Financial Webinar - January 2017

Access to RightNetworks, Customer Accounts, Invoicing and Recording
Deposits




Key items to remember

» Chapters must use the file on RightNetworks
» Notify Regional Treasurer if changes to RN or QB passwords

» Chapter Treasurers please submit your December Financial reports to your Regional
Budget Committee Mentor

» Chapter Treasurers confirm that 2016-2017 Budget has been loaded and Budget vs Actual
reports are provided to the chapter

» Utilize budget committee and committee chairs in developing 2017-18 budget. Build
from the bottom up

» Items to include in your 2017-2018 Budget - $540 RightNetworks annual subscription to
be paid with the chapter Per Capita submission. $224.14 Quickbooks Pro cost to
upgrade 2014 QB version

» Prior year adjustments will return an error message

» Create an income account: Void check from prior period
» Create an expense account: Void deposit from prior period
» Submit a deposit entry for voided check in the current month to offset the outstanding




Eastern Region Budget Committee

Connie Page (ctpage21@yahoo.com) Mentor: Baltimore County, Bucks County, Central
Greater Union County, Northern VA, Westchester County

Jacqueline Parker (jacquelinelarue®@icloud.com) Mentor: Mercer County, Montgomery
County, North Jersey, Philadelphia, Queens, Western Maryland

Debra Allen-Davis (deballendavis@gmail.com) Mentor: Boston, Greater Albany, Morris
County, National Harbor, Newton, Pittsburg, Suffolk County

Kim Scott (kscottcpa@Hotmail.com) Mentor: Southern Maryland, Stamford Norwalk,
Greater Suburban Maryland, Washington DC, Westchester Cty - Fin Sec

Crystal Mullins (mullinsZ@mac.com) RightNetworks Coordinator for Presidents and
Financial Secretaries

Thank YOU!!!!
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Putting Right Networks
on Your Desktop/ Device

Presented by Crystal Mullins



Accessing RightNetworks

Get Started in 3 Easy Steps!

We've pulled together all the mformation you need for 8 successful set up of your
hosted deskiop. The instructions below will guide you through the setup process.
Get started!

Step 1: The first thing
you'll need to do is log in
with your credentials
sbove and creste and
verfy your security profile.
This will sllow us to
provide secure access to
you, and only you!

Step 2: Time to get things
set up. Answer s few
questions about your
dewvice, run the setup
wizard, select your files to
upload and you're in the
cloud!

Step 3: You're ready to
work in your hosted
desktop with anytime,
anywhere sccess to your
fies and data!

Need help getting started?

Visit our Helpdesk or follow
these helpful links for answers
to the most frequently askad
account setup questions.

+« Howdol print?

Can | change my
* password?

Can | change my
acoount?

s+ How do | submit g ticksi?

Whst other spps can |
*  host?

How do | manage my

files?

Using Welcome email
« Start with Step 2
« Click on the link in Step 2

Click on the link below
https://fs.rigshtnetworks.com/adfs/ls/

idpinitiatedsignon.aspx?



https://fs.rightnetworks.com/adfs/ls/idpinitiatedsignon.aspx

Enter Chapter UserName and Password

Right Netw->rks’

Welcome to the
Right Networks Helpdesk

Hosting made easy. Ll e L

......

irgot Usermnme or Password?

Emall Support 24 x 7 @ support@rightnetworks. L.com
Call Support 24 x 7 @ 603-324-0442

Chat with Support Man-Fri | Sam-9pm EST In
Heolpdesk



Confirm Operating System

Right Netw2rks’

Home Edit my Profile My Activities

How Can We Help?

Right Networks / Knowledgebase / Getting Started

Getting Started: Select Your Operating System
| ,
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mm (S
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MAC Operating System




Select Quickbooks

nght Netwsrks
N Note: Treasurers name is
identified since she holds
the RN subscription.
Ensure you do not change
2 anything related to her
How Can We H6|p ‘ subscription or profile
Search the Knowledgebase information

Right Networks / Knowledgebase / Getting Started

ACCOUNT HELP Getting Started: Select Your Application (PC)

APPLICATION HELP

CONNECTING

PRINTING & SCANNING

QUICKBOOKS




Right Netw®rks

Home Edit my Profile My Activities

Right Networks / Knowledgebase / Getting Started

Getting Started: QuickBooks Setup (Mac)

