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Membership PLUS Accounting

The Accounting Modules

Accounts

Each data set represents a filing cabinet for financial records. Each account represents a file folder within your filing cabinet.
You'll probably have quite a few accounts. They could include separate folders for tracking checking account records,
savings, vehicle expenses, office supplies, maintenance, charitable gifts, and utilities, to name a few. You need to determine
the level of detail you want to track your finances. (You may have one utilities account or separate accounts for electricity,
gas, phone, water, etc.)

Transactions

Each transaction represents a financial event related to one of your accounts that is recorded on paper, such as a paycheck
stub that you file in your salary income folder or an electric bill that is stuffed in a utility account folder. Information for a
transaction, such as a receipt for a credit card purchase, is entered on a transaction form (like a check blank), then
automatically recorded in the check register (like your paper checkbook register) for the appropriate account(s). You can also
record transactions directly into the register, in most cases.

Payees

Each individual or the companies with whom you do business is a payee. Payees is the address book of the Membership
PLUS Accounting modules. It is here you can enter, change, or delete those names of individuals or companies you do
business with. It offers a quick way to correct spelling mistakes or to consolidate information. The purpose of the Payees
module is to assist you in managing your growing list of payees.

Fund Accounting

Fund accounting is typically used by those organizations that are deliberately structured for not-for-profit operation, such as
churches, schools, hospitals, and local governments. In this context, a fund is a collection of self-balancing accounts related
to a specified subset of the activities of the organization. Membership PLUS uses Fund Accounting for its accounting system.

In most respects, using fund accounting is the same as using it for maintaining your personal finances. However, there are
some added details geared to the not-for-profit organization.

When wusing fund accounting, you create special equity account
represents one of your funds. When you add other accounts, you specify the fund that each account is to be linked to.

In not-for-profit organizations, the amount available to spend on any particular fund is dictated by the income generated, less
any expenses already incurred. Membership PLUS automatically calculates this for you by updating the Fund balance for the
effect of each transaction.

Making the Transition

Since you probably wono6RLUSoeng itnh eu ssiannge Mleanyb eyrosuh ioppen your account
plan for incorporating Membership PLUS into your financial record keeping system. To make the transition a smooth one,
you need to organize your existing account records before setting up your Membership PLUS accounting system.

The beginning of a new year is an ideal time to start using Membership PLUS, because this is when you receive your year-
end statements for your accounts. However, you can make the transition at any time of year. The easiest way to make the
transition is to set a specific date (such as May 1) on which you will begin using Membership PLUS to record your
transactions. Then, follow these guidelines for each of your Membership PLUS accounts (checking, credit cards, etc.):

1. Using your current record keeping system, balance the account for the previous month. For example, if you want to
begin entering transactions in Membership PLUS on May 1, balance your account through April 30. Then, enter the
resulting balance as the Beginning Balance for the account in Membership PLUS.

2. Begin entering your transactions (checks written, deposits and payments made, etc.) in Membership PLUS on May
1. See page 14 for details on entering transactions.

3. When you want to balance the account for the first time in Membership PLUS (on June 1 when you receive your
next statement, for example), you will undoubtedly find checks, deposits or other transactions listed on your
statement that occurred prior to May PLUStetodds (Ubegyaut t o i gnor
previous record keeping system to keep track of any transactions that occurred prior to May 1.) Then balance the
account using the Membership PLUS reconciliation feature, clearing only those transactions appearing on your
statement that occurred on or after May 1. See page 22 for details on balancing accounts.



Quick Tutorial

Setting Up Your Accounts

When you open the Accounts module for the first time, Membership PLUS will detect that you haven't entered any accounts.
Once Membership PLUS detects there are no accounts, the program will display a menu of three choices for creating
accounts: Import from MoneyCounts, Create a default Chart of Accounts, and Enter accounts manually.

To open the Accounting module, on the Module bar at the left, click on Accounting, and then click the Accounts button.

