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[bookmark: _Toc231888683]QUICKBOOKS ONLINE

Company:   Ohio VOAD Online
Customer ID: 9341 4538 7272 3545
Product:  QuickBooks Plus
MERCHANT ID: 5247717651501483
$80 Annual Fee paid to Tech Soup, billed to Larry Singer 

Login:
· www.Intuit.com
· treasurer@ohiovoad.org
· Password:   xxxxxxxx
· On the right side, select  “Go right to your products”.
· Select QuickBooks Online





[bookmark: _Toc231888684]GENERATING AND SENDING ANNUAL MEMBERSHIP INVOICES (in early January)

[bookmark: _Toc231888685]Preparation

[bookmark: _Toc231888686]Preparation: Update invoice Email template
· Click the Gear icon (Settings) in the upper right corner of QuickBooks Online.
· Select Account & Settings.
· Go to the Sales tab.
· Scroll to find the section labeled Messages or "Default email message for invoices."
· Click to expand this section 
· On the subject line, change the FY26 to the correct fiscal year
· On the subject line, add at the end “Invoice XXX.
· Review and adjust body of email as needed.
· Review cc email address – change if needed.
· Click Save, then Done to apply the changes

[bookmark: _Toc231888687]Preparation: Update payment receipt
· Note: Currently, QuickBooks online does not have a way to change the default template.
· The text must be adjusted manually with each email.

[bookmark: _Toc231888688]Preparation: Create folders on gmail (treasurer@ohiovoad.org) for the new fiscal year.

· Create a new folder for FYxx.  Then create sub-folders
· FYxx Invoices
· FYxx Receipys
· FYxx Miscl

[bookmark: _Toc231888689]Creating and Sending Membership Invoices 
Open the “FYxx Invoice and Payments Tracking spreadsheet”. Use this log to track the invoices you will generate.
Allow about 2-3 hours to generate and send all invoices.
[bookmark: _Toc231888690]Create the invoice
1. Open QuickBooks online.

2. Select the Create  button (+) and select "Invoice." 
3. Using the FYxx Invoice and Payments Tracking spreadsheet, identify the member to be invoiced. It’s easier to go sequentially through the spreadsheet.
4. Use the customer drop down box to select the member.
5. Note the invoice number on the right. Enter the invoice number on the Fyxx Invoice and Payments Tracking spreadsheet.
6. Under Product or Service, enter “member”.
7. The types of membership will appear. Select the correct one for that member.
8. The screen will automatically fill in the description and cost.
9. On “Note to Customer”, enter “Thanks for your continued support of Ohio VOAD”.
10. Review the amounts, terms, and  other information.
11. Select “review and send”.  This will save the invoice and bring up the ‘send screen’.


[bookmark: _Toc231888691]Send the invoice   (TO BE COMPLETED WHEN SENDING OUT THE NEXT INVOICE

12. ????
13. ??????
14. ???????



[bookmark: _Toc231888692]Processing Membership Payments

[bookmark: _Toc231888693]Prep for accepting membership payments

· Open PNC website
· Open QuickBooks Online
· Open gmail for treasurer@ohiovoad.org

[bookmark: _Toc231888694]By Paper Check (the most common)
· Note: If you have any doubts about the mailing address for this member, compare the return address on the envelope to the mailing address in QuickBooks.

· Deposit the paper check in PNC (mobile)
· Use rubber stamp to endorse “For Deposit Only”.
· On PNC online account,  note ledger balance plus pending funds,)
· On your phone, use the PNC mobile app to deposit the check (or, take to bank)
· Go to PNC online account. Verify the check was deposited. It will be in pending.

· In QuickBooks online, go to…
· All Apps / Sales and get Paid / Invoices.  Set searches to…
· Status=unpaid
· Date= this month, or as needed 
· Locate customer invoice and note the invoice number
· On far right column, select “Receive Payment”.
· “Reference No” – enter check number
· “Payment method:  - select “check”
· “Deposit to” – should be “PNC Bank:PNC Operations”
· Verify the amount is correct for that dues level. 
· In Memo: Add “FYXX Dues Paid in Full - Invoice xxxxx”
· On bottom right, select from dropdown box “Record and Send”
· This will take you to the “send email” page
· Change subject line to “Payment Receipt from Ohio VOAD Invoice xxxxx”
· Change email bottom to:
Thank you.

Larry Singer
Treasurer, Ohio VOAD
treasurer@ohiovoad.org
· Review
· Send and close
· Verify there is a “sent’ message’

· On gmail for treasurer@ohiovoad.org
· Verify the cc email has been received
· Move the email to the FYxx Receipts folder


· Add this payment to the monthly treasurer’s report (excel spreadsheet for the next report) under “Income”. Add to the correct membership level.

