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What can | do to make sure that everything
works properly?

e Setup is paramount

« Create a transaction for everything
» Don't delete
» Don't alter (change) existing transactions

« Verify information regularly
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Chart of Accounts Setup->Billing->Chart of Accounts

v" Exact match is crucial
v Account name or number-which one do I use*?
v Account type

.
=1
=1
n

Income Active

-OR-

Membership Dues:Dues Renewal Income Active

+4000 - Membership Dues
+MNew Membership Dues
+Re4nstated Membership

+4005 * Dues Renewal | |income |

Income

*Notice that account 4005 is a sub-account of 4000 — if using the account name then ALL
of the accounts need to be included when adding to database with a colon separating
each. If using account number then only the specific account needs to be entered (this
only applies to QB users).
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Fee Items List Setup->Billing->Fee Items List

v" Assigning to the correct account is @ e ltem Propertes - oail Firfox
C ru C i a |* (] https://secure2.chambermaster.com/directory/jsp/billing/fee
. New Fee ltem
/ What Item type do I Choose? "@'RegularFee ) Bundled Fee @
v" Cash or Accrual? ——
« Must have a minimum of one item per e -

account, but any number of items can be e 008 ity r e
assigned to the same account. Status: Acive

Frequency: One-Time

404 A

Collection Basis: Cash

* Item type designates the module where that Votuntary

D Treat thiz fee as voluntary.

the item may be assigned S
« Collection basis does not affect the journal  croun: © -
entry export — it is a filter on various other | sevesmt | [ Cancel

billing reports.

* ‘Income’ appears as a system default — this is not an actual account. If not changed it will show on the
journal entry export as a [account missing: id=0] and cause problems if imported.
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v" Exact match is crucial
v Used the same way as in QuickBooks
v" Included in Journal Entry Export

Transaction Classes* setup->Billing->Transaction Classes

Billing Transaction Classes

Name

Administrative

Adminisgtrative:Chamber Dues

Administrative: Test

Adminizgtrative: Tourizm

Administrative VWest

Administrative: golf

EAST

EASTtest

HORTH

NORTH:test

O o O o o (o (4

SOUTH

Add New Class

* Applies to QuickBooks users only.
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Am | following proper accounting procedures?

As a general guideline it is always best to create a transaction
for every action that needs to be taken. This assures that you
will be able to trace activity back to its original information.
* Never delete a transaction

» An adjusting entry is not created in your database

» Historical reports will change
* Never change an existing transaction

» An adjusting entry is not created in your database

» Historical reports will change

Adjustments can be made by using write-offs, credits, etc.
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Common reasons why transactions are deleted or changed
and the recommended process (always confirm with your
accountant):

« Invoice isn't going to be paid - WRITEOFF

* Invoice amount isn't correct - WRITEOFF AND CREATE NEW, CORRECT,
INVOICE or CREATE CREDIT AND APPLY TO INVOICE (applicable to invoices
that need to be decreased only)

« Invoice date is wrong — UNIQUE CASE; in this instance it is ok to change the
date BUT if the transaction has been included in a journal entry export it is
necessary to address things in the financial software as an adjusting entry
will not be generated.

« Invoice due date is wrong — this is ok to change as it does not affect any of
the financial reports other than Accounts Receivable type reports
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How do | know that I'm importing correct

Information?
When using the journal entry

export it is recommended that
the information is verified prior
to exporting. Billing->Reports->Executive

Nothing makes its way into your
accounting software until it's imported
» Verify entries prior to export
» Exclude entries that appear
incorrect

If a transaction is not reporting to the proper
account, if a class is missing, if an amount
doesn’t look correct, etc. then uncheck the
box to the left, and the transaction will be
excluded from the export. Once it has been
corrected it can then be exported.

Billing

Billing Center | Invoices

Billing Reports

Sales Receipts

Payments

Credits

Journal Entry Export - Accrual Basis

filter options

Report From: 10/01/2014
Through: 10/31/2014

Show exported transactions
|:| Show refunds @

&
&

Statements

View: Detail

Format:

Iltem Type:

Class:

CSV (Excel)
Deposits: Show Deposit Transactions Individually

Deposits

Select Another Report

-

-

-

-

Export Batch: Journal Entry Export 10/31/2014 11:074M
Most recent export: 10/25/2014 view history

Save Export Batch

“fou are cumently exporting voluntary fees when they are billed.
If you would like to only export voluntary fees when they are paid dick the help for more info. 9

RefreshReport | | PritRepot | [ prtpoF | | Export | [ Resetoptions
Journal Entry Detail Report
October 1, 2014 - October 31, 2014
[l Transaction Memo Account Class | Debit | Credit
Invoice 3 Angels Clothing, Inc. Accounts Receivable 1000.00 0.00
Ref#: 15010
| [10012014 —
Crestes: /1B2014 1214 Golf Tournament Registration EC;:]“" mesing: Administrative Test 0.00| 1000.00
Exported: [Not Exported]
\
Invoice ] .
Ref# 15011 Dart Maintenance & Supply Accounts Receivable 10.00 0.00
10/01/2014
Created: 09/18/2014 12:35pm Parking Space Rental Special Events Income | Administrative: Test 0.00 10.00
Exported: [Not Exported]

02/23/2015 8




ICronet

corporated

s

How do | verify that what has been imported Is

correct?
« Asummary view of the journal entry export will show the totals

for each account during a specific period. Biling->Reports->Executive
« This can be compared to various reports in your financial software for accuracy.

