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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)

= 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)

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 Windows 7 or newer, QuickBooks will be used:
Will My = To track FRU income & expenses
YU 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.

Ym To Access QuickBooks From Your Desktop Icon:

1.  Double-click QuickBooks icon.

QuickBooks Pro
2007

Y® To Access QuickBooks From Your Windows Taskbar:

Click Start on the Windows taskbar.
Drag/Scroll mouse to Programs.
Select QuickBooks.

Select QuickBooks Pro 2007

H N

“m 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 No Company Open
fi |es, O R 1y that you've previously opened and dlick Open
1b. Choose Open an Existing Company and I
select another file from the Open a Company |
tion: C:\Documents and Settings\All Users\Documents\Intuit\QuickBooks\Company ..
screen. =
EX
= Highlight the correct Company and click o
. . Open a Compan
Open. All data is automatically saved (not ———— e
backed up) when the Company file is
closed.
*Note: ‘Company’ refers to the data file ‘
that stores accounting information specific ..
to a Fraternal Unit. -
5
My Computer — 5
) Flescftye: | QuickBooks Fies (~QBV/."QBA) v
e [[] Open file in multi-user mode =
11
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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
= Vendor
=  Company

= Banking

=  Ask; How Do I? !
=  Account Balance; Get Started; Learn Abou|t Services

i3 Jefferson Moose Lodge # 999 - QuickBooks Pro 2007
File Edit View Lists Company Customers Yendors Employees Banking Reports Window Help Special Offers

«I_——I
g
X

v -~ » = ) e 2 »
® &2 P R ® & 2 B 4 S w®
Home: Customer Center Vendor Center Employee Center | Report Center MemTx  Item Bill Find Reg  Accnt Search Rmnd  Supy Services Payroll Credit Cards
| Type Jelp question Askll- ‘¥ How Do 1? ]. =101 x|
w Company i}
S
2
g @ B Get Started
a Chart of Ouicksooks Py Steps
4 = ¢ o [3 QuickBooks First Steps
H 4 -
Enter Bills Pay Bills @ @ﬂ Customize QuickBooks
Items &
Services =
ostYlees ElLearn About Services
{&F Learn sbout payroll options
o <
b % Accept credit cards
a Gi \é Order Checks & Business Cards
i}
Banking
) &% Other services...
Invoices Reconcile
$
&
Statement e
B Write Check
chiies hecks Rhister
n
g
o,
£ {
)
b=t “ 7
E Print
Learn about Checks
3 Payroll Options

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 Askl ¥ How Do I?| ﬂ

— Conkact Information

Legal Address |

CityfState/ZIP | | =] |

Legal Country ILIS - — Pavroll Tax Form Information

a1y VYl e fF erson Moose Lodge Student oK |
Address Phone # | Cancel |
Fax # | Help |
E-riail |
Counkry Im Web Site |
— Legal Information (Appears on pavroll kax forms) ——————— — Company [dentification
Leqal Marne |JeFFersu:un Moose Lodge Student Federal Emplover Identification Mo, I—

{FEIN is required For Payroll)

Social Security Murmber I
| {55M is used on 1099's if

nia FEIN is entered)

— Report Infarmation

First: month in your:

Fiscal Year IME'V - Tax Year IME‘V - ULE I

Phone # I
Income Tax Form Used |F|:|rm 230 (Exempt Organization) ﬂ

Conkact |
{Mame of person preparing and sigring payrall tax Forms)

Y™ To View or Change Company information

Follow the steps below to view or edit Company, or FRU information.

1
2
3.
4

From the Menu bar, choose Company.
Choose Company Information.
Add/modify information if necessary. Tab to move to next field.

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

= E-mail chapter9999@mooseunits.org
= |D# 39-2563902

QuickBooks Participant Workbook June 2017
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Chart of Accounts (COA)

Things you Own ™ 1000 account #’s
Cash, Inventory .
Building, property Assets

2 \
Money you collect 4000 account #’s
that belongs to you
Sales, Dues, donations - 4
toithic it Income
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Chart of Accounts (COA)

Purpose

The Chart of Accounts is the core of
your computerized accounting system.

= The Chart of Account accounting
system consists of Parent Accounts
and Sub-Accounts.

= Parent Accounts are at
the left

= Sub-Accounts are indented
under a Parent Account

= This account structure will make
your financial reports and statements
easier to read and understand

= Chart of Accounts numbering
scheme helps classify FRU Income,
Expenses, Liabilities and Assets.
Parent Accounts are described in the
graphic on the next page.

!

e | NOTE: All account
numbers must end with .00

= Moose International has already
pre-configured the QuickBooks
Chart of Accounts for use in your
FRU.

Parent Accounts
(all end with .00)

%  MName -« l
+1000.00 * Cash

+1005.00 * General Checking
+1006.00 ' Bingo Checking
+1007.00 * Gaming Checking
+1008.00 * Other Checking 1
+1009.00 * Other Checking 2
+1010,00 * Savings
+1020.00 * CD’s

+1025.00 * Petty Cash

Sub-
Accounts
(all end
with .00)

Tt

+1100.00 * Receivables
©1105.00 ' NSF Checks
+1199,00 * Undeposited Funds
+1300.00 * Inventory
+1310.00 * Resale Merchandise
+1320.00 * Bingo Inventory
+1325.00 ' Gaming Inventory
+1330.00 * Beer Inventory
+1335.00 ' Liquor Inventory
+1340.00 * Wine Inventory
+1345.00 * Misc. Bar Merchandise
©1350.00 * Kitchen Inventory
+1500.00 * Due From other FR Unit
+1505.00 ' Due from other FRU
©1700.00 * Building and Property
+1705.00 * Lodge Home/Building
+1710.00 * Other Property
©1715.00 ' Bldng Lease/ Imprvmnts
+1800,00 * Furniture and Equipment
+1805.00 * Furn, Fixt and Equip
+1810.00 * Accum Depreciation
+2000,00 * Accounts Payable
+2050.00 * Motes Payable
+2055.00 * Mortgage Principal
+2060,00 * Loans/Motes
+2075.00 * Other Payables
+2200,00 * Payroll and Benefit
+2205.00 * Compensation
+2210.00 * Payroll Tax Liabilities
©2215.00 ' Bingo Payroll & Benefits
+2220,00 * Gaming Payroll Benefits
©2250.,00 * Real Estate Tax
©2300.00 * Other Liabilities
©2310.00 ' Local Tax Liabilities
+2315.00 * Bingo Tax Liabilities
©2320.00 * Gaming Tax Liabilities
#2500.00 * Due to Other FRU

©2510.00 * Application Fees ko MI

+2515.00 * ABCD/Per Capita to MI
+2520.00 * 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_+ ][ activites ~ ][ F
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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 QuickBooks’ Chart of Accounts:

' Rule # | Rule

. 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
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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

ASSET! Apil 20, 08
Curent Azsets
Chacking/Ssvings
100000 - Cash
o $006.00 - Checking - Cash 10,000 00
lngs 104000  Savings « Cash 18,000 00
) 102500 - Petty Cash 1,200 00
Totsl 1000 00 - Cash 26,200 00
Total Cheoking/Savirgs 2020000
Other Current Assets
1300 .00 - Inventor y
120500 - Baar 4300 00
121000 - Liquor 570000
you 134500  Wine __230000
Totsl 1300 00 « Inventor y 12800 00
—_—> Totsd Othar Current
Assels 12 800 00
Total Curent Assets 42000 00
Fixed Aszets
1700 00 « Burldings snd Property
Own 1706.00 - Lodge Home/Bullding 750 000 00
Totsl 170000 - Buildings snd Properiy 780.000.00
1200 00 - Furniturs and Equipmant
_— 1805.00 « Furniture, Fidures & Equip ment 184,000.00
Totsl 180000 - Furndure snd Equipment 185,000.00
Total Fixed Assets 935.000.00
TOTAL ASSETS 977,000.00
Lisbilities
Current Uabilities
Acocunts Payable
200000  Accounts Payable 128000
Totsl Accounts Payable 128000
(thar Current Uabilities
220000 - Payroll and Bancfit Liabilties 192000
250000 Due fo Other Fraternal Units
2505 00 - Endovwroant-MooseCharities 4500
251000 - Application Feas to M| <0 00
251500 - ABCD/Per Capeta dueto M! £6.00
Totsl 250000  Due to Other Fraternsl Units _ 141.00
Totsd Othar Currant Liabilities 334100
Total Current Uabilities 334100
Long Yerm Liabilities
2050 00 * Notes Paysbie
2056.00 - Mortgage 230,00000
Total Long Term Liabilities 230,000.00
Total Listilities 233341
Equty
300000 - Opening Bal Equity £806,061.00
390000 - Retsined Exmings 138,598 00
Total Equity 743,658 00
TATAL LIARIITIES & FRINTY 2700000

n
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Balance Sheet & Profit & Loss (P&L) Statement Overview

Balance Sheet

Chapter

Apr 30,08
ASSETS
3 Current Assets
Checking/Savings

Thlngs 1000.00 - Cash
1005.00 - Checking 73682
1010.00 - Savings 2,509.70
Total 1000.00 - Cash 3,248 52
— Total Checking/Savings 3,246 .52

you Other Current Assets

1199.00 - Undeposited Funds 7.00
Total Other Current Assets 7.00
Total Current Assets 3,253 52

