice for
NSF Check Amount

See ‘To Post an NSF Check’
Procedure that follows

=  Removes insufficient funds
from Checking Account,
AND

= Posts the NSF Check
amount to an Accounts
Receivable Account

* 1005.00 Checking — Cash

= 1105.00 NSF Checks
Account

6 | Post NSF Fees

See ‘To Post NSF Fees’
Procedure that follows

= Journal entry

=  Records bank fee and FRU
inconvenience fee into the
checking account.

* 1005.00 Checking — Cash

*  5405.00 Bank Charge
Expense Account
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NSF Process & Procedures, cont.

Procedure

Examples

Notes

7 | Enter Repayment
of NSF Check Amount

See ‘To Enter Repayment of
NSF Check Amount’
Procedure that follows

‘Receive Payment’ entry

Matches the 1105.00 NSF Check
Amount on the invoice

8 | Enter Repayment of NSF
Bank Charges Fees

See ‘To Enter Repayment of
NSF Bank Charges & Fees *

‘Create Sales Receipt for repaid
fee amount

Matches the 5405.00 Expense
account amount

9 | Make NSF Deposits

See Lesson 4

= NSF Check Amount
= NSF Fees & Charges
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NSF Process & Procedures, cont.

M To Post an NSF Check

Follow the steps below to create an invoice for an NSF check (and remove the insufficient
fund amount from your checking account).

1. From Home view Customer section, click Invoices.

B Create Invoices - NSF Checks Type & help question
ereviows BPrext &5 -~ 3 - B - B o soeling WyHstory T - 3 -
Customer:Job Clazs Account
|1NSF Checks A |1SF Checks s | | 1100.00 - Receivabl.. w | | Intuit Service Invoice |+ |
invoice
NSF Checks
FEIEHFE_V
Item Quantity Description Rate Amount
1005.00-- MSF ... MSF Checks Receivable 50.00 50,00
| -
Customer a
Message
Total 50,00
[ To be printed [ Add Timejcosts... | [ Apply Credits... | Payments Applied 0.00
[ 7o be e-mailed Balance Due 50,00
Memo :-'.!-'iwrnas A, Badchec
i+ Let QuickBooks help vou get vour Iriveice paid online by credit card. [ Save & Closs ] l Bave A N ] [ Clakt ]

2. Inthe Customer:Job field, enter NSF Checks. The Bill To Box will auto fill with
NSF Checks.

3. Inthe Class field, drop down to select NSF Checks.
4.  In the Account field, drop down to select 1105.00 — NSF Checks.

5. In the Date field, enter the Date the NSF Check was charged to your checking
account by your financial institution.

6. In the Item column, drop down to select Item 1105 — NSF Checks
7. In the Amount field, enter the amount of the NSF Check.

8. In the Customer Message field, enter Name of the person who wrote the NSF
check.

9. Click Save & Close (or Save & New to create another invoice).
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NSF Process & Procedures, cont.

“™ To Post NSF Fees

Follow the steps below to post NSF bank fees and ‘FRU inconvenience fees’ (if applicable to
your FRU.

1. From Home view Company pane, click Chart of Accounts

2. Double-click 1005.00 — Checking — Cash to open the Account Register

w

On the first available transaction line: enter Date bank charged NSF Check to
your account

In Number Type column: enter Bank Charge

In Payee Field: enter NSF Checks

In Payment Column: amount bank charged as NSF fee
In Account field: 5405.00 — Bank Charges

In Memo field: enter Name of NSF check writer

o ® N o U A

Tab (charge will be deducted from the Balance amount.)

10.  Click Record to Save.
Completed transaction should look like the highlighted entry below.

Type a help question

| . 1000.00 - Cash:1005.00 - Checking - Cash @ ._ E]@

; Go o zﬁ Print... @ Edit Transaction QuickReport |i'f| Dowenload Bank Statement

Date | r_-ig_lml:uer | Payee | Payment -f ' Deposit | Eala!'!ce
L Tlype Account { Mema ' :
062712006 S 9,957.73 9,957.73
DIEF 200000 - Cpening Bal F Account Qoering Balanc

03/10/2008 [B) C... [INSF chedks w || 10,00 9,947.73

CHE 5400.00 - Gener,.; [ |Thu:um._a A, Badcheck
03/10/2005
Ending balance 9,947, 73
|:| 1dine
Sort by :Daié. ;I'-*_:,I:ue. N-u:i';l:uE:'_-":.. v Recard ] [ Restore
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Enter NSF Checks & Bank Charges (Lodge)

Instructions: Refer to the table below to practice entering NSF Checks and Bank Charges.

Payee Check Bank

Name Amount Charge
Darrell Baker $50.00 $10.00
James Thomas $75.00 $10.00

@Enter NSF Checks & Bank Charges (Chapter)

Instructions: Refer to the table below to practice entering NSF Checks and Bank Charges.

