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Accounting

Here is a suggested outline fo begin using the CDM Plus Accounting module. The outline is followed by
step-by-step procedures for accomplishing each item in the outline.

(A) Gather existing reports and ending balances. From these reports identify account numbers, catego-
ries, and sub-categories needed. (Sub-categories are optional)

(B) Define category and sub-category codes.
(C) Establish Chart of Accounts.

(D) Go to the Accounting Setup window and enter the beginning fiscal month and previous fiscal end-
ing dafe.

(E) Enter beginning fiscal balances for assets, liabilities and funds.

(F) Print out a fiscal balance sheet and verify the structure and balances.

(G) Go tothe Accounting Setup window and click on the close setup button.

(H) Enter Budget (the budget may be entered later).

() Begin entering tfransactions in the ledger.

(J) Setup accounts payable and begin to pay bills and post them to the ledger.

(K) How to use accrual in accounts payable.

(L) How fo create recurring transactions.

(M) Set up payroll and begin to calculate payroll, print checks and post to the ledger.
(N) Print reports of ledger activity.

(O) Perform other accounting procedures—do a bank reconciliation; manually mark an item as
cleared or change its status; close a month; close a year; print W-2, W-3, 941 and 1099 forms.

(A) Gather existing reports and ending balances

Collect existing financial reports which show current balances and balances at the beginning of the fiscal
year, whatever that is for your church. These should also show the various assets (checking accounts, sav-
ings accounts, investments, property value) your church has along with the current budget. These reports
will also give you an idea about what funds, categories, and sub-categories will be needed to generate
appropriate reports. These should contain beginning fiscal balances as well as year-to-date activity for
each asset, fund, and budget line item.

(B) Define Category and Sub-Category codes

(See Appendix C for sample categories and sub-categories)

1-  Under CDM+ on the menu bar, select Accounting or click
the Accounting Icon on the Tool Bar.

a Category and Sub-Category Codes Definition B

=T | & X

Add Multi Add

2-  Under Accounting, select Ledger and under Ledger e
select Chart of Accounts. oo pecounts Eateors

? Curran & Category

3-  On the Chart of Accounts window, click the P Ei%’é
Category/Sub-category [ button. i Categry

4-  Click Add to create one Category or Sub-Category L. EE;:;W;_:

code. To create several, click on the Multi Add button.

™ Do not Show Detail

Description: 1Cush Accounts

5-  The Multiple Add Function message appears. Press Return/ e e
Enter or click OK.
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6- Type the Code for the first category or sub-category (e.g.—A).

7- Press the Tab key.

8-  Type the category or sub-category title in the Description field (e.g.—Cash Accounts)

9-  Make sure the right Type (Category or Sub-Category) is selected by using the drop-down menu.
10-  Press Return/Enter or click Save.

11-  Repeat steps 5 - 10 until all desired Categories and Sub-Categories are entered.

12-  After the last category or sub-category is input and you have pressed Return/Enter or clicked Save,

click the Cancel button to end this Multiple add session.

(More Category Sub-Category codes can be added later in this same manner.)

(C) Establish Chart of Accounts

(See Appendix B for a sample Chart of Accounts)

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Accounting, select Ledger and G Chart of Accounts =
under Ledger select Chart of Accounts. c_{}:'“| ‘ Ba ‘ B Imnwln‘;ﬁml mi.l 5 ‘ 5 [
(The Chart of Ag:goun’rs may also be —r = e
accessed by clicking the Chart of Accounts Reset oee Checking P o fecont B
button on the Accounting Setup window). EE ‘§S§ '?:‘:‘":‘g EE%E ::é

Asszet #1548 Furnishings B Fixed Rssets

3 Click Add fo create one Chart of Sy SRR L
Accounts entry. To create several, click Liaiiley  e2om0 ;r:‘,,l“.,zgzg':;“ S ot B
on the Multi Add button. (When using the A W e e ]
Multi Add feature, the program will save D EEw »
your information after you press Return/ - tnectue ) T;":ml—lnm t il o
Enter or click on Save and then be ready categoryA  []Cosh Accounts
for you to enter another account without sub-cat][5] 7

having to click on the Add button.)

4-  Input Chart of Accounts entries. (The ones that follow are from the Sample Chart of Accounts found
in Appendix B. Clicking on the Load button will automatically insert a complete Chart of Accounts
identical the one in Appendix B. You may use it as your starting point and then edit names and
delete account numbers, as necessary.

Assets (e.g.—1000 - Checking)

(If you have already clicked the Add or Multi Add button, go through the following steps. If you have
not clicked Add or Multi Add, please do so now.)

1-  Type 1000 in the Account field.

2-  Press the Tab key and type Checking in the Description field.

