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General

Simple, but True

Our purpose in accounting
is to populate 2 financial
statements

. The Balance Sheet
. Profit & Loss

Sample 523 NPE Farm to Table

Balance Sheet
As of August 11, 2021
Aug 1
¥ ASSETS
¥ Current Assets
¥ Other Current Assets
1299 - Undeposited Funds » 24l
Total Other Current Assets 1
Total Current Assets 1
TOTAL ASSETS 1
“ LIABILITIES & EQUITY
* Liabilities
¥ Current Liabilities
¥ Accounts Payable
2000 - Accounts Payable
Total Accounts Payable
Total Current Liabilities
Total Liabilities
¥ Equity
Net Income ]
Total Equity n
TOTAL LIABILITIES & EQUITY 1

Sample 523 NPE Farm to Table

Profit & Loss Budget Overview

October 2020 through September 2021

* Ordinary Income/Expense
¥ Income
4001 - Grant Funds
4002 - Program Fees
4003 - Lot Sales
¥ 4100 - Donations
4101 - Corporate Contributions
4102 - Individual Contributions
4100 - Donations - Other
Total 4100 - Donations
Total Income
¥ Expense
5000 - Salary & Wages
5010 - Employee Fringe
¥ 6210 - Contract Services
6211 - Audit & Accounting Fees
6212 - Architecht Fees
6214 - Legal Fees
Total 6210 - Contract Services
6281 - Office/Storage Space Rental
6282 - Parking
6283 - Property Insurance
6284 - Equip Rental & Maint.
6285 - Computer Supplies
6289 - Small Tools & Equipment >$5K
6300 - Utilties
6400 - Permits
6501 - Books, Subscriptions, Reference
6502 - Postage, Mailing Service
6503 - Printing and Copying
6504 - Supplies
6505 - Telephone, Telecommunications
6509 - Marketing
6512 - Liability Insurance
6700 - Tax Expense
¥ 6830 - Travel and Meetings

Oct'20 - Sep 21

1,020,659.00
25,000.00
$80,000.00

50,000.00
10,000.00
0.00
60,000.00
1,685,659.00

1,011,8590.00
263,118.00

8,000.00
18,000.00
10,000.00
36,000.00

192,000.00

1,200.00
13,200.00

8,675.00

9,000.00
19,000.00
42,000.00

1,200.00

,500.00

,500.00
5,600.00
18,500.00
9,276.00
6,000.00
14,400.00
1,950.00



General

Sampie 5231 NPE Farm to Tabie
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When you enter a Transaction it
hits at least 2 of the accounts on
your Chart of Accounts, from there
those accounts end up on one or
on both of the primary reports

The Balance Sheet displays a snap-
shot of your organization’s ASSETS,
LIABILITIES and the EQUITY

The Profit & Loss is the report of
your income and expenses during a
measured period of time (month,
quarter, fiscal year...)

Transaction

Chart of Accounts

Financials

Sample 533 NPE Farm to Table

Profit & Loss Budget Overview
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523 Books

Notes




What programs do we offer? What service or product do we provide or produce —
what exactly do we do?

What does our chart of accounts currently look like? Issues? Does the chart use
account names that are clear, concise, understandable to all readers?

How do we enter invoices from vendors? Is there an approval process? How are the
expenses coded with regard to account, program, and funding source?

How is payroll processed? Is there a labor distribution? How is the labor distributed
to each account, program, and funding source?

How do we request funding from our funding sources? How are the receivables and
the subsequent receipts recorded?

What are our sources of revenue? How is funding requested from our sources?

What types of reports are required by our funders?

What is our current budget?

How do we enter invoices from vendors? What is our approval process? How are
expenses coded?

What is our current hardware and network set up? Does our system need
upgrading?



But First a Meeting!

g G W, Who should attend?

4718 —— . —
' i 3 Program Managers L".
il T
w 3

T ——

All Accounting Staff
Your Auditor (keep fees in mind)

-

What kind of things should be discussed?

. What are your sources of revenue?

. What types of reports are required?

. What does your current chart of accounts look like?
. What is your current budget?

. How doyou enter invoices from vendors? Is there an approval
process? How are expenses coded?

. How is funding requested from your sources?

. What is your current hardware and network set up? Willyour
system need upgraded?



Mapping Your Books - Mapping Tool

Mapping Your

Books

Other
Programi{s)

Loan Packaging

DEPARTMENTS

»  Gyleran & Besalh O T T ———r = Salewisy § Berafiln & Sglgied B BEreEEg »  Sslery K Bersiv #  faduries & Reredin
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i‘ o 5 Teawnl & Traring = AT Owwwiopemaii & Trirewl B Trewing Gare o BEA indirect
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DEPARTMENT/

EXPENSES

REVENUE

PROGRAMS

Bank Funds

USDA 523
Grant Funds

Mapping Your

Books

. J s
( )

-
- J (
( )

v

523 Self Help

\ 4

Salaries & Benefits
SH Counseling & Loan
Packaging

SH Equipment

SH Travel & Training
SH Marketing
Construction
Management

Admin/General

Fundraising




Sample Non-Profit Chart of Accounts

m Samphy 523 NPE Farm to Table
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Programs & Funders

Let’s Make an Awesome Set of Books! meeting

August 11, 2021
FARM to TABLE PROGRAMS
Multi-Fasmily Single Family
[aDrm] FUNDRAISING 523 5H Housirg ReHub Lard Duvelapmant Housing Hesusing
List off Funding Sowrces
Mate (R for Restricted Goan

Unfunched, DOMORs Us0Da RO R LS5 RO (R) SHOP (/] HLID {R] HUD (B}
unreadricied

Al Goll Towm SHOP [R] State (]

Bingﬂ Hb‘lt HHLB 1&] Courity [B)

Let’s make an awesome set of books!

Use template below as your base

Your Organization’s Programs

Ex: Self Help

List All Funding Sources
R = Restricted

11



Setting up 523 Preferences

Cgstnmers Vendors Employees Banking

Home Page
Company Snapshot

Calendar
Documents 3

Lead Center

My Company

SetUp Users and Passwoards 3
Customer Credit Card Protection...

Set Closing Date...

Bulk Enter Business Details...

Samgls 507 MPE Ewiaka

Comanl hase & Adoess  Semph 507 MPE Eulea Lagal Mame & ASdress  Weon Profl 502 Cumodial Templais- T A R - AR
1) FREEEDARD DR Anrg P g e el BRI - Baangnl Dolais
301200 1120 FREEBOARD DR A AT R
A SR 202D FL
s WEST SACRAMEMTO CA DSEd1 2 "
L
Mk Fhione . 64T IH5 EN Frodect Mame  CuickBooks: Prasier
_ Pz Eanon 2
I Gy cenia @ TEH-APET- LA 2-A5G
i scoms T Formr Foim 1040 500 Propteton Frosurl @ DET-S5H

Compar y Indoermeaticn

GRS SRGIMANIGN - hi.E, “

Leqal Indarmation

=4 First mongh in your
Coenpary ldentification C :
. andd
' - ' Fiaeal Year lanuary v Tarx: Year Januang ¥ |
Payroll Tax Foemn information —
income Tax Form Lised Form 990 [Exempt Organization ~ | Help
| @ Attach.

Privacy




Setting up 523 Preferences

Hiew Lists Favorites C

Lse Register Cirl+R

se Calculator
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Setting up 523 Preferences

Hiew Lists Favorites C

BB Accoming My Preferences Coenpany Preleioates

E Eis SUMMARY REPORTS BASIE REPORTS . SHOW RCCOUNTE BY

B coein i Accnal ® [jarne only

B cnecing = Cagh = Descripbion gniy

. -S Deikbop Winw - r

Lse Register Harng and Des cripon

B France crarge AGIHG REPORTS
Lse Calculatar |

T Ganenl & Age Wadm dye dabe STAFEMENT OF CASH FLOWS
Find. ol nuegrates sppicatens = Age trom fransachion date Click here by assign accounts 1
- sechons of e Staemen of
Search... m S Cash Fiows
T B lobs 5 Estmates BEPCHTS - SHOW ITEMS BY

- . Classify Cash..
E Mubgls Correncer = Hame only iy
Fayments =
— Dacscriplion paly = Dedault lormafting for reports

_ oheieione i ® Namg and Des<ription

Ll Pemwers

Bl Sees & Customens

-




Set Up QB BEFORE Entering Transactions

* Develop your Chart of Accounts

* List of your organization’s CLASSES/Programs (What service
or product does your organization provide or produce — what
does it do?)

* List of your organization’s CUSTOMERS:JOBS/Funding
Sources:ongoing grants

* Record information on employees in the Employee Center

* Record information on vendors in the Vendor Center

» Set up an Items list that will be used to record receivables for
grant revenue, donations, and other fees

* Enter the organization’s annual budget to track fiscal year
activities and enter the current program budget for
USDA RD’s 523 Self-Help Housing program (and any
other grant funders/restricted funds that you want to track)



Setting up 523 your Chart of Accounts

4000
1000 2000
Assets Liabilities ) Income

Equit .
(The stuffyou own) (The money you owe) g (Money you receive)

(Your overall worth)

1000 — Checking 2000 — Accounts Payable
1011 — Savings 2001 — Credit Card Balance

_ 4203 - Grant Income
1200 oty AL Ay R g;gg :rélr:' FUEde 4005 - Unrestricted Grant
1200~ Inventory 2201 - Vehicle Loan — Building Fun

1300 - Land 2300 - Notes Payable 3300 — Special Projects Fund Income
4100 — Fee Income

3000 — General Fund 4000 — Contribution Income

Common Nonprofit Asset Accounts

Cash (checking, savings, and petty cash balances)
Accounts receivable (invoices that you haven’t been paid for yet)
Fixed Assets (land, vehicles, property, equipment, etc.)

Other (investments, depreciation, long-term assets, etc.)

Common Non-profit Liability Accounts
Accounts Payable (money you owe vendors or suppliers)
Short-term Debt (credit balances, short-term loan, taxes)

Accrued Liabilities (payroll taxes, wages payable, etc.)

Common Non-profit Equity Accounts

Retained earnings (net income for your organization)
Other equity (owner’s equity, stockholders’ equity, etc.)
Unrestricted, temporarily restricted, and permanently restricted net assets (nonprofit-specific)

Fund balances (nonprofit-specific)

Common Non-profit Income Accounts

Donations (gifts, special offerings)

Unrestricted Grants (money you’ve received with limited or no restrictions)
Restricted Grants (money you’ve received for a specific purpose)

Revenue (received from selling an item or performing a service)



Setting up 523 your Chart of Accounts

5000+

Expenses
(Money you spend)

5000 — Salary & Benefits
5002 — Rent or Mortgage
5100 — Office Supplies
5300 — Fees and Permits
5400 — Marketing

Common Nonprofit Expense Accounts

Everyday expense (office supplies, printing cost, salary, etc.)
Bills (rent, utilities, purchase orders, etc.)

Program expenses (fundraiser supplies, program vendors, etc.)

Other expenses (meals/entertainment, fees, health bills, etc.)