Payee Check Bank
Name Amount Charge
Pat Morris $30.00 $10.00
Molly Brown $30.00 $10.00
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NSF Process & Procedures, cont.

YA Enter Re-Payment of NSF Check Amount
Follow the steps below to record the NSF check amount that has been repaid:

1. From Home view Customer section, click Receive Payments

#: Receive Payments Type 2 help question

@ previous [ pext Qﬁ History ~ E—_‘é} Get Onling Pmts

Customer Payment AR Account [:1105.00 - NSF Checks [ #|
Received Fram :HSF Checks w Customer Balance 25.00 =
| | B
Amount _ 25,00 | Date 031072003 [E) Get paid faster.
- S e Accept credit cards
r —— - it QuickBooks,
Pmt. Method | Cash | Reference = |1 g
Memo | Pat Maorris MSF Re-payment Where does this payment go? A —
4 TEENETIR IS TR e : r mare
I',.(;‘! [ Find & Customer Invoice. .. ]
J | Date Mumber Qrig. Amt, Amt. Due Payment |
J 0371072008 |1 25.00 25.00 25.00 #
M
Totals 25.00 25.00 25,00 |
Amounts for Selected Invoices
Amount Due 25.00
Un-apply Payment Applied 25.00
Discount & Credits. .. I?iscqunt and Credits 0.0
Applied
[ Save & Close ] I_ Save & Mew ] [ Clear

2. In the Received From field: select the Customer NSF Checks
3. In the A/R Account field: drop-down to select 1105.00 — NSF Checks

4, In the Amount field: enter the amount being repaid.
NOTE: Do not include fees or charges!

5. In the Date field: enter the date of the re-payment.
6. In the Payment Method: drop-down to select how payment was made
7. In the Reference # field: enter a reference number for tracking purposes.

NOTE: QuickBooks automatically looks at the amount entered in step #4 and puts a check
mark by the associated date in the table. This check mark may be moved if necessary.

8. Save & Close to complete the transaction.
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L)
v)\ Enter Repayment of NSF Checks (Lodge)

Instructions: Refer to the table below to record actual amounts repaid for NSF Checks.

Payee Name

Re-Paid NSF Check Amount

Darrell Baker

$50.00

James Thomas

$75.00

@Enter Repayment of NSF Checks (Chapter)

Instructions: Refer to the table below to record actual amounts repaid for NSF Checks.

Payee Name

Re-Paid NSF Check Amount

Pat Morris $30.00
Molly Brown $30.00
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NSF Process & Procedures, cont.

YA To Enter Re-Payment of NSF Bank Charges and Fees

Follow the steps below after the FRU has been reimbursed for NSF Bank Charges or FRU
Inconvenience Fees. Note that the repaid charges/fees are entered into via a Sales Receipt.

1. From Home view Customer section, click Create Sales Receipt

@ “® How Do I? EIE|E|

Frrevious Prext ¢ ~ G ~ B ~ #Fy [@f coeling By History  ~ =] Get Orline Pmts [38 ~

B. Enter Sales Receipts Type & help question

Customer: Job Class Template
[MSF Checks | |NSF Checks [+ : ECustom Sales Receipt (|

Sales Receipt

M5F Checks

Payment Method
w

Item Description Qty Rate Amount |
4620 - NSF Che. .. [NSF Check Fee 10.00 10,00
5405 - Bank Ch... |Bank Charges 10.00 10.00] 5
Customer v

Message

Total 20.00
i [ 7o be e-mailed Memo :_-_Thomas A, Badcheck
Add Time/Costs. ..

WE [ Process credit card payment when saving
[ Save & Close J [ Save B Mew ] [ Clear

In the Customer:Job field: drop down to select NSF Checks

In the Class field: drop down to select NSF Checks

Enter the Date when the funds were received.

In Item column: drop down to select 4620 — NSF Check Fee

In the Amount column: enter the NSF Check Fee Amount: that was repaid
In Item column: drop down to select 5405 — Bank Charge

In Customer Message: NSF Check writer’'s name

W ® N o u AW

Save & Close
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Enter Repayment of NSF Bank Charges & Fees (Lodge)

Instructions: Refer to the table below to record payments received for NSF Bank Charges and
FRU Inconvenience fees.

Repaid Repaid
Name Bank Charge NSF Fee
Darrell Baker $10.00 $10.00
James Thomas $10.00 $10.00

@Enter Repayment of NSF Bank Charges & Fees (Chapter)

Instructions: Refer to the table below to record payments received for NSF Bank Charges and
FRU Inconvenience fees.

Repaid Repaid
Name Bank Charge NSF Fee
Pat Morris $10.00 $10.00
Molly Brown $10.00 $10.00
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