Fixed Assets
1800.00 - Furniture and Equipment
1815.00 - ACCUMULATED DEPRECIATION -1,04987

1810.00 - Paraphernalia Depreciated 415132
1805.00 - New Paraphernalia Purchased 140.00
Total 1800.00 - Furniture and Equipment 3,241 45
Total Fixed Assets 3,241 45
TOTAL ASSETS 6.494.97
LIABILITIES & EQUITY
Liabilities

Current Liabilities
Other Current Liabilities
2300.00 - Other Liabilities

2305.00 - Sales Tax Liabilities 2752
Total 2300.00 - Other Liabilities 2752
2500.00 - Due to Other Fratemal Units

2510.00 - Application Fees to M| 4000

2515.00 - ABCD/Per Capita due to Ml 28.00
Total 2500.00 - Due to Other Fraternal Units 5800

Total Other Current Liabilities 9552
Total Current Liabilities 9552
Total Liabilities 9552
Equity
3000.00 - Opening Bal Equity 8.311.23
3900.00 - Retained Earnings -924 76
Net Income -987.02
Total Equity 5,398.45
TOTAL LIABILITIES & EQUITY _6.494 97
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Profit & Loss (P&L) Statement Overview

May 07 - Ape '08

400000 - Duas and Fees Income

400500 - Membership Dues 75000
401000 Application Fees 280,00
Money 401500  Life Membarship 900.00
Total 4000 00 - Duas and Feas Income 10.900 00
422600 - Scoml Quarters Sales
423000 ' Beer Sales 124,000.00
i Oou 423500 - Liquor Sales 174.750.00
424000 - Wine Sales 108.000.00
Total 4225.00 - Sooial Guarters Sales 403 250.00

430000 - Donstions Received
0 ect 4310.00 - Lodge Donati cas 23500

440000 - Interest investment Ncome
441000 Swsargs 63.00

Total heo me 419,545 .00
S000 00 - Cost of Goods Scla
502500  Scoml Guarters Cost/Goods Sold

503000 « Beer $4.300.00

S035 00 « Liquor 87,80000

£040.00 - Vérs 31,800 00

Total S000 00 - COGS 15620000
Grozs Frofit 285543 00

Money -

510000 - Payroll & Benehit

5910 .00 « Payeoll 3583000
5115 00 - Paywoll Taxes 452000
Total 5100.00 - Payrell & Benefits 40,050 00
S20000 - Suppliez and Misc
5220 00  Mize Lodpe 1.25000
5215 00 - Lodge Supplies 77500
ou Total 5200.00 - Supplies and Miso 2,02500
522500 - Socisl Quarters Supplies snd Expense 7.85000
5300 00 - Donation Expanse 28000
540000 - Gararal Administration Exp
843500  COMPUTER SUPPORTY 43000
5430 00 REPAIR & MAINT 6,750.00
5420 00 - Postags 52000
S end £410.00 - Printing 1,600.00
p 541500  Liosnses snd Permits 3,860.00
Tolsd 5400 00 - General Administrati on Exp 1311000
S500.00 « Qccupanoy Expenze
560500 Gas 365000
SE10.00 - Bectric 2567500
5616.00 - Water & Sawer 225000
5620, Phone 1086000
563000 Mortgage 2160000
Tots 5500 00 - Docupancy Expense 83,73500
Total Expensa 127 050 00
Nt lnen me -l dBSSR00
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Profit & Loss (P&L) Statement Overview

Chapter

May 07 - Apr ‘08

Income
4000.00 - Dues and Fees Income
Money 4005.00 - Membership Dues 2,168.00
4025.00 - Transfer Fees 5,00
Total 4000.00 - Dues and Fees Income 2173.00
You 4400.00 - Interest Investment Income 484
4700.00 - Special Pypj & Committee Income 4 670.08
Total Income 684792
C Ollect Gross Profit B,647.92
Expense
5300.00 - Donation Expense
5307.00 - ASSOCIATION DONATION 50.00
5303.00 - Community Service 240.00
5306.00 - Sunshine Child/Grandparent 150.00
Mone 5302.00 - MooseheartMoosehaven Spec Proj  £38.00
y 5301.00 - Scholarship & Maintenance 260.00
Total 5300.00 - Donation Expense 1,3368.00
5400.00 - General Admin Exp (Incidentals)
5499.00 - Depreciation Expense 344 61
5450.00 - Misc Expense 111579
Y 5445.00 - Computer Support 120.00
ou 5440.00 - Chapter Supplies 443 65
5430.00 - Risk Pool/Bond Premium 197 16
5425.00 - Postage 123435
5405.00 - Bank Charges 144.00
Total 5400.00 - General Admin Exp (Incidentals) 3504 56
5700.00 - Special Project & Committee Exp 2777.38
Spend 5800.00 - Travel and Rep Expense
5805.00 - Matriculant Expense 115.00
Total 5800.00 - Travel and Rep Expense 115 .00
Total Expense 7 B854 94
Net Income —987.02
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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.

YB 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

Preferences.
2. Click Checking (at the left).
3. Click My Preferences tab.

 File BId View
®
Home

Open W

[ Home|

73 Jefferson Lodge #9999 - Qui

Lists Company

Reminde Use Register Ctrl4+R

NOTE: At times, a Cash account other than 1005.00 — _C”a“ 7 se Caator

General Checking may be used (i.e. 1006.00 — Bingo
Checking). If this is the case, you must manually

change the account # in QuickBooks.

Search...
Find...

Ctrl+F

Preferences...

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. [

B2 Accounting

3'i htegrated Applications
‘ Irems & Inventory

= Jobs & Estimates

Checking

oX
:t Sales & Customers
|| SsalesTax
Q Send Forms
% Service Connection
z Spelling
[28 Tax: 109
I8 Time Tracking

Type a help question ¥ How Do I?
My Preferences | Company Preferences
|
My Preferences Tab
Select Default Accounts To Use
Open the Write Checks form with | 1000,00 * Cash: 10... v | account
5 Also See:
Open the Pay Bills form with | 1000,00 * Cash: 10... v | account
- General
Open the Pay Sales Tax form with | 1000.00 * Cash: 10... % |account
Open the Make Deposits form with | 1000.00 + Cash: 100t w | account

A

Check all
4 boxes

Account

Selection Boxes
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Set Preferences in QuickBooks, cont.

Ym 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 steps below to display both parent and sub-account numbers in your QuickBooks
Views.

From the Menu bar, select Edit and then drop down to Preferences.
From the icon list at the left, click Accounting.

Click the Company Preferences tab.

v Show the lowest sub-account only.

Click OK.

i A N

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.

& ~eifl

Preferences Type a help question Askl ¥ How Do I?| x|

[ My Preferences I Company Preferences I oK |
g Bills Accounts cancel |
E Checking ¥ Use account nurmbers v Reqyire accounts
=4 Deskiop View W Show lowest subageount anly H;Ipl
Company -
Defau
3 Accounting W Use class tracking Preferences 4|
'.'Eri Integrated Applications ¥ Prompt to assign classes Also See:
‘ Ttems & Invenkory ¥ aAutomatically assign general journal entry number ereral
I~ Jobs & Estimates W tiarn Show the lowest
Payroll and
Q Payroll & Emplayees Date Warrl sub-account only Emplayees
@ Reminders W Wearn if Transacons are [T Oavi= e past

M Reporks & Graphs
% Sales & Cuskomers

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

lg| sales Tax Closing Date
send Farms Date through which books are closed: (niok sek)
t& service Connection cet DateiPassward |

QuickBooks Participant Workbook June 2017 23



Set Preferences in QuickBooks, cont.

Y® 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 steps below to turn off inventory tracking.

1
2
3.
4

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

From the icon list at the left, click Items & Inventory.

Click the Company Preferences tab.

Uncheck any checked box in the Purchase Order and Inventory area.

(Click to uncheck)
Click OK.

Preferences

2] Accounting

My Preférences

Type & help question @

%

" How Do I?

| Company Preferences j

O

QuickBooks Participant Workbook

S
ﬁ Bills Purchase Orders and Inventory
E Checking [CJinventory and purchase orders are active.:
o el
% Finance Charge
Ba General A
%8 Integrated Applications ‘ Company Also See:
Items & Inventory 1 Check 3 Boxes Preferences General
u Jobs & Estimates from bottom up! Tab
I;t‘ Payroll & Employees gjsligr:;ds
Zh | pemindears Unit of Measure
Items & Inventory How can I enable Unit of Measure?
e
lg| Sales Tax
Q Send Forms
% Service Connection
@ Spelling
[Z2] Tax: 1098
‘ [ Time Tracking
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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.

= Classify financial transactions by assigning ‘classes.’

Topics
The following topics are covered in this lesson:

= Create a New Sub-Account
=  Create a New Item Number
= Class Tracking

QuickBooks Participant Workbook June 2017
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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:

!

DO NOT duplicate an existing sub-account #.

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

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

QuickBooks Participant Workbook June 2017
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Create a New Sub-Account, cont.

“@m 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 ESUMIRIEE S—
: +1005,00 General Checking
of Accounts icon. +1006.00 Bingo 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
+1300,00 Inventaory
+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 40 00 g L STy

. +1330.00 Beer Inventary

from elther: 2 1335 00 Limar Trwenkorws
. . kM
a. Dlsplayed list Edit Account: Chr+E
b. Other Account Type dropdown. Delete Account Ctrl+D
Make Account Inactive
Six Show Inactive Accounts
% v Hierarchical Wiew
Choose one account type and click Continue. Flat Yiew
Add New )

Cateqgorize money your business earns or spends Zuskomize Columns, ..

o Account: Choose

" Expense ACCOUI’]t Type Impart From Excel ...