3-  Select Asset from the pull-down menu, placing it in the Type field. Leave the X in the Data Entry
Default Account checkbox.

4-  Click the arrow =l button beside the Category field and double-click A on the pop-up list
(assuming A is the Category code for Cash Accounts as described in Category/Sub-Category
codes above).

5-  Click the arrow =l button beside the Sub-Category field and choose a Sub-Category code from
the pop-up list, if applicable.
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6- Press Return/Enter or click Save.
7- CDM Plus is ready to accept the next Asset entry. Repeat steps 1 - 6.

8-  After all Assets are entered, begin fo input Liabilities or click Cancel.

Liabilities (e.g3.—2000 - Federal Tax Liability)

(If you have already clicked the Add or Multi Add button, go through the following steps. If you have
not clicked Add or Multi Add, please do so now.)

1-  Type 2000 in the Account field.
2- Press the Tab key and type Federal Payables in the Description field.

3-  Select Liability from the pull-downmenu, placing it in the Type field. Leave the X in the Data Entry
Default Account checkbox.

4-  Click the arrow =l button beside the Category field and double-click C on the pop-up list (assum-
ing C is the Category code for Current Liabilities as described in Category/Sub-Category codes
above).

5-  Click the arrow =l button beside the Sub-Category field and choose a Sub-Category code from
the pop-up list, if applicable.

6- Press Return/Enter or click Save.
7- CDM Plus is ready to accept the next Liability entry. Repeat steps 1 - 6.

8-  After all Liabilities are entered, begin to input Funds or click Cancel.

Funds (e.g.—3000 - General Fund)

(If you have already clicked the Add or Multi Add button, go through the following steps. If you have
not clicked Add or Multi Add please do so now.)

1-  Type 3000 in the Account field.

NOTE 5.1: When inputting Funds, the Fund number or designation goes in the
Account field. This number is entered in the Fund field only when another Chart of
Account item (income or expense) is being connected to this Fund.

2-  Press the Tab key and type General Fund in the Description field.

3- Select Fund from the pull-down menu, placing it in the Type field. Leave the X in the Data Entry Default
Account checkbox.

4- Click the arrow =l button bside the Category field and double-click E on the pop-up list (assuming E is
the Category code for Undesignated Funds as described in Category/ Sub-Category codes above).

5- Click the arrow =l button beside the Sub-Category field and choose a Sub-Category code from
the pop-up list, if applicable.

6- Press Return/Enter or click Save.
7- CDM Plus is ready to accept the next Fund entry. Repeat steps 1 - 6.

8- After all Funds are entfered, begin to input Incomes or click Cancel.

CDM Plus Manual Accounting ¢ 54



Income (e.g.—4000 - Sunday Offerings)

(If you have already clicked the Add or Multi Add button, go through the following steps. If you have
not clicked Add or Multi Add, please do so now.)

1-  Type 4000 in the Account field.
2-  Press the Tab key and type Sunday Offerings in the Description field.

3- Select Income from the pull-down placing it in the Type field. Leave the X in the Data Enfry Default
Account checkbox.

4-  Tab to the Fund field. Type 3000 in the Fund field (because Sunday offerings go in the General
Fund—connect other income numbers to the appropriate funds).

5-  Click the arrow =l button beside the Category field and double-click F on the pop-up list (assuming
Fis the Category code for Regular Offerings as described in Category/Sub-Category codes above).

6-  Click the arrow [El button beside the Sub-Category field and choose a Sub-Category code from
the pop-up list, if applicable.

7- Press Return/Enter or click Save.
8- CDM Plus is ready to accept the next Income entry. Repeat steps 1 - 7.

9-  After all Incomes are enfered, begin to input Expenses or click Cancel.

Expense (e.g.—5000 - Senior Minister Salary)

(If you have already clicked the Add or Multi Add button, go through the following steps. If you have
not clicked Add or Multi Add, please do so now.)

1-  Type 5000 in the Account field.
2-  Press the Tab key and type Senior Minister Salary in the Description field.

3-  Select Expense from the pull-down menu, placing it in the Type field. Leave the X in the Data Entry
Default Account checkbox.

4-  Tab to the Fund field. Type 3000 in the Fund field (because the Senior Minister's Salary comes out of
the General Fund—connect other expense numbers to the appropriate funds).

5- Click the arrow [l button beside the Category field and double-click H on the pop-up list (assuming
H is the Category code for Personnel as described in Category/Sub-Category codes above).

6-  Click the arrow [=l button beside the Sub-Category field and choose a Sub-Category code from
the pop-up list, if applicable.

7- Press Return/Enter or click OK.
8- CDM Plus is ready to accept the next Expense entry. Repeat steps 1 - 7.
9-  After all Expenses are entered, click Cancel.

