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Billing: Understanding the Setup

Setup and maintenance of the billing area
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Why is the Setup important?

e Database transaction defaults are based on setup areas
* Allows for the use of the Journal Entry Export
* Financial reports are based off of the setup information
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Areas to look at:

 System defaults

* Chart of Accounts

* Fee Items List

* Transaction Classes (optional/QB users only)
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System Defaults

 Payment methods

* Payment terms

* Customer messages
* Templates

* Accounts

* Delivery method
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Setup->Association Options->Billing Options & Settings

d'ﬂmbe““és’lg A Find~ o= Add v Michelle’s Chamber / ID:1528 . B b Q @ mic )
Search Help
Dashboard
Members

Organization Management

Administrative Options: Setup

Groups
E TN
Events . . iati

* Association Information » Association Employees/iReps
ot * General Options & Settings * Billing Options & Settings
Advertising » Events Options & Settings } Directory Control Panel
MarketSpace » Member Login Area Options & Settings * Job Posting Settings

News Releases

-
-

Hot Deal Settings Backup/Data Downloads

Info Request » Social Network Publishing ' News Releases

Billing * MarketSpace Settings » Trip Builder Settings

Reports » System Event Log

Cloud Drive -

SmartMobile } Define Directory Categories } Define Locations

eCommerce + Define Group Types } Correspondence Categories

Project/Task } Define Membership Packages } News Release Article Types

Setup * " Define Membership Types } Member Drop Reasons

Jy——— » Manage Permission Sets » Manage Member/Rep Logins
= } Define Default Rep Preferences

Training

Support Help/\Wiki

2 f5in [Ninformation Request

Linked Accounts

»  Consumer "Trip Purpose" Options »  Consumer "Referred By" Options
»  Travel Lead List Contact Groups »  Consumer "Interest" Options
Task List »  General Lead List Contact Groups b Association Publications
6 Mbr Signups }  Events Calendar: View/Edit Event Types }  Publication Distribution/Delivery Methods
f ﬂ:iiﬁg;sace *  Preview Public Information Request Pages »  eReferral Settings/Options
g
3 Mews » Install Quick-Communication Application (Windows Vista or ) i s S .
Releases Greater) Install Quick-Communication Application (Windows XP)
1 New Events
1 Job Postings
1 Pup. Requests
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* These defaults should be set Organization Management
based on the majority Of the Chamber Management: Billing Options & Settings
.l N . . @ Billing Solution
activity that is done within the
database.

@ Appearance

eCommerce:

If using multiple Accounts
Receivable accounts,

which AR Account should
l automated transaction

|:| Use product name only on line item descriptions [ 7]

Invoice Defaults:

L4 Th ese d efa u Its Ca n be C h a nged O n AR Account Accounts Receivable ~  EditAccounts

Payment Terms: Met 30 - [ Edit Payment Terms ] activity report under?
b l b A Customer Message: Thankyou - [ Edit Messages ]
a Case y Case aSIS Delivery Method:  Print-Only hd

D Display the Invoice Discount Memo as the line item description for Invoice Discounts
on member Bill Pay screens and invoices/statements [ 7]

Default Template:  without voluntary fee - [ preview ” edit

o Setting defaUItS is not a Email Cover Letter. | Edit Cover Letter |

Payment/Receipt Defaults:

r‘eq u i re m e nt Of u Si n g t h e Syste m’ Credit Card Pmt Method: CreditCard w (Applicable for sales receipts or payments)

Cash/Check Pmt Method: Check * (Applicable for sales receipts)

it p rOV| d es fo r Statement Defaults:
consistency/efficiency

Default Template: Test Statement - preview” edit ]
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Chart of Accounts

e List of every account in the accounting system
* Drives the financial reports
e Used to provide an overall picture of financial activity

* Database focuses primarily on accounts receivable and income
accounts
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Setup->Billing->Chart of Accounts

» General Options & Settings Billing Options & Settings
Advertising » Events Options & Settings Directory Control Panel
MarketSpace » Member Login Area Options & Settings » Job Posting Settings
News Releases * Hot Deal Settings Backup/Data Downloads
Info Request } Social Network Publishing News Releases