APPLICATION HELP

Step 1 — Preparing Your Mac to Connect to Right Networks
CONNECTING

Step 2 - Preparing Your Existing QuickBooks Data for Upload
PRINTING & SCANNING

Step 3 - Restoring Your QuickBooks Data on Right Networks
QUICKBOOKS




Download TSPrint for MAC

Right Networks / Knowledgebase / Getting Started

Getting Started: QuickBooks Setup (Mac)

APPLICATION HELP
Step 1 — Preparing Your Mac to Connect to Right Networks
CONNECTING

Follow

1. Download and install TSPrint for Mac if you plan on printing from the hosted environment: Download TSPrint.
2. Once installed, go to your Applications folder and find TSPrint. Double-click the icon to launch it. If it launches properly, you
should see a printer icon listed in the top right of your screen by the time and date on the Menu bar.
3. Please select the button below and insert the username sent to you in your Welcome Email to download the pre-configured
Remote Desktop settings.

Y Y.8 © inataf TSPrintClent e @ stall TSPrintCient
Weicome 10 the TSPrntChent instaier The instaliation was compieted success*ully.
You will e guided trough the steps necessary 1o install this Please open Finder and start TSPrintClient
© Introguction phraseieg » Introduction jer Applications.

Camytrwtor Saw? » Destination Select

watataten Tys0 » instaliation Type You should see a small printer icon in your

et statain + instaliation mac tray that indicates TSPrintClient has

Sumrrrany + Summary started!
MO O e = a3l Q

If you have any additional questions or
issues feel free to contact us at
support@terminalworks.com
Continue =3




See Printer icon - process successful!
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Return to Step 1 and ‘Click Here’

Right Netwsrks’

WD s o . Crymw Mg «

Homae

Lavr ofty Prafile My Activities

How Can We Help?

Right Networks / Knowledgebase / Oefting Started

Getting Started: QuickBooks Setup (Mac)

APPLICATION MELP
Siep 1 - Prepaing Your Mac 1o Connect 1o Right Networks

1. Dowedogtd and install TSPrint for Mae i you plan on prnting from the hosted soviranment: Dossioad TEINm
2. Onow nfitaiied, 9o %0 your Applications fokder and find TSPrint. Double-click the loon 10 Munch & If # lsunches properly, you
nhouly see & printer loon kated in the 10p fight of your screen by the time and date on the Menu bar.
3, Plaage select the button belaw and nsert the Lsernarme sant 16 you ¥ your Welcome Emall %o dawnload the pre-config
Danktop settings

Quastion for our helpdask? x=
Wk A W ED A with e Supypoy
Agent

1. Mave the downloaded fie 3/the deskiop




Download icon on desktop

ght Netwarks /| Knowledgebese / Gefting Started
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Download and connect Remote Desktop

Step 1 — Preparing Your Mac to Connect to Right Networks

1. Download and install TSPrint for Mae if you plan on printing from the hosted environment: Download TSP

2. Once installed, go to your Applications folder and find TSPrint. Double-click the icon to launch it. If it launches properly, you
should see a printer icon listed in the top right of your screen by the time and date on the Menu bar.

3. Please select the button below and insert the ussrmame sent to you in your Welcome Email to download the pre-configured
Remote Desktop settings.

1. Move the downloaded file to the desktop.
1. Open the Finder.
2. Select Downloads.
3. Find the RightMetworks.rdp file.
4. Click on the RightMetweorks.rdp file and drag it to the Desktop.

/Click link

2. Download and install the correct Remote Desktop for Macs: newer (Intel-based).
3. Once installed, go to your Applications folder and find Microsoft Remote Desktop.

Mote: it may be located at the end of the applications since this was the last item downloaded,
4. Double-click the Microsoft Remote Desktop icon.

Mote: {Optional) Right-click on the Micresoft Remiote Desktop icon in the dock, highlight Optiens and s=lect Keep in Dock.
. With the application open aelect File in the upper left hand corner of your screen.
. Select Impart.
Select Desktop.
. Double click on the RightNetworks.rdp file.
. The new connection should now be displayed in the main window under My Desktops.
. Double-click the new connection to log in.
. Alternatively you can double click on the RightNetworks.rdp file that should now be located on your desktop.