Setting up 523 your Chart of Accounts

Edit View

| |
ompany or HERSERE el

Favorites Company Customers Vendors Employees

Item List
Eixed Asset [tem List
Price Level List

Other Mames List
Customer & Vendor Profile Lists 3
Templates

MNew Ctrl+M
Edit Account Ctrl+E
Delete Account Ctri+D

Make Account Inactive

Show Inactive Accounts
v Hierarchical View

Flat View

B fow Lwh Teoclas Kooonienl [ompew Cpgeieeen wndgn Dmpopea fering Espofa fiodow jiss

Chasis ki 5070l Dye Wl ok Totrs

CI_ISTCImi}_LE Columns... L e i DlsRe ki R i
e
Import from Excel ... Fapsass P&L
T e o o] el Py v Do
QSE Cirl+1 Do Fdi For wimgd oF et s bels dnd Basallion nm w drnrripdes bare

Find Transactions in... R E——

[Ty
Print List... Ctrl+P Losa BALANCE
Copdit Carg
| Re-sortList i SHEET
@ Activities ¥ Reports | v
) ome st -
L -

e ok ST F e 1y Tabim o b By & rd ] [y
[Br Eof ‘few Lom Foeiles dcoomsnl Compen Opiiorsn @nign Brpicgem fasivg Bepoia [odow  Haip
-
SRET Lo BRI T Eni T Eabei . (- 1|

kil Kade prnkng aed Conveg
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Setting up 523 your Chart of Accounts

= G500 - Supplies

= 6507 - Compuler Supplies

+ G0 - Fostage, Mading Serace

= 65801 - Printing and Copying

+ 6602 - Books, Subscriptions, Reference To Subaccount or

bk i not to Subaccount?
+ G700 - Telephone, Telecommunicaions
= 6800 - Marketing
= 6830 - Trawel and Meelings
=831 - Conference, Convention, hieeting
« 8832 - Trawel
=« 6833 - Gasoling
+ 5010 - Contracl Sendices
«6911 - Audit & Accounting Fees
«6312 - Architecht Feas
#6914 - Lagal Fees
#6815 - Quiside Conlrad Senices
+ 7000 - Dapreciabon Expense

« 000 - indirect 10% De Minirmis

Critical that you enter data ONLY in the subaccounts; data entered
into the primary account reports as “OTHER”, essentially making it a
miscellaneous account on your reports, which is neither clear, nor
concise (the opposite of our reporting goal!)




QuickBooks Language Interpretation

What we know in “real world” use or terminology

tra ns I ati on « What we know in accounting, and
’ « How to tell QB to do that thing we want
[trans [a"an]

REAL NON-PROFIT WORLD QUICKBOOKS WORLD

PROGRAM CLASS

Record a class for every single
transaction to track your program
costs accurately



Entering Classes

Favorites Company Customers Venc

Chart of Accounts Crl+4
Item List

Eixed Assetltem List

Price Level List

Class List

Other Mames List
Customer & Vendor Profile Lists 3
Templates

Memarized Transaction List Cirl+T
AddiEdit Multiple List Entries

Manage Groups

+ Management & General (ADMIN) ¢
My Shortcuts ¢ Fundraisi

- 523 Self-Help Housing

+ HomeOwnership Education
G Client Review ¢ Land Development
¢ Multi-Family Housing

". Accountant

Ml statement Writer » Single Family Housing

3 report items for IRS form 990
« Management & General

« Fundraising

@grams




QuickBooks Language Interpretation

What we know in “real world” use or terminology

tra ns l ati on « What we know in accounting, and
/- « How to tell QB to do that thing we want
[trans [a"an]

REAL NON-PROFIT WORLD QUICKBOOKS WORLD

GRANT OR FUND SOURCE: CUSTOMER:
THAT SAME FUNDER ABOVE JOB

Record a customer/job assignment for every
grant funded (or restricted) cost assignment
to accurately track your grant costs



Funder Management — Adding Customer

A lew Coatemer b bots v ] bew Trassanctens v 05 Bk v [0 Bpewi v [N e v O ncosw Trecie

I )
(iGNl Vendors Employees Banking Re M CUEtDmer [ﬂfﬂfmatlﬂﬂ

ki Mufbpig Cumloomar kot

Customer Center Ctrl+J prmwra wwmereen ¥
G AT
Create Estimates -
Create Sales Orders P Cpritia Escargol
Create Invoices Ctrl+

Create Batch Invoices
Enter Sales Receipts

Enter Statement Charges

creste satemens. [ )

Assess Finance Charges  Cotenand Company Cyslamen wendgnn Emplgess Eaniing Bepots odos Helg

Payment Reminders

Receive Payments T o Appile Graal Fosndston
Payment Links s b= ) O Fiow 501 st e cuames! Bl
Create Credit Memos/Refun PRI
i Rtd Apie Grank Frundaiion
Income Tracker e -
Lead Center =
Ak i SeSngs
Add Credit Card Processing Hain Fross = EHEnEmal =
Link Payment Senvice to Co Al ek R — T r—
Enter Time dabmig SR - Weabude -
item List e . S
Change ltem Prices AL 5 DIV
Job Costing -
Tope dpphe G ard Foun s
AT G Tish Larsk # T
Ly 5 3

DT i nacive

Enter your Grant Funds AND

each of your Donors as a Customer
and QuickBooks will function

as a completefinancial database



Funder Management — Adding Jobs
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Funder Management — Adding Jobs

Eds Edor YVirs Lafs Fovoeted Aciooniem  COMpEny

Cusicmars  Vendors Emplogess Banang Aepors  Winocw  Hep

USDA RD 537 Grant =

S o 00 | sdpaul thae coment balence?
Agdrass Info CUNTOM FELDE
Reatrictad Gram "
Eapmect Sefing = Add Haw =
Addrsanal infa
e i Cloaed Resincbed Gran
Job indg Digwresr
Cefine Fiekds
Job m nectee “ Cancel Help

Under the Additional Info tab in
Customer:Job select CUSTOMER
TYPE and create another LIST with
these 3 items:

* Restricted Grant

* C(Closed Restricted Grant

* Donor

This list will ensure category specific
information for your reports



Employees

Banking Reports Wi

Enter Time b
Employee Forms ¢
Payroll

Sample 523 NPE Farm 1o Table - QuickBooks Accountant Deskiop 2021 - [Employes Cenier: Tom Douglas]

Guide to Hiri - = - .
HR Essantia) e tompey. Cuslomes, Mendors  Explyses, Banking Beporis Wndow, Help

| Hew Emplayes.. [E Manage Employes information ™ &0 Print * @ EnterTima = B Eycal * T Word *

Billing Rat
=nvove-: QRN Employee Information

Active Employees ¥

«  Tom Douglas
dgddress  Tom Douglas
: Anne Baker
| Bobby Flay
Farmar Diglly Map | Directions
| Jack Sprout
| Martha Stewart
| Didie McDonald

joriiel  [eemiey Doaioessl Gaedgei [rpsges Bevicy [Seeefa  [feaes  Heyp “

WL T - 1203020

Complete Information you will maintain in QB for your employees
Ask HR what to keep in your finance books on personnel

Evigety s bk Pl T “ [ FERTS Ct]



Vendors

Employees Banking
[ VencorCenter —————

Bill Tracker

Enter Bills
Pay Bills

;% New Transaction:
l_ Enter Vendors one at a time with NEW VENDOR, or

1099 F Add Multiple Vendors gather all pertinent address, account, contact info
orm e Ve 5

and complete data entry for multiple vendors
[tem List Active Vendors -

s Chariethe™s farm Band

P v BALsial R i BN B How 4o | dslermine e ppecing balance’
S Charofie 1 Farm Sang
Tan Bamirgn
Mam PRone = BS5E-TES-5ATE Wpn Emal  ~ | infEchadsie com
o Wik Fhane = D Emadl -
Adamomal iy Bubita = | |35B7ASEgEE T -
Fan = Ceher | -

L R T

Chartoli's Farm Sand
151E A ggsie F o L are & #
Eac ' asmingion J0m Copy =>

‘endor = e “ L pi Tl



QuickBooks Language Interpretation

What we know in “real world” use or terminology

t ra n s I ati o n « What we know in accounting, and
7 « How to tell QB to do that thing we want
[trans |a"an]

REAL NON-PROFIT WORLD QUICKBOOKS WORLD

RECEIVABLE ITEM




Favories Accountani Company Cy
Cirl+A

Cham of Accounts g

Flwed Azsiet Bem List
Price Lavel Lisi
Biling Rate Lavel List
Class Lisj

Ot Mames Lisd
Customes & Yendor Frofls Lists
Tamplates

lemorized Transacticn Lisd Chri+T
Adg/Edit Muliipie List Entries

Manage Groups

tountant Company Cyslomers Vendprs Employees

Cirl+E
Duplicate tem

Delete ltem Ctri+D
Add/Edit Multiple tems

Make ltem Inactive

w Hierarchical View
Flat View
Customize Columns...

se Ctri+lJ
Eind in Transactions...

Print List... Crl+P

Re-sort List

Repoi

clivities -

Banking Repors Window Help

iz [ ok
~ : - Wse for services you charge for or purchase, ke
specialized labor, consulting hours, or professional Cancel
LSerdice faas.
Non-inventory Part Use OTHER CHARGE Next
o for{I'Y.FfE t.o give you Netes
. Cavun flexibility in Custom Fields
Iberm MameaNurmber | Subdtem of d : : :
escriptionand in
USDARD 523 DR, s p EPEI ng

This item i used in assemblies or is a reimbursable charge

Descripticn

applying the cost item
What account does

this item connect
with on our COA?

Armount or %
3,00

Accaunt
4001 - Grant Funds

Crer Charge 4101

e Chaege #1003 - Fundregin {11 ]
O Charge 4102 - Indivausl 1] e}
Oy Cheeps 003 - Lot Eales 1 }s e]
Ot Chirge 4007 - Pragram F aoa
Ot Charge  £001 - Grast Funch. i 1= e



Set Up Budgets

Cgstnmers Vendors Employees Banking Reports Window Help

Home Page

Company Snapshot
Calendar VENDORS

Documents 3
Lead Center

My Company

et Up Users and Passwords 3
Customer Credit Card Protection...

Set Closing Date...

Bulk Enter Business Details. ..

CUSTOMERS
Planning & Budgeting ¥  SetlpBudgets
To Do List Set Up Forecast
Eeminders Zash Flow Projectar
Alerts Manager l=ze Business Plan Tool
5 —
Chart of Accounts Cirl+A ﬂa
Make General Journal Entries... Rece
Payme
Manage Currency 3
Enter Vehicle Mileage... ' @
Statements
Prepare Letters with Envelopes 3

Export Your Company File to QuickBooks Online



Set Up Budgets

Create o New Budget
dge Select the period budget you are building for the organization

Blacin by specilpng B vear and bpa forthe new budgat. When building grant funder: grant # budgets, choose the fiscal

o year that contains the 1st month that the grant begins

Choodas the Budgel hpe /
= Profil and Loss (refeces Sl ackily for T veal)

' Balance Shesl (reflacts ending balanca)

onapts Moy Budoet

Chooss how you want b create & huadgat

& Creals budged from sorabch

Thes cplion hets you mangally enter amounts for gach account Tl you want to
traeck

o Create budged from previous years ackual data

Thas oo auloma@cally enders the monthly lolals from last year foa pach
acoount in s bodget

fddithonal Profit and Loss Budget Criterls
For the ENTIRE ORGANIZATION Budget

¥ Ho additonal oibena

T Cuslomarlob
i \Or the CUSTOMER:JOB or GRANT FUNDER: GRANT # budget




Set Up Budgets—Organization

= leypee prew Swed = ww £ ]

&~

Enter the organization’s annual budget in the first month of the
fiscal year, it will auto-fill to the ANNUAL BUDGET column

Sample 523 NPE Farm to Table

- ChsckBooks Accountant Deskiog

sountanl Company Cysiomers Vendprs Employeses Danking Repors \Window Heg

Budget

* Incoma

FY2020-21 - Profit & Loss by Account T

- Grard Funds 102065600 102085500 000 000
. Program Feas 23,000.00 25, 00:0.00 0.0 Q.00
Make sure youare 4003 Lot Sales 580,000.00 580,00000 000 000
building in the correct 4101 - Corparate Co. 50,000.00 5000000 000 000
fiscal year 4102 - Individual Co... 10,000.00 10,00000 000  0.00
4103 + Fundraising ... 000 .00 0,00 0.00
8100 - Indirect Offs. .
5000 - Selary & Wag.. 101188000 101199000 000 000
5010 - Payroll Taxes 263 118,00 26311800 000 000
5020 - Health Insura..
5281 - Office/Storag.. 192,000.00 18200000 000 000
6282 - Parking 1,200.00 120000 000 000
6283 - Propedy Insu,. 13.200.00 13,200.00 0.00 0.00
6284 - Liability Insur 14,400.00 1440000 000 000
6300 - Utilies 42.000.00 4200000 000 000
6401 - Small Tooks .. 18,000.00 1900000 000 000
8402 - Equip Rental ,, 867500 B.875.00 0,00 000
B500 - Supplies 18,500.00 1850000 000 000
6501 - Computer Su.. §.000.00 00000 000 000

Clear




Run the Budget Overview—Organization

g Bl Suil N oy Hep
Mgt Carvind
Lrrarited Hecorta
Sehadiied b, i
LT Hmeo™
sy Erukpait
Pt W ymd Hmacaty
Crubi i Suani i Capbtiind STiiaevar™! Yol

Corpiany & Frdniw
B conmen L Becevabisg
Sty

0. T b VAssag
ywraey | Bapendes
Empas pat 4 Apyrm

B
hoopurient L Taoss B
Auogan L Forss sty b o eyl
L v oge v el
mgiuETy Spaodic + Pecl & Lowe Bugiget Performarcs
o——— . Buoogel v Aciusd
[ —— . Forscmad Ouwery
Foragmnd v Aok
- |
TrermacSon Fixdory
e Wl i | This report summarnzes your budgeted account balances.

