QuickBooks 2007 Procedures for Online Membership Applications Dues & Fees

When a unit receives an online membership application, Moose International will credit the entire transaction (membership
dues & application fees) to the Lodge or Chapter A/R account at the end of every month. MI will bill the unit for all fees for
applications that have been processed and for all dues portions for new members who have been enrolled within the LCL
system. These additions to the A/R Statement will require adjustments to a unit’s QB entries. The three examples below
apply to both Lodges and Chapters.

Example 1:
The following is an example of a Lodge Statement of Account with:
e The monthly Risk Pool Charge,
e The monthly Member Services Fees,
e Charge for two Lodge Membership Dues,
e One Application Fee Charge,
e One credit for an online Application Fee, and
e One credit for an online Application Dues
All of which result in a Balance due to Moose International.

Statement of Account

Moosa International

ATTM Finance

165 5 Imemational Dtve
Moosanear, IL 60533-1173

Page number 1

ACCOUNt numer

Stmnt beg date: BTG

Stmnt end date: a31g

Due gata: 228019

Curent balance: $39.32
To:  OFFICE OF ADMINISTRATOR Ampunt enciosed

Plzase defach this PORToN ang retum With payment.

Do date Do # Dot type Amount

Balance forwand 9132
E1na FIN-1115638 Risk Pool 332
ENM3Ng 1248 Payment 9132
B39 FIN-1112598 Mambear Senvices Fees $10.00
B39 FIN-1122778 Lodge Membership Duas $76.00
B35 FIN-1122773 Lodge Applcation Fees $20.00
B39 FIN-1123160 Onilne Application Dues &-50.00
B39 FIN-1123161 Onilne Application Fees &20.00

Message from Finance Department

“UIT I3 YOUR RESPONSIBLITY TD RETAIN THESE STATEMENTS FOR FUTURE REFERENCE™
Please be sure the comect Lodge, Chapier, or Moos2 Leglon number |s Indlcated an payments io Moose
Intl

Laglon Apps & Duss Mooas Legion {E30) 988 2280 Balance due Ml
Rigk Pool & Bond Premium Clalms &Loss Pravantien [E30) 859 8515
Chapter Apps & Dusg Membarzhip {E30) 988 2253
Enroliment Fass Only Membarzhip {E30) 988 2253
All Other Finance Dapartment (E30) 966 2202

ClTent iransactions: 5-52.00 /
New Dalance: 539.32 I

|OFEN) Dalanc: current 31 -60 days &1 - 30 days Overdn days
D0.00 39.32 0.a0 0.00 0.00
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The following steps should be followed to ensure the proper entries are made in QuickBooks.

1. Upon receipt of the monthly Moose International Statement of Account, a bill must be created. Select Enter Bills
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2. Enter the individual line items into the Bill — just as they appear on your statement. The online dues & fees will be
entered as a negative (credit) just as shown on the statement. Be sure to add the Lodge’s share of the dues.
2510.00 Application Fees: Enter -20.00 for each one billed for. (If you have two
Applications, it will be -540.00, etc.) In the Memo field, the description will be Online Application Fees for (list the
names of applicants.)

2515.00 Online Dues: Enter -38.00 for each one billed for. (If two applications were received

it will be -$76.00, etc.) In the Memo field, the description will be Online Dues for (list the names of applicants.)
4005.00 Lodge share of dues: Enter -12.00 for each one billed for. (This will be whatever the unit charges over and
above the ABCD.) In the Memo field, the description will be online dues for (list the names of applicants.)

3. Click Save & Close.

4 previous [ Next | #E) Find By History

@ Bl ) Credit Bill Received
vendor Moose International - Date 11/05/2019 .
Address

AmountDue  38.32

Bil Due 11/15/2013 [E|

Moose International Ref. No.

