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System Access

The ParishSOFT Accounting system resides in the cloud at
https://washington.parishsoftaccounting.com

Each Pastor (and Administrator) has a user log-on which generally follows the
pattern: LastnameFirstinitial1l23 (where 123 is the parish number). Passwords are
assigned to each user by ADW IT.

At the first log-in, the system will require the user to change the password.

Forgotten passwords can be re-set, upon request, by emailing WilsonR@adw.org-.


https://washington.parishsoftaccounting.com/

Statement of Financial Position

This report shows the assets of the parish (cash, investments, fixed assets,
etc.) and the liabilities (unpaid bills to vendors, etc.)

The report also shows Restricted and Endowment Fund balances.

1. Select the Ledger and Payables tab then click ﬂ& 2. Click Statements
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3. Select Statement of Financial Position 4. Select an entity. (By default, all entities are

selected.)
Standard Reports
[:,‘-'- Transzactions Statements > Statement of Financial Position : Configure Report
— Fiscal Period Ended
Report as of month ending during fiscal year ending: M
"/ Statements
— Entity
1:Parish | K
2 Sehool

[

Statement of Activities

— Statement of Financial Position Account Dimension Filters

Cost Center ¥ Account
(:Balance Sheet | | 101: Pefty Cash A
10: Checking Account
15: Savings Account
120:C.D’'s, Money Market, etc
131: Investment Accounts 5

Dedicated Accounts o135 Sk v

&1 &1

5. Click the Down Arrow to display a list of options.
Thep, seIe_ct the information you want 6. Clickl Preview Report
to display in that columns of the report.

to view the report in the
Report Viewer.

— ™ Statement of Financial Position Print Columns

Colm 1:| Year Begin Balance v
Cobmn 2| Yearto Date Balance v
Colmn 3 |Yearto Date Change v
v
v

Colum 4| Balance Last Honth
Colurmn 5| Year o Date Last Year

Preview Report u View POF H Memarize Report H Reset Critera H Cancel

— * Define Report Group Sections & Sorting

Group Section :| Cost Center v Mt Sub-Headings & Sub-Totals
Group Section Z: Print Sub-Headings & Sub-Tatals
Group Section 3: Print Sub-Headings & Sub-Totals

Current Period Changes to Net Assets Subtotal:

Detail Section Sort| Account Code

— * Report Format
®ossi

O Summary




Statement of Activities

Statement of Activities is also known as the Income Statement or the Profit &
Loss.

The two main sections to a statement of activities are revenue and expenses.

Statement of activities summarizes what happened during a month, quarter,
or complete year.

It also shows the net profit or loss that the parish incurred over a specific
period.



How to run Statement of Activities
Report?

1. Select the Ledger and Payables tab.

A
‘Church Manager ]‘ Ledger and Paya‘es T Ledger Report Writer T)nsolldahon Manager w

Accounts Bills Checks Deposits Journal Entries vendors Credit Cards Mermorized Process Setup Reports

Entry Screens List Screens

September, 2017, Year: July 2017-June 2018, Accrual
Bank/AP Balances Bills To Pay Support & Services
-~ -
Capital One-Checking 1995: Due
19.046.48 Vendor Amount 866.930.4774
110.000P00 Date X X
Email a support question
Capital One-Cap. Campaign 1987 Archdiocese of
545,839.20 £/20/2018 208151 Order Checks or Tax Forms
115.000P00 Washington
) Release Motes

Accounts Payable: 220.000P00 80,935.21 Archdiocese of

83012018 127288 User Guide Mideos
Offertory Assessment Payable: Washington s s

10,084 24
264.000P00 6/30/2018 NCAS, Inc. 548.50 Online Help Articles
Education Assessment Payable: Archdiocese of Browser [nformation
2,521.06 v || 8/30/2018 3.370.00 hd
Memorized Transactions Hews Messages

Hext Date Type Vendor/Desc Amount ~ Parish Accounting Manual ~ July 18th at Zpm: bookkeeper call-in meeting: ~

Bookkeeper Playbook 1-866-210-1669, code 6924465

Now with clergy comp.: 2019 Budget Considerations Bookkeeper meetings: August 14th So. MD and August