Select the budget to use when generating the budget report

FY2020-21 - Profit & Loss by Accolnt

Select a report layout for the budgel report

m F.III-.\.rI
E vl

L Bt
|
Bt [oprnn

g, B e, e e,




Run the Budget Overview—Organization

EUSIOmihs BEporm  Comme on Reporn 1 igte  Memorigs  Pring v Eamall v Excel v Hide Hesder ol

Daftes  The Frccal Year-o-dais = From 1001705 B T andhik: B Show Colamm DR
Tods oy

=5

Eape] Baninl v Adorasl o Lharw Fimern

=]
e Sample 523 NPE Farm 1o Table wees
kL Profit & Loss Budget Overvl Tw

L Schober 1. 7030 threugh Aegusd 16, 20 Foe

ey e i L S pdiia
.

ALE] e
ADE - G Fanch 3 i
dE] - Frosyeam Fada g
e

Carpoaeie Torindebom
AAET - wredreicinl L esnbanora IR
Fufud kot B redl Jhasdlim=n

guriwn  Compary  Cumlomen Vencons  Erpicyws  Barking  Reporis  Wiedow  Sep

Cusiomize Report  Commarn o Repon ari T Mgmorize  Pring « E-mall * Egesi «  Hide Heads chlagrae Boars  Bedegn
Dotws  This Fracal Mad-no-clale = 10012020 I To DEMER0Z1 W Csburrrrs = ‘Go By Daleull bl
Eapart Bagiy: = Aocrl Canh BWhvpme Fireid Change MONTH to TOTAL ONLY

Ll Sample 521 NPE Farmm to Table
- Profit & Loss Budget Overview
Bccrus Dusn Oetebar 1, 2000 thremgh Lsgusl 18, HIF1
Sk £, T - Ay 18, T
Crdimarp brocms T esanis
L=
A - W L
) Gewrnl Funda 1 06D 5
Ay Py Faaa =, ]
Aol - Lod Balen )
NG Cpepreat Conbibe e 0 )
LHER L r el T ] 1 650
#1000 Fyrelpning Eserd Conatern ]
LAl e B, TR P TR T
Todai incerea 1. 0
" Eipesaa
) - Saimry b Wagen 1 e G

IR Payrod Taoey 1 T8
D T I A

¥ e Horepge Jposcw Rends G RN
i} - ik 1 2
L5 - Progady imarEace 10 2
B Ly e it b e
el - e iy i o
Bediy| el fooiy & Epepresd oJ5R 18 R o
dithl Fpap Reaim & e EAT

D Bupplrn T

Ak - gt Frapiny O
) - Foulags Maling Hrvce i A &
B Prinleg pead appying I



Set Up Budgets—523 Grant

| 4 B | o 0] E F & H I 1 K L
s 523 SAMPLE BUDGET
2|
3
| AAnial YR 1 Grany i 3 Geant TOTAL PROS
| Gross Wage % FTE Lalor WR 1 Frings YRITOTAL Labsr ¥R 1 Friege YR2 TOTAL COsTS
3 Project Manager SH0000.00 T S3TA00.00 59.730.00 247, 150,00 S3E625.00 GI0MMLS0  AS.66TS0 59591750

& |Consiruction Propect Manager SPLO00.00 80N S5EA00.00 F15084.00  3VRSAA.00 36005300 S1S.6FR52 BT TRLE3 514007552
7 |Loan PackagoerfHousing Counselor 545000000 B  S36000.00  59.350.00 AL, 350,00 537.050.00 59,640.80 S48, TROE0  S90.080.80

4 |Senior Accountant 000,00 % 560000 51209000 SSES0.00 SAT.ESS.00 SI2A3M70 58034770 S1ER9IT.D
L] ]-ﬁﬂ-‘mn Aggistant SSL0A000 A0 S2LK600 5551606 0 SMATIRNE SILESZAR SS.6ELGH S)TSMEND 554 06608
10 | Home Solutions Direcior i80,000.00 10%  SEO00.00  SEOSO00 SLO.CS0.00 SE.M000 5214240 SI0GELAD 2045240
b |

12| Tedel Wage n::l.m.u|
13 Todod Fringe | 5109,579.72
| 5363,040,00 | saorsie00] ssasenae| saeisse.as| | saiasaa.ss| 58559500 spésascal 45310800
15

16 | SFA24A- 2 ¥R GRANT TOTAL BUDGET

17 Personnel 5421.440.48 TOTAL PROG
18| Frings 4309.579,72 ¥Rl VR COSTS
18 Travel  S2.530.00 Travel ~SL2E5.00 SI265.00  52.520.00
Eﬂ_ Equipment  SL0.500.00 P Equipmasnt 25,2000  S.0%00  SRO.S00.00
I | Supplies  57,754.H Suppliss  SALETRIT  S1ETRAT  STTMLM
2 Contractual  58,000.00 Contractual [Archibecht) 58,000.00 5000 58,000.00
i | Other S51630.00 RecdfUtilities SRB0000  ST.B00.00 SAS.600.00
34 Markeiing 5200000 5320000 5485000
5 Total Direct Costs 5621 454,54 insurance  SI9A4000  513,44000 55.BEO.DO
5| frss capitadzed squigment 500,00 ¥R 1 Audit S3,000.00 5300000  S6,000.00
T Micdified Total Direct Costs 5621454, 548 341 AT Commeanications £3. 290,00  53,2%0.00 50.500.00
Fy | QrR]  SESA89.01 Primieng  SLLIES.O0  51,12500 52, 250,00
5| 0P cho mminiemis Indinect $52,145.45 YR £40 207,57 541,007.17 90,.414.34
0 Total Program Costs  S883,600.00 £341, 723,

£ ]

1 Use your 523 BUDGET from your application to enter line items

into QuickBooks budgets, leave any account blank that is not in
your budget (do not enter zeros)



Set Up Budgets—523 Grant

M iy oo

I e —
B P Maeprts Brgom

B iy Wonkmn

OV H BTy
P

i S G Lo
T
i S

T st e

Bt

Curend Cuniiomas Jok-

CREFFTENr T SR -

Select the USDA RD 523 Grant and the Grant # you are entering the budget for

SO0 Income
SO - e Fana
2000 Progewr Fean
SXC0 une Saban

4153 - Furdessirg Everd Docatern
P00 et Ofes 10%. e mamras
S0 Ty & Wegm
R Pyl Taows
553 Fiaal imanirce
B2EE Tk Taornge Spaca Ranm
BED - Pading
2R Propeaty e
[F TR T
B0 - i nikaw
Sadt - rall Techs & Equeprws v 35K
BHDD  Fyus Pamsl K Ve
G500 - Eappphas
B0 Crempame Goppas
AL Poslege Wises Gevena
B30 Printng arsd Copyng

ALY Binihd. Gubrbiitlors Slalenisla
BT Mesmizemtsp Fess

BP0 Talistorm Tt ivterarel o
BALD Mwriateg

BEM) - Tigepl ped Vaabegd

Y1 Corimmwcs Comarios. lsring
B83T - Trirved

1Y Sancinm

B0 Corean Sardied

B8 At i Acshooning Faes
85T - hspnawiiy Faes

%4 Lacal Fass

ERTE  Ohatisl Corymd! Saeval il
To0]  Omprec abon Exmaraa

R - waegar MO D blmdve

AT OO

20T ATED0
R1%a0 L0

TRIDD

6300
T.200 8

525504

ETTAT

113500

MEED B
0000

00009
B0

LELEFE S

iClaray

FYI030-21 - Prclt & Lo by Bocoont srd Cundzmasr Job ‘ Select your FY Budget —ENTER THE ENTIRE GRANT BUDGET
IN THE FIRST MONTH OF YOUR FY THAT THE GRANT BEGIN

Bt T

20T &is0
BN, e £

TR0

L3000
T 250080

5250000

187717

1 13%00

L]
2.3500000

A00 20
L Recalid]

TR



Run the Budget Overview—523 Grant

g Bl Suil N oy Hep
Mgt Carvind
Lrrarited Hecorta
Sehadiied b, i
LT Hmeo™
sy Erukpait
Pt W ymd Hmacaty
Crubi i Suani i Capbtiind STiiaevar™! Yol

Corpiany & Frdniw
B conmen L Becevabisg
Sty

0. T b VAssag
ywraey | Bapendes
Empas pat 4 Apyrm

B

hoopurient L Taoss § e

Auogan L Forss sty b o eyl
L v st vy Arieal
mgiuETy Spaodic + Pool & Lows Bugigat

prhea | Wil e, Actonl e Budget Report
Cuniom Mapors

. Forecsal Ouwerbie
Foragand v Sl

This report summarnizes your budgeled account balances.

- Trermuacion i [ =g}

st Trarmecion Jooral
r=Zwd

Select the budget to use when generating the budget report:

FY2020-21 - Profit & Loss by Account and Customer.Job b

Sedect 3 repon layout for the Budged reg

Ancount by Cusiomar.job

Ewarnphe :
Cugtl Cum? Cam}
Sales brcieTe i o LR
blips Inorreg roly s 1 FiEE
Fara Expatita TEL ya1 EI=iE

m
x




Run the Budget Overview—523 Grant

Sample 523 NPE Farm to Table - QuickBooks Accountant Desktop 2021 - [Profit & Loss Budget Overview]

Dates Custom
Eopts & Numbars
Report Basis: (® Acd]
CHOOEE FILTER
m— CURRENT FLTER CHOICES
o Client Review 08116121 YEra
- Accrual Basis Accoun Al rcome/sspense o
Statement Write -
atement Writer b Toge . Al nemas Db This Fiacal Yeur-to-da
R Tony Tractor Customar.Job i
USDa RD 523 Grant CusbomarAob
¢ [ Tt ] I
Jompany = Grnnglt - 17118 Job
- Qransd - 1931 Jdob
¥ Income Tracker Narme Addrens e
Marme City
Nepndice
P My Shortcuts
RAME FILTER Bircram Covw Ao Wandor
B View Balances N
Chacts b types of names  DUICher insurance Wiandor
M Run Favorite Reports denp-doa sl Charome’s Wbk & Convansns Vintha
B open Windows Coop nrance Wnda
Farm Dapot e nihos
COVID-13 Resources Gm“’. Gﬂl mﬂn:'l Vendor
g Turn on Payroll Harsaslar ':I:ﬂ:' Canlar b Ty by I
8 Accept Credt Cards Hay Sale Ofhce Supplies WViandoe
+ QuickBooks Online Accountant
T Actvate TSheets Lard & Asaocaabes Vando!
Lenghom Communications Vandior