Do om s

Erp—

Mote: If when double clicking on the shortcut the remote desktop window does not open in full-screen you may have multiple
applications that open _rdp files. If that is the case please use the steps below to 3et Microsoft Remote Desktop as the defaukt
application for .rdp filea:

1. Right-click on the RightNetweorks.rdp shortcut on your desktop.
2. Select Get Info.

3. Open the dropdown menu under Open With.
Salart Mirrnands B Naslk

Mac App Store Preview

What's New What 15 05 X 0% X Apps Mow o Upgrade

Microsoft Remote Desktop
By Microsoft Corporation
Open the Mac App Store to buy and download apps
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Once installed find Remote Desktop

JEDN windew el @ 8 I & T wedinis ra2n
Naw... Nf‘ § ” | Right Networks / Knowledgebass / Getting
Egrr Joeimmns be T Mima Rz leme 3= e Vs A =0
[ tworkk / Knowledgebase / Getting Started ACCOUNT HELP "N "' m- B Oesmtan - G Sewch
Farn e
APPLICATION HELP N Douutars Hantahol [p
. 1C%oud Drive SR Ham ra
Getting Started: QuickBooks Setup (Mac) " CBCHOTH g
CONNECTING A Appiomtions " DSCHINGT (Uime
12 Google Drive " DSCNIGS? o
Step 1 ~ Preparing Your Mac 1o Connect to Right Netwirks PRINTING & SCANNING I " top o 1.1—..:.:” ',::_ :‘I‘ ",:’,‘,:‘
0 Documwnns Scrman Db 1 U0 AN M
1 anmmuuvmnmmmwwmm Dot IR LACKBOOKS Scrman e 340 00 P
2 Ones d, 0 10 your App feiddar e find TSPriet. Double-cick the icon to lench @ © & WEFosoR Resoote: Deaktogs n O oowoess Scinan B 100 30 MM
ahould s @ DrinTAr Con e i T 100 right of your acsmen By The time and dase on the _.l_ A / @ >< | E Movies Serwen e 7. 19,17 IM
3, Plawse salect the butson below and insert the usemame sant 10 you in your Welcoms Email §  Music Soraen Bhe ) 08.52 M
Remote Deskiop sattegs. o Sw| 0 | ‘Pwhesiem || Pt e ok - Deron B "
(f & Pctures scrontl ihe.. 7 20 48 Py
&l m crystalmuting Sean v 7 4001 W
Scman ive . Y 4407 W
ant B T 44 0 W
s Srviven Scinan e T AN X2 W
1 :&n'." file o the Screnh O 7.40.11 PM
2. Seinct Dowsioads.
3. Find the RightNetworks.rdp fle

4, Chck on the RightNetworks.rdp fle and crag 1 10 the Desiiop.

2 Downioac ana install he corect Semote Deskaop for Macs. newer (e Lacer] 1 Once inatalied, go to your Applications fokder and fird Micrasch Remate Desktop.

2. Once installed, go 1o your Apphications fo'der and find Microsoft Remate Desktop.

Note: it may be Jocated at ihe end of the appiications since this wes the last e downloaded

Note: # may be located! at the and of the appications sioce thve was ihe lae? Mem downicotad

A Dowbilechck the Microseft Remaote Deaktop icon.
4 Doubw-cick the Microsoft Remcte Deskiop oo

Mot (Optianaf) Rght cick cn e Micreseh Ramote Deskto icar in the dock, bighiight Optisns | ooatigatsinadion o DN s My

5, With the sppiication open salect Fils in the upper faft hand comar of your screen :. With the appication cpen select File in the upper loft hand comaer of your screen.

£ Select Import. Select |mport.

B Oouble click o the RightNetworks.ndp fie. 1 Doutile chck on the RightNetworks. rdp fie

9 The new connection showld now be dsplayed i the main window under My Desktope. 9 The new connection shoukd now be depiayed In the man window under My Desktops.
10, Oouble-ciick the new connection 1o log = 10, Dowtile-click the new connection %o log in

1. Alenatively you can doble click on the Rightibetworks.rdp fie that shoud now be kcated on ¥ 11 Alteenatively you oan double olick on the RightNetwerks, rdp file that should now be located on
Mot If whati double cicking on the shartcut The emote desiiog window does not ogen n Note: if when double clickng on the shortout the remote deskton windcw does not apen in ‘
sopiications thet open rdp Gles. If thet i The Case plasse Lse the steps beiow W set Micresoft wpolcations that open 1dp Baes 11 that |n the case ploasa use the atepa balow 1 et Microsoft
spplication Sor rap fles npohication for i Nes.