Import from MoneyCounts

This option imports all your MoneyCounts accounts, transactions, and payees into the Accounting modules of Membership
PLUS; no modifications will be necessary. (Note: It would be wise before importing from MoneyCounts to backup your
MoneyCounts data set.) Membership PLUS Accounting modules will treat any investment accounts you had in Membership
PLUS as normal general ledger accounts. Membership PLUS accounting modules do not have special investment features
like most popular financial programs.

Note: Import from MoneyCounts only imports data from
MoneyCounts 9.0 for Windows.

Create a default Chart of Accounts

For this option Membership PLUS will create a basic set of predefined accounts that you can use, add to, or modify for you

purposes.

Enter accounts manually

This option allows you to set up your own chart of accounts.

Note: If you choose to enter accounts manually, it is best to setup your
Fund Balance accounts first before adding other types of accounts. At
a minimum, it is highly recommended that you create a Fund Balance

account called fiGener al Fundo.
Creating and Editing Accounts
The Accounts module allows you to create
your account s, the balance amounts wil

see a set of buttons you can use to work with your accounts.

New Accounts

new

al

SO

accounts
appear o

n

and
t he

Clicking the Add button opens the Data Entry page where you can enter pertinent information for a new account. Use Data
Entry page to set up accounts manually if you elected not to use a set of predefined accounts, or if you need additional

accounts.
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Youédl I use separate accounts for different types of transactio
checks youdve written and an EI| ecspentioceleetriyount to track the amo
Account Typed Each account is assigned an account type. For example, your Checking account would be assigned a

Checking account type and your Electric account would be assigned an Expense account type.

Beginning Balanced Enter a beginning balance for accounts that have an existing balance, such as checking, savings, and

credit card accounts.

Account Creation Dated When you create an account, the program assigns Yyol

account 6s cr &sdoed NDOMin dng mamner r&sthict you from entering transactions dated prior to that creation
date; and when you do so, the program adjusts the Account Creation Date to match the transaction date. However, if you do
NOT add transactions to an account, using the system date can result in misleading information being presented in some
reports.

For example, assume you started using Membership PLUS on March 5 of this year. You recorded beginning balances for

other asset accounts chiildlead 1id®albsto ndnigce On mtndadidvet ransacti ons to
year, you decide to prepare Balance Sheet reports to compare the value of those asset accounts on December 31 with their

value on January 1. Because you created the accounts March5, t he reports dondt shdoewenany value
though you owned both the house and the car on that date.

To prevent this situation, you can manually enter an Account Creation Date either when you first add the account or later by
editing an existing account. In our parsonage and car example, you would want to set the Creation Date for both accounts to
January 1. To do so now, enter the new date in the Account Creation Date field. To do so later, click the Edit button to enter
the new date in the Account Creation Date field.

Edit Accounts

To modify an account definition (account type, beginning balance, etc.), highlight the account on the List page and click the
Edit button on the tool bar. The Data Entry page will display. Once you have made your edits, click the Save button to save
your changes.

Note: You will only be able to edit the account name, additional information, creation
date, beginning balance and mark freconcilabledonce transactions are posted to the
account. Account type, number, and fund account may not be edited after
transactions are posted.

Delete Accounts

To permanently remove an account from the List page, highlight the desired account, then click the Delete button on the tool
bar.

Sort By

To change the order of your account records on the List page, click Sort by on the tool bar and from the list choose an option.
You can order the accounts by account name, account type, or account number. (To sort by number, you must first assign
Account Numbers to each account.)

Establishing Budgets

Budgets can be useful tools for monitoring your spending and for financial planning. For example, you could set up a budget
for your Office Supplies account to plan expenses for the various supplies you need. And, because you can store budgets for
more than one year, you can print comparison reports and easi |l

Membership PLUS automatically attaches budgets to all created accounts. When you create an account on the Data Entry
page of the Accounts module, and then move to the Budgets page, Membership PLUS will automatically create a budget
entry for the account. You will now need to enter budget amounts. The budget information you enter is stored as a part of the
account. You cannot delete a budget for an account. You can zero it out, or you can leave hide accounts with no budgets on
all the time.