Terms -
Memo
Expenses $39.32 | Items $0.00 |
Account Amount Memao Customer:Job  Eilla... Class
5401.00 - Risk Pool 3.32 Risk Pool <
5402.00 * Membe... 10,00 Member ...
515.00 * ABCD/P... 76.00 |Mew Membership Dues Dues
2510.00 - Applica... 20.00 |Application Fees App Fees
2515.00 - ABCD/P... -33.00 |Online Dues Dues
2510.00 * Applica. .. -20.00 |Online Application Fees App Fees
1
Clear Splits Recalculate | [ Save & Close ][ Save &Mew l [ Clear ]

Proceed to Pay Bills to make payment to Moose International as usual.
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Example 2:
There will be times when a Lodge or Chapter receives a Monthly Statement of Account showing a credit due (a negative

number) as the new balance. In those cases, a Credit Memo should be created rather than a Bill.

The following is an example of a Chapter Statement of Account with:
e The monthly Risk Pool Charge,
e The monthly Member Services Fees,
e One credit for an online Application Fee, and
e One credit for online Application Dues
All of which result in a credit to the chapter’s account.

Statement of hccount

Moasa |Alernational

ATTM Finance

155 & Irdarnational Drive
Maoosehean, IL 805391173

Fage rumber 1

Agcount number

Stmnt bag daie: anne

Sl end data B39

Dz dale NP

Currant balanca §-30.82
Ta CHAPTER RECORDER AMURE ancioced

Flaase delech s 2omion sad refum with payment

_Dcu: date Doc s Dac typa Amaunt
Ealanoa fonward . 51418 .

81713 FIN-1111 533 Rigs Poal $.18

8r20M148 Vs Payment 3-14 15

arxie FIN-1118246 Mamber Sardces Faps S10.00

&g FlIH:-1122858 Onling spplization Dues §-25.00

BI3HD FiM-1122850 Onling Application Fees 2000

Mossags from Finance Department
“IT 15 YOUR RESFONSIBLITY TO RETAIM THESE STATEMENTS FOR FUTURE REFERENCE
rf;';ase e zure the comact Lodge. Crapter, or Moase Legron number jg indicated oo payrEnle ta Mocesa
n
Lagien Apps & Dues Moose Legian 1820} 266 2260
Risk Paol & Band Premium Claims&Laoss Pravention (630) 858 6614
Chapter Apps & Dues MemBiershin (E30) 968 7259
Enraliment Fees Only Membiarahip (630) B85 2250
All Othar Fimance Departmant [830) 966 2302 NO balance duel

/ Credit to Chapter

S S I I Cufrent fansactons: Ed5.00
| riewbamnca FETEH |
(DPEM} bafance Currant 31 . B0 days 61 - 90 dayn Gweral days

-30.82 200 0.00 0.00 0.00
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The following steps should be followed to ensure the proper entries are made in QuickBooks.

1. Select Enter Bills
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2. Change the Bill to a Credit by clicking the Radio button.
< Enter Bills Type & help question [V How Do I?l |- [
 Previous [ Next | %) Find 9y History
@ Bilf ) Cregit s— Bill Received

Vendor Moose International - Date 11052019 .

Moose International Ref. No.

AmountDue  0.00

Bill Due 11/15/2019 (B

Address

Terms - ;
Memo
JEgpenses $0.00 | Items £0.00
Account Amount Memo Customer:Job  Billa... Class | I
| F
[
3

[ Clear Splits ] [ Recalculate Save & Close l [ Save & MNew l [ Clear
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3. Enter each line item from the Statement of Account with one very important change: Enter all positive numbers as
negative and all negatives as positive.
The online dues & fees will be entered as a positive (credit) the opposite as shown on the statement. Be sure to add
the Lodge’s share of the dues.
2510.00 Online Application Fees: Enter 20.00 for each one billed. (If you have two
Applications, it will be $40.00, etc.) In the Memo field, the description will be Online Application Fees for (list the
names of applicants.)
2515.00 Online Dues: Enter 22.00 for each one billed. (If two applications were received
it will be $44.00, etc.) In the Memo field, the description will be Online Dues for (list the names of applicants.)
4005.00 Lodge share of dues: Enter 3.00 for each one billed. (This will be whatever the unit charges over and
above the ABCD.) In the Memo field, the description will be online dues for (list the names of applicants.)
The Risk Pool and Member Services Fee will be entered as a negative, the opposite as shown on the statement.
4. Click Save and Close
& Previous [ Next | %) Find 5y History
() Bl @) Credit
Vendor Moose International - Date 11/05/2019 .
Ref. Mo.
Credit Amount 30.82
Memo
Expenses $30.82 | Items £0.00
Account Amount Memo Customer:Job Bila... Class |
5401.00 - Risk Pool -4, 13 |Risk Pool Risk Pool &
5402.00 * Member 5 -10.00 |Member Services Member Se...
2515.00 - ABCD/Per Ca.." 22.00 |Online Member Dues Dues
2510.00 - Application Fe. .. 20.00 |Online Application ... App Fees
4005.00 * Membership D... 3.00 |Online Member Dues Dues
I = = =
[Clear Splits ][ Recalculate ] oll Save & Close ]I[ Save & New ][ Clear ]