Or, track the value of vour assets and liabilities WI ndOW :- LI_SE ) 5 Ctrl'H-I

Find Transactions in. ..

" Fixed Asset {major purchases)

sk Print List. .. ChH+P

e Re-sart List

' Credit Card

 Equity Activities = R

" Other Account Types I <select> hd

Help me choose the right account ype., Eontinue Cancel

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.

v® 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

B

"' Add New Account

] Tr‘ Account Type | Income v Number || A
Account Name
[] subaccount of A
Optional
Descipbony Ex: 4730.00 —
Community Service
Income
Note
Tax-Line Mapping <Unassigned> |- \ How do I choose the right tax line?

T

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

| savescClose | | savesnew || cancel |

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

If desired, enter an Optional Description and Note.

w ® 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 19

QuickBooks Participant Workbook June 2017



L)
%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 June 2017
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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 Svcs & 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 : 5 Type a help queskion Askl ¥ How Do I

Item, drop down to
Descripkion Sccounk

New. —— —
&pplication Fees & 2500,00 Du. .
i ABCD/Per Capita Dug k... [Service 2500,00 0w, ..,
! Membership Dues Service 4000.00 Du. ..
FUR. Resale Merchandise |Service 4200.00 54l ..
Beer Sales SErvice 4225.00 50...
Liquor Sales Service 4225.00 50,
Food Sales Income Service 4250.00 Kit. ..
Donations Service 4300.00 Do...
Youth Club Income SErvice 4600.00 O, .,
Cover Charge Income Service 4800.00 En. ..
Octivities T Feports = Excel = | 1nclu
Chel+M
Edit Item Chrl+E
Delete Item Ckrl+Dr

Make Ikem Inackive
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Create a New Item Number, cont.

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

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 Ask EEX
‘Other Type’ - '
" o | Use 1_‘0( services you cha(ge for or purchase, l_ike
L | specialized labor, consulting haurs, or professional
fees,
NOTE: [t |
Item Name/Number Subitem of &———
b fcaibis csbima D SEEN ¢ Do not use! Custom Fields
Spelling

[] This service is used in assemblies or is performed by a subcontractor or partner

Description Rate
‘_7 ~0.00] []1tem is inactive
Account
i v |

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. In the 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)
% 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 Svecs & Fees
Support Svcs & 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.

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 Svcs & Fees
Support Svcs & 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

= Classify 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.

v® 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.

73 Jefferson Moose Lodge # 999 - QuickBooks Pro 2007
File Edit Miew | Lists Company Cuskomers  Yendars  Emp

ey Chart of Accounts Chrl+a
Home Custe  1bem List
Fixed Asset Item List
h Price Lewvel Lisk

Payroll Ikem List

Class List

‘endors \

mibhar baras |ick

3 Type a help question | Ask w HowDoI?| _|O| %
Mame l
< Communiby Service Commitbes ;I

+Dues

+Family Activities Commitbes
+Kitchen

+Lodge

+Membership Dues

eRitual Committes

<+5ports Cormrmitbee

+50

+Skar Recorder Commitkes

Kl

Reparts ¥ | [T Include inactive

Chrl+
Chr+E

4 New Class Q@@

Class Name | ‘ 0

[] subclass of Cancel

Next

Classis
O inactive
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L)
%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
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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 QuickBooks’ perspective.

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

= Add a ‘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

= ComEd

= 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)

(A NewVendor.. Y] New Transactions = Printv ﬁ Excel »

Vendors I Transactions ’ Vendor Information

View ‘ Active Vendors v Vendor Name Moose Charitig
_ % Rate This Ve
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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.

‘Address Info’ and
‘Additional Info’ tabs.

" New Vendor

Vendor Name

Opening Balance

—> Address Info |  Additional Info

Company r-lame;

Mr./Ms. /...

First Name ‘ |m.L |

Last Name

Name and
Address

Address Details

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

Type a help question

1

1 ——————— = How do I determine
== °f{'33;"37;'2'3'33 ; the opening balance?

e

Fhone . ] Vendor is

1 EAX 7 inactive

Alt. Phone

Alt. Contact

E-mail A

Cc

Print on Check as

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. C(lick OK to save the
Vendor information
and close the screen.

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

ﬁ Twpe a help question | Ask ¥ How Do

I?I = IE]IZ

Yendor Mame |

How do T determine

Opening Balance |

Account Mo, I

Categorizing and Defaults

Tvpe

| ]
Terms

| i

Credit Lirnit I
Tax ID I

[~ vendor eligible for 1099

Sl |D2,|'11,l'2009 E the opening balance?

Address Info I Additional Info ]

Custam Fields

0K
Cancel

Mexk

Yendor is
inactive

*Next’ to add
another Vendor

Define Fields I

- MI QuickBooks Resource Manual —Working with Vendors
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)
v>\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
ComEd 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
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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
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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.

“m 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)

7% New Customer&Job » 7/ New Iransactions~ 31 Print» ﬂ

Customers & Jobs l Transactions ||| customer Information

View |Active Customers  |¥ SASIOMET Heme

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.

% New Customer

Type a help question m

BE)

Customer Name | i
; — —— . e[—————7= HowdoIdetermine
Opening Balance | |as of |03/07/2008 ‘ e anening Balahcad
Address Info | Additional Info Payment Info Job Info
1 L il Next
Company Name ‘ : Contact |
Mr./Ms. /... Phone :
d : L O Customer is
First Name M.I FAX ‘ inactive
Last Name | Alt. Phone |
Alt., Contact | Next to add
Emal | another
Ce \ Customer
Addresses : =
Bill To Ship To | 5
-
Go 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 add another Customer.

- ‘Additional Info, Payment Info, and Job Info’ tabs do not contain information
useful to a Fraternal Unit.

- MI QuickBooks Resource Manual —Working with Customers
- QuickBooks Training Job Aid, Page 18
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L)
%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
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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 must be matched up with QuickBooks sales receipts.
These receipts will be selected later on when deposits are made in QuickBooks.

When a Sales Receipt is created, two things happen. 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

Ym 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.

B, Enter Sales Receipts Type a help question v How Do I?

M previous T Mext &% Print ~ CdE-mail ~ R ship ~ T Find o Speling Y History  ~ &3 Time/Costs...

Custamer: Job Class Template
E3 - Custom Sales Receipt | »
Sales Receipt Msnsxzoos & w

Descripkion

Custamer p
Message Tatal
otal

[JTobeprinted [] To be e-mailed Memo

% [ Process credit card payment when saving
[ Save & Close ] [ Save & Mew ] [ Clear ]

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

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

In the Customer:Job field, identify where the | "es Enter Sales Receipts |
funds were receive_d from (e.g., We_ekly Receipts, W previous [P Next &5 -
Star Recorder Chairman, Membership,
Endowment). Customer: Job
a. Type in desired the Customer: Job, or click the = Add New >
down arrow to see a pop-up list of options. Dues
Endowrment Fund

b. Select the Customer from the list. Lodgs

Social Quarkers
Vadrmima

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 number 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(Sales Receipt) and Page 10 (Bingo)
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Create a Sales Receipt, cont.

Weekly Lodge Receipt Example:

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

rrevious PHext & - L - B - £y ol speling By History  ~ =5 Get Online Pmts [38 -
Customner: Job Class Template
= v |sq v | Custom Sales Receipt v |
= [ake _ T
Sales Receipt 04/22/2009 3
0
Item Description Zlass by Rate Arnounk |
4230 Beer Sales S0 180.00 180,00 | -~
4235 Liquar Sales S0 175.00 175.00
4255 Food Sales Kitchen 148,50 148,50
¥
Customer "
Message
Tokal 503,50
Tobeprinted  [] To be e-mailed Mema |
[ add Time/Costs, ., ]
[] Process credit card payment when saving
[ Save & Close ] [ Save t Mew ] [ Revert
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Create a Sales Receipt, cont.

Chapter Fund Raising Example:

rrevions FPre & - Ld - B - £ #opeling %y History = 2 Get online Pmts (18 -

Customer: Job Class Template
|Chapter V| | W | |Cust|:|m Sales Receipk |
- [ate |
Sales Receipt 04/23/2009 4
Multiple Committees
Chapter sharing a single
project
Ikerm Descripkion by Rate Class Arnounk |
4723 Chapter Youth Invalvement £5.50 |Youth £E.50 | 4
4726 Education Advancement 79,35 |‘fouth 73,35 j
4728 Health Awareness 92.78 [Youth 92,78
¥ |
Custamer "
Message
Total 240,63
Tobeprinted [ ] To be e-mailed Merio |

[ add Time/Caosts, . ]

[ ] Process credit card payment when saving
[ Save & Close J L Save B Mew J [ Rewvert ]
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Memorize a Transaction

When to Use

Repetitive entries like ‘Create a Sales Receipt,” ‘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’).

Ym 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,

click Edit from the Menu bar and then
Select Memorize Sales Receipt.

- The Memorize Transaction window

will appear.