· Save the paper check in the FYxx Payments Envelope.


[bookmark: _Toc231888695]By EFT
Note:  You will receive an email from QuickBooks about the ETF payment.  However, the payment will show in the bank in 24-48 hours.

On gmail (treasurer@ohiovoad.org)
· Open the email from Quickbooks
· Prin the email to a pdf.
· Save the pdf in the FYxx recepts folder

Note:    In QuickBooks, ETF payments are automatically applied to the invoice but they may be in “undeposited  funds”,
· Run the General Ledger after an EFT payment. Use current month.
· If the ETF transaction is in “undeposited funds”, :, you must move that payment to the PNC bank account
· ?

NOTE:  Add this payment to the monthly treasurer’s report under “Income”



[bookmark: _Toc231888696]EXPENSES AND REIMBURSEMENTS (PAYMENTS)
Expenses are a payment to a vendor. This includes a vendor who submits a bill (invoice) or a reimbursement to a Board member or other person who has paid a vendor and wishes to be reimbursed.
[bookmark: _Toc231888697]Use PNC Bill Pay for the Actual Payment
· Note: You can write a check, but a PNC Bill Pay check provides a better audit trail.
· If this is a vendor expense, scan and save the vendor invoice. 
·  If this is a reimbursement, ask the person for their legal name and mailing address and a scanned copy of their bill. Save the scanned copy
· In PNC “Bill Pay”, go to “Bills and Transfers” / “Bill Pay”
· If that vendor or person seeking reimbursement has not been setup:
· Select “Add a payee”.
· Follow the prompts.
· If this is a small vendor or a person, select “Enter the details manually”.
· You will need name, mailing address and phone number.
· If that vendor or person has been previously setup (or you just set them up), find them in the list of “Ungrouped Payees” on the Bill Pay screen.
· Select that payee. On the next screen, select Schedule a Payment.
· Follow the prompts to create a check. The check will be mailed by PNC.
[bookmark: _Toc231888698]Recording Expense in QuickBooks
Make a note to monitor PNC when the check is cashed.  
· Identify the account the expense will be charged to..  Example: For printing Ohio VOAD brochures or documents, use 86133 – Secretary Printing.
· In QuickBooks
· Go to Expenses & Bill Pay
· Under “Create Action”, select “Record Expense”
· Under “Payee”
· Find an existing payee under the drop down and select.
· Or, create a new payee with “+add new”.  Provide legal name and mailing address.
· Payment method = check
· Ref No = PNC (if {NC Bill Pay used)
· Category Details 
· Category  = account which accepts the expense.
· Description
· Amount
· Under attachment, upload the vendor invoice or the bill provided by the person
· Save and Close.
[bookmark: _Toc231888699]Treasurers report - Expense
· Add the expense to the Treasurers report.

[bookmark: _Toc231888700]DONATIONS
· Select the Create button (+) and select “Bank deposit”
· Add funds to this deposit
· go to line 1
· received from: cash account
· account:  50520 - Earned revenue Special Events Conf Donation     
· payment method: check
· Description: Silent Auction & Donations or Silent Auction or Donations
· amount -- enter
· Ref is check number, if a check
· Save and Close

NOTE:  Add this payment to the monthly treasurer’s report under “Income”

[bookmark: _Toc231888701]WRITE OFF BAD DEBTS
 https://www.youtube.com/watch?v=usYVbPeHPZs
· Select the Create button (+) and select “”adjustment note” (aka credit note)
· find customer
· In product or service: select bad debt
· qty 1 
· GST  ?
· save and close
Go back to invoices - all -- will see adjustment note.
Will appear on P&L



[bookmark: _Toc231888702]ANNUAL CONFERENCE
· income is posted to 50520 – Earned Revenue Special Events Annual Conference Donation
· Expenses are posted to 85322 – Annual Conf Miscl Supplies

[bookmark: _Toc231888703]CREDIT MEMOS – APPLIED TO AN INVOICE THAT EITHER CANCELS THE INVOICE OR CANCELS A PORTION OF THE INVOICE

A. Types (“Reasons for issuing a Credit Memo”)
a) Bad debts (any uncollectible invoice) 
b) Dropped membership credit (credit to requested membership removal)
c) Membership status credit (credit(s) due to change of membership status)
d) New membership credit (credit for new membership approved after August meeting but prior to new fiscal year)