This will create a credit amount to the Vendor, Moose International, which can then be applied to another Moose
International Statement of Account that has been or will be entered into QB.

5. The credit can be viewed by clicking on Vendors from the Home screen or from the Menu Bar.

fle Edit View Lists Company Customers |Vendors | Employees Banking Reports Window Help Special Offers

] =) Vendor Center % g & = )

Home | Customer Center Vendor Center #m Vendor Ratings Online inders Search Feedback | Services Payroll Credit Cards
% Home [ / Enter Bills Type a help question = How Do I? El@

P bay Ll Company El Account Balances

2 , Mame Bal

E Print 10995/1036. r'i szEDD =5 slance
@ Ttem List Chart of

— Accounts

=
Enter Bils Pay Bils i
Click any one of these T L)
three areas to access Services 1025.00 - Petty Cash
the Vendor Center
& O Get started

H ) - e QuickBooks First Steps

£ L5+ ) Tools

% Create Sales Get Oniine: -

S Recapts Payments Banking

@

(&® Employees

= Learn About Services

a
@ & i 2 & Leom about payrol optons
Invices Receive Record Reconcie @} Ouickiocks stest Lparace
Payments Deposits =
& Order Checks 8 Business Cards
2] = Pry T
Refunds ite Check
wEEE Chedks Far
@
W Print

Learn about Chedks
Payrol Options
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6. Choose Moose International from the Vendors tab on the far left side. The credit is shown in Transactions.

{8 New Vendor...

New Transactions *

= Print~ ﬂ Excel v ﬁWold'

The credit can be applied to the next month’s Moose International Statement of Account shown below:

Moosa International

ATTH Finance

185 5 Imemational Duive
Moosehean, IL 60539-1173

Statement of Account

Vendors Transactions vendor Information Edit Vendor... Reports for this Vendor
View | Active Vendars - Vendor Name  Moose International Contact = QuickReport
# Rate This Vendor Online Phone = Open Balance
MName Balance Total Vendor Type AltPhone
Beam & Sons 0.00 Company Name Fax
Moose International —30‘82| Addresz Moose International Email
State Dept of Revenue 0.00 Account Number
Terms
MNotes Edit Motes...
Show | All Transactions » | Filter By |Al w Date | This Fiscal Year » | 05/01/2019 - 04/30/2020
Type Murm Date * Account Amount
Bill 11/05/2019 Accounts Payable -38.32
Bill Pmt -Chedk 11/05/2019 General Chedking -39.32
Credit 11/05/2019 Accounts Payable 30.82|
S 1 S S P SR &