Fepor] Bania:
i AN

gl S
el Hani

Tww Lt Fasorbes Szcouviesi Coogany Cosiomeny Werdon Enpigess Dardeg Repors iecos  Help
Commerd on Repodt  Bhase Temgdaie Mamonze  Pring {

= From U120 W To DEMEDOIY M Thow Colavos | Cumoemar ol

Courbioimeds Rispepa

Dot Thos Fino sl Wt Do-claos

COTL 18 Rewrasmsa

TH 0 Taoke - Cia KBooks SaoC

riand Desiiog 2021 - [Profi & Loss Busgel Dveraew]

¢ Hegder Collapse Rows Zolapse Columng

= Gort By i -

Export to Excel and eliminate unwanted columns

L= 1] Shaia Firisru
Saimple 523 HPE Farm o Tabla
Profit & Loss Budgel Overview
Dctober 4, 220 Shrough Sugusi
L= R b ]
A B0A R KRS Grmmidy Totml LSRLA, A 57 Dot TOTRL
= Dol E Ry 1R 2R Dl 1,20 - Masg 1R 2E Gl 1, 390 - Rasg TH, 20

Derfiriany Instrstfonpprran
* e

A rp e
A - Grude Faras 111
5T Progree Fern L
g - Lae Rakes
415 - Coporria Cordrtrriiom
d1E]  Wiviidach [ ardy el
411 - Fuendrserg Dvens Dosgicom
L] o R e [
Torinl breceoaren RN RLT
"
ROl Dpary K Ega ECRR AT
MR- Frpred Taam rE
SETE - Faamh PALT R
B Cfoeorege Roace Apnisd Pl
BHY - Pasiirg
EI] Properdy nsaeres
B L beery Wk el 3
MG Lt L
L L L s DR E T :
EET - Coakz Aurval B Wi
B0 Bop e
BEE] - Conparter Suppiss



Study the QB Map, Then Enter Transactions

-
ol o
P
]
5

.

®5°  For outsourced Payroll only ‘v



Paying Vendors

Sample 523 HPE Famm to Table - QuickB cecouniant Desktop 2021 - [Enter Bills]

countan Company Customers “endors Employees Banking Reports Window Hedp

Main  Reports
«* B B XBowrcw @ § 0 B B &
Firsd M Sove  Dedcds ﬂ?-.h'ﬂh;ﬂ e Prinl Altach Ertles Clpar  Rocalculnto Pay
¥ = F i THTe ol Bl
W Bil ™ Cregd
fSouffle Elecinc w AT o7/oez1 W
036884082021
&
Da0Tiz0Z1 W
utilities - by prog allec
(Expenses §712.12 Items 50.00 N\
300 - Utilies 356,08 50% alloc ulilities UsDa RD 523 Grant Grant® [+ 523 Self-Help Housing g
S300 - WHitias 142.42 20% alloc utilities Bumper Crop Pist [ Land Developmant
E300 - Lhithes 106,82 16% alloc utiitias MGMT & GENERAL [ADMIN)
E300 - Lhilies 108.82 15% alloc utilties FUMNDRAISING

\_ J
Allocate and record CLASS or PROGRAM for every

entry; record CUSTOMER:JOB for every restricted

FUND SOURCE:GRANT# that you are charging to

VENDORS

® S

Enter Bills FPay Bills



Paying Vendors

View Leis Favortas Acg

Clhaar

Cuf ChrieX
Copy Chri+C
Mew Bill Lol
Duplicate B&

lemarize B Chri+nd
Weid Bill

Copy BIil Ciri+ O
o Ta Transfer Cirl+G
Natepad

Change Account Color

Lse Register Ctri+R
Use Calculater

Eind Bilis... Ctri+F
Search., F3

Prefarances...

et Sompary  Commeers e Erpngess Bewey Recots Beaes  es

[ oy
¢ B B B0=e K ¢ © B B ()
: [~ S SR " Man e e e T
.- -
=ymEs croeds @
B
<
et 8
ey vy g e
Lapensns SINEAT e L L
300 e 390 00 4 wec o WAL I Gunlew T AL et e wnany
200 e R Bmper (g Mot D Lt Demopeen
LGt ) 08 42 1IN ek ey WOAT B GEVDRAL 0wy
L L L R FACha i

Set this preference to duplicate or
recall the last transaction (record
your allocations in the memo field)

e v— My Preferences Gompany Prefersrces “
L4 P
" Prassing Erder moves batwsan Talds Evring [Dack &5 DR e et eages ancel

o T

3 Automateally opee drop-dows ks Turm off pop-uD massages for producia Heip
® Chading o Tl TEpng B SRS
—

" Coesinng View = Beep when ecoding a frensscion & Show ToolTips for chpped bart Cedpull

(7] P

FUNAIES Lk Rynamantaly A8 BaCima St c Yimm whin dwleting B ramssction o

usisnad bad Bam Abpn Gaa:
o WiRm whah g § FENRSLES

ey mied Al ek e 5 4
R e B nesniony TS LY AECRLL ok Cel s, Mol
B b i E iy ¥ Acinmabcally resmmbel BSoen oF Mafkbsbon nfaimabcn
B Bl e = Automaetcaly recal [ ansacion for thes name
-  Pro-fl a2eusis bee vindor Bided &% pESE ST
-k

e DEFAULT DATE To USE Fiom nEw TN SAC TIONS

o Hommrsiers &
Liss tocdey's dote an cafaull = Lise thae Lt wrigred date we Oeleus

 penod & Deapia
B Eaies i Coirans MR CILIS TCHE I TER BMFORMATION WHEM CHARGING ITEM N TRARSAC TINE
L] Sabes Tas sk 71 RS T M
i =




Paying Employees

This method is for OUTSOURCED PAYROLL for which you receive a report of employee
gross and W|thhold|ngs record the detalls in QB by creat'lng a “CHECK”

1000 - Chackng| v 43 49713
080620211
“r 08062021 W é
e -
One thousand six hundred fody-three and 17/100° #2222 st et rntessrsansrarasseses i Write
Foarmet Dolly C h e C k S
payroll 08062021
(-Expenus $1.643.97 ems S0.00 \
5000 - Salary & Weges 50003 25% payrodl greas USDA RD 523 Grant Geant=3 - 21723 ¥ 523 Seif.Help Housing
5000 - Selary & Weges S00.03 25% payroll gross MGMT & GENERAL (ADMIN)
S000  Selary & Woges SO0 03 25% payroll gross FUNDRAISING
5000 - Salery & Woges £00 .03 25% payroll gross Bumper Crop Plot v Land Development
k 2400 - Payrod Labites <355 65 Employes Withhoidng Mot & Genersl (Admin) To Aliccate ECM MGMT & GENERAL (ADMIN) J

Record the Gross Pay and allocate that to the CLASS or PROGRAM for every
payroll entry; record CUSTOMER:JOB for every restricted FUND
SOURCE:GRANT# that the payroll is charged to; and create a CUSTOMER:JOB
temporary placeholder account called ADMIN:To Allocate @ EOM and assign

all Employee Withholding to that CUSTOMER:JOB.
I

R — ——
Pepaneryg Erdnr s baleiar faids Briry e indl il B rroiriingan Canzel
- otz pfy acen dropdoen lab Tom o popup T EEsgEn b procdcts HEip
R e el ek ek
o Daag whan reccring § CETERC RN o Dhow Tod Tip bor cliopesd mst CielauH
degierragios wiby inr s e aranl poani Frwhnm-bm!lru
Nl Y A Sew:
< Viwrr wien iy s remsacion
Fasminden

S PO THEALLY L L i Tl
& e figerrailes ¥y nivrermbe bl o Parkecion it
w hofomats by ol et TeeaEcTen Foo B T
Pl i et b eaiion B o S48 B500R

T T LA PO WO THULH UL TR

© L ey derbe i el + e T gy prdeepd ke wn e Ve
WL oL T T DA T el o AR CRT T By TN AT TR

ElaEn e

LS

Set the Automatic
Recall preference
for payroll too;
note allocations in
the memo area for
future checks



Paying Employees

K& . i
& B [ D E F G H |
1 admin  fundraising 523-83  Land Dev
2 |FD,ED 25% 255 25% 255 Employee Withhalding Formula
3 15, Const 0% 0% BO% 205
4 M5, Cooarg 054 0% 100% 0%
5
G | B.23% B.33% 68.33% 15.00%
Fi

While wrapping up your monthly books, review the reserved
placeholder account ADMIN:To Allocate @ EOM; prepare a single
check for “all employee allocation” to assign the appropriate % to
the entire liability amount for employee withholding by CLASS
and CUSTOMER:JOB

Write
Checks



Cost Reimbursement Draws

Create Sales

Receipts
Cusiomens \erogne Employess Benking Repors Wiedow Help o |
;-; TandShp Mreeort B dyrrebin - :-n'._
E E:E u Crmabe: i gy ﬂ H il P i} s i EM:'h'hl.'.“."-
Tavm (ki pl.lr"|l -1 Bk Fred  Ermml ol | nfywr AL
= ¥ Frawiiig o " Féa

CLEEIT ER A

Sales Receipt e p— -
- - . - it

\ Unbiled tme and srpemier 33364

@uzm DEAVE] 1424600 523 Sait-Hel 14, 246,00 D

BECEMT TRAMRLC TIOM

OEHAZ] Salaa Rasip! 1 582 ¢
QTR Salan Recegp! 14286 ¢
QOR2ET Salpy Dacap! 14288 &
O Sakes Rtiemt 1d 386 ¢
OS] Sl Racip! 142461

14,248.00 :
NOTES

swescore [OOEIIEN  Aaver

In the Sales Receipt, record the CLASS and the CUSTOMER:JOB assign-
ment for the revenue you are “billing”; choose the ITEM you created to
point the receivable revenue to in your Chart of Accounts



Cost Reimbursement Draws

g

Record iz N —
Deposits e e

L B el it P e 1

TR = il 1 Trm Frzrpnry ke=op Oad % Tl oo
ERIED L= [ = foey Trmciee neos
[ SR ] = i [ E=_ 1 it 62 2 Cewd e mik Sl oS
L1 o B S BT [ R ek o L e ra Dl B2
e B e BT T E-<Zrelt LSO, B B2S Sewemila o il 03

Choose the UNDEPOSITED FUND item that
you are depositing

iorissl Coopany Cyiioren wdon Evploymss Sendg fepors findos  pe i | roo

W Frrecan ® figar D e fomi ¥ W Poyrenin @l iienry B beans o ) Aosch
u. ' "m m
Gl Pyl B P o B Nl LA B DR BTOUR IS dEpeat bekow

IS B0 537 Geant Gran. . 1268 Undepoaided E-Chach BX Y Gall-lals 14 24800 &
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Running Reports

i Foidadt S .| v  Hide Hegdes Codapse Boes  Hei Remember the Balance

L] BT
S el Aot +  ® Sot By Cwlal =

b e T e L) ° )
B —— Sheet is your Organization’s
Fros it hsuphe Ragaimy P

g Overall Financial Picture, one

Cinsomesy & Fpbubiny «  Peol & Loss Cetad

Ll L
LU * Poll & Lows YTD Comparsn
e i e moment Iin time
Ye~dort d Poyadsan v Pophi & Loss by Joi
Erpicyem b Paprad v Poplt & Loss by ey
Barping v Peolt & Lows ecippeifiad
Ebbcurtad & Tk v i Oy Comioma STy
Bydgets & Fordlaith v ipearsp by Condiceer Deind
Lkt r  Erperass by Werdcr Somamary
Fluclly St P Epparmand by Venor Deind

L ata ] ARpET v e b Expaiies kgl

Cunn® Rigadis

Sample 523 NPE Farm o Table - QuickBooks Accountant Desklop 2021 - [Balance Sheet)

Temraa T Hy

b::;“‘cw'”"' Company Cystomers Vendgrs Employees Banking Reports Vindow HMelp
oty

P TAL LLABFRLITE B &
S, - A of W Show Columos Total only ~ Sort By

nt Basis: = Accrnuad Cash Show Filters

mize Report Comment on Report Share Template Memorize Print v E-mafl v Excel v Hide He