Billing » MarketSpace Settings Trip Builder Settings

» System Event Log

- -

- - -

Reporis

Cloud Drive
Form Builder Member S

SmartMobile » Define Directory Categories
eCommerce * Define Group Types
Project/Task * Define Membership Packages
i » Define Membership Types
» Manage Permission Sets
» Define Default Rep Preferences

-

Define Locations
Correspondence Categories
News Release Article Types
Member Drop Reasons
Manage Member/Rep Logins

- v -

-

Account
Training
Support HelpMWViki

2 f9in [QEinformation Request

LGN+ consumer "Trip Purpose” Options » Consumer "Referred By" Options
}  Travel Lead List Contact Groups »  Consumer "Interest" Options
»  General Lead List Contact Groups »  Association Publications
6 Mbr Signups »  Events Calendar: View/Edit Event Types »  Publication Distribution/Delivery Methods
f Hgﬁ&fgéice »  Preview Public Information Request Pages »  eReferral Settings/Options
Rel:agl::‘s » Grt]ast':rli Quick-Communication Application (Windows Vista or » Install Quick-Communication Application (Windows XP)

1 MNew Events

1 Job Postings
1 Pub, Requests

6 Reminders .

8 Mbr Payments »  Fee ltems List Chart Of Accounts

61 Invoices »  Payment Methods Customer Messages &
1 Web Leads

Define Sales Tax Rates
Template Manager - Cover Letters
Advanced Mass Fee Editor using Excel

»  Payment Terms
»  Template Manager

v v v v v

»  Transaction Classes

Click Here
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Search Help
Dashboard
Members
Groups
Communication
Events

Jobs
Advertising
MarketSpace
News Releases
Info Request
Billing

Reports

Cloud Drive
Form Builder
SmartMobile
eCommerce
Project/Task
Setup

Account
Training
Support Help/\Wiki
3 f¥in
Linked Accounts

Task List m

R Mhr Sinnine

,o Find = + Add *+  Michelle's Chamber / 1D:1528

Organization Management

Edit Chart Of Accounts
Chart of Accounts Filter By Type: - Do Mot Filter - -
Chart of Accounts

Account Name Type Description Status %
Accounts Payable Accounts Payable Active
Accounts Receivable Accounts Receivable Active
Membership Receivable Accounts Receivable Active
CC Checking Bank Active
Checking Bank Active
Savings Bank Active
Office Supplies Expense Active
Event Income:Fishing Extravaganza Income Active
Events:Annual Dinner Income Active
Events:Golf Tournament Income Active
Membership Revenue:Renewal Dues |Income Active DUES
Maonthly Events Income:Breakfasts & )
Luncheons Income Active
Programs:Young Professionals Income Active
Special Events:BE Awards Income Income Active
Deferred Income Other Current Liability Active
GET/HET Payable Other Current Liability Active
HET Payable Other Current Liability Active
Sales Tax Pavable Other Current Liability Active

D Show Inactive Accounts

Add Account

L
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& Edit Account - Mozilla Firefox ==y X

e Enter Account Name (if using
detail journal entry export this
name must match accounting | Create a New Account

Account Name: Bad Debt Expense

SOftwa re exaCtly) Account Type: Expense

oF" https://secure2.chambermast 90% e D "i:? =

-

Account Code : - | AddEdt | @

Account Status: Active -
Description:

 Select appropriate Account

Type Save hl | Cancel

e Click ‘Save’
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+New Dues

QuickBooks Users
e Sub-Accounts must
be set up in a specific
way
v' A colon is placed
directly between
account names
as needed

+4010 . Event Income
4015 - Annual Dinner
eSponsorship

e:Annual Dinner:Spo
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+ 32000 - Owners Equity

4010 . Event Income

QuickBooks Users (cont’d) T e

oNew Du Edit Account

) If ACCOU nt Number and +Renewa Delete Accou

o 4005 - Numr  Make Account Inact

ACCO U nt N ame are #4020 - Mon  Customize Columns .