1, Right-ctiek on the dp an

e P ol r 1. Right <k on the RightNetworks.rdp shortcut on your deskic.

ra— 2 Select Get Info.
3. Opent the dropdown mend wder Open With,




Remote Desktop Connection
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Access RightNetworks . Click ‘o

* NEDTers NGFTINeteDrt Jom

Right Networss | Knowledgebase /| Gamng Stared

_ Getting Started: QuickBooks Setup (Mac)
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» Enter Chapter Username/password

« Blue RightNetworks Desktop

Click on Quickbooks Icon

Recyde Bin

Printers

Enter QB Username and Password

QuickBooks Desktop Login

Enter a user name and password to log in to the company:

Greater Essex Co Chapter of Jack & Jill

s

Password: [| | forgot my password

User Name:

Passwords are case sensitive.




Quickbooks desktop

aspw1.rightnetworks.com

Username identified

-

o Chapter of Jack & Jill - QuickBooks Desktop Pro 2017({multi-user)(President)
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Printing Reports

Eastern Region, Jack and Jill Inc - QuickBooks Accountant Desktop 2016(multi-user(Admin)
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TSPrint POF on TSPrintPrio1:

Zebra Lahel Printer on TSPrintPr01:
TSPrint Printer (Q05%) on TSPrintPri01:

TSPrint Printer iMac ©5X f Linux on TSFPrint...
TEPrint Printer on TSPrintPr01:
TEPrint PDF on TSPrintPr01:

TSPrint Cefault on TSPrintPr01

Smartvault POF Printer on MUL:

Send To OneMote 2013 on MUL:

Sage a0 E-mail Writerv2 on 79475278-532..
Sage a0 E-mail Writer on 91c1dadd-e73a-..
Righthetwaorks PDF Writer on CPWPLIA30:
QuickBooks PDF Converter 3.0 on ¥PSPort:
GuickBooks POF Converter on MUL:
FrintBoss 50 on MUL:

Feachtree E-mail Writerv3 on 81012a4d-g...
Feachtree E-mail Writerv2 on LPT1:

FDFill PDF & mage Writer an POFillwriterPort
Microsoft XPS Document Writer on XPSPort:
Generic ! Text Only on FILE:

eFilecabinet Online on EFCO

Company Customers Vendors Employees Banking Beports  Window  Help

-

klonthly_Balance Sheet- Mothers

Customize Report Comment on Report Share Template Memorize Print * | E-maill | Excel - Hide Header Expand

Refresh

xX
Columns  Total only ~ Sart By Default -

Region, Jack and Jill Inc
pet - Mothers Conference

E of October 31, 2016

i Oct 31,16
Options... cancel ’
Help
Preview
e 2015 3 9531101 4

95,311.01
95,311.M
95,311.01

0.00

= &

Etatements Refunds )
& Credits C”Qr”ti
zolor printers only) ecks
£ 9
Frint
Turn On Checks

Fayrall

Check
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Windows Operating System




Select Quickbooks

nght Netwsrks
N Note: Treasurers name is
identified since she holds
the RN subscription.
Ensure you do not change
2 anything related to her
How Can We H6|p ‘ subscription or profile
Search the Knowledgebase information

Right Networks / Knowledgebase / Getting Started

ACCOUNT HELP Getting Started: Select Your Application (PC)

APPLICATION HELP

CONNECTING

PRINTING & SCANNING

QUICKBOOKS




Click link - Connect from a Windows Comp

How Can We Help?

Search the Knowledgebase

SEARCH

Right Networks / Knowledgebase / Getting Started

Getting Started: QuickBooks Setup (PC)

To setup your PC to log in to Right Networks all you need to do ia run the Right Networks Setup Wizard tool. The Right Networks Setup
Wizard tool will perform the fallowing functions:

* Perform a check on your computer configuration to ensure you can connect to the hosted anvironment.

+ Add a shortcut for Microsoft Remote Desktop that contains the Right Netwarks server information and your ugername pre-
configured.

* Install the TSPrint and TSScan software to allow printing and scanning from the hosted environment.

+ Allow you to choose which files you would like to upload to the hosted environment.

To download the program click on the following link: Right Networks Setup Wizzfd

* For detailed information on how to get started using the Setup Wizard please s=e the following grticle: Connect from a Windows
Computer
* You can view a video playlist on how to get started using Right Networks here.

Note: Should you encounter any problems with the Setup Wizard, please see our steps for manually getting started,




Scroll down to w/o file upload

Setup Wizard without File Upload

1. Download the Right Networks Setup Wizard,
2. When prompted run the application.

3. Once the application has launched you can then choose Ne to Do you want to upload files. ° ScrOll down to SeCtion that allows
setup with uploading a file

_\. Right Networks’

Setup Wizard * If you upload a file, you will
override what your Treasurer has
Provide the following information to configure . :
your computer to erk with Right NFNJOIZ& already loaded n R]ghtNetworkS

» Click on link: RightNetworks Setup
Wizard

. Enter you Right Networks usemame and password and select Next.