" Sample 523 NPE Farm to Table
! Balance Sheet
I Basis All Transactions
Aug 16,21
“ASSETS
* Current Assets
* Checking/Savings
1000 - Checking » 10609913 ¢
Total Checking/Savings 106,092 1)
Total Current Assets 106,099 13
TOTALASSETS 106,095 13
“LIABILITIES & EQUITY
* Liabikties
* Currentt Liablitios
* Accounts Payable
2000 - Accounts Payable 005 85
Total Accounts Payable
Total Current Liabilities
Total Liabdities
" Equity
Netincome 105.193 26
Total Equity 105,193 29

TOTAL UABILIMES & EQUITY 106,009.13



Running Reports

ckBooks Accountant Desktop 2021 - [Home |

i llel Window Help

Report Center
Memorized Reports v

e ' ...and the Profit & Loss is

Company Snapshot
Process Multiple Reports Chart of . ° )
QuickBooks Desktop Statement Writer Accounts yo u r O rga n I Zatl O n S I n CO m e
2 iod of
Customers & Receivables Profit & Loss Detail Exp e n Se ove r a p e rl o o
’

Sales Profit & Loss YTD Comparison
Jobs, Time & Mileage Profit & Loss Prev Year Comparison

\endors & Payables Profit & Loss by Job ti m e

Banking
Accountant & Taxes
Budgets & Forecasts

Profit & Loss Unclassified

liae to Table - QuickBooks Accountant Desktop 2021 - [Profit & Loss)

Inco

*
L
13
L3
Employees & Payroll » Profit & Loss by Class
13
*

List Expe .
Industry Specific E!pemplow Banking Reports Window Help

: 1 ) :
Contributed Reports ncm1 Share Tglll’)‘.ﬂr Memorize Print v E.maill v Excel v Hide Header
Custom Reports » ga:a

ala

ckRapc saa From 04/01/2021 W To 07/31/2021 M Show Columps Total only

Transaction History Bala

Transaction Journal Bala
how Filters

Sample 523 NPE Farm to Table
Profit & Loss

April through July 2021
Apr-Jul 21
* Ordinary Income/Expense
* Income
4001 - Grant Funds » 4273800 ¢
4102 - Individual Contributions £0 250 00
4103 - Fundraising Event Donations 5,268 00
Total Income 88,256.00
* Expense
6282 - Parking 15.00
6300 - Utilties 100177
6401 - Small Tools & Equipment >$§5K 41377
6500 - Supplies 23101
6601 - Printing and Copying 11236
Total Expense 2673 M
Net Ordinary Income m

Net income 95,682.09



Running Reports

Hapor! Cantar
lebiriaiipnd ity
Dohediies Rapsriy

e = ...and the Budget vs. Actual
Prosav Shatps Meparh Cha d
e Bancin Dbl S1atasamsl it Atcouth

s for your Organization

Compariy & Finanial . 1

Cusiomans & Recsiabiey . i
Sil 5 Gervice
Jobs. Tera & Misage
‘Verdors & Pupabiey
Emplerpian & Pareid
Banibng
s garriand & Teamn
-
ey S . Frl:lfll..-:ll-l-EJ.-u-:r.F'-Hl'l:-nmu
Cetrituted Fegsid o Busget v Actaal Giagh
Cursioem R o Forstasl Crerims :

Foragas v Sciusl
Transagbos Has @
Telati b b

This repoet shows how well you are meeting your budgel. For each type of
account, the report compares your budgeted amounts to your actual
amaounts.

Sabect the budget to use when genarating the budget report

Fy2020-21 - Profit & Loss by Account -

FY2020-21 - Profit & Loss by Account and CustomerJob

Fy2020-21 - Proft & Loss by Account

r‘
Sl B rs i far e By

Accourd by Month w

e fe He b
P
-
[y T
R e T W




Running Reports

...and the Budget vs. Actual
for your Organization

counienl Company Cusiomen Vendoms Empioyess Danking Bspods Window Help

Cusiomire Report  Commant onReport  Oname Templals  Memosige  Prnl v E-mail * Excsl v Hide Hegoer  Collapss Rows  Relresh
Cwtes  This Fascal Yeardo-date = From 10012020 H To 0RMG2021 M Show Colamps  Totsl only = Gort By Dafwalt

Beport Banly: = Accrua Cashi Bitpent Fillars

Fi-IRAN Sample 523 NPE Farm to Table

bk Profit & Loss Budget vs. Actual

Accrusl Butes Oclobsr 1, 2020 throwgh August 19, 2021

Oct 1,20 - Auxg B, 21 fr— [y —ap— % of Husgal
© Drdiragry irelcrra Enpenan
* Incoma
- W L] il il (i) [l ] ol
4031 - Grast Furds 8, Gl T 1 (361 S50 1) ST 6 (LY
03] - Prisgram Fesa [T 1] w
4] L Saled ] 450 1 -
41 - Corpersts CordribuSona G 0 S T (15
10 Wdivkiasl Comebuten e ol k] 105081 [0 i ]
4131 Fundraming Ceem Donsiiom L ] L] S %
W1 iaderdy Difuae A0 da munamis T (il (i 8
Fotar e T 585,50 00 i
Fapanus

SOO0  Balaty & Yepei b 10 e O 1 G0 15 .9
EOSE - Pyl Taaen 05T ol e En S fid A3 %
O - Hawh ingisrancs odd oo o =l
BN Offes Hocage Spacs Rerssl 0o Lirds Of ] TR 000 [ [
DT - Parking 1500 1 0 00 1 FES [ 1%
B2B]  Poingety boiasi mfal L[] 17 3 00 o
I3 - Liabdlty insuance Ty R ] s
SR Uy b e P il L] b
611 Smad Tooh & Eguiprmest s55H 413707 19508 O g
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Running Reports

o Core _ ...and the Budget vs Actual

Llaraafiped Aoy

Srheguies Repor g

Commnisd Rapars - for your 523 Grant
Compaarry Srapenol

Process Mulipis Regarts Chad of

Crobcn Basaic Danbios Statases] it Abcaish

Cepaiy & Funing &l B =
CuMoTas & Recsiabay ' —
Gsien . ServoE
Joba Tera & ddissge

Werdory L Fwyables L]
Empierpsas & Payiod

Banking

Escoprriant & Tio L]

Budget Report

[ This report shows how well you are meeling your budgel. For each type of
account, the rapor compares your budgeted amounts o your actual
amaounts.

Select the budget to use when generating the budget report:

Fy2020-21 - Profit & Loss by Account and Cusiomer.Job -

Fy2020-21 - Profit & Loss by Account and CustomearJob

Fr2020-21 - Proft & Loss by Account

[ ==
o

e Salict & Papa layoaul far e Budget repart

et By Cisglamar Jeb -

e Adoount by Cusdomer. Job

Custormarjob by Month

Seri By

P s el T




Running Reports

...almost there... Budget vs
Actual 523 Grant

:;E'E:m-wnmﬂmmmwm 2
Cunwlcqpize Repori ) Comamerd oo Repori e Memoipe Pl * Eqrill ¥ Epowl v Hide Fegder Colspss Rowa Zolepas Colermma  Refregh
Calwn = Froe oBriciadD B To S8A935Er M Erow Coloves ol Job = Bont By Dwlis
Ao Bumin: 0 Aorsay Cash e Fimaid
ek Sample 533 NPE Farm to Tabls
T Profit & Loss Budget vs, Actual
dporusd Baey Celoker 1, 08 through Augesd 18, F01

et : Butpei Leg P s B - v
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e e B iErae

D e
i)t - Gowre P

ABAT Frogmme Faan
00 - Lok lalan
41 Commeese Conriliers
i h-::l-l-ll?-*hl—- Dimplary ®' ooinr Fonis & Numbey -
vamb. bt e s e THDCHE FILTER CURBENT FILTER CHOCES
Vot e e '.'
Fapatik Rams
:f-: :::':.l_““ Accound All ncomalsrsenis a
BB M lnnranc et g e "l Daebe This Fiscal Yoar-to-ds
HINl OEce e Sascs R P cop i
HINE Pasting Job Typs
#IR) Progert; s .
Y e Burnpar Crop Plai Cusshrmarfob
B LM
[FLIRE SHSTY FEEY e Cymiia Escangod CutomarJok
il ey i i s F - -
™ Mo AScdoin i » undoivieg Cortomae Job | "
ol - Smniind Geol Todsrmama Jods -
MAKE FLLTER Bingo bt Jok
Chooss e types of nemes FAT Canplomas fok
rop-dowe lai Housing Courdeling Job
E340P Funds Job
Mgt & Garspeal [Admin) Conlomar Jol
Ta Alocases EOM Jods
Oid el Domald CumtomarJob
Rad Apphs Gram Foundsticn ContomarJol
Shally Saula oo el
Tony Trachor CamtomarJob
VS0 RD 523 Grand CabloameJob
il il il Grantsd - 1718 Jeds
[ — Grant®2 - 18721 Job -

o NP W O




Running Reports THE BVA

...customize the date to the full range of grant

Customize Repon &

Pring * E.umhll'.'t Header Collapse Rows Zolapse Columns  Relmesh

* Feos D102 W T DAA12023 W Cadamifl  Cuilaslir dok = Bt By Dl -

Respcart Bagisn: (= Accruald Lo ETrore EINETE.

Export to Excel and eliminate unwanted columns

T Sample 523 NPE Farm to Table
- Profit & Loss Budget vs. Actual
A nukl Bas Aprd F2 through Masch 2023
Grwmnd - RT3
LB B B3] Gaann) Tt LB, B 623 i
= g 2 - aF 1D Bartiget | hee Busdpet o Budget A I - M 23 (=] i ruev Budgit
Crdinany ncomadl pas &
I coTel
Bl - Crsai Fumnds ¥ A fa TEN- TN 0] Sy Bl 6 Bl T L PR Rih BT L i i
Tivtdel 1] s 5408000 1AM TR B O ) S 4, 00 S48 KN X 284 20
Enpepscia
SO0 - Salary & Wigea 200m e L] .1 7N FOT 1600 4 L O
5010 - Payred Tacen V] % RS ) LR AT T a5 L [ 0% Gl ()
B3 - DffcaSicrags Jpace Rentsl L] T R M) T B30 0N i B0 B ¥ K
B30 - Progarty INEursscs T o] A TN () 1 X300 i i A 350 00 i, 2
U5l - bty IBgagnne i =4 7 2 T30 3 i T 390w F o
) - Ll (s fu] 1340
1 Sl Rgodd & Eapeigrent » HEH 13 50 4 B ) % 113 ¢ 1mM s
BEOE . Susplirs FILE 1 % 2718 S 1 A5
HO! - Printing arsd Capypng R 178 117 ¥ | 1043
1700 - Telaphoens, TelecomiTrarec b ] ] % =R ] 5% i)
R - Warkasing 11 B 3 2 i ¥ 5 W F W i
i) - Travel snd basbngs
BE3E - Travsl 1] ) 1,245 i) 120 [k 39800 1,284 0]
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502 Books

Notes




Gathering Documents & Meeting with Team

Master Jedi Tip:

Order the 502 Family Checks
in different starting check

numbers to make sure each
family’s information is dis-
tinct and easy to research
and find.

Reminder:

Don’t forget to order checks!

What should you gather?

Family Construction Budgets
Family Closing Documents

Vendor List with contact info and Tax ID numbers

Team Questionnaire and Discussion Topics:

Will you be using POs?

Will you be using a specific naming

What do you want your Memo lines to include?
What are you going to use for Reference Numbers?

Are there additional vendors that might need to be used that aren’t listed on the Family
Construction Budgets?

Can you think of other discussion topics that would be helpful?