2019 National C i 16th DC area

Annual Report procedure

ADW for contracted

Mew: Annual Report template

w || New: If- ~ w




1. Click m to display the report menus

i Reports

Church Manager Y Ledger and Payables T Ledger Report Writer T Consolidation Manager W

£ & & m @ B & %9 F G (d

Accounts Bills Checks Deposits Journal Entries Yendaors Credit Cards Memorized Process Setup Reports

2. Click Statements

Standard Reports Memorized Report Groups
[ Transactions [> Conversion Verification
@Eﬂs ) [» Annual Report (Do not change set up)
[> Accounts [> Monthly Reconciliation Reports
[> Vendors [> Monthly Financial Statements
[> Budget/History
[> Analytic Reports




3. Click Statement of Activities

Standard Reports

[ Transactions

=

Jﬁ Shadement of Cash Flow ’
E Konshiy BudgetHishory

E Report 1o Parishioners

E Parish Fnancisl Profke

jﬁ Sinlement of Achivifies - With Diabe Rangs '
JE Dedicated accounls - With Dale Range l
E Siatomant of Activities - With Demicaied SAccourns

E Sindernent of Actviies - Columnar Oafe Selechon

Jﬁ Slatement of Acthvibes - Delsbed Ouanecty l
E Sintement of Activities - Columnar by Enity :
=

— Hlatemernd of Activities - Colummar by Lewel




4. Select fiscal month and year you want to report on.

Statements > Statement of Activities :: Configure Report

Fiscal Period Ended

—
Report as of month endin‘ June e P during fizcal vear endinsLB/30/2018 - Current Fiscal Year

5. Select an entity. (By default, all entities are selected.)

Entity

6. Select an account. (By default, all accounts are included.)

— Activity Account Dimension Filters

Cost Center ¥  Account r
1: Collections LR 401 Offertory Collections
2. Other Revenues 402 Ertomsat-Erevotoms
10: Parish Life and Worship 403: Christmas Collections
20: Rectory and Parish Clergy 404 Easter Collections
30: Religious Education 405: Building Fund (Exempt)
35 Youth MinistryfAthletics w | | 406: Debt Reduction (Exempt) W




7. Click the Down Arrow to display a list of options. Then, select the information you want
to display in that columns of the report.

— ** Statement of Activity Print Columns

Column 1:| Current Month Actual ﬁ:i’
Column 2| Current Mlonth Budget W
Column 3: | YTD Actual W .
Hint: these custom column
Column & | YTD Budget W . .
choices allow for a comparison of
Column 5| Annual Budget v various time periods as well as
Column & | YTD Last Year W actual to budget
—Including more than & columns will produce a Landscape report—
Column 7: | Blank Column v
Column &: | Blank Column v
Column 9: | Blank Column v




8. Select the desired option for Report Format.

** Report Format

O Summary

9. Select those that you want to apply

** Report Options

|:| Include Inactive History Accounts |:| Show Mumbers Without Cents D Print Account Codes |:| Show Dimension Codes

@ Suppress Zero Accounts @ Print Shortcuts

11. Click  preview Report ‘to view the report in the Report Viewer.

G:Previewnepom View PDF | | Memorize Report | | Reset Criteria | |

Cancel

To select multiple tems on controls that allow it, use ctrli-click..
** Changes to these options are saved when the report is previewed.

The report can then be printed and/or saved.




Account Audit Report

Shows all of the detailed entries to a selected general ledger account.

Answers the question —what is recorded in this account?

Helps spot out-of-control spending so curtailments can be made to improve the parish
financial health.

Can prove whether a revenue account is made up of actual cash deposits or just
journal entries.



Church Manager

1. Select the Ledger and Payables tab.

Ledger and Payables

Ledger Report Writer T Consolidation Manager w

How to run Account Audit Report?