Select Next.

The Setup Wizard will then automatically configure your system to log in to Right Networks.
Once the application finishes configuring your system select the Finish button,

. You will now 2ee an icon on your desktop labeled Right Networks.

9. To connect to Right Networks you can double click on that icon and enter your password.

0 N o

If you are not able to run the Right Networks Setup Wizard you can refer following article Manua! Right Networks Setup.



Enter Chapter RN Username/Password

Right Networks®
Setup Wizard

Right Networks®
Setup Wizard

Provide the following information to configure Configuring your system...

your computer to work with Right Networks.

Configuring Desktop Shortcut... Done

Do you want to upload files?

® Yes

Configuring System Settings... Done
O No Configuring Printer Support... Done

Configuring Scanner Support... Done

o ®

Enter your Right Networks credentials:

Username:

Your computer is ready to connect to Right Networks.




QuickBooks EasternReg...
Pro 2015  Sept 29.QB...

QBBackupT... vzw,352381... Dropbox [160705
Mon, Sep 2...

QBBackup...
Sat, Jan 30 ...

QBBackup...
Sun, Nov 2...

TurboTax QuickBook...

2014

Weather Regional

Widget Conferen...

Rental

SR RRAR=

Restored_E... desktop.ini EastemReg

Sept 29_Files

7.22 Plenary  Duffle Bag
1a order for...

7.22 Plenary EasternReg..88(G0
Ta.bt Sept 29 (Ba..

Cluster ~ QBBackup..88G8
norther...  Thu, Aug 2..

e,
swr
“we
-
Twr
‘v

Data_Read.... EasternReg..
Sept 29.ND

Data_read.ini EasternReg..

Sept 29.0B

Margaret.b e Reg D SG 5 QBBackup...
Fri, Sep 09 ...

Ve O R OO0 T S U0 0
IREIIEaC

Click on icon

Enter Chapter RN Username/password
Click on box so that it remembers your
credentials

Next time you access, it will connect
you to directly to RightNetworks. No
need to reenter username/password
&
Ny,
RIEAGry 2 IEREUICKE 00 I

L)X /‘\ ﬁ l

l

S eie) sliEacing hings mum | U D50 Dl DUSUS AT LI ‘1’.14&!&{;&
s o)

SCANS -
Shortcut




Blue Screen will indicate the RN desktop

E ab Syracuse Chapter of Jack & Jill - QuickBooks Pro 2016

Recycle Bin File Edit %iew Lists Favorites Company Customers “endors Employees  Banking BEEdeEr Window Help  Special Offers

Eeport Center

. Search Company ar Help - 2 ¢
B
Printers My Shortcuts
25 Home
ml‘dk &P My Company Click on QB icon v
B ncome Tracker Enter Username/password :
t5“) g— Select Reports £ :
s . - ,
= B Access: Baniing .
‘ Smapshots ° F-i nanc-ial Sec reta ry _ Accountant & Taxes 3
™ o Budgets 3
am Customers Accounts Receivable and List i
D Vendors Reports Contributed Repors 3

* President - Reports only Advanced Reports

[ My Shoricuts
- Custom Reports

B view Balances

Treasurer has admin access

M Run Favorite Reports Transaction History

B open Windows Transaction Journal




Creating Customer/Invoice




Adding Customers

¢ Lists Favorites Company Customers Wendors Employees Banking Eeports Window Help

Remember to add ¢ after the last name or as the MI

OPEMIMG BALAMCE ASOF | 12/02/2016 B How do | determine the opening balance?

CUSTOMER NAME ||

Address Info

COMPANY MAME
Eayment Settings FULLMAME MRS S First WL || Last
: JOBTITLE

Sales Tax Settings

hlain Phone - Main Email -
AR Work Phone  ~ CCEmal -~
Job Info Wlobile = Wiebsite -

Fax = Other 1 -

ADDRESS DETAILS

INVOICEBILL TO SHIFTO

Copy »>

[ Customeris inactive Cancel




Completed Customer & Hit OK

-~

Open Windows

Customer Certor M.
Vnte Chacks-JAaJ .
Home
Memanzed Trensa.
001 &) Ogeratng .
Chest of Aocousts
Craats wonces - A
From & Loss Budge
Vendor Orckapo.
| Vendor DuckRepo.
Vendor QuickRapo.
Tranzacion Listby .