Setting 502 Preferences
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Setting 502 Preferences

Cyslomers Vendors Employeas Banking

Home Fage

Comipany Snapshol

Calendar

Documents 3

Lead Centar

St Up Users and Passwards b
Customes Credil Card Profection
S Closing Date

502 WPE Emreka
Sampls e L e
Contact Name & Adtress Sample 505 NPE Eursia Lege Name & Adtress i Frofl 302 Custonel Temoh- R Pyt A
J50 FREEBCARD DR Ama - Piyman Malf) = AISa LN
HH-2ND FL ) FREEBOARD DR = -
A Db -3l FL
T WEST SACRAMENTO CA 55591 s o e
e EiN Frodud! bhaire  CuchBaold Practsi
: . Plea Edibion 2021
Fa S LoanaE ®  TITS-ETET- 14558
neorma Tax Fairn  Farm 1040 (Sale Proprebe) Produc B RET-458
ehinde Pawrold | ordicy .o -
Actaben ACTIVATED
Chans VW Chatpi

Compamy Informaton

Contmct indodmabcn

0
t“*" ""'"""":;r" First month in your
Company identificatio e e = T You e z | Cance!
Fayroll Tae Foern Indoemateon
Intome Tax Form Lsed Foem 1040 [Sole Proprigtor) ¥ | Helg !
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Privacy




Setting up the 502 Chart of Accounts

1000 2000 4000
Assets Liabilities Income
Bank Account Accounts Payable 502 Loan Draws

Accounts Receivable Down Payment Assistance

Undeposited funds Other Loans

Cystomers Vendgrs Employees Banking

Home Page

Company Snapshot

Calendar

Documents B Accound CHri+E
[Ceebebe Aol =D

Lead Center
Mavs docourt Inachee

My Company

TNowy TG ATl
o Hirachical View
Flal Wiaw

Sl Up Users and Passwords
Cusiomer Credit Card Protection
Set Closing Date

Bulk Enter Business Details Cusharmige Columng

Planning & Budgeting Iregedad from Exncal
To Do List LUse Ciri=L
Beminders Find TRANsacions in
Alerts Manager

Prin] Lkt =P
Charl of Accounls

Be-sod Lisl
Make General Joumnal Enfries M —

Manage Cusrency Accouni ¥ Acivilms ¥ Hepodis T AILSCH indude ingcyve

Enter Vehicle Milsage G ) 2
i Chesiri el B4 00 Dypsd B8 i b Contntand

Prepare Letiers with Ervelopes
Expon Your Company File to QuickBooks Onl ARy TR Y LT S R § Pl
o] T

w w
CF BT Wb gl oF pogl Bl 001 B B aliee

© Fumed BAdr] |Fimne ot N

" iy

O Loy

" Credd Carg

A

uhakpll &

6000

Expenses

Construction Costs for
the Homes

Engurrrisr hid il
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R
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el

Choose the appropriate Category

for your line item



Setting up the 502 Chart of Accounts

7T AccountTpe  Expense - Number 8235
Account Name  Termite Treatment Salact from Exampies
Subaccount of -
OPTIONAL
DefMfiptian || Y|
v
Mate
Tag-Line Mapping <linassigneds = | How dol| choose Bve right fax line?

N

Don’t forget to enter a line item for

everything on your family budget
(Expenses), as well as your Income(s),
Liabilities and Assets.



Chart of Accounts Sample

= § 13

MY

o R - Taing: L

&%

e

Boowin v kopebes v Bepiets v ARRN [ ncipoe ngove



Setting up the 502 Chart of Accounts

Customers Vendors Employees Banking
& Page The Chart of Accounts is the basis for all

transactions and must be entered prior to
Calendar

Documents 2 any work done in your accounting software.
Lead Cenlar
My Company
Sel Up Users and Passwords
Customer Credit Card Protection EditAccount Cirl+E
Set Closing Date Delete Account Cirl+D
Bulk Enter Business Details Mk Acooant inacive
Planning & Budgeting Show Ingctive Accounts
To Do List v Higrarchical View
Eaminders Flat View

* Alerts Manager Customige Columns
Charl of Accounls i impar from EEI:EF
Make General Joumnal Enfries Lise Ctri+U
Manage Cumency Eind Transactions in

Enter Viehicle Mileage. Print List Cirl+P
Re-sor List
Prepare | etiers with Ervelopes i

Export Your Company File to QuickBogks Onlin: Accounl w Aclivities ¥ Raports ¥  Altach include inactive

-'a Cheoose one account type and click Contlirue

Cabegodize MONe your DUSINESE BaME oF spents

7 Income Expense Account
Choose the ® Ezpeassi Calegorzes maney spentin the
COUrsE Of norrnal busingss
appropriate O, frack the walue of your 338ets and kabilities operations, such as
7 Fixed Assal {major punchases) « Afvefising and pramalion
Category for = e e
. Bank + Insuranice
your line - it
. . » Charitable contribulions
item ™ Crodit Carng »Rant
", Em'ﬂ_
Wang
T Dthet Account Types =salec> -

Hadp me choose the righl accoun typs ' C aninte Canes



Setting up the 502 Chart of Accounts

(T AccountType  Expense - Mumber 8235
Account Mame  Tarmite Treatment Salect from Examples
/ Subaceoant ol -
OPTIONAL
Description || il
v
MNiata
Tag-Line M3apping  <Unassigned= = How dol choose e right {ax Ene?
Save & Closa Save & Naw Cancel

Don’t forget to enter a line
item for everything on your
family budget (Expenses), as
well as your Income(s), Liabili-
ties and Assets.



Customers & Jobs—Definition for 502

Group = Funding Source =

Example:

Each build group has 5-10 homes being Customers & Jobs

built under one group name/number.
. Active Customers v >
That is equal to each Customer has 5-

10 homes/families within or under that

build group.
Customer

+ Galaxy 1
+Carter, John | 0’00, il
oKirk JamesT.-123Mars  0.00
oPrincess, Leia- 127 FireFly  0.00
oSkywalker, Lilly - 123Alderaan 0,00
+Spock John-183Nebula 0.0
+Stark, Chioe - 188 Nebula 0.00
sWells, Helen G.- 125FireFly ~ 0.00
sWolverine, Hugh - 157 Stargate 0,00

+ USDARD 000

Customer



Setting up 502 Customers

\WW’ Employees Banking Re

reate Estimates
Create Sales Orders

Master Jedi Tip:

The more info you enter the

better lists you can pull.

Create Invoices Ctri+l
Create Batch Invoices
Enter Sales Receipts

Enter Statement Charges

Create Statements Ak

Assess Finance Charges & New Customer & Job ¥ Mew Tran
Payment Remingers »

Recene Payments

Payment Links Add Multiple Customer Jobs

Create Credit Memos/Refunds

Income Tracker

Lead Center
Add Credit Card Erocessing Reminder: Customers are going to be
Link Payment Service 1o Company File 3
your Groups and Funding Sources
Entar Tima ’ .
VoA B ke Gaalaxy 3
2: o e st adl 3 ;!ﬂ1m1 W Fow do i defermera tha cpereng Datance?

Jo igirens i weaner e | [Euikd Houding

Eawmant Semngs +

Sales T SeBnga o+
Ugin Pegne  + | S34-A55-34N4 MamEmal =  miseeracahousing oig

! iy Wori PReane = CC Ermad -

Fol ez - W hEE -
Faa - e 1 =
ALEE 8 O B g
Eistoea Hiukng
Sy Ca b D A & +
Apmags, C0 01101 Copy 22

o

Cussamet is insdive



~,

Setting up 502 Jobs

Hew Cusiomer & Job ™

Hew Customer

d Multiple Customer.Jobs

Mw,'[:mf

D

Note: Do NOT choose
Add Multiple Customer:

Master Jedi Tips:

The more info you enter the
better lists you can pull.

Including the name and
maybe the address in the
Job Name can make it easier
to reference the job.

Be sure to highlight the Customer that

you want your Job to be created under

cLaroasn: Galay 3 =

Fopngdeathstarcom

Jobs to add Jobs.
. 0.00
i « Carter, John ooo &
| «Kirk, James T - 123 Mars 0.00
i +Printess, Leia- 127 Fire Fly 000
| + Skywalker, Lilly - 123 Alderaan 0.00
| +Spock, John - 183 Nebula .00 before adding the Job.
| e Stark Chioe - 188 Nebula 0.00
| +Wells, Helen G. - 125 Fire Fly 0.00
| +Wolverine, Hugh - 157 Stargate 0.00
i-:- USDARD 0.00
s Yoda, Gregu - 170 Alderaan /
g ) B siof QRGN W Reow oo | Sstermins Be gpsnng DEance T
Agaress info conmer weit [TooN Govaa
Barrestrel Semngs
AiddeS ol inlo
ain PRone = | 2EREEIZI33 Biain Emaid
sirmleeis Work Phone = S Emnail
Monde = [maasaay WAz
Fas - iDiher 1
RERCHTE BN CEE T
12 Aderase West ¢

Aamasa COBTHN

Job IS inache

Ciopy

Camcel Help



Attaching Documents to Jobs

Job Information

sb Mame Yo, Groge . 130 Alderaan g Fghe 2222200003
siomer Spne  Calaey 2 Upkds 333-3X3-3323
b Shakes  NODE ian P groginideaitietar com
. Yoda Grogu
120 Aldetaan West

Alamosa, CO 101

ATTALS P G Corputw -~ fianee ;' Doc Cortm

Drop documents from OQutiook, your deskiop or folders here

+ si WEF o« Example Decumenti b=r OB . 5 ™ Sramg
Drgunin = hiwer | cide = [I n
o Hmples . gy o~ s '
& SH Buslder Mewi Subaeflili ﬂ-:-'-lnrr.:: S s 1 " i
fe, Shsred it WEh Lemees RO Bs Coarme Archdeturg deca
& Tt Foide Bs Espee Tash B Dhsposl - Cantinel - HG /
& el E_-T. Empwe Togsh B Depparisl - Caminc - 1 Cae ki

E.-'| Emnpere Tonshe By Desporis - Commact - 1L Pe F LY 14

£ & 'y
Fi Fuisl Comsnly Sointbsde Codgata l'll Hmpinn Tragh B Plsporsd -Cartract-Giog g 73 A 1
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Master Jedi Tip:

Attach contracts and any other
vendor documentation for ease

of access.



Viewing All Documents

Master Jedi Class
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Setting Up Vendors

Employees Banking

Bill Tragker

Enfer Gills
Pay Bills
Receipt Managemean

L3
& Hew vendor.. v

New Vendor
Add Multiplg Vendors

1053 Forms

&New

Bem List

I

Active Vendors

Customize the columns to only show the
columns you need to enter information i

ransactions

Customizre Columns

nto.

Pay attention to the information that comes

up in the Address 1, 2 & 3 and make sure you

have the ones you need in the columns.

Master Jedi Tip:

Add all Vendors at the same
time by choosing Add Multiple
Vendors to save data entry
time.

\ Customize Columns

Myailable Columns Chosen Columns
MrMs Add > Company Name
First Name I ‘ < Main Phone
ML E-mail
Last Mame Address 1

\ At Phone Move Lip Address 2
Fax Move Down Address 3
Address 4 Tax 1D
Address 5 Det
Pririt on Check as

You can add or remove any —

columns you would like.




Setting Up Vendors

Master Jedi Tip:

Tab through each field to enter
your data for each Vendor to

save data entry time.

D ssesiir B Cmsteren oot b i Pt N e o D S el it B [ S—r—
L . Fma
ST P [T - - = o i F el 0 il
P b By et g

dbries gy dbrmnp oy ITT-TTAarTT rinfias ey vn b Rpps HIT Crm e TR HRORGE

Al |l et ARSI |k Do VRN R il e e Al ] ol R A Al HEAL ST AN sE-RiAnian

LI i = [t el S S S - Lt ] B id i Vosrn L aamaas 1 i 14 44

e e e e ST LB 03-13E1 =P o T T i [rye Serwma DO FHEA  E-EIET

Tab through each field from line to line to quickly enter all information

in for each vendor.