E & m@ @

Accounks Bills Checks Deposits

Journal Entries Vendors Credit Cards

Entry Screens

i

Memorized Process Setup Reports

List Screens

September, 2017, Year: July 2017-June 2018, Accrual

Bank/AP Balances Bills To Pay Support & Services
Capital One-Checking 1895: Due
19,046.48 Vendor Amount 866930 4774
110.000P00 Date _ _
Email a support guestion
Capital One-Cap. Campaign 1987 Archdiocese of
£45,839.20 5I30/2018 5.081.51 Order Checks or Tax Forms
115.000P00 Washington
i Release Motes
Accounts Payable: 220.000P00 80.935.21 Archdiocese of
SEmid 127288 User Guide Videos
Offertory Assessment Payable: Washington sl s
10.084.24 . .
264.000P00 6302018 NCAS, Inc. 22,548.50 Online Help Articles
Education Assessment Payable: Archdiocese of Browser Information
2,571.08 SI30/2018 3.370.00
Memorized Transactions News Messages
Next Date Type VendoriDesc Amount Parish Accounting Manual July 18th at Zpm: bookkeeper call-in meeting:

Bookkeeper Plavbook
Mowe with clergy comp.: 2019 Budget Considerations

2019 i Collecti chedule

Annual Report procedure

ADWW for contracted

Mews: Annual Report template

Hew: If-

1-866-210-1668, code 6524455
Bookkeeper meetings: August 14th So. MD and August

16th DC area




i

2. Click FMHGEES

£ 0 2 8 @ B & ©

Accounts Biill= Checks Depaosits Journal Ertries Yendars Credit Cards Mermorized

Entry Screens

3. Click Accounts

Process Sekup

Lizt Screens

Standard Reports Memorized Report Groups
[ Transactions [~ EOM Reports
[> Statements [ Income by Cost Center Reports
@nuntl ) [> Finance Committes
[> Vendors [> Youth Director
[ Budget/History
[ Analytic Reports

il

Reporks




4. Select Account Audit

Standard Reports Memorized Report Groups
[ Transactions [ Conversion Verification
[ Statements [> Financials
"/ Accounts [ Annual Report (Do not change set up)

& ” Account Audit

Account Balance

List

Beginning Balance
Available Account List

Account Dimension Codes

Account Inguiry

G,

s |

[> Vendors

[ Budget/History

[ Analytic Reports




5. Select one of the Date Range options.

Accounts > Account Audit :: Configure Report

— Date Range
(O Last month O Last quarter O Fiscal Year to Date (O Mext Fiscal vear Start Date: End Date:
'@' This Month ) This Quarter D Last Fizcal vear D Custom Date Range Specified
(O Next Month O Next quarter O Last Fiscal Year to Date

6. Click the Down Arrow button to select Account Code

— Account

( Select Account By: AccountCode Description Shorcut | Clear Account Selection
A

002: Description of the checking account A-1-00-110-0028
1: Parizh Debt Reduction L-1-00-231-006

— [110.000P00: Checking Account A-1-00-110-000
| 110.000500: Capital One School -0348 A-2-00-110-000
|__{110.001P00: Capital One Operating Checking A-1-00-110-001

PP TP = P T - P T -

7. Click reviewrepori  to view the report in the Report Viewer.

m View PDF | | Memorize Report | | Reset Criteria | | Cancel

To 2elect multiple tems on contrd use cirl-click..
** Changes to these options are saved when the report is previewed.




Vendor Audit Report

» Shows the dollar amounts that have been paid to the vendor in the specified
time period.

» Shows the date a vendor or service provider invoice is entered and the date
the invoice is paid.

» Shows what has already been paid and what remains open for payment for the
month.



e ——

1. Select the Ledger and Payables tab.

Church Manager Ledger and Payables Ledger

Report Writer T Consolidation Manager j

low to run Vendor Audit Report?

E G e

L (..

gl

il

Accounts Eills Checks Deposits Journal Entries vendors Credit Cards Memorized Process Setup Reports
Entry Screens List Screens
September, 2017, Year: July 2017-June 2018, Accrual
Bank/AP Balances Bills To Pay Support & Services
~ -~
Capital One-Checking 1995: Due
19,045 43 Vendor Amount 8656.930 4774
110.000P00 Date ) )
Email a support guestion
Capital One-Cap. Campaign 1987: Archdiocese of
545,839.70 6i30/2018 509151 Order Checks or Tax Forms
115.000P00 Washington
Release Motes
Accounts Payable: 220.000P00 80,935.21 Archdiocese of
il Lt User Guide Videos
Dffertory Assessment Payable: Washinaton Smeeta h dennlts
10,084 24
264.000P00 B/30/2018 NCAS, Inc. 22,548.50 Online Help Articles
Education Assessment Payable: Archdiocese of Browser Information
2,521.06 v || 83042018 3.370.00 hat
Memorized Transactions News Messages
MNext Date Type WendoriDesc Amount ~ Parish Accounting Manual ~ July 18th at 2pm: bookkeeper cal-in meeting:
Bookkeeper Plavbook 1-866-210-1669, code 6924485
Mow with clergy comp.: 2019 Budget Congiderations Bookkeeper meetings: August 14th So. MD and August
2019 Wational C: 16th DC area
Annual Report procedure
ADW addendum for contracted bookkeeping
Mew: Annual Report template
v || New: Bo If: it ~