-5 &

o~ -

-

Elo Bkt Meow Lty _Emattes_Sompny_ Customers._Vendars. Emploss . Rmimg_Beoots_Wiodon_Lisk

CUUTOMER Have Margaret J Cunningham (C)

CURRENT BALANCE 0.00

Address Info
[Eaymert Semings
Sales Tax Satungs:
Additiogal nf

ot info

Customer is inactive

COMPANY NANE

FULL NAME

Man Fhone -
Work Phone - =
Maoteis *

.

Fax

ADDRESS DETALS

PVUCERRLL ¥Y

A ™ 0 L3 LA * > - P Rl
How do | adust the currant baancs?
Mrs Margaret J Cumlngmm
973-819.7618 Main Email = mS1663@yahoo com
CC Emal = T janciERcloud com, NOrPpersey.
T Website - i margaretjcunningham com
973-651-0812 Other 1 =] |i

Margaret J. Cunningharm (C)

43 Highwood Rd

West Orange, NJ 07052

HT-! ‘ AtoRtEy ﬂ@mmw of...

EHIFTOD -

Copy>>

Cancel Help




£l _ER_Yow Lo

& Rew Customsr & Job

Customers & Jobs

Active Customers

Mera !
+Margarst Wahl {C]
oMarlaina Sims Powsdl (C)
sMichela Hallar-Gregory (C)
«Michete Stevenson(C)

oMLK

o Monique JeanPieme(C)
sManicue PryodC)

o Mother mesc

o Mothers Gradusting Luncheca
o MNatasha Gauean-La Mar(C)
oNchods Scheer |C)

s N cole ClandC)

+Omar & Reainz Bey (C)
+FPamela Brode|C)

oFatncia C. Graan

oPaypal

eRegna Heary (C)

sRegna Mils (C)

+Renaa Walers(C)

«RNONda Richards (C)

« Robyn Dawson Bryant {(C)
sRochelle Pereston(C)

o Shawanda Beale (C)

+Shaila Bond, MD (C)

o Snell Rice Wilkams{C)

« Shely J Douglass (C)

o Sogtua Branch (C)

* 3¢ Town Party

« 5S¢ Teen Fundraises

v & NewIsnsactens

20000
0.00
0.00
0.00

300.00

20000
0.00
000

1000
0.00
000
000

10.00
000
0.00
000
000
200.00
10.00
000

200.00
000
0.00

20000
000
000
000
000

v & Pim v

B Exel v

B wed v §

Customer Center Information

Income Trackse

l!im‘ lﬂ NI Chapter of...

Customer Information

Company Name

Full Mams  Mrs Margaret J Cumningham
B tn Magaret ) Cunrngham (C)

43 Hghwood Rd.

West Orange, M 07052

Corfacts

Transactions

sHow Al Transactians  *
Check
Payment
Check

Credit Memo
Check

Saes Recalpt
lrvotce
Paymeat
Payment
Ireecica
Irvoice
Payment

Manage Transactions

N Sant Erei
All v LATE
2373
1z
2N
2017.105
2348
s
201718

2017-16
20171

Run Reports v

Maun Phane

Fas

Mant Ermaal

CC Emal W jandiZicloud com noniyersaytreasuer@amsad com

973.819.7618

9736510812

mgs

166348yahoo

x

an

ValinEe WA MaEf garslcunnnghEm com

Al

11032016
107252016
100212016
11172016
1011172018
10/04/2016
QAN312016
09022016
03/3/2016
0601412016
GEN 12016
06012016

J5J Opearating Account
Ungepositec Funds
JL.) Operating Account
Accounts Receivable
JEJ Operating Account
Undeposited Funds
Accounts Receivable
Undeposited Funds
Undsposited Funds
Accounts Recelvable
Accounts Receivable
Undepositad Funds

Customer Saapshot

Halsice

Ipan

1IBFM
12152016




Adding ltems

; + Mothers Local Dues
Favorntes  Company  Customers  Ver

o Mew Ctr+N 4
rt of Accounts Cirl+4 ] Editlem CUl+E
| i Duplicate lterm
_’[l?f‘f‘l 151 | *  Delete ltem Ctr+D  vh
Fixed Asset ltern List | o Add/Edit Multiple ltems =
' Edit Markup...
Class List d P ot
i _ J Make ltem Inactive X
| CUther Mames List Show Inactive ltems '
Customer & vendor Profile Lists b ®  Hierarchical View dc
Templates o v Flat Wiew =
- Customize Columns... of
g
Memornzed Transaction List Ctrl+ T Usze Ctrl+J
Find in Transactions. ..
Add/Edit Multiple List Entries .
L H = — 1 Print List... Ctrl+P
ot List
Select Item dropdown at Activities ¥ Report

the bottom of the item -
list




Adding ltems

L o s R « .