Setting Up Item(s)

Favortes Company Cyslomers Ven Master Jedi Tip:

Chian of Ascounts Ctil+A

Set up an item for each type of
down payment assistance that
is used if you want it to show

Edit item up separately in the reports

Cu Duplicate item *
Temel  peiete item Ciri+D
Bhermi AGOEdIt Multiple TYPE
T —— -« PUsa bor miscellanecus labor matedal, of par

AddE s . charges, such 35 delivery charges. setup fees. and Cancel

Make item Inacty ~~ Senice RHCh Chirpis.
Kana Movirentory Pai Mo xl

g ol
v Hierarchical View ™ w Notes
Flat View Sublptal
Custom Fiekds
Customize Colur Group Bligs o is a reimbursable change
Digcount Spelling
Use C 2 ! amoumnt or %%
Findin Transach e n
&ccount
Print List =
Re-s0
item Activit
Ibarm ks inactive
rePE
ihae Change <« Usefor misoellaneous labot, malenal, o par

cissiged. Sinch a8 delreery changes, Setup lees, and
EEMICE CTud s,

Hoxi
\um Hameg®umber Subilem of Notes

Cantel

| SHOP DPaFunds] | -
Luslom Hehlls
Thig e i esed in spsamblies or e reimun gids charge
Speding
Desoripbon oo oo %
non
Arcount
REm i nmacine

‘ Liag b g & Eaids - m i S wifwn fenula

w FHLBi-AHF Farady Cirvar Chge dis] - Copwn: Fgwmani bg
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Entering Budgets

Have your family Do a quick Enter budget amounts

In the

ready

of those Construction

Cysiemasrs  Vanogs Emplopess Garcng Beporks fincow  Heip

He=a Paza

Cpmpany Snapsiarl

L e FENDNS

Dhooermnks ]

Ll i Create New Buadget
My Lorme any

Bl Lip Usars and Padswords ¥

Cunloear Credi Cand Probeckan
Sl Cizaing Qe
Ealk Ender Busnass Detals

Flanning & Boageing ol Ln Budceh

To O List Sl Uip Farecass

[ B 1= 5 Cavh Figw Projecier

Aderts Uanaper Ui Bhokmass Plas Tosl

Gl of dooparnis Ciri =i [ '5
[RES

[FFAT]

Create o Wew Budget
Be sure to choose the correct year for

:‘F: Eebgaf Dy SE iyt Dol v ar 3 Trp 460 ol Sl Dot
P - the start of your budget
2022 =]

Cheiirk v Bop BuSgEl hge

 Progf and Lot refecty ol scivily for Bl pead)
T Bathtcs Shasl iraless endig Balacs|

t*""'"l:..u Addiional Profit and Leas Badget Criteria
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" 40 pedaeraal e
¥ Cuviamar isn
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Entering Budgets

|
e hoos how you want to coente o budget
)
e
% [Creats owapel Bom sorgich |

This spbicn bebs piu manually enber amaunts o esch Sceounl al pia wisl 1o
e

T Craale Buedget Bom previous pears achial data

This cpbion autcmatcally enbers fwe monihly fotals from Las? pear for each
Sfdrufvl in Tad BudgeEl

Back Mexl Cancel

Bliprl
FYFLT - Pro b Loy oy boomend snd Cavioee o - Crepiy e Bt

e D e
Goimry 7 L

— .“;:-mn-l.

A7 T el sl TRk
S0 Gt il it B

M Cxaang e

B0 Abirmial

NG - EA

11 Ta

L . .

R ———— Enter your budget numbers in the first
0 Bem [umany e N §

150 By Pt Foe month of construction

290 Nraw g T



House Flan:

S0 Ft
Bedrooms: Bathrooms:
G L Code | Construction Category Est. Cost Vendor/Contractor Description/Motes
Fre-Construction & Admin Expenses
Loan Expenses
Chrzing Costs F  1,600.00
Appraisal F 0 1,200.00
HOA F 220.04
Ta, F 10800
Escrom ¥ O1.2ED05
Permitting Fees
Trensportstion Impect Feel § 180200 |Town of Galoy
School Lard Dedication F5 § 313.32 |Town of Galasy
Crivewesy Parmit Fes b 213,32 |Town of Gal
Site Plan Peview Fee i 213.32 |Town of Galmy
Buiking Permit Fes F 0 1,000.08 | Town of Salasy
Sowier Top Fes F BB00.04 | Town of Galasy
‘Weter Tep Fes F 760000 |Town of Galawy
Lot Purchase Price ¥ 51.000.00 |Drgenizstion
House Flan i G60.04 O ngenization
Architect Expenses i 1,200,000 |E nginearA rehitest
Engineering Expenses i 20028 |EngineeiArchitect
Wolunteer Insurance ] 42,48 [Drganizstion
Lomputer Checks b 5016 D rgenizsation
Lontingency F 350000
Lost Qwerrun F 260000
Lonstruction Expenses
Temporary Utilities
Eledtricity & Ges F 1,400.00 [Vulean Eleotric
Wister ¥ 200,00 | Tewn of Galsy
=00 b 200,00 | Tewn of Galsy
Trash & Toilet Service
Tresh Sernvice i 40020 |Ermnpire Tresh & Disposal
Taoilet Senrice i 40020 |Ermnpire Tresh & Disposal
Excauation
Ercevation F 3200000 |Allisrce Ercawvation Sevices
Trenching ] - Allisree Excavation 5ervices
Cormpection i - Allisree Ercavation 5 wices
Biac:kfill F - |Alisnce Excavstion Bemices
Finel Grede F 200000 |Allisnce Excavation Senvices
Other F 200000 |Chulsk Esrthworks Supphy
Termite Treatment b 4EE.E2 |ledi Pest Control
Toncrete
Footing F B
Foundstion F 0.000.00 [Allisrce Excawvation Sevices
Garage F 3.800.00 |Allisrce Ercavation Senvices
Corfuresn Allisnce Excavation Senices
Flataeork, F 2.200.00 |Alience Ercavation Senvices
Dther F -
Rough Carpentry
Frarming Labor ¥  TF.B00.00 |Eureks Housing Dewveloprient
Floor ¥ -
Walls F  5,.200.00 [Abydos Supphy
Reoof F  F.800.00 [Abydos Supphy
Soffit & Fescia F  1,600.00 [Abydos Supphy
Other ¥ -
HWAL
HVAC F 219000 [Besls HWAC
Tther ¥ -

Fagel



House Flan:

S0 Ft
Bedrooms: Bathrooms:
G /L Code | Construction Category Est. Cost wendor'Contractor Description/Hotes
Plumbing
Plu rnbing F 822000 |Eurska Plurnbing
Plurnbing Firtures F 268000 |Eureka Plumbing
Weter & Sewer Laterals | F 2.200.00 |Eurska Plurnbing
Other ¥ -
Litility Install
Ges Leteral bl T15.00 |Wulesn Enengy & Ges
Electrical Lateral b 700 |V ulean Enengy 8 Ges
Dther E] -
Electrical
Electrical F 558300 [Jupitar Electrical
Lighting Fixtures F1.200.00 |TED
Dther b -
Roofing
Reoofing F  T.FE6.00 |Mars Roofing
Other ¥ -
Windows F  1,BBEB.2G |Firsfhy Wirdows
Euterior Doors ] 747.54 |Flanst Windo & Door
Exterior Finishes F  2BERT4 |Abwdos Supphy
Insulation
Foundstion b - |Abwdos Supph
e F  1.B85.00 |Enterprise Insulstion
Ceiling i - Erterprise Insulsation
Other b 240.00 |Ernterprise Insulation
Other ¥ 23288 |Abywdos Supphy
Dther F 26000 |TBD
Dryweall
Conywsll F 200000 |Klingon Do I
Dyl Finishing Labor F 226120 |Klingon Dnvees i
Other ¥ -
Interior Millworks
Inte rior Doors. F 1.281.01 |Abwdos Supphy
Irterior Trim fi S06.7 1 [Abydos Supphy
Irbe rior Herdware ¥ 582 14 |Abydos Supphy
Other F -
Faint F 1.000.00 |Abwdos Sup phe
Flooring
Flooring Msterials F 225600 [Floor Planst
Flooring Install Labar F  1,802.50 [Floor Planst
Flooring Msterials f] -
Flooring Irstall Lakor ] -
Other ¥ -
{abinets
Cebinsts F 283044 |Kitchen Werkd
Cshinet Install f] Er6.00 |Kitchen Wearld
Lountertops
Counte rhops. F 144074 [Eitchen Warld
Courtertop Install i - Kitchen Wharkd
Applianoes F 260000 |Fuchsbeu Home & Supphr
Toilet, Bath, & Laundry Hdwr| .00 |Fushsbau Hore & Supphy
Window Coverings b 500.00 |Fesistance Wirdow Deoore & NMore
{Garage Door [Overhead) F 107708 |Planet wWirdow & Door
Gutters i 1,675.00 [Narak, Gutter
Landscaping F 200000 [TED
Budget Total § 201 67162
Signature:

Fage 2



Entering Sales Reciepts

Using Sales Receipts will is the quickest and

@ easiest way to enter funds into your jobs

Create Sales

Receipts and is a great way to keep track of those

funds within the reports.

3

Receive
Payments

2'Yoda, Grogu - 120 Alderaan

o K M =

Sﬂle Galag 2 Cushsrmiar Joh

Yoda, Grogu - 120 Alderaan

HH [ hs Customer_oh
CAM | 1 oaier Customer.Job
Carter, John b
Wirk, Jamas T - 123 Mars b
Princess. Leia - 127 Fire Fiy b
Shywalket, Lilly - 123 Alderaan b
Spock, John - 182 Nebuls Job
Stark, Chics - 188 Nebula Job
Wells, Helen G - 125 Fire Fly Job
Wakering, Hugh - 15T Stargale b
USDARD Customer_ob

TEMPLATE S l

Cusiom Sales Recsipt

Dally Sales Summary

Sales Receipt
g B E | w

T
CHECK C&Emot e CHECK v

i — Grogu Yoda

08/1872021 W 120 Alderaan West
SALE NO Alamosa, CO 81101

Draw 1-DPA

T
WHELUK W

78524



Entering Sales Receipts

iy J Tirlls SeEnpa 10 il = D=y i iyl

Sales Receipt

- G Tl
mAEEIt W sk e

u - — i [ -] LA
i B = =
= v
lg =1
(SO T L BagCepm i | T e i o el

Pl | FriLl D T ‘ o i il i B

The total of items should be the first draw
amount provided at or after closing

5300000




Recording Deposits

I

Credle Saer
BELECT S
Wl el maEnaed bpe i ppen
el parTranis. By Farand s - E
i Bt ]
AL ETT PRSI ST T DR T I.'E'l.‘:'ﬁ"!
&
[ ey RCFT o Gsary | Frncenn L & D0E0 0D
|-“ TR R oPs T Gy & o, G &3 500 B0
O e —
Sabedl BE el W
. - -
TSR T < e D ) + | Cuw ORI B Eeew S
Be sure to make sure your depositing to the right
account, the date is correct and the amount is
correct.
S s L5 el



Entering Bills

Master Jedi Tips:

e Use Invoice Number and Month and Year
for Ref. No.

@

Enter Bills

o Add reason for purchase, address number
or family names to Memo to ensure timely
deposit by vendor.

o Copy Expense Memo CTRL + C and Paste in
other Memo Lines then change just name

W T Crng -+ &

Bill o Ensure you have the right vendor
Estmrparin irs ulalion - " T T |

and all of their information is

Ealsrpnys npolaion ‘ R
S3ME Treks Lana st S |10, TTEG correct.

