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Overview

Troop 2 uses Quick Books to track its finances. Used correctly it can help create statements, reports for tracking spending trends, verify payments from individuals and create budgets. In order to get the most out of the program, transactions must be accurately assigned to the available Chart of Accounts.

The majority of the money that the troop collects is placed in a pass-through income account that is then spent in a corresponding pass-through expense account (i.e. summer camp, T-Shirts, camping trip, etc.).
Dues are the only form of income that are invoiced and can then be spent through several expense accounts (i.e. equipment, propane, court of honor, etc.) Dues are invoiced so that individual statements can be generated and mailed.

Members of the troop are treated as Customers in QuickBooks.

Chart of accounts

1. The Chart of Accounts can be accessed by selecting the menu item “Company/Chart of Accounts”. The accounts were created to track the major sources of income and expenses. 
2. The Misc. income and expense accounts should only be used as a last resort. If a miscellaneous expense is large or if you suspect it will be recurring, it would be easier to monitor the finances by adding a new account to the chart.
3. The accounts can have several levels of details in order to be as specific as possible on the source of the income or expense. (i.e. Camping Expenses is broken into Camp Food, Camp Reservation Fee and Whitewater Challengers.) You should categorize transactions at the lowest possible level.

4. In order to make it simpler to examine trends over the years, a few of the accounts have been divided by year. (i.e. Flower Sale, Summer Camp)

5. Note that although summer camp is a pass-through account, income is tracked on an individual basis via the invoices but expensed via the single Summer Camp Pass Through account. 
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Dues and Statements
Handling dues involves performing the following tasks in the spring and fall:
1. Create an Item and Service

2. Invoice a member

3. Generate statements and mailing them
Each of these tasks is explained below.
Create an Item and Service

1. In order to invoice a member, they must be charged for a service.
2. To view the current services select the menu item “Lists/Item List”. (See Example Chart of Accounts)
3. To add a new service, right click in the list and select the “New” menu item. 
a. In the Type dropdown list, select “Service”.
b. In the Item Name/Number text box, enter the name of the dues period.

c. In the Rate text box, enter “43”.

d. In the Account dropdown list, select “Dues”.

e. Press the OK button.

Example list of Items and Services 
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Add new Item and Service 
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Invoice a member
1. Click on the menu item “Customers/Create Invoices”.

2. Perform the following steps for all members of the troop. (Note that Eagle scouts don’t pay dues.)

a. In the Customer:Job dropdown list, select the member to be billed.

b. In the Item column of the list, select the name of the Item/Service (dues period).
c. Press the “Save & New” button.

d. Repeat for all members.
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Generating statements and mailing them
1. Click on the menu item “Customers/Create Statements”.

2. Make sure the following radio buttons and checkboxes are selected
a. Enter Statement Date and Type = “All open transactions as of Statement Date”
b. Select Customers = “All Customers”

c. Template = “Troop 2 Statement”

d. Show invoice item details on statements

e. Do not create statements with a zero balance

3. Press the Preview button to preview the statements

4. If the statements look good, press the print button

5. Staple additional reports from Troopmaster to the statement

6. Fold the statements and insert into a double-window envelope so that the two address show through

Create Statements 
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Income

Dues payments

1. Click on the menu item “Customers/Receive Payments”

2. In the Received From dropdown list, select the member that is paying their dues

3. In the Amount text box enter the amount received

4. In the Check # text box enter the number on the check

5. Press the “Save & Close” button

Receive a customer payment
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Making deposits

When a suitable number of checks have been accumulated, they need to be bundled into a deposit and entered in Quickbooks.

1. Click the menu item “Banking/Make Deposits”
2. A window will appear listing all of the currently undeposited payments (See example below)

3. Press the “Select All” button and the “OK” button.
4. The Make Deposit spreadsheet will appear. (See example below)

5. On the first unused line, enter the following columns

a. Received From

b. From Account (See table below)
c. Memo

d. Check Number

e. Payment Type

f. Amount

6. Note the total at the bottom of the window and enter it on the deposit slip

7. Press the “Save & Close” button

8. Take deposit to bank

	Income Source
	Chart of Accounts
	Notes

	Camping trips
	Camp Payment
	Enter the month of the camp in the memo field

	Summer camp
	Summer Camp Income
	

	T-Shirts
	T-Shirts
	

	Flower Sale
	Flower Sale Income
	


Payments to Deposit Window
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Make Deposits Window
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QuickBooks Terms
1. Chart of Accounts – Categorization of income and expense accounts. Transactions are assigned to specific accounts in order to track cash flows.

2. Items and Services – Describes billable services that the troop provides. Billable services appear on members statements.

3. Customer – Represents a member of the troop.

4. Vendor – Represents an organization that the troop pays.