| 5 A . 3 (-]

Haome hdy: Compary Income Tracker Calendar Snapzhotz Customers  Wendaors  Employees Bank Feeds Docs  Reports GickBooks 2017 Crder Checks

o
Sen Lse for services you charge for or purchase, like
ervice v o : _
specialized labor, consulting hours, or professional fees. Cancal

MNext

ltem MameMumber [ Subitem of
MNotes
Custom Fields

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

Description Fate
COPA Ticket and Busg| A 0.00
Account

Remember to select an INCOME ) ltem is inactive
account as this is going on invoices
which is linked to INCOME

Spelling




Create Your Invoice - One Mother Member

Home i Incam:
=
Main Formatting Send/Ship Reports
& P , ) acopy 4@ - = Print Later ] B Ada Timercosts gte a Batch
Find i Mark As Print  Email Email Later Attach BF Apply Creditg Receive B8 Refuny
M M File Payments
M 11000 - Acco.. ~ [REES e it Service In ~ [l
DATE BILLTO
121572016 B
INVOICE #
2017-186
PO. MO
PQUANT.. ¢ DESCRIPTION PRATE P AMOUNT
Y
RECENT TRANSACTIONS
v
TOTAL
CUSTOMER MESSAGE PaYMENTS APPLIED 0.00
BALAMCE DUE 0.00
- NOTES




Applying Payments

= 1amn Reports Paymwints
Opon Windows oy
ey ‘¢ 3 X = = ¢ > ® = Q
Home Fiut New  Deters Pl Emat Allach LOOK up Unapply Descounts And Credt C
> ' Fike Customerinvoice Payment Creats Aoq -y
Processira
Customer Payment
BECENEDFROM  Marama Sims Poweld - — — VR ACCOULN 11000  Accourts Rece . *
‘ : [ "] =) L O
FAYLENT AWOUNT 200.00 ¢ CREDIT
:oin — = CASH e et o CHECK =
R 1 202 20 n
REFERENCE # Vhere does hes payment go?
7 | DAT IUMNSER WG A AMT DU SAYMEN]
T, 012016 2017129 30000 20000
Totaks 30000 20000
AMOUNTS FOR SELECTED INVOICES
AMOLAIT DUE 20080
\FRLED
DIBCOUNT
-
Save & New
B @ B » = 3




Select Payments To Deposit (Invoice & Sales Recei

= Fie Edt View Lits Fawoctes Company  Cystomers  Vendors  Emgloyees
’ > o 'S * i ——

* @ Previous ® Newt B Save £ rint ~ |

Open Windows
F Reped o ecrview
Recave Pyyments Click View payment method type *  \What me paymant method waws?
J Sort payments by Payment Mathod -
SELECT PAYMENTS TO DEFOSIT
‘ J ATE TME TYV§ ‘. PRYMENT NET) 1 1 ST AOUNT & Remember to matCh the
101232016 RCET 57 Karan Dawdsan (C} 100. od. , .
‘ (0022016 AT Gash Rochese Perision(C) 1000 mother S you are Check] ng
0222016 PNT Cash Enca McDay(C) 1433
o 3
MN72018 PMT Cash Valgsie Momson (C) 10000
Ey e off with your deposit. You
12018 PIT 4145 Check Bret Simon(C) 280,00 1 3
1172018 T 41451 Check Brett Simon|C) 100.00 CannOt mix your operat]ng
"172016 PMT 875 Chack Darlone Wirkier(G) 10000 : s
i S o account deposits with your
1172018 PMT 1364 Check Ebonee Lewes (C) 10000 2 e
oy T oo s fundraising accounts. You
1216 PMT 3504 Check Tiftary Duprae AtwelC) 100.00
i AT 2% Cheo Karan Dvicon 0 0000, can only do one account at
0of 30 d for deposit s Subt 0.00 .
S = mim
Select Al Salect Hooe a t e ¢
Deposit Subtotal
TogelCash O TN 1195 GRpasiL, enles e amount De
youl want this money 1o 9o, as your Petty Cash account