2. Click

Reporks
B & # @m @m B & ¢ i
Accounts Bills Checks Deposits Journal Entries Yendars Credit Cards Mermoarized Process Setup Reports

Entry Screens List Screens
3. Click Vendors
Standard Reports Memorized Report Groups
[> Transactions [> Conversion Verification
[~ Statements [~ Financials
[~ Accounts [~ Annual Report (Do not change set up)

[~ Budget/History

[> Analytic Reports




4. Select Vendor Audit

Standard Reports Memorized Report Groups
[ Transactions [ Conversion Verification
[ Statements [ Financial
[ Accounts [ End of Month Reports
“F Vendors [* Annual Report - {do not change set up)

‘lg Wendor Audit i

- i

i i

i i

[ Basic List !

Detailed List

Telephone List (2 column)

FEEREE

Labels

Terms

1099 - Misc

e __ _______ ______ __ _____ _________________/]

[> Budget/History

[ Analytic Reports




5. Select one of the Date Range options.

— Date Range

O Last Month O Last Quarter () Fiscal Year to Date O Mext Fiscal Year Start Date: End Date:

(®) Thiz Month ) This Quarter () Last Fiscal vear O custom Date Range Specified

(O Next Month O Next Quarter () Last Fiscal ear to Date

6. Select a vendor. (By default, all vendors are included.)

— Vendor

4 . %
44 G Fiorill Printing, In
A Simple House

Abel Indutries, Inc.
ACFEA
Ackerman, Rachel W

7. Click | Preview Report ‘to view the report in the Report Viewer.

e ——

( Preview Report ! | View PDF | | Memorize Report | | Reset Criteria | | Cancel
To =elect multiple items on controls that allow it, use ctrl-click..

** Changes to these oplions are saved when the report is previewed.




Vendor List Report

» Shows all vendor records that have been entered into the database.
» Sort by Vendor Name, Vendor Balance and Vendor phone number.

» Answers the question - to which of our vendors do we pay the most money?




How to export vendor list an

dollar amount?

1. Select the Ledger and Payables tab.

Church Manager g Ledger and Payables ? Ledger

Report Writer Y Consolidation Manager j

E & = m

W@ B

EE e

Accaunts Eills Checks Deposits Journal Entries Yendors Credit Cards Memaorized Process Setup Feports
Entry Screens List Screens
September, 2017, Year: July 2017 -June 2018, Accrual
Bank/AP Balances Bills To Pay Support & Services
. ) -~ -~
Capital One-Checking 1995 Due
19,046 48 Vendor Amount 866.930.4774
110.000P00 Date . z
Email a support guestion
Capital One-Cap. Campaign 1987: Archdiocese of
645,839.20 63072018 5.091.51 Order Checks or Tax Forms
115.000P00 Washington
) Release Motes

Accounts Payable: 220.000PM) 80,935.21 Archdiocese of

Al LAl User Guide Videos
Offertory Assessment Payable: Washington - -

10.084.24 . .
264.000P00 6/30/2018 NCAS, Inc. 22,548.50 Online Help Articles
Education Assessment Payable: Archdiocese of Browser Information
2.521.06 v | [ 6/30/2018 3.370.00 hl
Memorized Transactions Hews Messages

Hext Date Type Vendor/iDesc Amount " || parish Accou nting Manual -~ July 18th at 2pm: bookkeeper calkin meeting: -~

Bookkeeper Playbook 1-866-210-1669, code 6924465

Mow with clergy comp.: 2019 Budget Considerations Bookkeeper meetings: August 14th Se. MD and August