Marmaia COET0

2T W
« Double check the date & Amount
nsiladen- 120, 127, 161, 188 LTH | . Enter a Memo

I xpmanan FI0.rrLen | N

B2 ISaRE 2 155 0] inaagtaman- J Kaw - 120 Mars Oty TR0, Jamaa T tF3 e
[0 LR T 155 ) imtanianednL Penorss 137 Fre Fiy Cawaey 1 Priscass, L - 83T Fe =
B - i maEsn 158 (0F  imtaiames-p Spach: BN Hkbul b Ty 1 Speeai, ot - B3 Wabu F
B30 - isananan 2158 03 iegasiateen-C Suene- 158 Platuia ety 1 Siark. Crio - 163 babu =
B2M0 - s 2154 O iedapiiian-H Witestng- 14 ) Sialgue Gradary 1 VEghvireneg, Hugh - 157 =

Choose the correct account

Double check the amount for each

« Don’t forget the Memo (Memos help for reference and
research later.

« Choose the right Job

\a : —
Pay Bilts I ‘



Running your Profit & Loss Report

Uemarged Rep
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Cararrentad Heporty

Company Jrapshat Thes Weet
Process Ml Rup: BT s Weektoaute
=y
Prodt A Loy Sances ACCTES  Thes Mosth
Caalomern & Recehaties Thes Wonih-do-Gate
¥ » Pl & Leas YTO Compasson This Fiscal Quanter
2908 Tirw A Weage * oM A Lo Prey Yaur Corpataon This Fidcal Cuaders .
Yen00s & Payadies »  ProfALoes by Jeb »
Thes Fiacal Yeur
Lrogicpees & Papnct * PuSiLess tyCane
] »  Pysft 4 Loss Unclassied This Fiscal Year4o Last Montn
Accoumtant & Tares b ecame By Customer Durneniny This Fuscal Yeardo-cate
Bagets & Forecasn *  Igcome By Cusdamer Detas Yesherduy
st s Epenses by Yendor Summary Last Weet
Ceetetez Reports , W”:‘ Vg Dyt Last Weet to-cate
noane & Expende Craoh
Custon Regom . Last Mosth
@atance Shee! Slascard L3t Mol to Sate
Trasgacton Lastory z::-:: ;:::i:i:‘v‘y. Lot Fiycat
Tranesdoq Jowrra Baldace Sreet Frey Yo i Comtanion A e
Dalsnce Theo! 2y Onas LastRecal Vear v
N (o, Geagh Last Facal Yeardo-aade
E | Stmeect of Cash Flows
5}:”"*“ Cast Foom ¥ orecast
Fhareas
I e Rt £ e £ Hepuun e 1 M roa i # Prwyj = Emaf = Egosl v Hats Hegde Rafregn
s [N - Fron LR W 30nBy Deina x
Beport Planis: s Aronasd Taxs e | Mers
. Sample 502 NFE Eurela
s Profit & Loss Detadl
Acrruad Buses Al Té afdadctian
Topsn Zain L] e e Cir gt Areoer [
Lt}
A - ) | e S ey
(] Taw b w gl =t L (i Qi 3 e, Ll D 1 1198 - sl Al 5SS 0 A8 50 BE 4
Famh S el TR s Oamis v Carar § ) et B (=5 e T [ EY.-. 0. - o R -
Tomad 4008 Ll i gukt Lol 18 i i i ood B8
AED - O STl e A ain Lade s
Your report should Lan Hete gl i ] [ [ T Tay Pdsi i 120 - (e BB Eoid BE
Lk R e ] (= =1 OEmiy & 0Fs e Pl b . e [Py i e o [aF- -0
. . Tdmn D gy [ Oascy ! mEsdad LR T (o 0 LT a i e 16 0 B
IOOk Ilke thls Lami D i [ Doy 7 o, T Tai b FnF 11 ey P FEpaE bE
Tk i [T Py e b 8 O g 38 bidd B8
Towm Feioea 1M R i TH 8 b
Sircan Profe el 1 ] i34 d B
Bkl Fdat
B - B ey P TE
il Sl AN i 17348 Oamey & Carier § Bammp S5 S Acoms el el | -0
Bl T 1334 Oagey £ ok iem Bame Py SN - AoDes el gl i hidS b
[ ] Bl T 12047 Oasccy © Forcada Bumuisg SFm JoE5E Acooo Rl by - W
{ 5] Sl AN 11348 Esy & Sl By Fm 0 Acooo RO O 1858 B2
{1 ] Sl BT 11348 Camry & Spooi J Bubzig Fem EE Acooa |- -] (R -§-
Ea T 1334 F GEgory © demis e Badoirs g f== S0l Aoooo el i 5408
Ea L g Byl 1733 Caaccy b i arm Bty FEmn S0DE  Anooa Rl o 03 0E
Tomw G2LT  Hebor) farre Tes .20 0 L o]
BN Lot
L e TA 1734 Omarey #-Corier £ Lok 1554 B e 51 DOE: 51 bl D
Bl B ATEM 1154 Gancoy £, lem Lok 1558 Pa TODE - Aroes 21 DDR ol 103 00 DE
Bl e AT (R E] Dancey | freoman Lot 1257 Pa DD Acooo 241 D i 1231008 02
-] 5L TN 1784 Gmry ¥ Sirpwal Lot 1550 Fa s kroms 29 D0 0 IT4 b0l 0
24 ST 177 Oawry b Spmoi, 4 izt 130 P T8 Aoosa 31 DO i 45 ol D8
Bdl B ST T84 Oaimey ¢ S, TR Lk 1287 Pa SO0 Aoows 21 D02 ok 08 Dd 02
LT} SN AT 1234 Cascey ¥ Wwin, e Lok 1202 Pu DE  Aooma 21 DO O 7 Do b
2 BATEH [h=" ] Gamry © frare ioh 1388 P LS dcoma =4 D02 I A5E CEE 2
Tosd £ L A O +08 00 02
BT« Fowen Pan
2 I ATEI 123 Cmiacy' ¥ Cirler £ o D NS  Adooo [ [
2 "R TAIN e Gamry © Wi dom fokm T K- TS oo BEE DT 1554




Running your Budget vs Actual Report(s)

i Budget vs. Actual
S - - Sapm 8t
Standard Memon — pee  we
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e — M AR LR e
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——— it . s e LY
e — i
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ot A
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O | s wee
Ban«ing Rus | This Woek-10-date
This Month
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ACOOUNEEN: & Taxes This Month-30-date
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This Fscal Year
This Facal Year-10-Last Moatn
F4 This Fracal Year-to-gate
Yesle iy
Lot Week
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e [ T
o s | LSt MONIN-30-Cl0
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See next page... m— Nt Face Year

Dates 7] custom

Fur dethsid B Llq = Th !

Note: To run individual reports leave
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Bspont flaga & Sicram =0 Nl | ey
" Sampde 502 NPE Eurska Your report should look like this

T Profin & Loss Budget vs. Actual . o .
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Running Individual Job Budget vs Actuals

Pl

Filrreh A33E A0

Customize Report Comment on Report 5 Biwe Gl
Plieven E dbit
(eI This Fiscal Yea-io-dale =  From
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A R
i TR RS
B ol LaTER

Galany 3

CLl 8 el DS OF R

AT L

Start typing Name into the
Choose Filter field and it will
quickly find the Name Filter
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SHCW HEADER INFORMATION PARE LY Ol

# CompanyMame  Sampie 502 NPE Eureka [i"-’"*"*

# Report Jile [Bucget va Acual-Grogu Yac = °

# Subtlie January 1 thecugh August 18, _ Tew  Campiny

# Date Propared 12031101 v b Wl Change Report Title
# Time Prepared Than Sal- | to include the name
+ Report fasis wrera= a2 | of the Family or the
< Prind header on pages afler firs! page I:Eh.:_— x T Address of the
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Running Individual Job Budget vs Actuals

Master Jedi Class
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EXTRERREN

i K K

be exported to Excel to remove the other sections.

™
. L
s [
- j
=T T =]
1% (1] =
i wm 1=
. T T

- B B B B I I I I

Risplay Eifters

SHAOW HEADER IMFORSBATION

HeaderFooter

# CompanyMName | Sample 502 NPE Eurela
¥ Repor Tile [Bucget va Acual-Grogu Yac
# Sutetie January 1 theough August 18, _

¥ Crate Prepared
= Time Pgepared

= Repot Basis

123101 v

< Pring hizgader on pages afer firs] page

Sl FOOTER |WF SR MATON

« Fage Humbaer

» Egira Fooler Line

Fage 1 ¥

+ Prind figober on first page

Change Report Title
to include the name
of the Family or the
Address of the
Home

vt

Candel Hip

After you run the report you will get a report with three
sections. The other two Total sections are not needed
and will make the printed report to large. It will need to

E E X ER =
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Exporting Reports to Excel

Prinf v Emall v Excel v Hide Hegder Collapse Rows Collapse Columns

21 ® Show Columas Create New Workshest
Update Existing Workshest

Master Jedi Class

WHAT WOULD YOU LIKE TO DO WITH IS REPORT?
® Create néw worksheet
® in new workbook
7 in existing workbook
O Update an existing worksheet How i1 works
7 Replace an exising worksheet

™ Create 3 comma separated values ( csv) file

Adyanced...

Cancel Help

You will only need
the columns that go with the Job
Highlight and delete the extra columns not needed

before saving/printing the report.

Vieds, Grogu - 18 Udarasn

| Galcry 7] 'rurﬁl'uﬂ | TotaL
Jeo i Aeg B Budger  §werBudgel % of Budget fil m "Inﬂmﬁ Iu 'HH-HH.H g :Iﬂmﬂ m
4000 - L7 L nan Draws 4000 [0 M A0 100 % qnp. | ﬂ! | amn s E i 1*_ } ..p.]n. | 1119
4108 - (ieram Payesent Aussslancs 4 hod 00 i & Bl 100 &% mm | [l | !,h'ﬂﬂ. | 100 0% E !m'lﬂl: | m_ | !,Hlﬂln. | 16.5%)
A - Conainicin intome i i i bl LEY L1 H-H i 1 A i L1 s
Wl - Rutacontr anors Fapenme L1 % [ Ll L1 e I [T Ll fLd a8 L%
Total income Lt b LI Thabh 1t i ELE0d b L) E1 s b s | K3 [ (1] N o s

Cord il Goode Sold 1 | Bt | | ' [ |
am L] [l s | (1 L1 ] (1.1
L 3 L] s % ¥ 0%

$0000 « Bzt 6l Gooda Sold 0
e

ENi H-3 Bl i .1H.ﬂ- i Rl g N0 HR
e
L

TR
anh 1

A R
[T ot o | i




Memorizing Reports
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Running lists out of your accounting
software is a quick easy way to get
a mailing list, email list or phone list
together quickly.
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Notice the blank columns in this report. The more information you input
the better your reports can be. If you have empty columns because it’s
not something you want to keep track of you can customize the columns by
customizing the report and memorizing it the same way we customized and
memorized the Budget vs Actual report.

Master Jedi Class
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https://www.double-entry-bookkeeping.com/nonprofit/non-profit-chart-of-accounts/

COA suggestions that also details where the account will show up on your financial statements

https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-

accounts/

Good article on overview of COA

https://www.projectedfinancialstatements.com/pages/npchartofaccounts.asp

Sample Chart of Accounts for Non-profit

https://www.accountingcoach.com/chart-of-accounts/explanation/2

Sample Chart of Accounts for a Small Company

https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-
implementation

Good series of articles on establishing your accounting system

https://quickbooks.intuit.com/learn-support/

QuickBooks is always a good place to find articles, videos and instructions.


https://www.double-entry-bookkeeping.com/nonprofit/non-profit-chart-of-accounts/
https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-accounts/
https://www.aplos.com/academy/nonprofit/nonprofit-accounting/lessons/what-is-a-nonprofit-chart-of-accounts/
https://www.projectedfinancialstatements.com/pages/npchartofaccounts.asp
https://www.accountingcoach.com/chart-of-accounts/explanation/2
https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-implementation
https://www.techsoup.org/Support/articles-and-how-tos/quickbooks-for-nonprofits-planning-and-implementation
https://quickbooks.intuit.com/learn-support/
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