Page numoes 1
Account number:
Stmnt beg date: 8M1ME
Stmnt end date: 3130419
Due gate: 12519
‘Curment balanca: 33.35
To:  CHAPTER RECORDER Amgurt enciosed
Piease defach this porion and refum with payment.
Docdate  Doc# Doc fype
Balange forward
8119 FIN-1124555 Risk Pool 34.13
93019 FIN-1128329 Mamber Sanvices Fees $10u00
53019 FIN-1132023 Chapter Application Fess $20.00
Mesaage from Finance Depariment
“IT IS YOUR RESPONZIBLITY TO RETAIN THESE STATEMENTS FOR FUTURE REFERENCE™
Please be sure the comect Loage, Chapier, or Moos2 Legian number s Indicated on payments to Maose
Int
Leglon Apps & Duss Mooas Lagion {630) 586 2280
Rigk Pool & Sond Premium Clalms&Lozs Pravention (E30) 853 E&15
Chaptsr Apps & Duse Membsrzhip {£30) 96¢ 2259
Enrolimant Fass Only Membsrzhip {630] 586 2253
2l Other Financs Department (B30) 358 2202
Curent iransactions: §34.13
New palance: 5335
{OPEN) Daance Currant 31 -50 days E1 - 30 days Owerdn gdays
0.0 3.36 0.a0 0oo 0.0a

Hint: If you have a
credit as a balance
forward, that’s
your cue to apply
credits when
paying bills
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7. Create a bill for the statement above.

8. go to Pay Bills:

¥ Home Type a help question [
g Company
=
- =
2 3
@ Chart of
- Accounts
Enter Bills Pay Bills @
Items &
Services
&
" Caagle
E =) @ Marketing
g Ay | Qs Tools
E Create Sales Get Online
= Receipts Payments Banking
@
&5 B &
Invoices Receive Record Reconcile
Payments Deposits
&
Refunds -
s Write Chedk
LEEE Checks Register
w
o
A
o
Y _
£ e o
uE.| Print
Learn about Checks
8 | Payroll Options
9. Click on the Moose International bill for which the credits are to be applied
10. Click Set Credits
11. After which, a Discount and Credits pop-up box appears. Click Done.
12. Click Pay Selected Bills.
Select Bills to be Paid
Showbils ) Dueen or before [ 1115720 1 (8]
@ show all bils SortBilsBy |pueDate -
[~ Date Due Vendor Ref. I Disc. Date Amt. Due Disc. | Creciits Used Amt. To Pay
F [11/15/a015 [Moose International #a Discount and Credits b | 0.00 0.00 ExT
Bill
Ve‘ndnr Moose International
Ref. No. Amount Due 34.18
Date 110572019 Dicount Used 0.00
Original Amt. 34,18 Credits Used 3082
Amt. ToPay 336
Discount. Credits
Ref.No. _ Credit Amt |
Totals 30.82 30.82 0.00 v|
6 T o [ o [ |
—
Totals 34.18 0.00 0.00 34.18
Discount & Credit Information for Highlighted Bil
Vendor Moose International Terms Number of Credits 1
Bill Ref. No. Sugg. Discount. »ﬁhl Credits Avaiiable 20.82
Payment Account Payment Method Payment Date
1005.00 - Generdl Checking > | [check. = & TerrE (w5108
Ending Balance 10.663.98 Assign check no. Bil
cam more
[ 12
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A payment summary box will appear with options to print the check or pay more bills.

Payment Summary @

Payment Details
Payment Date 11/05/2019
Payment Account  1005.00 - General Checking

Payment Method  Check

Fayment has been successfully recorded for the following bill;

Date Due Vendor Amount Paid
11/15/2019  |Moose International 3.36

Total 3.36

How do I find and change a bill payment?

‘fou can print chedks now, or print them later from Print Forms on the File menu.

Pay More Bills ] [ Print Checks |[ Done




Example 3:

QuickBooks 2007 Procedures for Online Membership Applications Dues & Fees

Occasionally, units will receive a Statement of Account where there is a balance due to Ml but creating a bill will not work
and a credit is actually needed. This is usually due to an outstanding balance.

The following is an example of a Chapter Statement of Account with:

e An outstanding balance,

e The monthly Risk Pool Charge
e A Member Services Fees,

e Fees for one Application,

[ )

One credit for online Application Dues, and

e One credit for an online Application Fee

Moosa Infernational

ATTH Financa

158 5 Intamational Oriva
Mapasheart, IL §0532-1173

Ta: CHAPTER RECORDER

SGtatemant of Aocount

Page nimbar 1

oot mumber:

STnl bag date: LU L]

Stirnl end data B3116
Due date: W25
Carrant balance 562 54

Amaunt anclaaed

Plaase DoVECh (i porion and elurn with payment

All of which result in a balance due, but, a credit will be needed since the balance forward is not included in the bill entry.