&J File M6 Wiew Lisks Company  Customers

% Undo Twping Chel+Z
Cusk Rewvert
Mavigal
ﬁ Con Mew Sales Receipt Zkel+M
% Cus  pelete Sales Receipt Chrl+D
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

Marme
(%) Remind Me How Often
) Don't Remind Me Mext Date

() Automatically Enker

Mever W Cancel

II £

4  When ready to use this transaction again, click MemTX on the ;
Icon Bar to display the list of Memorized Transactions, and then l;\—)
select the one that you want to use. Mem T
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L)
*b\ Enter Sales Receipts — (Lodge)

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

Received of _ YOVTHM = Y t?goo
ONeHNveey Seventy BiorT ANY 00/100 i

Receipt Memorize this
#10 {City and State) (Date) receipt!
OFFICIAL RECEIPT
d Lopal @rder of Moose ﬂ
Except for Dues and Fees

Same being for ?A&éA"e
(SEAL) Lodge No
Trem * 4610 By _I.D. Administrator
Receipt (City and State) g {Date)
#11 y ‘ )
OFFICIAL RECEIPT
d Yoyal @rder of MHoose d
Except for Dwes and Fees

Received of ?‘5‘\"56"%‘6 Entertainment Chairman 260000
Twenty FiveHnveey Vol ses P
same being for__STENKVINNER

TrautiH255 Foor 42000 LodgeNo___
11em *HB05 Byreetaimvent $500g, J.D. Administrator

Receipt
#12 (City and State) ' (Dade)
. OFFICIAL RECEIPT
Yopal @rder of MHloose
Except for Dues and Fees

Received of _ ?éf‘ema ,"q?g '
Treety FoorVoLLags ANg 15/100 Dollars

Same being for WW o= LOV% M%’b

s CRENATE INOILE Lodge No_
Ttem £ 2505 By I.D. Adnwnw(rator
Pad b T
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L)
*b\ 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

- e - — — — — — — — — ———— —— — —

T S A Lodge No........ Date: s wenas
Mdse. #1....... Beer . 5. 3316.76 #4230 Loyal Order of Moose
Mdse. # Liquor $ 2672.90 #4235 HOUSE COMMITTEE RECEIPT
MASe: B2 55 varau s o o weisiare sty ) :
ST Kitchen ¢ 1892.52 #4255 I Hereby Certify that the total Receipts to date are
Total Mdse....... o 788218 ................................................. Dollars
PRI Seathame et SIBHOE. ~cimonsc vats o R AR IS

............ Signature of Employee

0 — S e s I Hereby Acknowledge having Received from said
Sales Tax Collected 5. 551.75 #2305 :e the above-mentioned sum of money.
S

s 8433.93 175716 Sered..ccooovveiiniiiiininn
4

Secretary of House Commitiee
A A

‘S A A < < < SR < < e S e e A Rl e < S R < e i < < . . ——

. <
. ]
=
(=%
=
13
(2
=
o
P N — e — e i e e

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!
; OFFI IIPT Receipt
- P2 ¥ of the AHloosss ‘3 #10
1
#ﬁ- _.EF.;. 20 [ [ T
(Cidy and Ftateh Diate )
mfﬂf’ Endowment Fund g 3475

G

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

Same being for

Item 2505 "TE:’J?EEHFH
EAL em
- By 1D Recorder
Tt
Ll lee e e T L Tl
; CFFICIAL BUSIMNESS RECEIFT Receipt
. B dmanieiy of the SHlooss @
ﬁT_& i1, IL 20 No.2Z
[Cily and Sl M’
mfﬁf Membership Committee g 178.00
One hundred seventv-eiaht dollars and 0/00 @ =
Same beingz for Bake Sale
;Tg_ﬁ":g_ﬁpfp-; Chapter Na. ?’?‘?ﬂ
(SEAL)  Ttem 4725 By ]I’D Recorder
Tt 25
bl el e e LRl
: OFFICIAL BUSINESS RECEIPT Receipt
- P ¢opmvenn of fhe AAAlooscs @ #12
ﬁT.-\!; 31, IL 20 Ne.3
[Tty and Staeel iDhafe
mf#/’ Hiaher Dearees Committee Je 318.00

Three hundred and eiahteen

G

Breakfast Receibts

Same being for

(SEAL)  Ttem 4732 By 1D Recorder

eyl )
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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 List obtained from Moose Admin.

= 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
List.

2. Add receipts to weekly envelope.

2. Attach Deposit List to Dues Receipt for

financial review purposes

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

4. Attach Deposit List to Dues Receipt
for financial review purposes.
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Create a Dues & Fees Receipt, cont.

v® To Enter Dues & Fees — From Deposit List:

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

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

2. In the Template drop-down, choose Dues Receipt.

A Previous [ Next ﬁ - E < a

Type a help question

- | E @ speling By History  ~ 29 Get online Prots [} ~

Cuskomer: Job Class

| =1
Dues Receipt

d

Template  Prink Preview

|:3ues Receipk il

|
031042009 ﬁl &5

— —

Ikem Descripkion | Rake | Arnounkt

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

5. Enter the Date of the Dues Deposit from the Deposit List.

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

»= 4005 for membership dues

7. Enter the Amount of the Deposit.

8. Enter the Payout ID number of the Deposit List on the Memo line.

0. Attach the Deposit List 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 List

Instructions:.

1. Review the example Deposit List 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 p—

[ 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 Ferreli 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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— From Deposit List

Enter Dues & Fees Receipt #1 EXERCISE

Instructions:

1. Review the example Deposit List 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 5104543 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:

Pat Smith
1234 Main Street
Anytown, IL 12345

Favotite Bank
Jefferson, IL 12345

FPay to the Order of __Jefferson Moose Lodge 9999

April 13, 2009

$.78.00

Seventy-eight dollars and 0/100

Dollars

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) (M1 Funds) (M1 Funds)
78.00 $22.00 $36.00 $20.00
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:

Favorite Bank

Pat Smith April 13, 2009
1234 Main Street Jefferson, IL 12345
Anytown, IL 12345
Pay to the Order of __Jefferson WOTM Chapter 9999 $ 4700
Forty-seven dollars and 0/100 _ Dollars
Memo New Member App & 1% vear dues Pat Smith
Dues & Fees Breakdown:
Total Membership Dues Per Capita Application Fee
Check Amount Amount Amount
Amount: (Chapter Funds) (M1 Funds) (M1 Funds)
47.00 $5.00 $22.00 $20.00
Chapter Income Pay into and from Pay into and from
Account # 4005.00 Account # 2515.00 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).

YB 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 V How Do I?

Select Yiew
View payment method type

) tyvpes % | what are pavment method views?

Select Payments to Deposit

| | Date Tirne Tvpe Mo, Pavment Mek, .. Marme Arnounk

[ 04/10/z009 RCPT 4 50 =39.00]
041372009 RCPT 3 Dues 195.00 |
04/24/2009 RCPT g 20 597.50 |
04242009 RCPT & Lodge 265,00

Display of all pending receipts!

Increments _
with each receipt
selected
l .l].l.Jf;t.paymer-lts seien-:t.eci.l.‘.l-nr dépusi]: - P;':lymeﬁts 5-u.hl:.u.l-:ai .l].-l]-l].
[ [o]'4 ] ’ 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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v® 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

£ aKe Ue 1S |
g MAnRt e p

@ previous [ Next @Print + B Paynents qhHistory

Deposit To | Merchandise v | Date |04/24/2009 (@)  Memo |Deposit |

Click Payments to select customer payments that you have received. List any other amounts to deposit below,

Received From From Account Memo ChkMo.  Pmt Meth, Amount
5Q Undeposited Funds 597.50
Lodge Undeposited Funds 268.00
M
Deposit Subtotal 865,50
To get cash back from this deposit, enter the amount below. Indicate the account ?
where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount Subtotal
l v | | | |

| T ’ Deposit Total 865.50

NOTE: Leave all "Cash Back’ | (5 i | [ sovesten | [ cew |
fields blank. Cash back is not
permitted by Moose
International!

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

- QuickBooks Training Job Aid, Page 11
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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 List). 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?

Seleck Yiew =
Wiew payment rmethod bype | EILETES

% | what are pavment method views?

Select Payments ko Deposit

4| Date Time Type Mo, Payment Met, ., MName Arnaunk |

[ o4/10/z009 RCPT 4 ] 539.00]

041312009 RCPT 3 Dues 195,00 |
042412009 RCPT 5 =t 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.
$78.00 RCPT for Pat Smith’s new member application and 1st year’s dues.

0 of 4 payments selected for deposit Payments Subtotal 0.00

Select all

[ . T L 10 L 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 List (#510454)

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

4. 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 List). 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 12

Seleck Wiew :
View payment method type | lSHeEs

] w | What are payvment method views?

Select Pavments to Deposit

S Date Time Tvpe Mo, Pavment Met... MName Anmaunt |
[ 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 Membership Committee RCPT for a bake sale.

» $318.00 Higher Degrees Committee RCPT for breakfast.

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

= $47.00 RCPT for Pat Smith’s new member application and 1st 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)

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

4. 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
= Pay bills
= 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
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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.

YA To Enter Bills:
Follow the steps below to enter bills:

From Home view Vendor section: click Enter Bills.

B Enter Bills Type a help question m % How Do I? g@@

Enter the Amount

Due (tOtaI bl“ & previous [ Next a Find Qh History - i
amount).

®@sil O Credit Bill Received
Drop-down to A -
choose the Vendor vendor | v Date 03/10/2008 (&)

Name.