Managing Account Groups

Many Membership PLUS reports give you the option to select which accounts you want included in the report. Rather than
considering all your options every time you select a report, Membership PLUS lets you set up groups of accounts ahead of



time. Using the Groups page in the Accounts module, you can define groups and assign accounts to them at any time. Then,
wh e n rgreadybto generate a report, you can select from account or report groups, rather than individual accounts.

Account groups can be used to group similar types of account s
wanttosetupanaccountgr oup named AUtilitiesd to include your gas, el ec

Working with Transactions

Once youdve set up your accounts, wusing a predefined set or L
transactions. Transactions are the daily events you have that include a transfer of money. Any time you write a check, use
your credit card, or buy a pack of chewing gum, you are performing a transaction.

Entering Transactions

There are two ways to enter most transactions: through the Check Register or using the Transaction Form. The Check
Register looks similar to the register most people keep for their check books. It lists all the transactions for a specific
Membership PLUS account. The Transaction Form, which resembles a blank check, is used to write checks, record deposits,
etc. You can access the Transaction Form and Check Register in the Transaction module on the Modules bar, or the from
the Accounts sub-menu on the Modules menu.

Typical Transactions: Recording a Check

Toil l ustrate how to enter a transaction, |l et6s say you wrote a
record this transaction in the Transactions module. Although you can enter transactions using either the Check Register or
the Transacton For m, wed6l |l wuse the Transaction Form for this exampl

Setting Up the Necessary Accounts

To enter the maintenance bill transaction, youdl |l need to adc
module, unless they already exist.

Account Type Account Name Beginning Balance
Checking General Fund Checking  $2500.00
Expense Maintenance Expense None

Setting Up the Transaction

To set up this transaction, open the Transaction Form by clicking the Data Entry tab to enter the transaction on the Form.
When the Form opens, use the selector boxes along the top of the transaction form to select the following:

Account Type: Checking
Account Name: General Fund Checking
Transaction Type: Printed Check

An example is shown below.

[l Membership Plus 11.0 - MP Ver 11 Sample Data - [Transactions]
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Once youdve entered the information, click Save to record the
bar). View the effect on your accounts on the Check Register page. The General Fund Checking account balance will reflect

a $98.44 decrease for the check. If you open the Maintenance Expense account register, that balance shows a $98.44

increase, indicating you spent this amount on electricity.

Modifying Transactions

Changes to an existing transaction can be made on the transaction form or entered directly into the Check Register (see next
page). To use the Transaction Form, open the Transaction module, highlight the transaction in the Check Register page,
then click the Form button at the bottom line of the page. To modify the transaction from the Check Register, select the
Account Type and Name, and then click on the desired transaction to make your changes or click on the Edit button.

Complex Transactions: Entering a Deposit Across Multiple Accounts

Not all of your transactions will be as easy as the simple ones. For example, when you record a deposit, not all of the
receipts go directly into one account. Contributions may be deposited into one checking account but split across multiple
accounts. To track the amounts being recorded to more than one account, you may want to enter your deposits by
separating (or splitting) each amount into a separate account.

Setting Up the Necessary Accounts

For this example, youbll neadet Acadd ntttse nfodlull ewi nd & hegu rdtos 6tto
Account Type Account Name
Checking General Fund Checking
Income General Fund Offerings
Income Building Fund Offerings
Income Benevolent Fund Offerings
Expense AWANA Meals

Setting Up the Transaction

Letds say you deposit $12,000.00 monthly into your checking ac
Fund, $4,000.00 for the Building Fund, $1,350.00 for the Benevolent Fund, and $150.00 reimbursed for AWANA meals. To
record this transaction in Membership PLUS, you would begin by recording the following information on the transaction form:

Account type: Checking

Account name: General Fund Checking
Transaction type: Deposit

Date: Todaybés dat e
Description: Weekly Offerings
Amount: $12,000.00