A. Logistics
1. Log into QuickBooks Online
2. Find Invoice(s) in question
a. My apps>Sales and get paid> Invoices>Status down arrow>Overdue or All (depending on classification overdue or not)  - Not the invoice number and customer name.
b. Simplest if “click right mouse on windows tab>Duplicate (thus will be able to switch back and forth during following steps to retrieve information
3. Click “+ - Create” Left top panel>Credit Memo>
4. Customer Name (Invoice(s) other window tab)
5. Credit Memo Date - usually date creating
6. Credit Memo no – usually use invoice number preceded with U (uncollectible) C (credit) e.g., U426 or C426
7. Product/Service 
a. Start typing “Credit Memos”
b. Select - one from A. Types 
8. Rate – Invoice amount
9. Tax – uncheck if checked
10. Review then Save and send to member

B. Verify
1. Click “Refresh” / “Reload” arrow circle upper left windows task bar
2. Supposedly (in a perfect world) the credit memo(s) will be automatically applied to each of the invoices.
3. To check if “Uncollectible(s)” ones have, My apps>Invoices>Status down arrow>Overdue any invoice that had a Credit Memo applied will not appear as overdue.
4. To check all other, My apps>Invoices>Status down arrow>All then search by invoice number or name

C. What if Credit Memo is “Unapplied”  (it can happen)
1. Click “+ - Create” Left top panel>Receive payment>
2. Enter Customer Name
3. Leave Amount received “0.00”
4. Scroll down to bottom area “Credit”
5. “Credit Memo #???” should be listed. Click 
6. Review then record.







[bookmark: _Toc231888704]MONTHLY TREASURER REPORTS

[bookmark: _Toc231888705]Overview
The Treasurer can produce the monthly reports on the last day of the calendar month (IF confident that all transactions for the month have been recorded at PNC) or early in the next calendar month, using date selection in the QuickBooks reports and PNC,
The ‘packet’ of reports distributed to Board members monthly and the membership before the quarterly general membership meetings include:
· YYYY MM DD  Ohio VOAD month year Financials from QuickBooks Online, a standard set of financial and audit reports
· (YYYY MM DD Treasurer Report Income and Expenses, a spreadsheet for the calendar month. This spreadsheet is copied into the Treasurers report and is not distributed separately.)
· YYYY MM DD PNC Transactions, a list of calendar month PNC transactions.
· YYYY NN DD   Ohio VOAD Treasurer Report month year
· If needed, other documents can be included in the packet.
Note:  These reports are end-of-month, regardless of the meeting date – or no meeting for that month.  For file names, YYYY MM DD = last calendar day of the month.
[bookmark: _Toc231888706]QuickBooks Financial Reports
· Open QuickBooks Online
· Reports / Management Reports
· Look for “Ohio VOAD Monthly Reports V?”  - select the latest version
· Action” use dropdown to select “Edit”
· The edit should start on the Cover page:
· Update “Subtitle” with calendar month and year
· Update “Report period” with the calendar month and year.
· Update “Prepared on”.
· Press “Save”
· On left icon menu, select Table of Contents
· It should automatically appear.
· If not, it may have been accidentally deselected. Click on the page icon to select.
· If still nothing appears, it means the Reports and Charts have been deselected
· Preliminary Page
· This is explanatory text.
· If needed, adjust Fiscal year
· If you have made any changes, press “Save”
· Reports and Charts 
· This page lists the specific reports. 
· The start date is the first day of the fiscal year.   Be sure to change the start date for a new fiscal year.
· Change each report as noted.
· Expenses and Bill Payments FY26 – change “to”.
· A/R Aging Summary = change ‘to”.
· Balance Sheet – change “to”
· Profit and Loss – change ‘to”.
· General Ledger – change both ‘from” and “to” to the calendar month.
· Budget vs Actuals FY26 – change “to”
· Customer Contact List Only Active members – No change
· Members and Balances – No change
· Press “Save” and verify the changes are saved.  Trust but verify.
· “End notes” is not currently used but is a good way to annotate exceptional conditions during that calendar month.
· Select “Save and Close”
· Under “Action”, select “Preview”
· Check the number of pages – it should be about 18 -22. If fewer than 18, identify which reports have not been generated.  Those may have been de-selected – edit the Ohio VOAD Monthly Reports V?”   and select those reports. 
· Do a preview, check the dates and verify all reports have been created and the dates are correct,
· Download (arrow pointing down), change to your directory for the meeting reports, and change the file name to YYYY MM DD  Ohio VOAD month year Financials. (Note:  YYYY MM DD is the calendar month end date).
· Open the downloaded pdf and print.
· Review the printed copy for dates and accuracy.
[bookmark: _Toc231888707]Treasurer Report:  Income and Expenses
· This is a spreadsheet with starting balance (from the previous calendar month end)
· It includes all transactions for the calendar month – like the General Ledger but much easier to follow.
· NOTE:  during the month, for each transaction (income or expense), update this spreadsheet and verify the calculated balance matches PNC. That makes it MUCH EASIER at end of month.
· Copy this spreadsheet into the Treasurers report.