Enter the Date the
bill was issued.

Ref., No.
Address

AmountDue  0.00

8ill Due 03/20/2008 (&)

Enter the Bill Due S
date Memo
' | Egpenses $0.dO ; Items . €0.00 |
Drop down to enter Account Amount | Memo T Customer:Job | Billa... | Class
discount Terms (if 3
applicable). Never use the
ITEMS tab on bills!
In the Ref. No., : : v
enter the invoice #.
[Clear Splits ][ Recalculate ] [ Save & Close ][ Save & New ][ 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 12); Memorize a Transaction (Page 13)
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)
% Enter Bills (Lodge) EXERCISE

Instructions:

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

Table 1: Lodge Bills:

Application with 1%
year dues receipt)

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 $ 34.75 | 2505.00 — Endowment Endowment
(Endowment Fund) Fund
Moose International $ 20.00 |2510.00 - App Feeto Ml Dues
(New Member $ 36.00 |2515.00- ABCD to MI

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.
Ml $ 10.00 |5481.00 - Support Svcs | Lodge
(Call Center Services) & Fees
Total: $ 425.00
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Enter Bills (Chapter) EXERCISE

Instructions:

Table 1: Chapter Bills:

1. Refer to Table 1 below and then enter the unpaid 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 Ml Dues

(New Member $ 22.00 | 2515.00 — Per Capita to Ml

Application with 1%
year dues receipt)

International.

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

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

MI $415.00 | 5485.00 - Officers Bond General Fund
(Officers Bond) Exp.
MI $ 10.00 | 5481.00 - Support Svcs & 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 12
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Pay Bills, cont.

YA To Pay a Bill:

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

Type a help question | Ask ¥ HowDoI?| _|O) X
r Select Bills to be Paid
Shaww bills . fars qu,fzs,:'zuug :lﬁ
[ Sart Bills By ID'-'E Date -
I~ | pateue | Vendaor Ref, Mo, | Disc, Date Amk, Due Disc. Used Credits Used | AmE, To Pa
[l 03/11/2006 |Cost Co-Op 913.00 0.00 0.00 0.00 =]
Il 07f12f2007 (Jefferson Com... 86,00 0.00 0.00 0,00
T Click each bill
that you want =
to pay. Totals 993,00 0.00 0,00 0,00
Select Al Eills . . .
If available, click Set Discount to
r Discount: & Credit Information For Highlighted Bill apply the dISCOU nt
Wendar Terms
Bill Ref. Ma. Sugg. Discount 4J 0.00 Total Credits Available 0.00
G b Bl | Set Discount | Set Crechts
— Payment Account ——————— — Payment Method —————— — Payment Date
; ) . - % Tao be printed
[1000.00 * Cash:1005.00  Che... ™| | | [check - [czrtsrzo0s ]
Ending Balance 28788671 " aissign 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.

Y 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?| _ O] x
r Select Eills to be Paid
(-h
<how bills E)ue on or I??fore |02,|'28,|'2009 =
+ 5 It Sart Bills By IDue Date -
% | pateDue | 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 =]
(] 07/12/2007 |Jefferson Com... 86.00 0.00 0.00 0.00
id|
Totals 999,00 0.00 0.00 0.00 |
Select Al Bills |
Payment Account,
r Discount & Credit Infarmation For Highlighted Bl MethOd, & Date
Wendor Terms Mumber of Credits
Eill Ref. Mo, Sugg. Discount 0.00 Total Credits Available 0.0n
(G0 ko Bill | Set Discounk | Set Credits |
—Payment Account —————— — Payment Method ————————— — Pavment Date
1000,00 + Cash: 100500 - Che,.. ¥ ' To be printed
| - = e... 2| | | [Chedk =] _ [0zi18i2000 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.

" Assign check no.

Payment Method ——————— — Pavyment Date
' To be printed
[eheck =] 02/18/200% &

Pay Selected Bills | Cancel

“@ To Print a Check

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

1.
2.

3.

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.

' 1000.00 - Cash:1005.00 - Checking - Cash Type 2 help question [Ask] ‘ E]@@

: Go to... {ﬁ Print... @ Edit Transaction QuickReport ﬁ Download Bank Statement
Date | Number | Payee | Payment || Deposit Balance
Type | Account Memo

03/17/2008 ToPrint  [[Moose Charities 34.75 3,437.02 &
BILLPMT  [|2000,00 * Accounts P:

03/17/2008 ToPrint  |[Moose International 450.00 2,987.02
BILLPMT [|2000.00 * Accounts P:

03/17/2008 ToPrint  [|Nicor Gas 306.39 2,680.63
BIIﬁ’MT 2000.00 * Accounts P:

03/17/2008) N

e ] Ending balance 2,680.63

s> Number Type = To Print’

[ 1-tine ||

Sortby [pate, Type, Number/... v | [ 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.

4, Select Print.

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

5. Click OK.

6. Review print settings
for accuracy and then
click Print.

7a. If the check did NOT
print properly, click in
the left hand column to
place a check next to
the check and then click
OK.

The check view will
appear again — allowing
you to print it again.

Print Check

Printed Check Number 14

Lo J |

Cancel ]

Print Checks Type a help question v How Do I?ml

You have 1 check to print for $§34.75

Settings | Fonts Partial Page
= Print
e WOl [ L =ser Jet 1010 Series Driver on DOT.... B
B Cancel
Printer type: lPage-onented (Single sheets) v E
R N R SR Help
Note: To install additional printers or to change port
assignments, use the Windows Control Panel. Logo
Check Style Number of copies:|1 |
® voucher O standard O Wallet Collate .
e Print company name and address,| Prl nt
[ use logo

Print Checks - Confirmation @

If your checks printed correctly, click OK.

What if my checks printed in reverse order?

If you need to reprint any checks, select them and click OK. Then return to the
Select Checks to Print window to reprint them,

§ R.. Check No. Payee Amount
Moose Charities 34.75
Select AII
What if my checks printed incorrectly? [ Cancel ] [ OK ]

7b.  If the check printed properly, click OK.

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

Checks

- MI QuickBooks Resource Manual -

Working With Vendors; Pay Bills by Printed
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L)
% 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):

TOTAL Bills Paid:

$4916.71

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 | $ 56.00 1005.00 General
International |  ----- Application Checking
(App &
ABCD Fees)
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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 | $ 42.00 1005.00 General
International |  ----- Application Checking
(App & Per
Capita Fees)
P ——
TOTAL Bills Paid: $676.75
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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.

Y® To Transfer Funds — Using Online Banking:

Follow the steps below, if your FRU uses online banking:

4.

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

From QuickBooks Menu bar, select Banking.

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]
;3 File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

e &
Home
x
Open Windows
( Transfer Funds Between .. |
Home
Chart of Accounts
| Make Deposits

Customer Center Vendor Center Employee Center | Report Center

B & | @ D E S

MemTx Item il

@ previous [ Next

Date 03/17/2008 .

Transfer Funds From‘| ||
Transfer Funds To | v

Transfer Amount §

Transfer Funds

Memo |Funds Transfer

[ Save & Close ] [ Save & New ] [ Clear

]

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.

e & & & @ DB e 8 @

Home Customer Center Vendor Center Employee Center  ReportCenter  © MemTx  Item Bill Find Reg

x| 4 previous [ next

Open Windows
| Transfer Funds Between . ]
ransfer Funds Between Transfer Funds
Home
Chart of Accounts Date 03/17/2008

| Make Deposits

Transfer Funds From)| |
Transfer Funds To I v

Transfer Amount $

Memo |Funds Transfer

[ Save & Close ] [ Save & New ] [ Clear ]

7. In the Transfer Amount field, enter the dollar amount of the transfer.
8. Inthe 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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Y™ 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:

2 . [l previous [ Next & print ~ &) Find
ank Account | 1000.00 * Cash:1005.00 - C... ¥ Ending Balance 2,680.63
No. 1
Date 03/17/2008 (H)
Pay to the Order of Jefferson Lodge 9332 v $ 1,500.00
One thousand five hundred and 00/100* * * * # * * = > * s xxxrxarexxerrs== Dollars

Address

Jefferson Lodge 9932 |

Memo  Funds Transfer

Expenses $1,500.00 | Items $0.00 [[] online Payment [ To be printed

Account Amount Memo Customer:Job Billa... | Class
1000.00 - Cash: 1., 1,500.00 Lodge o
To Be Printed:
Uncheck box if
hand-writing a
check
Clear Splits Recalculate Save & Close H Save &New ][ Clear
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

“M 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 16

QuickBooks Participant Workbook June 2017 81



9
% 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
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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 w How Do I?

Select an account to reconcile, and then enter the ending balance from your account statement,

Account | SRR E e v «— 1005.00 General Checking Account

Statement Date '03/31/2009 (&)
Beginning Balance 0.00 What if my beginning balance doesn't match my statement?
Ending Balance 1 1,067.48}

Enter any service charge or interest earned.

Service Charge  Date Account Class
ooo | [o3fan/zo0s (@] | | vl
L-nt-e-rest Earhed Date Account Class
ooo | [osfatjzo0s (@] | ]| v

rLocate Discrepancies ] [ Undo Last Reconciliation q [ Continue ] [ Cancel q [ Help q

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 a help question |Ask # How Do I? @

Select an account to reconcile, and then enter the ending balance from your account statement,

Account 05.00 * General Checking B 1

Statement Date '03/31j2009 (@]
Beginning Balance 0.00 What if my beginning balance doesn't match my statement?
Ending Balance ‘ 1 1,06?.4871

Enter any service charge or interest earned.