D darber Do @ Dac type Aumaanang
—_— - — un
Salanca fonward - 51;'_
00,57
B8 FlIM-1111 580 Risie Poal SEAT
Bi31Ma FIM-1115823 Miember Sarsces Faes £10,00
0,03
ai31h1a FIN-1110784 Chapter Applcatian Foes
20.00
aag FiN-1122814 Oinling Agplication Dues -25.00
AT ] Fi%-1122815 Onlinie Application Fees E-30.00
il
Message from Finance Departmant
“IT 15 YOUR RESPONSIBLITY TO RETAIN THESE STATEMENTS FOR FUTURE REFERENCE™
Flease ba sure the comect Lodge, Chapter, or Moocas Legian number is indicaled on paymants 5o Mooss
o Balance due Ml
Legicn &pps & Dues Moaee Legian {620} 566 2260
Rigk Fool & Band Sramiien Claims&Loss Pravention (630} B850 BH1E
Chapter Apps & Dues Mambershin (630) 556 2259
Enroliment Fees Only Membarshia (630 986 rieg
All Othar Finance Departmant [530) 965 2203
o - Curranl Wansacions: §-0.00
I Plaw bsalans. EAZ 94 I
(OPEM) talance Currant -850 days §1 - 80 days Croerdil days
oooo 1897 8§00 597 noo
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1. Select Enter Bills (This is the best way to begin since you may not realize a credit is needed.)

P Home Type a help question [

Company

B

Chart of

= Accounts
.ﬂ
Enter Bils Pay Bills @

Items &
Services

[ B vendors

ah
Goagle

=) ~ Marketing
@i Cl? Tools

Create Sales Get Online

Receipts Payments Banking
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% % 2

Invoices Receive Record Recondle
Payments Deposits

# =
Refunds Write Chedk
& Credits Checks Register

-

& o

Learn about Checks
Payroll Options

l &0 Employees

2. Enter each line item from the Statement of Account, with the exception of the Balance Forward.

Enter the individual line items into the Bill — just as they appear on your statement. The online dues & fees will be
entered as a negative (credit) just as shown on the statement. Be sure to add the Lodge’s share of the dues.
2510.00 Online Application Fees: Enter -20.00 for each one billed. (If you have two
Applications, it will be -540.00, etc.) In the Memo field, the description will be Online Application Fees for (list the
names of applicants.)
2515.00 Online Dues: Enter -22.00 for each one billed. (If two applications were received
it will be -$44.00, etc.) In the Memo field, the description will be Online Dues for (list the names of applicants.)
4005.00 Lodge share of dues: Enter -3.00 for each one billed. (This will be whatever the unit charges over and
above the ABCD.) In the Memo field, the description will be online dues for (list the names of applicants.)

3. Click Save & Close

<1 Enter Bills Type a help question EI@
) previous [ Next | a Find E‘:t. History

@ Bl ) Credit Bill Received
Vendor Moose International - Date 11/06/2019 .

i Ref. No.
s Moose International

AmountDue -8.03

Bill Due 11/16/2019 [E|

Terms -
Memo

Expenses -%8.03 | Items 50,00

Account Amount Memo Customer:Job  Billa... Class |
5401.00 - Risk Pool 6.97 |Risk Pool Risk Pool -
5402.00 - Membe... 10.00 [Member Services Member 5...
2510.00 - Applica. .. 20,00 |Application Fees App Fees
2515.00 - ABCD/P... -22.00 |Online Member Dues Dues

2510.00 - Applica... -20.00 |Online Application Fees App Fees
4005.00 * Membe... -3.00 (Online Member Dues Dues s

Save & MNew ] [ Clear

[ Clear Splits ] [ Recalculate o

10
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Upon clicking Close & Save, a warning box will appear stating that you cannot create a negative bill.
4. Click OK