+4021 - E  \write Checks

separate fields in QB, do 1w Ae e oo

42700 - Ca Enter Credit Card Charges

not use both in CM/MZ 20 o e L

_ i AccountType  Income - Number 4015
v' In QB, right-click on e
the account and om0 oo | M.
choose Edit Account to “37???'?“5"1 Hi—
verify |

Tax-Line Mapping  <Unassigned: ~ | How do | choose the right tax line?
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Fee Items List

e List of products/services sold
e Each item is mapped to an account from the Chart of Accounts
* Primarily set up to track income



Setup->Bill

Advertising

MarketSpace

News Releases
Info Request
Billing

Reports

Cloud Drive
Form Builder
SmartMobile
eCommerce
Project/Task

Account
Training
Support HelpMWiki

3 f¥in
Linked Accounts

6 Mbr Signups

5 HotDeals

1 MarketSpace

3 News
Releases

1 New Events

1 Job Postings

1 Pub. Requests

6 Reminders

& Mbr Payments

61 Invoices
1 Web Leads

DOWNLOAD
AFF APP

Click Here

3
4
4
4
4
3

L4

General Options & Settings

Events Options & Settings

Member Login Area Options & Settings
Hot Deal Settings

Social Network Publishing
MarketSpace Settings

System Event Log

Member

3
3
3
13
3
3

Information Request

- vy r v v w

Ing->Fee [tems List

Billing Options & Settings
Directory Control Panel
Job Posting Settings
Backup/Data Downloads
News Releases

Trip Builder Settings

® memberzone
@= chambermaster

Define Directory Categories
Define Group Types

Define Membership Packages
Define Membership Types
Manage Permission Sets
Define Default Rep Preferences

- v v ¥

-

Define Locations
Correspondence Categories
News Release Article Types
Member Drop Reasons
Manage Member/Rep Logins

» Consumer "Trip Purpose” Options »  Consumer "Referred By" Options

b Travel Lead List Contact Groups b Consumer "Interest” Options

»  General Lead List Contact Groups »  Association Publications

»  Events Calendar: View/Edit Event Types b Publication Distribution/Delivery Methods

»  Preview Public Information Request Pages » eReferral Settings/Options

» Gr:‘::::; Quick-Communication Application (Windows Vista or » Install Quick-Communication Application (Windows XP)
Billing

» Fee ltems List *»  Chart Of Accounts

» Payment Methods 7 »  Customer Messages

*r  Payment Terms r  Define Sales Tax Rates

b Template Manager b Template Manager - Cover Letters

*  Transaction Classes »  Advanced Mass Fee Editor using Excel
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Administrative Options: Edit Fee Items

list options
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ltem Type: - Hide inactive fee items.
Collection Basis: - Count only active members/approved events.
RefresnList | | Print List | | AddFeeitems | |  ResetOptions
R

Type Basis Fee ltem Name Fee Amount Description Account Associations
EVENT CASH |Annual Dinner ] S.D'.nn Annual Dinner E\_.fents:Annual 11 Events

Edit Pricin Dinner
EWENT CASH |A 10 Prepay $0.00 Annual Dinner Deferred Income 0 Event:
nnual Dinner Prepa Edit Pricin vents

. . $0.00 Events:A |

EVENT ACCRUAL |Annual Dinner Sponsorship o ventsAnNa 1 Events

Edit Pricin Dinner

) ) $0.00 Events:A |

NONDUES CASH |Annual Dinner Sponsorship o \.'fens nrua 0 Members

Edit Pricin Dinner

5100.00 Event
DUES CASH Canadian Online Test ltem L Canadian Online Test kem Income:Fighing 0 Members
Edit Pricin Extravaganza —_

- . Membership
Capital Fund VYalunta 20.00 |Capital Fund Volunt:

DUES CASH : o aptalruna voluntary Revenue:Renewal | 25 Members

Contribution Edit Pricing | Contribution (veluntary)