Service Charge  Date Account Class
oo | [o33izo0s (@] | [ I |
inte}est Earned Daté Account Class
ooo | fossyos[@ | 0 | v

L Locate Discrepancies ] [ Undo Last Reconciliation J [ Continue ] [ Cancel ] [ Help J

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 (Acct#
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.

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

fos

AE)

For period; 03312009

Checks and Payments.

[] Hide transactions after the statement's end date

Deposits and Other Credits

+ | Date Chk # Pavee Amaunt + | Date Chi # Memo Amaunt
[+ [o3fi3f2009 150 Beam & Sons 486.25) [ [oz3fo1iz009 Funds Tran... 9,957.73
< [03f1ef2009  [151 Moose Inke. .. 20,00 & |03/06/2009 Deposit 690,00
03/z90z009  [152 Beamn & Sons 330,00 & |03/13/2009 Deposit 926,00
Mark. All l [ nmark Al ] [ Go To ] [ Columns ko Display. ..
Beginning Balance 0,00 m Service Charge .00
Mloairy
Items yvou have marked cleared - Interest Earned 0,00
5 Deposits and Other Credits 11,573.73 Ending Balance 11,067.48
2 Checks and Payments 506,25 Cleared Balance 11,067.48
Difference 0.00
[ Reconcile Mow l [ Leave

10.

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!

QuickBooks Participant Workbook

June 2017

87



Reconcile a Bank Account, cont.

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

11. EZSOI(::S Detail or Summary, as Select Reconciliation Report @

Congratulations! Your account is balanced. All marked
o items have been cleared in the account register.
- Detail is recommended.
Select the type of recondiliation report you'd like to see.
12.  If a Reconciliation Dialog box O summary
appears, click OK. ® Detail
O 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 ][ erint... ][ 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 14
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Reconcile a Bank Account, cont.

Example Reconciliation Report (Lodge):

iEl Reconciliation Detail Type a help question

i Modify Report... | Memorize... || Print... | E-mail » i Export... ] Hide Header | Refresh
3:05 PRI Jefferson Lodge #9999
Sl Reconciliation Detail
1005.00 General Checking, Period Ending 02/29/2008
Type < Date ¢ Num ¢ Name ¢Clr ¢ Amount 3 Balance <
Beginning Balance 18,486.93 N
Cleared Transactions =
Checks and Payments -5 items
P Check 02/28/2008 J -7.18 715 4
Bill Pmt -Check 03/17/2008 Boy Scouts of Am... -1,500.00 -1,507.15
Bill Pmt -Check 03/17/2008 First National Bank 7 -1,000.00 -2,507.15
Bill Pmt -Check 03/17/2008 Ben E. Keith J -863.90 -3,371.05
Bill Pmt -Check 03/17/2008 Bingo Benanza v -550.00 -3.921.05
Total Checks and Payments -3,921.05 -3,921.05
Deposits and Credits - 9 items
Deposit 02/28/2008 J 20.45 20.45
Bill Pmt -Check 03/11/2008 6 Moose Charities 7 0.00 20.45
Bill Pmt -Check 03/11/2008 Nicer Gas J 0.00 20.45
Bill Pmt -Check 03/11/2008 1 Ben E. Keith S 0.00 20.45
Bill Pmt -Check 03/11/2008 2 Bingo Benanza 7 0.00 20.48
Bill Pmt -Check 03/11/2008 3 Boy Scouts of Am... 0.00 20.45
Bill Pmt -Check 03/11/2008 4 Commonwealth Ed... 0.00 20.45
Bill Pmt -Check 03/11/2008 5 First National Bank S 0.00 20.45
Bill Pmt -Check 03/11/2008 Moose International J 0.00 20.45
Total Deposits and Credits 20.45 20.45
Total Cleared Transactions -3.900.60 -3.900.60
Cleared Balance -3.800.60 14,586.32
Register Balance as of 02/25/2008 -3,500.60 14,585.33
New Transactions
Checks and Payments - 6 items
Invoice 03/10/2008 1 NSF Checks -25.00 -25.00
Check 03/10/2008  Bank.. NSF Checks -10.00 -35.00
Bill Pmt -Check 03/17/2008 Commonwealth Ed... -2,537.06 -2,572.06
Bill Pmt -Check 03/17/2008 Moose International -450.00 -2,022.08
Bill Pmt -Check 03/17/2008 Nicer Gas -306.39 -3,328.45 v

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):

& Reconciliation Detail pE RHER Esen = m EB)X]

| Modify Report... | I Memorize. .. || Print... | E-mail » || Export... | Hide Header | | Refresh ]
8:31 AM Jefferson Chapter 9999
GRESNR Reconciliation Detail
1005.00 General Checking, Period Ending 07/31/2008
Type < Date ¢ Num < Name ¢CIr ¢ Amount < Balance <
Beginning Balance 9,957.73
Cleared Transactions
Checks and Payments - 9 items
P Transfer 08/18/2008 V4 -1,500.00 -1,500.00 4
Bill Pmt -Check 08/18/2008 & Bingo Bonanza J -250.00 -1,750.00
Check 08/18/2008 S Donna Clark J -238.12 -1,888.12
Bill Pmt -Check 08/18/2008 7 Mike's EquipmentR... -75.00 -2,083.12
Bill Pmt -Check 08/18/2008 & Moose Charities J -34.7% -2,087.87
Invoice 08/18/2008 1 NSF Checks J -30.00 -2,127.87
Invoice 08/18/2008 2 NSF Checks J -30.00 -2,157.87
Check 08/18/2008 NSF ... Jefferson Bank J -10.00 -2,167.87
Check 08/18/2008 NSF ... Jefferson Bank J -10.00 -2,177.87
Total Checks and Payments -2177.87 -2177.87
Deposits and Credits - 3 items
Deposit 08/18/2008 J 3475 3475
eposit 08/18/2008 J §55.00 589.75
Deposit 08/18/2008 J 756.00 1.345.75
Total Deposits and Credits 1,345.75 1,34575
Total Cleared Transactions -832.12 -832.12
Cleared Balance -832.12 9.125.61
Register Balance as of 07/31/2008 -332.12 9.125.61
Ending Balance -832.12 9,125.61

Note: Remember, you must reconcile each of your Bank Accounts including
Checking, Savings, CDs, Money Market, Etc.
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9
'>\ 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 t0 3/31/09
Checking Account # 23566988987
Jefferson Moose Lodge 9999
Checking Summary

o $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
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(Chapter) EXERCISE

Reconcile a GENERAL CHECKING Account

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
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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

#1310.00 Resale Merchandise

Cost of Goods Sold — Resale Merchandise
# 5005.00 COGS - Hats

#5010.00 COGS - Shirts

#5015.00 COGS - Coats

# 5020.00 COGS - Miscellaneous

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
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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., 1335.00 Liquor Inventory). The General Ledger Account screen for the
selected Inventory account opens.

§, 1300.00 Inventory:1335.00 Liquor Inventory LCEERICTTERAG
[ﬁ Edit Transaction QuickReport

S Goto.. &G Print...

Date Ref Payee Decrease | V4 Increase Balance
Type Account Memo
03/01/2009 1 1,365.00 1,365.00
DEP 3000.00 Opening Balan Deposit
04/01/2009 6 §5.00 1,280.00

__|IGEMIRNL ||S025.00 Social Quarter:

0410172009

v

Date
Cost of Goods :
_§p lits =ding balance 1,280.00
_ Sold Account # Memo
[ 1-Line
Sortby | pate, Type, [\jun{ber!ﬂ,, 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 15
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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 thumb drive or flash drive will enable you to
install the backup copy to a new or different computer in an emergency situation.

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?

Copy. = .
s
= | * Create a copy of your company file in case of an unexpected event,

. such as a hard drive crash or damage to your company data.
b. Click Next. * Backs up the entire company file.

(O 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 to create and
restore,

[ Help l [ 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

BaCkuD', Do you want to save your backup locally or online?
Method @
window: ®© P
* Save to a removable storage device (such as a CD or a USB flash drive) or
in a folder on your network.
a. Select O online backup
* Schedule automatic backups to a secure offsite location.
Local * First 30 days free.
BaCkuP- ¢ Learn more about QuickBooks Online Backup
b. Select
Options to
change the
|Ocati0n for Before you can proceed, you must choose the folder where you want save
th e Ba CkU p your backup copies, Click Options to choose the folder.
File.
[ Back ] I Next ] - [ Help l [ Cancel
c. Click Next.

4. From the ‘Save

. 7
BaCkuP' When When do you want to save your backup copy?

window: @
=
a. SElect Save (O save right now and schedule future backups
right NOW. \ O Only schedule future backups
b. Click Next.

Note: If you are saving your backup copy to a removable storage device, such
as a CD or USB fiash drive, prepare the device now {(g.g., put the CD in the CD
drive).