Cash back poesto Cash back memo

Deposit Total




Open Windows

001 J&J Operating. |
Home
_Recaive Paymants

# Previous @ Next B Save

NJ Chapler of Jack & Jil

Lsts_Fmonies_Gompary_Gusomers 4

! [5¢) « _ re= . L3 &l Q‘) o >

-

| & Fayments @ History | @ Attach

DepostTo 001 - J8JOper. = Date 101192016 W Memo Deposit

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

RECEIVE RON FROM & T

Alexis Daws(C) 12000 Undeposited Funds

(@)

Adding Payments to The Deposit

Cowtney Hams-Lee{C) 12000 Undeposited Funds 2391 Check 175.00
Renee Walers{C) 12000  Undeposited Funds KXC) Check 1000
Angela Dees (C) 12000 Undeposited Funds Paypal 11500
i — : : R — [
Deposit Subl: 310.00

To get cash back from tis deposit, enter the amourt below. Indicate the account where
you want this money 10 go, such as your Pedty Cash account

Cash back goes to Cash back memo Cash back amount




Confirming Deposit in Check Register

\J Chaplor of Jack & Jill of Arm

Lsts Favonles Company Customers Vendors Employees Hanking  Hepoas

R & W 8 e 32 e s m Iw O,Q

- >

= ® Goto. | & Print,, | @ Edit Trensaction B QuickReport & Setup Bank Feeds

Open Windows
Make Deposhs re:
Vama
RecewsPayments | 10032016 2362 Tiana Evans (C) 822134 *
CHK 11000 - Accounts Receivable Voucher27A-17 Retund St Teen T-shirt
10032016 2363 Shell Rice Wikams(C) 6000 4814134
CHK 11000 - Accourts Recaivable Vouches 27-17 Refund Sr. Teen T-shirt fee
100032016 2364 Michebe Stevenson(C) 4000 4810134
CHK 11000 - Accourts Receivablke Voucher27A-17 Refund St Teen T-shirt
101032016 2365 Xim Walker(C) 90 00 4801134
CHK 11000 Accourtts Receivable
10032016 2366 Ly Biot Gorgen 5000 47 96134
CHK 11000 - Accounts Receivable VOUcher 27A-17 Refund Sr. Teen T-shirts
10032016 2367 Karma Warmen, MD 9000 v 4787134
CHK 11000 Accourts Recevable Voucher27A.17 Refund Sr Teen T.shirt
10032016 2368 Vasene Momson (C) 100 00 47,771 34
CHK 11000 Accourts Receivable Voucher27A-17 Refund Sr. Teen T-Shint
10032016 2370 Pamela Brodie(C) 8500 v 47 636 34
CHK 11000  Accounts Recervable VOUcher27TA-17 Retund St Teen T-shirt
1010372016 460 00 47 206 34
TRANSFR 002  J&J Fundraising Account Funds Transfer - Sr Teen Fundraising money went 1o Operating instead of Fur
101042016 v 47 306 34
DEP 952-3 - Fundralser Graphic Artist Deposit
101112016 2348 Margaret J Cunringham 7500 «
CHK 11000 - Accourts Recelvable Voueher 277-17Refund check for 52 1een t-shin 2016
10192016 @ Hoier | . v
DEP -split- Deposit

Solits
7 1-Line
Sotby  pate Type NumberRef =

ENDING BALANCE

| g v B X ) B

b



New Reports

AR Aging Summary

Customize Report Comment on Report Share Template Mermorize Print * E-mail « | Excel Hide Header Collapse Refresh
Dates Today = MHAQZ0E B Interval idays) Through (days past dug) 80 Saort By Default -
713 PM Eastern Region, Jack and Jill Inc
10ie A/R Aging Summary
As of November 10, 2016
Current 1-30 M -60 61 - 90 > 90 TOTAL

Burlington Willingbo... b 22414 o 0.00 0.00 0.0o 0.0o 22414

Karen Chaplin- Prot... 0.00 0.00 0.00 0.0o 0.0o 0.00

TOTAL 22414 m m m m 22414

Key Points to Remember:

Invoicing and Deposits are completed by the Financial Secretary
If the Financial Secretary invoices, she must complete deposits when those invoices are paid
Utilize item list for common income items that impact multiple members
Ensure item list identifies Account that will be impacted when income is booked

Treasurer reports - select ‘Cash Basis’




Key To Success? Working Together




Delia Ware - Tibbs
Eastern Regional Treasurer
jjeasternrtdelia@gmail.com
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