Monthly Accounting Procedures

Disbursements

You can do either several Disbursement “batches” per month or just one. Each time you print checks you MUST finish all 8 disbursement steps.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc) & GL period end date (01/31/2002 or 02/28/2002 etc. This corresponds to the GL period.

2. Enter (Invoices) Disbursements

3. Print checks

4. Finish & send to General Ledger (Complete all 8 steps under checks.)

Payroll

You can do either several Payroll “batches” per month or just one. Each time you print checks you MUST finish all 7 payroll steps.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc) & GL period end date (01/31/2002 or 02/28/2002 etc. This corresponds to the GL period. Set Proper PR Period (1-99), PR period end date & starting Check Number.

2. Insert payroll for each person to be paid & print the Check Preview. Actually INSPECT the Check preview & make sure all is correct.

3. Print the payroll checks & then complete ALL of the rest of the steps.

Check Book

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc) & GL period end date (01/31/2002 or 02/28/2002 etc. This corresponds to the GL period.

2. Enter & post any necessary transfers.

3. Under "Reports" print the "Check Register - No  Deposits" report for the appropriate range of dates for the board to approve.

4. Under "Reports" print the "Check Register" report for the appropriate range of dates for the treasurer.

Receipts

You can do either several Receipt “batches” per month or just one.

1. Set Proper GL Period (1 = Jan. 2 = Feb. Etc) & GL period end date (01/31/2002 or 02/28/2002 etc.) to correspond to the GL period.

2. Enter Receipts

3. Print Edit List

4. If the Edit List balances on the last page of the report, Print the Deposit Slip, Post Receipts, & Print posting detail. (This step also sends the receipts to the General Ledger and the Checkbook.)

5. After all receipts for the month have been entered, under Reports (in Receipts) Print the Receipts Report for the appropriate range of dates for the Board & the Treasurer. 

General Ledger
Keep GL Period at 12 & GL period end date at 12/31/2002.  

1. Under "Data Entry" select the "Print Edit list" report & inspect it to be sure there are no notices of "Bad Accounts" or "Batch does not balance".

2. If there are no problems, Under "Data Entry" select "Update General Ledger"

3. Under "Budget" Print the Detailed budget for your use & Print Summary Budget for the board.

You're done for the month!!