[ Back ] [ Next ] [ Einish ] [ Help ] ’ 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. Frorll(’l the ‘Séve Save Backup to... @
Backup to... f
i Savein: | % My Computer vl @ & & @~
window: ‘ S
A
9
My Recent | |<CD Drive (D)
a. Note the Documents | |32l on 'sldc02' (P:)
predefined =
File Name LB
(includes date Dece
& time of
backup).
My Documents
b. Click Save. ij '
lv?-,r‘Computer
File name: {gezccv:;sackup Mar 18.2008 0144 PM)QBB (¥ [ sae |
“;} Save as type: !QB".’W Backup {".QBB) ;‘ [ Cancel J
- IE 4
My Network

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

Information
prompt appears, . QuickBooks has saved a backup of the company file for Jefferson Lodge 29923 to
click OK to return 1 \\sldcO1\My Documents'\ahoward\LCLStuLodge2007 (Backup Mar 18,2008 01 50 PM).QBB.

to QuickBooks.

QuickBooks Training Job Aid, Page 17
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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.

Open LCL.netV2.2.

In the Menu bar,
click Go To and drop down
to Monthly Reports.

& LCL.net Training Edition v2
File EeRE-M Help MMMS Restore 9

Member Search

Application Transmit

Daily Tranemit

pa—

Monthly Reports

Get Awards and Degrees
Get Member Information

Export

Reports and Labels I3

Balance Sheet and Profit and

Loss reports appear. E
] Transmit

 §
profit And Loss

Month 2008-1 May 31,2008  READY FOR UPDATE OR TRANSMIT

Transmitted |

Balance Sheet
[ | -

=R

a. Click Profit And Loss
tab to view statement. — -

Jefferson Lodge #9999
Profit & Loss
May 2008

9:43 am
07/03/2008
Accrual Basis

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

Income
4000.00- Dues and Fees Income

4006.00- Membership Dues 0.00

0.00

0.00

Total 4000.00 D
4050.00- Home:
4200.00- Sales

0.00
0.00

0.00
0.00
0.00

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

0.00

0.00
0.00

s-
Total 4225.00- Social Quarters Sales

0.00
4250.00- Kitchen Sales

425500 Food Sales
4260.00- Celebration Meals

0.00
0.00 v

07/032008

Current Page No.: 1 Total Page No.: 1+ Zoom Factor: 100%

1 month is ready to be created. 1 month is ready for update or transmit

Browse Mode

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

9:44 AM

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

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
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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.

Y® 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

E Memorized 3= Preferences | [ Learning

Company & Financial

Company & Financial Find out how well your company is doing financially.

Customers & Receivables
Profit & Loss (income statement)

Sales
[ Standard How much money did my company make
Jabs, Time & Mileage or lose over a specific period of
time? More...
Vendors & Papables % ;
= 1| Detail What are the year-to-date transactions
Purchases ) (and totals] for each income and expense
account, so | can determine what
Inventory REPORT contributed to my company's net
profit? More....
Employees & Fayroll I | PES How do my income and expenses for a
: recent period of time compare to the entire
v fiscal year to date? More...
Accountant & Taxes (1| Prev Year Comparison Is my company making more money now
) than for the same period a year
Budgets ago? More...
List | BydJob How much money is my company making
=2 of losing on each job? More...
REPO RT | By Class How much money did my company make
5 of lose on each business segment that is
CATEGORIES tracked through QuickBooks
classes? More...
[l Unclassified How much money did my company make
o or lose that is not tracked 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 occasion 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

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

QuickBooks Participant Workbook
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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 Not Found

9 Pasquali's is not in the Vendor list.
\f/

To automatically add Pasquali's to the Vendor list, click QuickAdd. You can enter more
detailed information later.,

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

uuickAdd { [ Set Up ] [ 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.

From the Home view, click Customer section

Access the desired transaction (e.g., Create Sales Receipt Icon)
In the Customer: Job field, enter the Customer Name

Press Tab.

In the Customer:Job Not Found window, click the QuickAdd button.

A S

r

Customer:Job Not Found

9 Maxwell's is not in the Customer:Job list.

To automatically add Maxwell's to the Customer:Jab list, click QuickAdd. You can enter more
detailed information later,

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

[_QuickAdd { [ Set 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.
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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.

v® To Write a Manual Payroll Check

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

2. a. Select the Bank

& Write Checks - Cash Type a help question

W How Do I?

Account (from
which check will

Hprevious B Next &Hrrint ~

€ Find

Bank Account | R REReET] v Ending Balance 18,486.93

be Written) . No. To Print E
Date 03/07/2008 (&)

b. Correct the Pay to the Order of M $ 0.00
Check Number R

Address

if necessary
c. Enter the date of

Memo

Order Checks

the check.

Expenses $0.00 | Items 0.00| [ Online Payment To be printed
d_ At Pay to the Account Amount Memo Gistomeriiob_|[Bila,.. | Glass |
Order of, drop
down to select
the Payee, or
type Payee’s =
na me. [ Save &Close ] [ Save &New ] [ Clear ]

3 1f Payee’s name i

not found, use Quick

Maxwell's is not in the Name list.
Add to enter the <
’ To automatically add Maxwell's to the Name list, click QuickAdd. You can enter more detailed
Payee S name. information later.

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

[ Quickadd | [ SetUp J [ Cancel ]

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 to
Write Checks
screen.

£ Write Checks - Cash
a Find
Bank Account | v

Hprevious B Next &Frrint ~

Type a help question

W How Do I?

Ending Balance 18,486.93

Pay to the Order of

No. To Print
Date 03/07/2008 (EB)
v s 0.00

Dollars

Address

Memo

Order Checks

e0.00 | [JoOnline Payment To be printed

Expenses $0.00 | Items
Account Amount Memo Customer:Job | Billa... | Class
~
v
Clear Splits Recalculate [ Save &Close ][ Save & New ] [ Clear

5 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.

6 Enter a brief description in the Memo field.

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

8  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.

9 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 Mercharjlaiudnelnn  MabE EEX)

: Go to... &:ﬁ Print... [g Edit Transaction QuickReport
Payment Deposit
Date | Ref | Payee | Decrease | V4 | Increase | Balance
Type Account Memo
06/27/2006 J 153.18 153.18
DEP 3000.00 * Opening Bal E Account Opening Baland
03/12/2008 9 sSQ 0.00 153.18
RCPT 1193.00 - Undeposited Mdse resale sales
03/18/2008 Inv. Adj [lLodge 23.00 130.18
GEMNJRML |[5000.00 * Cost of Good Inventory Adjustment
D3/18/2008] ) v
T v
Ending balance 130,18
[] 1dine
Sortby [pate, Type, Number/... ¥ | [ Record | [ 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.
= |f the Liability is not established prior to making payment, a negative balance will

appear in the COA and on the Balance Sheet.

L)
% 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
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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

System,FormatException: String was not recognized as a valid DateTime,
at System.DateTimeParse.Parse(String s, DateTimeFormatInfo dtfi, DateTimeStyles styles)
at System.DateTime.Parse{String s, IFormatProvider provider, DateTimeStyles styles)
at System.DateTime.Parse(String s, IFormatProvider provider)

at System.DateTime.Parse(String s)

at System.Convert. ToDateTime(String value)

at Lelapi, SyncProcessor, SavelndividualInbound(String® strReturnMessage, SqlConnection& cnTran, SqlTransaction® dbTran) in
D:\DevelopmentElLCL.NET TESTiLclApilclsSyncProcessor.vbiline 423

Ym 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 WordPad.

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@mooseintl.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 17
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Monthly Reports — 1% Time Transmits

YA 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’ box appeared (alerting you that

QuickBooks is NOT open).

=

QuickBooks - Application with No Certificate

An application without a certificate is requesting access to the
following QuickBooks company File:

LclWin

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,

The Application Calls Itsslf

Certificate Information

This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

QuickBooks Solutions Marketplace

Search for information about this application at the
» QuickBooks Solutions Marketplace

NEW COMPANY

Do you want to allow this application to read and modify this company file?

Ono
() Yes, prompt each time

() Yes, whenever this QuickBaoks company fie is open STEP 1: Click Yes always;

allow access even if

&llow this application to access personal data such

| QuickBooks is not running

as Soclal Security Numbers and
Tell me more

T customer credit card information,

[ Conbinue. ., RJ

[ Cancel ] [ Help J

STEP 2: Click Allow this \

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

STEP 3: Click Continue
(and then Yes and Done when
prompted)

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 Enter these sub-accounts: Under these Parent
Sub- Accounts:
Accounts = 1006.00 Bingo Checking = 1000.00 Cash

See Lesson 2

= 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)

= 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 Enter these items: For these Sub-Accounts:
Items = 2320 Bingo Sales Tax Liability = 2320.00 Bingo Sales Tax
= 4505 Bingo Admissions and Card Sales Liability
See Lesson 2 = 4515 Bingo Concessions or Food Sales " 4505.00 Bingo Income
= 5505 Bingo Prizes & Jackpots " 4515.00 Bingo Income
= 5510 Bingo Supplies = 5505.00 Bingo Expense
= 5515 Bingo Donations " 5510.00 Bingo Expense
= 5520 Bingo Utilities (Lodges) . gf:)lnfgt(i)gnliingo
= 5520.00 Bingo Utility
Expense (Lodges)
3 | Add Bingo = Bingo To classify transactions
Class associated with Bingo.

See Lesson 2

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

Procedure Overview, cont.

Procedure Examples Notes
4 | Add Bingo = Bingo Bonanza Remember: QuickBooks
Vendor will not allow Vendor and

See Lesson 3

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 created in
Procedure 6

8 | Enter Bingo
Bills

See Lesson 5

= ‘Bingo Bonanza’ Supplies

= Note: Lodge Utilities and Donations (e.qg.,
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
necessary)

See Lesson 6

Bingo Inventory Account
= 1320.00

Cost of Good Sold Account

= 5510.00 Bingo Supply
Expense
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BINGO -

Process & Procedures, cont.