Billing

filter options

k3
B
3
=]
[ENE
=
g
L=}

[C] show refun ds @
[T] Include deposit transactions
[] Display all account ts
nnnnnnnnnnn | [ erntReport | [ pPrntPoF | | Export | [ Resetopt
Journal Entry Summary Report
October 1, 2014 - October 31, 2014
Account Name | | Account Type Debit Credit
Accounts Receivable details
Accounts Receivable Accounts Receivable 14278
Undeposited Funds Asset 8626.99 1]
embershipODues | llncome 25
Sales Tax Payable Other Current Liability 0.00 325
Write-Off Ex] pense |Ex pense 29959
Deferred Revenue Test Account Other Current Liability
Accounts Receivable Total: | 28313.22| 28313.22

02/23/2015 9



|cronet

corporated

What do | do when | have new members*?

* Add new members to your QuickBooks customer list prior to

Importing journal entries.

v" Prior to importing journal entries be sure to add new members to the
customer list in QuickBooks as an exact match.
v' This prevents import issues.

The Company Name field from the ™™ & o emen i B b~ e A~ Michale Cramber /D

database needs to match the Customer Member Management

Members General | Reps | Web | Communication | Account | Stats | Advanced | Marketing | Files

Name In QU ICkB 00 kS ) Groups 3 Angels Clothing, Inc. vLogin as this Member

Communication
u3 Mew Customer =] -
el werge no. I8
l:UStOmEF Mame 3 Angels Cloﬁwing Inc.| ]
I . 14 @ Contact Information »
Opening Balance as o How do I determine
10/31/2014 [ 6] the opening balance? Company Name: 3 Angels Clothing, Inc. l Bundled Fee Tracking...
E—
AddressInfo | AddfonalInfo | Paymentinfo |  JobInfo Primary Phone: | (305) 784-8850 Fax. [CeanFirst
Info Request Alternate Phone: (305) 794-8880 Email. dmateo@3angelsciothing.com1234 .
Company Mame Contact Billing Tol-Free Phone: Website: http:/fwww.3angelsclothing.com @
Mr. Ms. f... Phone Reports Cell Phone: Use Physical Address as the Mailing Address
Firgt Name M.I FAX Cloud Drive Physical Addrese: 9713 NE 2nd. Avenue Mailing Address: |971 3 ME 2nd. Avenue
Customer is . |
Last Name Alt. Phone e SmartText ) ) : ) ) -
Ak Contact P— City/State/Zip: Brainer 4 MN 56401 City/StateiZip: [Brainerd IMN [s8401
. Gift Cards Country: Country: |
-mai
eCommerce b Email Member » Print Labels
Cc
Addresses SEN @ Additional Information
Bill To ship To hd Account
Webinars €@ Custom Fields
Request Support

O in Merge Into... | Delete Member

Linked Accounts

*This only applies to QuickBooks users



|cronet

corporated

How do | know If member names have

changed*?
« Member names always need to stay matched across systems.
v" Run a Member Record Updates report and look for Company Name
changes since your last export.

» Reports->Membership->Member Record Updates
v Update QuickBooks Customer Name to match the New Value

chambermaster
PRO

p Find = + Add v Michelle's Chamber / 1D:1528 ‘

Reports

Dashboard

Members Member Update Activity

Groups

Communication ENAR O Clear Fiters
0 e ]
Member: Select a Member

Events -

From: 10/28/2014 |
Jobs -

To: 10/31/2014 2
Advertising
Change Type: Member Company Name

MarketSpace

Changed by:
Mews Releases

Info Request Refresh Listing

Billing
= entries1-10f1 Display 10 < results per page.

l-jeport::- . Member Update Activity Report

Cloud Drive Member Name Field Changed 0Oid Value New Value Date Changed Changed By
SmartText 3 Angels Clothing MemCompanyhlame 3 Angels Clothing, Inc. 3 Angels Clothing | 10/31/14 - 01:41PM

Smarthabile » Print  » Download

Gift Cards

*This only applies to QuickBooks users
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Video links for common issues (QB user errors)

Correcting 'Bad' Accounts on the QB COA

How to troubleshoot a journal entry import error for QB users.

if import has an error in QB, what happens if you do not ignore the 2nd pop up?
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http://screencast.com/t/Htn0cbHZUX
https://micronet.viewscreencasts.com/a0af40904dd7446f820adb4988621778
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