1_'| Enter Bills Warning = || = |
A Previous
You cannot create a negative bill. Create a credit by dicking the Credit option at the top of
@Bl O cCred| 4 l ki, this form,
I o
Vendor Moose 1|
.
Address |Me0se
Amount Due  -8.03
Bill Due 11/16/2018 [E]

Terms -
Memo

Expenses -%8.03 | Items £0.00

Account Amount Memo Customer:Job  Billa... Class |
5401.00 - Risk Pool 6.97 |Risk Pool Risk Poal -
5402.00 - Membe. .. 10,00 [Member Services Member 5... ||
2510.00 - Applica. .. 20.00 |Application Fees App Fees
2515.00 - ABCD/P... -22.00 |Online Member Dues Dues

2510.00 - Applica. .. -20.00 |Online Application Fees App Fees
4005.00 - Membe. .. -3.00 |Online Member Dues Dues il

[ Clear Splits ] [ Recaloulate ] [ Save & Close l [ Save & New ] [ Clear

5. Change the radio button to change the entry to a credit.

< Enter Bills Type a help question EI@
& previous [ Next | %}L Find E‘:h History

@ Bill () Credit sh— Bill Received

Vendor Moose International - Date 11062019 .

- Ref. No.
Address |Moose International

Amount Due  -8.03

Bill Due 11/16/2015 [m|

Terms - i
Memo

Expenses -$8.03 | Items £0.00

Account Amount Memo Customer:Job  Billa... Class | 1
5401.00 - Risk Pool 6.97 |Risk Pool Risk Pool -
5402.00 - Membe... 10.00 |Member Services Member S... | |
2510.00 - Applica... 20.00 |Application Fees App Fees
2515.00 * ABCD/P... -22.00 |Online Member Dues Dues

2510.00 - Applica... -20.00 |Online Application Fees App Fees
4005.00 * Membe... -3.00 |Online Member Dues Dues A

[ Clear Splits ] [ Recalculate [ Save & Close | [ Save & New ] [ Clear
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6. All number signs must be reversed. All positives become negative and all negatives become positive.
7. Click Save & Close

<) Enter Bills

& Previous 5 Mext | ¥ Find % History
(Bl @ Credit

11/06/2019 .

Ref. No. |

Type & help question E@

Vendor Moose International - Date

Credit Amount 3.03

Memo

Expenses $8.03 | Items 0,00

Account unt Memo Customer:Job Bila... Class |
5401.00 * Risk Pool -6.97 |Risk Pool Risk Pool -
5402.00 * Member Servi... -10.00 {Member Services Member Ser... | |
2510,00 - Application Fe... -20.00 |Application Fees App Fees

2515.00 - ABCD/Per Ca... 22.00 |Online Member Dues Dues

2510.00 - Application Fe... 20.00 |Online Application Fees App Fees

4005.00 - Membership D... 3.00 JOnline Member Dues Dues

[Clear Splits ] [ Recalculate ]

l Save & Close l[ Save & MNew ] l Clear ]

This will create a credit amount to the Vendor, Moose International, which can then be applied to another Moose

International Statement of Account that has been or will be entered into QB.

8. The credit can be viewed by clicking on Vendors from the Home screen or from the Menu Bar.

fle Edit View Lists Company Customers [Vendors| Employees Banking Reports Window Help Special Offers

8 & & f#  Vendor Center % s Fod ¥ =) &
Home | Customer Center Vendor Center #m Vendor Ratings Online inders Search Feedback | Services Payroll Credit Cards
 Home f / Enter Bils Type a help question [*Howbo T | o | @ s
" Pay Bills Company £ Account Balances |
5
b Name =« Balance
£ Print 10995/106...
K E 1000.00 - Cash 35.852.73
: 1005.00 - General C... 10,698.16
E_ Item List f[hf‘n‘u"ﬂz 1006.00 * Bingo Che... 1,666.73
1007.00 - Gaming Ch... 0.00
1008.00 - Other Che... 0.00
Enter Bils Pay Bills 1009.00 - Other Che... 000
i 1010.00 - Savings 25,642.84
Click any one of these Items & 1020,00 - €D 0.00
three areas to access Services 1025.00 - Petty Cash 1,845.00
the Vendor Center
) E] Get Started
" e
w 7
s = ) e QuickBooks First Steps
g bt Tools
E Create Sales Get Online —_—
S Receipts Payments o
g
®.
- B Learn About Services
é& ﬂi} % cj Learn about payroll options
Invoices Receive Record Recondile -@ QuickBooks latest uparade
Payments Deposits
4 Order Checks & Business Cards
%ﬁ‘ % &F Other services...
Refunds
Virite Check
& Credits Chedks Register
w
b
e =,
by .
H & T
E Print
Learn about Chedks
8 Payroll Options