Dues

$90.4762 Event
EVENT CASH Event Tax Test e Event Tax Test Income:Fighing 1 Events
e Edit Pricin Extravaganza —
20,00 Ewvent
EVENT CASH Fishing Extravaganza i - Fishing Extravaganza Income:Fighing 21 Events
Edit Pricin Extravaganza _
S Ewvent
Fishing Exiravaganza 50.00 o
EWENT ACCRUAL Sponsorshi Ediit Pricin Income:Fishing G Events
Sponsorsnip
=dirneng Extravaganza

L T R ——Y mnoan

Ewvent
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* Enter Iltem Name
* Enter default description D Hios/iomcurezechambemetorsonyticmyeoyol @ | = @ 7
e Select correct Account (most New Fee Item

important for reporting) I

Description:

-~ Ta Xa b I e ? Account: -

D Show inactive Accounts

* Enter default price _ -

Price: 0.00 (annua lly or one- time)
(7]

& Fee Item Properties - Mozilla Firefox = =

@ RegularFee () BundledFee @

Iltem Type: Member Fees and Dues

* Select proper item type

Frequency: One-Time

* Select default billing frequency

Voluntary: D Treat this fee as voluntary.
Note: Unpaid voluntary fees do not count against a member's account balance

[ ) S e e Ct CO I I e Ct i O n b a S i S (fi Ite r ot imvoice and are not automatically included on billing statements.
Group: (7]
option in reports)
* Voluntary?

4 4 4 4

Save & Exit ] [ Cancel
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Transaction Classes

* OPTIONAL QuickBooks feature that allows for separating transactions
that relate to different departments, locations, etc.

* Not relevant to non-QuickBooks users
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Setup->Billing->Transaction Classes

Advertising

MarketSpace
News Releases

Info Request » Social Network Publishing } News Releases
Billing * MarketSpace Settings b Trip Builder Settings
Reports » System Event Log
Cloud Drive
Form Builder el
SmartMobile » Define Directory Categories } Define Locations
eCommerce » Define Group Types + Correspondence Categories
Project/Task » Define Membership Packages } News Release Article Types
» Define Membership Types * Member Drop Reasons
» Manage Permission Sets » Manage Member/Rep Logins
Account 9 g pLog
= » Define Default Rep Preferences
Training
Support Help Wik
2 f%in [finformation Request
miaetaul N+ Consumer "Trip Purpose” Options » Consumer "Referred By" Options
b Travel Lead List Contact Groups »  Consumer "Interest” Options
Task List m »  General Lead List Contact Groups »  Association Publications
6 Mbr Signups »  Events Calendar: View/Edit Event Types »  Publication Distribution/Delivery Methods
:’ hgtrgt’saésace »  Preview Public Information Request Pages »  eReferral Settings/Options
vl
3 News , Install Quick-Communication Application (Windows Vista or N _— i o .
Releases Greater) Install Quick-Communication Application (Windows XP)
1 Mew Evenls
1 Job Postings -
1 Pub Requests | [sallyle}
6 Reminders .
8 Mor Payments »  Fee Items List »  Chart Of Accounts
61 Invoices +  Payment Methods b Customer Messages
1 Web Leads "
—— 1 ¢ Payment Terms » Define Sales Tax Rates
b Template Manager »  Template Manager - Cover Letters
b Transaction Classes »  Advanced Mass Fee Editor using Excel
i
Click HI;

-

General Options & Settings

Events Options & Settings

Member Login Area Options & Settings
» Hot Deal Settings

v ¥

» Billing Options & Settings
! Directory Control Panel

+ Job Posting Settings

' Backup/Data Downloads
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Organization Management

Edit Transaction Classes
r

Billing Transaction Classes
Name
Admin X
Admin:Dues X
Business Dev X
Membership X
Tourism X
| AddNew Class '

’ Cancel ]
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* Enter Class Name (if using
detail journal entry export this
Nname mUSt matCh account“’]g €& Edit Transaction Class - Mozilla Firefox ==
SOftware exactly) oF https://secure2.chamb 90% e @ T =

New Transaction Class

Class Mame:

e Select Parent Class if
. Status:  Active b
applicable

Save & Exit ! ’ Close

k:

e Click ‘Save & Exit’