[bookmark: _Toc231888708]Ohio VOAD Treasurer Report
· Should be self-explanatory
· NOTE:  At end of month, after creating the monthly reports, create a folder and set up a version the monthly Treasurers report for the next month.  Use the ending balance as the starting balance for the next month.
· Save as pdf for email distribution.

[bookmark: _Toc231888709]PNC Transactions
· Log on to PNC
· Go to account (we only have a checking account – Ohio VOAD x0358))
· Go to Transactions
· Show filter
· Date range / Custom date range
· Enter the first and last days of the calendar month
· Select “Apply Filters”
· On the far right, select the drop down on each transaction if shown.  This will show the image of checks and deposits
· At the top, select “print”,
· Print to a pdf. Save as “YYYY MM DD PNC Transactions”
[bookmark: _Toc231888710]Print, Review, and Send
· Print all the pdf versions of the documents from your meetings folder.
· Verify the following items match:
· Treasurers Report
· Total cash on hand
· Transactions ending balance
· Balancing section
· PNC Transaction (Available balance plus any pending)
· Financials – Balance Sheet – “total for bank accounts
· Verify all transactions match on reports.
· Review Treasurers Report text for clarity
· If needed, edit the reports, resave as pdf’s and print,.
· Send to the Board members as an email with attachments immediately.  Ask for review and comments.
[bookmark: _Toc231888711]Load pdf versions on the Ohio VOAD website.
The pdf versions of the Treasurers Report and Financials are loaded on the Ohio VOAD website soon after distribution to the Board. Both reports appear under “Internal Documents”, and appear in the correct page based on the assigned category.

You need admin access to the website to load these documents and familiarity with WordPress.

Follow these steps separately for the Treasurers Report and Monthly Financials

· Note the naming conventions:   month YYYY Treasurers Report and month YYYY Financial Reports
· Go to Website Admin  / Dashboard
· Documents / Add New
· Add the title, following naming conventions.
· To upload the file:
· Files / File Upload
· Add files
· Select Files
· Upload files
· After upload, “add file”
· Select the correct document category on the right
· Publish


[bookmark: _Toc231888712]NEW MEMBERS
New members are approved by the membership chair and then voted on by the Board. Members are approved by the members at the next quarterly General Membership meeting.
After approval by the Membership chair and Board, they can be loaded on QuickBooks, using the submitted membership application and setting the Customer Type to “Applied”. 
[bookmark: _Toc231888713]Before approval at the quarterly General membership meeting
· Using the completed membership application, load on QuickBooks. Set the Customer Type to “Applied”. 
· Add a note such as” Added mm/dd/yyyy based on mm/dd/yyyy Board approval. Will be voted on at the mm/mm/yyyy General Membership Meeting”.
· Run the custom report “Applied to Ohio VOAD” and verify the prospective members are correct.
[bookmark: _Toc231888714]After approval at the General Membership Meeting

· Add the new member to the Contact list (shared spreadsheet).  Be sure to save the updated file for backup.
· Add the new member to the Capabilities Chart
· If the membership application contains the completed capabilities, add the new member to the capabilities chart and update their capabilities.

· In a separate WORD document, prepare an email to send out with the QuickBooks invoice email (copy and paste into their standard email). 

Welcome to the Ohio VOAD.  We look forward to a long and productive partnership with you and our growing VOAD membership.

If your membership category involves a payment, your invoice is attached. If paying by check, please make it out to Ohio VOAD and mail to the address below.


Three requests:

· Please review  and update (if needed) the  Capabilities chart with services that you are willing and able to provide for a disaster or request in Ohio. We populated this spreadsheet from your application but may have missed entries. We will send you a separate email with the links.

· Please review and update (if needed) the Ohio VOAD Contact List. It was populated from the membership application form. The contacts are:

· QuickBooks Billing Contact – who should receive the annual invoice for dues.
· Primary contact – person we should contact for general information and decisions regarding assistance.
· Secondary contacts – additional people at your organization we can contact if the primary is not available.

We will send you a separate email with the links.


· Please send me your organization logo so we can add it to the website.

Thanks!
Larry Singer
treasurer@ohvoad.org
304 Ansley Park
Delaware, OH 43015

NOTE:  Because the links will not copy to QuickBooks, send a separate email with the links.




· In QuickBooks, change the Customer Type to the approved membership category.
· In QuickBooks, send an invoice to those members who are billed.  Use terms of 60 days.  Check with the Finance Chair and Chair if the members are elected during the third or fourth quarter (possibly reduced dues). Follow the steps in:
· "Creating and Sending Membership Payments” 
· “Processing Membership Payments”.
· Ask the Communications chair to add the new members to the website.
· When you receive the logos, forward them to the Communications chair.
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