2019 National Collections schedule 16th DC area

Annual Report procedure

ADW addendum for contracted bookkeeping

New: Annual Report template

w || Hew: Bookkeeper self-assessment w w

sort




2. Click fﬂl

Reporks

g & & m @ B & & G ( e

Accounts Bills Checks Deposits Journal Entries Vendars Credit Cards Memorized Process Setup Reports

Entry Screens List Screens
3. Click Vendors
Standard Reports Memorized Report Groups
[> Transactions [> Conversion Verification
[~ Statements [~ Financials
[~ Accounts [~ Annual Report (Do not change set up)

[~ Budget/History

[> Analytic Reports




4. Select Basic List.

Standard Reports Memorized Report Groups
[ Transactions [* Conversion Verification
[ Statements [ Annual Report (Do not change set up)

[> Accounts

"7 Vendors

Vendor Audit

&

Detailed List
Telephone List (2 column)

Labels

Terms

R RN

1099 - Misc

b _______

L o o o e

[ Budget/iHistory

[> Analytic Reports




5. Select a vendor. (By default, all vendors are included.)

Vendors » Basic List :: Configure Report

— Vendor

1 800 Got Junk

3L Bus Senvice

40 Days for Life
4Wall Entertainment
501 Auctions LLC
ACleaning Service

6. CIick‘ Preview Report ‘ to view the report in the Report Viewer.

B —
|%iew Heport/P| View PDF | | Memorize Report | | Reset Criteria | | Cancel

To =elect multiple tems on controls that allow it, use ctrl-click..
** Changes to these options are saved when the report is previewed.

7. Click the Down Arrow to display a list of options. Then, select Csv.

¢ | S B W 9 page [ of > o @ @ D
St. Mary
Basic List




8. Click Save

& | &P % | w <d Page |1 crf & Dﬂ()
St. Mary

Basic List

9. Write the name of the File.

Fiscal YTD
Balance
. 3L Opening XtraReport3.csv > 0.00
Pos|
You hawve chosen to open:
e
which is: Text Document
- ?'le from: https://washington.parishsoftaccounting.com (301) 945-5913 0.00
What should Firefox do with this file?
GA () Openwith [N ~ |
e AC (@iSave File 0.00
M [ Do this automatically for files like this from now on.
NEY
. AP ok | [ camcel || 3524000 0.00
5850 2nd Street Fax:

1Al mhimadmn T CAAAT




10. Click Save File. Then, select OK

TR i mhomom TR TROLMLNTS

Opening XtraReport3.csv >
= 3-L Bus Voice:
Post Offf Yow have chosen to opem: Fax:
XtraReport3.csw
Waghing which is: Text Document
- A. & L Fl from: https.n"fwashingtn-n.parishsaﬂaccounting.com .ﬂJII}E ES[H } 943_5915
TE95_ P What should Firefox do with this file? Fax:
GATHER () Open with | Motepad (default) e
), .
e A CHILD Voice:
111 MAD [l De this automatically for files like this from now on. Fax:
MEW %0
[ o ] D Cancel |
s APLUS ___—— Voice: [202) 3324250
5850 2nd Street Fax:

Fizcal ¥TD
Balance

g.00

g.00

0.00

0.00




11. Click the search windows icon

12. Enter the name of the file. Then, select your file name.

0 £ Filters ~~

Best match

@ XtraReport3(3)
Microsoft Excel Comma Separated Values File
Last modified: 8/2/2018

yol )ctrareport3(3)|

I R




13. Select the range of cells.

L e .o =B - f == 1 T = 1 T i Z AutoSum = A,
i Caldbs R s = ®e EFWop Tet Ginreral - :-E_, - Hermal | Bad Good Nauteal | Ealeulation %‘ L T p
Hnnl:el i Copy - ; C«el;d;onal F L‘; [ ; e Input | : b 1u-|m :relei Format e sfnag Find &
- - - - s at as | xpanator Liry ol - e i
o i | 2T = B Elmegeacenter « | § = 9% 1 % 5 Sondtonal Formts explanatory... [IEERRR) U Hote =]y Exlte Fvoa . 15 A A
Clipboard ] Fant r. Mignment = Kumber [ Styles Cells Editing
I 1 {3 E M i] o P Q R 5 T u v W | x | i z an | AR