Ym To Create a Bingo Receipt, cont.

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

v ©® 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 i e a help question | Ask [ =+ How Do 12{] _ [01] x|

W previous B et &5 - & - B - | € @ speling By History  + = Get Online Pmks [32

Cuskamer: Job Class

Terplate  Print Prewvisw

=1 | |Custam Sales Receipt ¥ |

Sales Receipt 02j02j2009 El &8

Sold To

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

Item

CWEcription Class Amounk

Y=0s -

Adrissic > | Admission & Cards sales bl 0.00 ]~

Custamer -
Message

Total 0.00

¥ Tobeprinted [~ Tobe e-mailed Merno |

Add Time/Caosts, .. |

[ Process eredit card payment when saving

Save & Close | Save & New Clear
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L)
% Enter a Bingo Receipt (Lodge)

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

(City ad State) y (Date)
OFFICIAL RECEIPT
Lopal @rder of Moose
Except for Dues and Fees
Received of ﬁm AHA?NAN s %6000

Toezz Trvsany Twornrezy Frrry sv 00/100  voturs
Same being for Mﬂim

(SEAL) Lodge No.
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 (-) Number

QuickBooks Participant Workbook June 2017 114



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.

# Write Checks - General Checking Type a help question |Ask| [= HowDo1?| [ = [ = [[m=3]
& Previous B Mext &35 Print - | %, Find
5T - Ya sy N 100 5. 00 - General Checking - Ending Balance 1,226.89
ND.lU
Date 0&/09/2017 [E|
Pay to the Order of - 5 0.00
Dollars

Address

Memo

] online Payment [ | To be printed

1) Write NSF Check to post
monies associated with the NSF
activity (NSF check amount &
bank fee)

iianking

I

J Expenses $0.00 | Items $0.00 |
Account Amount Memo Customer:Job Billa... Class
. L —_ |——— - — - . —_— m— el

Al

2) Create Sales Receipt upon Repayment
of NSF Check and all fees
3) Create Deposit for the monies collected

QuickBooks Participant Workbook

Record Reconcle
Deposits
= [ <
= - @ | B
S e Create Sales )
» Yirite Chn_eu:k . Receipts Recnlld
Checks Register Deposits
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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 5-7 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 Bank 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
= Bank Charge

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

4 | Add NSF Customer

See Lesson 3

= NSF Checks
=  Thomas Badcheck

= General Customer for all
NSF Checks

5 | Write a check for the
NSF Check Amount and
associated Bank fees

See ‘To Post an NSF Check’
Procedure that follows

=  Removes insufficient funds
from Checking Account,

= Create splits in the check to
account for check amount
and bank charge

= 1005.00 Checking — Cash
= 1105.00 NSF Checks
= 5405.00 NSF Fees

6 | Create receipt for
repayment of NSF Check
Amount and fees

See ‘To Create Receipt for
Repayment of NSF Check

Amount and Fees’

‘Create Receipt’ for repaid
check amount, bank fees and
any inconvenience fee charged

Matches the 1105.00 NSF Check
Amount, the 4615.00 Bank Fees.

7 | Enter repayment of NSF
Check Amount and fees
by Making NSF Deposit

See ‘To Enter Repayment of

NSF Check Amount and Fees’

‘Create Deposit’ for repaid
check amount, bank fees and
any inconvenience fee charged

Matches the receipt created.
Additionally, reports the
inconvenience fee, when charged
and paid, to 4615.00 NSF Fee
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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 Write Checks.

1-£ Write Checks - General Checking Type a help question |W How D°1?| [ [~ | S

A Previous [ Mext &5 Print v| ¥} Find

Bank Account | T ER R ot o ee R g s - Ending Balance 1,276,839
Mo, 10 _
Date 0gf09/2017 |E

Pay to the Order of - £ 0.00

Dollars

Address

Memo  ___________ Order Checks
Expenses $0.00 | Items £0.00 Online Payment To be printed
Account Amourit Memo Customer:Job  Billa... Class |
-
| Clear 5plits | | Recalculate | | Save & Close | [ Save & New ] | Clear |

In the Bank Account field, drop down to 1005.00 General Checking.
In the check No. field, enter “NSF”

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

In the Pay to the Order of field, enter "NSF Check”

In the Amount field, enter the fofa/amount of the NSF Check AND the Bank
Charge

In the Memo field, enter the name of the member who wrote the NSF Check.
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NSF Process & Procedures, cont.

“Mm To write a check for NSF Check and Bank Fees, continued

1# Write Checks - General Checking Type a help question [# HowbDo 17| [ |[ = |5
& Previous [ MNext ﬁ Print - | %‘ Find
Bank Account | RN e s S o e - Ending Balance 1,276,839
No, 10 _
Date 06/09/2017 [E
Pay to the Order of - $ 0,00
Dollars
Address
9
Memo ——————— Order Checks
Expenses $0.00 | Items £0.00 Online Payment To be printed
Account Amount Memo Customer:Job  Billa... Class |
-
| Clear Splits || Recalculate | | Save & Close |[ Save & New ]l Clear |

8. Inthe Expenses tab, create a split to the amounts for each account.
9.  Click the first line under Account, drop down to 1105.00 NSF Checks
10. In the Amount field, enter the amount of the NSF Check only.

11. In the Customer:Job field, drop down to the name of the member who wrote the
NSF Check

12. In the Class field, drop down to NSF Check

13.  On the next ling, in the Account field, drop down to 5405.00 Bank Charges
14. The Amount Field, should auto-fill with the amount of the Bank Charge

15. In the Class field, drop down to Bank Charge.

16. Click “Save & Close.”

QuickBooks Participant Workbook June 2017 118



NSF Process & Procedures, cont.

Ym To Create a Sales Receipt for NSF Check Repayment

1. From Home view Company pane, click Create Sales Receipt
.E-:I Enter Sales Receipts | =] || [=] || 2 |
40 previous [ Net <5 Print + L E-mail ~ B ship ~ | £ Find [ Spelling T History +
Customer: Job Class Template
- - Custom Sales Receipt

) Date Sale Mo.
Sales Receipt 204017 (|

Item Description Qty Rate Amount |
-
L
Customer =
Message
Total
Tobe printed  [] To be e-mailed Memo

[ Add Time/Costs... ]

[] Process credit card payment when saving

[ Save & Cloze ] [ Save & Mew ] [ Clear

In Customer Job field, drop down to NSF Check

In Date field, enter the date you received repayment.

In Sold To field, type Member Name — NSF Repayment

In Amount Field, Type the amount of the NSF Check

In a second Item Field, drop down to 4615 NSF Bank Fees

In Amount field, enter amount of Bank fees and any inconvenience fee recovered

Click ‘Save & Close’

© N oo~ W N
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NSF Process & Procedures, cont.

Ym To Create a Deposit for an NSF Check Repayment

Follow the steps below to create a deposit for repayment of an NSF check amount, bank fees
and ‘FRU inconvenience fees,’ if applicable to your FRU.

1. From Home view Company pane, click Record Deposits
[ seferson Moose Chapter 9959 - QuickBooks Pro 2007 - [Vake Depost] Vet o o T —— T (O] )
3] Fle Edt View Lists Company Customers Vendos Employees Banking Reports Window Help Specil Offes BED
9 & 8 a E o e B @
Home | Customer Center Vendor Center Employee Center | Report Center - Reminders Search Feedback | Senvices Payroll Credit Cards
@ previous B Net &5 Print v|@vayments By History

DepositTo | TEEIERZH » | Date |06/03/2017[E] Memo |Deposit

Click Payments to seect customer payments that you have received. List any other amonts to dzposit below.

Receiver d From From Account Memo Chk No. Pmt Meth. Class Amount

2. In Deposit To field, drop down to 1005.00 General Checking

3. In Date field, enter the date you made the deposit at the bank.

4, In Received From field, drop down to Member Name who wrote NSF Check

5. In From Account Field, drop down to 1105.00 NSF Checks

6. In Class Field, drop down to NSF Checks

7. In Amount field, enter amount of NSF Check

8. On next line, in Received From field, drop down to Member Name who wrote
NSF Check

9. In From Account field, drop down to 5405.00 Bank Charge

10. In Class Field, drop down to Bank Charge

11. In Amount field, enter the amount of the Bank Charge for the NSF Check

12. On next ling, in Received From field, drop down to Member Name who wrote
NSF Check

13. In From Account field, drop down to 4615.00 NSF Fees

14. In Class Field, drop down to NSF Fees

15. In Amount field, enter the amount of the Lodge inconvenience fee for the NSF

Check, if issued
16. Click ‘Save & Close’
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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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L)
% Enter Repayment of NSF Checks (Lodge)

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

Payee Re-Paid NSF Check Re-Paid Bank | Lodge

Name Amount Charge Inconvenience Fee
Paid

Darrell Baker $50.00 10.00 10.00

James $75.00 10.00 10.00

Thomas

Enter Repayment of NSF Checks (Chapter)

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

Payee Re-Paid NSF Check Re-Paid Bank | Lodge

Name Amount Charge Inconvenience Fee
Paid

Pat Morris $30.00 10.00 10.00

Molly Brown $30.00 10.00 10.00
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