12



QuickBooks 2007 Procedures for Online Membership Applications Dues & Fees

9. Next choose Moose International from the Vendors tab on the far left side. The credit is shown in Transactions.

() Vendor Center: Moose International (All Transactions)

Type a help question

(=8 EER 5

@ New Vendor... Hew Transactions » Lgl Print » ﬂ Excel» ﬁ Word »

Vendors Transactions Vendor Information

Vendor Mame  Moose International
* Rate This Vendor Online

View | Active Vendors A

Name Balance Total
0.00

Beam & Sons

55 Moose International

State Dept of Revenue 0.00

Edit Vendor...

Reports for this Vendor

= QuickReport
= Open Balance

Accou
lotes Edit Notes...
Show | All Transactions w | Filter By |All Date | This Fiscal Year » | 05/01/2019 - 04/30/2020
Type Mum Date ~ Account Amount
|Credit 11/06/2019 Accounts Payable 8.03

etttk i b e A b i B B o e B e,

10. Go to Pay Bills to apply this credit to the outstanding balance shown on the Monthly Statement of Account.

‘? Home

Type a help question [

[ I3 ¥endors

! § Customers

[ &0 Employees

D

Enter Bills

=
@
Create Sales
Receipts

Pay Bills

Get Online
Payments

Company

=
=

Chart of

Accounts

£

Items &
Services

&
Cougle
Marketing
Tools

Banking

i

Invoices Receive
Payments

R

Learn about
Payroll Options

Refunds
& Credits

Record
Deposits

&

Write
Checks

L,

T

Print
Checks

=

Reconcile

Chedk
Register

13
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11. Click on the Moose International bill for which the credits are to be applied
12. Click Set Credits

13. After which, a Discount and Credits pop-up box appears. Click Done.

14. Click Pay Selected Bills.

SelectBill to be Paid
Due on or before | 10/11/2019
St il i 3n Discount and Credits ==
@ showallbils Sort il
il
I Date Due vendor Vendor - Due Disc. Used Credits Used Amt. To Pay |
I7 [iw/11/2015 [Moose International B e e 100.57 0.00 0.00 100.57] ~
Date 10/03/2019 Dicount Used 0.00
Orignal Amt. 100,87 Credits Used 803
Amt. Topay 5294
Discount Credits
o Date Ref.Mo.  CreditAmt. _ Amt ToUse  CreditBalance |
4] . 5.03 503 0.00 I8
Totals 5.03 8.03 000 |
ip I oone I comed | mep ]
—
Totals 100.57 0.00 0.00 100.57
Discount & Credit Information for Highlighted Bil
Vender  Moose International Number of Credits 1
Bil Ref. No. Sugg. Discount 0.0 Total Credits Avaizble 2.03
Payment Account Payment Method Py
1005.00 - General Checkir - © To be printeg.
> eners) Cheddng Check v 10/01/2013 [
Ending Balance  10.636.51 Assign check o,
9 Pay Selected Bils I Cancel

A payment summary box will appear with options to print the check or pay more bills.

Payment Summary ﬁ

Payment Details
Payment Date 10/01/2019

Payment Account  1005.00 - General Checking
Payment Method  Check

Fayment has been successfully recorded for the following bill:

Date Due Vendor Amount Paid
10/11/2019  |Moose International 92,94

Total 92.94

How do I find and change a bill payment?

You can print chedks now, or print them later from Print Forms an the File menu,

Pay More Bills ] [ Print Checks |[ Done
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