g

B 0 I S 0 = 0 ™

ey 5 Average: 3A4TI6E-12. Count $333 Sumcsaceats1s | fH B B - 1
=




14. Select the Data tab, then click the sort command

Home Insert Page Layout Formulas Review View Add-ins Team ':-:-:' Tell me
= F - Eﬂ Y ¥ Clear ~ [E Be ﬁEE E= 5
- EE % E% E Zl A L Reapply E_‘a EKS ? !"-:_Ei EI‘-E
Get External MNew Refresh Z|\ Sort Filter Textto _. _ What-If Forecast Outline
Data ~ aquery- L& | an- = T Advanced | columns = Analysis - Sheet -
Get & Transform Connections Sort & Filter Data Tools Forecast
15. From the Sort by dropdown, select 16. From the Sort on dropdown, select Values.
column F.
Sort ? X Sort ? x
‘ *A| Add Level H X Delete Level H E Copy Level H AllY ‘ Options... ‘ [ My data has headers ‘ *4] Add Level H 7< Delete Level H E[Z Copy Level ” allw [] My data has headers

Column Sort On Order Calumn Sart On Order

e —
Sort b 1@ |Va|ues | |1argentns-a|=n E| Sotby | columnF g Values :thumm E|

ok || cancer | ok || cancel




17. From the Order dropdown, select Largest to Smallest. Then click OK

Sort ? x
| 2| Add Level || < Delete Level || ER Copy Level ”EI EI [] My data has headers
Column Sort On Order

Sart by ||Co|umr1 F |Va|ues

wsly (3 B &z |0 uflm Y

from From from fromOthe  Eatng  hew Ehlwm Lot fam
Access Wb Ted  Sousces  Connechions Qe L0 Reten Souel  ag. ¥ T hdheanced
Gt External Cata et & Bamtae Connemam Sent & P

21 - £ | uasen -
I ] < L} L3 ] a M i ! L L M N o e a r 3 T u v w ® ¥ 2 =
4 [ american Funds Voice:

2 |A& L AOORS, INC Woce: |301) ez sEa
3 [a cunosupeLy, NC viosce:

4 |5 PuLS EXPRESS PRINTING, INC Voce: {202] 552229

5 |asco Vaice:

B |ARE Fire Frotection Services, Voe:

7 s w0 atuantic Voice

B |ABUEY PRLSS COMPANILY w

% ae ehistributinganc it

A8ancscocy supm, e voie:

13| Able andt Reachy Plumbing  Visice: (301} 277247

12 [ ACADINIC DOOK STRVICES, I8 Voice: (B00) 842348 3

13| AT RLECTRIC SLPPLY Vnica: (202) 2124134

14| ACH Coenmunications Seevices Voice:

(23| Ak} EDUCATIONAL SERVICES.IN Voice: {800} 822-604
23| skramn, Shama Voice:

2| sex Davis Voice:
Alfaro, Nichokas Woite:
Alison’s Mantesson Woice: {201} 831-0004

_z_‘; afleycat Towing & Recovery, L Voioe: i
(28| ALTAR BREAD DEPANTMENT  Woice:
25 |abways in Service Voioe:
B3| asnays, velma Voice:
41 astc TetaThE Vore:
3 | Arnerican Amplifier and Televi Voioe:
4| AMERICAN ASSOC £F UNIV WE V!
35 (AMERICAN AUDIOVIDED.  Vinice:
(AMERICAN CARPET OUTLET  Voiee:

*
(37 3L s Seevice Voice:
|38 | AMERICAN MECHANICAL SERVI Voice:

KiraRepert3(dl | (& i
Reasy 5 Arrage 16T Count136s semsnlmn G 0 A - ¥ +
—_—




Bank Reconciliation

» Shows the amount of cash per the bank statement less checks written before
month end that did not clear before month end and plus deposits in transit at
month end.

» Shows how much cash you actually have available to spend (bank balance less
uncleared checks and deposits).

» Shows whether the reconciliation was completed on a timely basis each
month (should be completed within several weeks after month end)



How to run Bank Reconciliation Report?