At this time it would be advisable to print a copy of the Chart of Accounts to check it for errors before
any ledger entries are made.

To Print Chart of Accounts

1-  Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
2- Under Reports, select Ledger Reports and under Ledger Reports select Chart of Accounts.

3-  Select Standard List and Print By Category.
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4- Press Return/Enter or click OK.

5- Send report to the printer, and Chart of Accounts will be printed.

(D) Go to the Accounting Setup window and enter the
Beginning Fiscal Month and Previous Fiscal Ending Date

1-  Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
2-  Under Accounting, select Accounting Setup. = S e — -
3-  Click on the Change button. A B
ety o e oo
NOTE 5.2: Beginning Fiscal Month and RRRRRRRMRRR Fund Accounting Bl Cat/Sub Category
Previous Fiscal Ending Date can only be — e
edited if the Close Initial Setup or Close Top Margin:[ 5.3 Inches o
Setup button is black and the Reset Beg. e e
Bal. butfton is grey. Sslnn ; f::::l;"k';“ =
@ Dual stub laser/Inkjet Freg/Oed
4-  Enter Beginning Fiscal Month (e.g.—if the church is S e
on a calendar year, beginning fiscal month will be e oee
1 - January).

5- Press the Tab key.

6-  Enter the Previous Fiscal Ending Date (e.g.—if the church is on a calendar year, the previous fiscal
ending date will be 12/31/YR, for the previous year).

7- Press Return/Enter or click Save.

(E) Enter beginning fiscal balances for assets, liabilities and
funds

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
2-  Under Accounting, select Accounting Setup.

3-  Click the Beginning Balances button. The Chart of Accounts Balances Setup window appears.

NOTE 5.3: Beginning Balances can only be edited if the Close Initial Setup or
Close Setup button is black and the Reset Beg. Bal. button is grey.

4-  Click the Change button.

5-  Enfer the beginning balance for the first highlighted item (e.g.—Asset 1000, Checking).
6- Press the Tab key and enter the beginning balance for the next highlighted item.

7- Press the Tab key.

8-  Continue this process until all beginning balances for Assets, Liabilities, and Funds have been
entered.

9-  After entering all necessary balances, press Return/Enter or click Save.

10- Close the Chart of Accounts Balances Setup window.
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(F) Print out a fiscal balance sheet and verify the structure
and balances

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
Under Reports, select Ledger YID and under Ledger YTD, select Balance Sheet.

Select the previous fiscal ending date as the Period Ending and select Detail under Report Type
and Single Sheet under Report Sort.

Press Return/Enter or click OK.

Send report to the printer, and Balance Sheet will be printed.

(G) Go to the Accounting Setup window and click on the
Close Setup button

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
Under Accounting, select Accounting Setup
Click on the Close Initial Setup or Close Reset button.

A message will appear indicating that continuing will calculate current balances and set closed
period to the beginning balance date. Continue?

Press Return/Enter or click YES.
After reset is complete, a message will appear indicating that the Reset is complete.

Press Return/Enter or click OK.

(H) Enter Budget

If you are using the budget feature of CDM Plus Accounting for the first time, the best way to enter the
budget is to use the Load button. If you already have at least one budget year in the system, you can
use the Copy button. Or, you may enter budget items one line at a fime. Following are instructions for all
3 methods.

Option 1: Using the Load Button [z

e

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Accounting, choose Ledger and under
Ledger, choose Budget.

Click the Load button.

A dialog box appears indicating that This function 2
will load all your income and expenses, from your mi i

4298

chart of accounts to the selected budget year. - veor[%62

Enter the New Budget Year (e.g.—2002). e e e 1 ot 15600 0
Category:[F En-aulu— Incone Breakdown: 170,%00.00

Press Return/Enter or click OK. CDM Plus will create sub. Cot: {5}

a budget line for each income and expense line in s [ e [ A [ et [

your chart of accounts with a $.00 amount. e e o e e e
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6-  Click the Multi Change button.

7- A multiple change function message appears. Press Return/Enter or click OK.
8-  Enfer the Annual Amount for the first budget line.

9- Press the Tab key.

10- The annual amount will be divided by 12 and entered in the 12 monthly fields. You may tab through
and change these to different amounts as long as the Breakdown equals the Annual Amt.

11-  Press Return/Enter or click Save.

12- Repeat steps 8-11 to enter other budget amounts.

Option 2: Using the Copy Button

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Accounting, choose Ledger and under Ledger, choose Budget.
3-  Click the Copy button.

4-  The Copy Budget Figures to New Budget Year dialog box appears. Enter the Budget Year to copy
(e.9.--2001) and the New Budget Year (e.g.—2002).

5-  Press Return/Enter or click OK. CDM Plus will create a new budget with the same line items and
amounts as the budget year copied.