1. Select the Ledger and Payables tab.

Church Manager | LeageranaF'ayablesml_edgemeponwmer} Consolidation Managerj
E = oy B S U

Accaunts Eills Checks Deposits Journal Entries Wendors Credit Cards Memarized Process Setup Reports

Entry Screens List Screens

September, 2017, Year: July 2017-June 2018, Accrual

Bookkeeper Playbook

Nowe with clergy comp.: 2019 Budget Considerations

2019 Mational Collections schedule

Annual Report procedure

ADW addendum for contracted bookkeeping
New: Annual Report template

New: Bookkeeper self-assessment

Bank/AP Balances To Pay Support & Services
Capital One-Checking 1995: Due
19,046.48 Vendor Amount 866.930.4774
110.000P00 Date . z
Email a support guestion
Capital One-Cap. Campaign 1387: Archdiocese of
645.839.20 E30/2015 2.081.51 Order Checks or Tax Forms
115.000P00 Washinaton
i Release Notes
Accounts Payable: 220.000P00 80.935.21 Archdiocese of
S e User Guide Videos
Offertory Assessment Payable: Washington piin o Balaly clemdds
10,084 24 . :
264.000P00 E/30/2018 MNCAS, Inc. 22,548.50 Online Help Aricles
Education Assessment Payable: Archdiocese of Browser Information
2,521.06 S/3042018 2.370.00
Memorized Transactions HNews Messages
Hext Date Type VendoriDesc Amount Parish Accounting Manual July 18th at 2pm: bookkeeper calkin meeting:

1-866-210-1869, code 6924465
Bookkeeper meetings: August 14th So. MD and August

16th DC area




i

2. Click FMHGEES

g & % @ @ B & ¢ # 66

Accounts Biill= Checks Depaosits Journal Ertries Vendors Credit Cards Mermorized Process Sekup Reporks

Entry Screens Lizt Screens

3. Click Transactions

Standard Reports Memorized Report Groups
@nn@ [+ EOM Reports
[> Statements [ Income by Cost Center Reports
[> Accounts [> Finance Committee
[ Vendors [>* Youth Director
[ Budget/History
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4. Click Bank Reconciliation Report
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5. Select the name of the statement you want to view.

Transactions > Bank Reconciliation Report :: Configure Report

— Bank Reconciliation

S 17/31/2018 - Parish Main Checking (110.000P00Y
0772018 - Parish Main Checking (110.000FP00)
O7/08/2018 - Parish Main Checking (110.000P00)
06/30/2018 - Parish Main Checking (110.000P00)
Q62712018 - Parish Main Checking (110.000P00)
06M14i2018 - Parish Main Checking (110.000FP00) w

6. Click Peisufepot  to display the report in the Report Viewer

Report Subtitle: | |

’7 ** Report Subtitle

< Preview He@ | View POF | | Memorize Report | | Reset Criteria | | Cancel

To =elect multiple tems on controls that allow it, use ctrl-click..
** Changes to these oplions are saved when the report is previewed.




7. If desired, print the report.

Bank Reconciliation Report

3/31/2016 Capital One Operating Checking A-1-00-110-001

Number Date

Amount Vendor / Comment

Cleared Transactions

Cleared Checks
1888
1670

1673
1874
1675
1676
5457

8yo2
8703

8709
8710
|ri

03/28/20186
031 zZ018
03152016
0NZIZ016
0340720186
03/22/2016
034282016
124312015
0152016
01282016
0122018
0122016
034022016
02/ 2/20186
0ZM 22016
02122018
02122018
02122018
02/26/2016
0Z/Z26/2016
DZ/26/2016
DZ/26/2016
02/28/2018
02/28/20186
02/26/2016
02/26/2016
DZ/26/2016
DZ/26/2016
DZ/26/2016
02/26/2016
02/26/2016
02/26/2016
02/26/2016
0Z/26/2016
02/28/2018
02/28/2018
02/26/2016
02/26/2016
0Z/Z26/2016
DZ/26/2016
02/28/2018
03/01/2018

200.00
555.04
201.25
425.00

1,382.885
735.00

1,504.05

8714
273.35

45.42
575.11
131.88

2568
242,61
101.49
132.82
438.88

1,077.55
240.20
178.45
730.84
172.79
STFAT

2875
702.20
4543
581.31
585.51
388.07
28223
45068
285.54
£47.31
397.56
116.11
218.85

1,391.22

1,418.27

1,165.70

1,093.75
572.57
&670.56
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