6-  Highlight the first line of the new budget and click the Multi Change button.
7- A multiple change function message appears. Press Return/Enter or click OK.
8-  Entfer the new Annual Amount for the first budget line.

9- Press the Tab key.

10-  The annual amount will be divided by 12 and entered in the 12 monthly fields. You may tab through
and change these to different amounts as long as the Breakdown equals the Annual Amt.

11-  Press Return/Enter or click Save.

12- Repeat steps 8-11 to enter other budget amounts.

Option 3: Adding Budget Items One Line at a Time

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
2-  Under Accounting, choose Ledger and under Ledger, choose Budget.

3-  Click Add.

4-  Type the year of the budget you are entering (e.g.—2002)

5-  Click on the arrow button =l beside the Account field to bring up the chart of accounts. Double-
click on the Income or Expense account number from the Chart of Accounts for the budget line
ifem you are entering. The Chart of Accounts will also pop up if you leave the field empty and
press the Tab key. In either case, you may select the account number with a double-click.

6- Press the Tab key.

NOTE 5.4: If this number has a fund and/or category or sub-category connected
with it, they will load automatically in their respective fields.
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7-  Tab down to Annual Amt.
8-  Enter the annual budget amount.
9- Press the Tab key.

10- The annual amount will be divided by 12 and entered in the 12 monthly fields. You may tab through
and change these to different amounts as long as the Breakdown equals the Annual Amt.

11-  Press Return/Enter or click Save.

12- Repeat steps 3-11 to enter other budget amounts.

() Begin entering transactions in the ledger

Entering deposits or interest payments in the ledger

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
2-  Under Accounting, choose Ledger and g > ol R =
under Ledger, choose Ledger Entries. (Or, o m..,l e | L.,_lr_..,lml |~_, oo | e e
click the Ledger Entries & button on the | [ i L —&
Tool Bar. ) g Transaction Date: [m. Wwritten to:[
25 unda Of fer ing Deoos | ¢
3-  Click the Deposit button. 2 : s B ®
4-  Enter the Transaction Date (use date on o s et [T o “ff:.“ — ‘::“’ =
statement for interest). 5 | Descrition: S or7er s Seperl T
M Debit Amount:[ seec.on  Credit Amount:[ .22 [ Uendor 1099
5-  Click on the Arrow [E beside the Account - Y s
field, and choose the correct Asset prrt S 5::‘!"24_:; &
account number (e.g.—1000 for Checking s

account) by double-clicking in the Chart of
Accounts pop-up window.

6-  Press Tab key and type Description (e.g. - Sunday Offering Deposit).
7-  Press Tab key, placing cursor in Debit Amount field. Enter total deposit amount.

8- Click the ADD button or press Return/Enter. Debit line appears in the window and the Account
number is now highlighted.

9-  Enter account number forincome in the Account field (i.e. - 4000 for Sunday Offerings).

10- Press Tab key. Total amount should appear in Credit Amount field. If deposit is to be credited to a
single account number, click ADD or press Return/Enter.

11-  Check to see if the information is correct. If it is, click the File button.

If deposit is to be credited to more than one income account number, continue to ADD lines for
different income numbers and different amounts until the Credits equal the Debits and then click
the File button.

Entering paid bills or bank charges in the ledger

Follow this procedure when checks are written by hand and manual ledger entries are to be made.

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2-  Under Accounhng, choose Ledger and under Ledger, choose Ledger Entries. (Or, click the Ledger
Entries Ll button on the Tool Bar.)
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3-  Click the Check button.
4-  Enter the Transaction Date.
5- Press Tab key.

6-  Enter Check #.

7-  Enter Vendor code, if applicable. Do this
by clicking on the arrow [=l button beside
the Vendor Code field and double-click-
ing your choice.

8- Press Tab key and enter who check was
written to in the Written To field (e.g. - A
& M Gas Company). If proper Vendor
Code is entered, this will be filled in for
you.

(] - Ledger =]
K q 13 H 2 ] B
First Previous Mt Last Find Find Aoct Al Ry-len 4¥rk vl et 41 File
3 Reference #: (o2 Check #:sta
Deposit Posting Date: [ree 2= zee1 Uendor Code: | B
g Transaction Date: [fer 25 o0 Written to:|
& = - u fr_e Supplles
ﬁ Harch Office Supplies
wournal
P *-Cleared Totals:[~ se.ee [ ase.oe
o ncrnunl:lﬁamiw Balanee:|  47,619.62
& Description:|ferch 0f7ice Supplies
ekl Debit Amount:[ 2.0 Credit Amount:[ =00 [ Uendor 1899
pr— Fund:[~ [}
Category:[F  |w]cash Accounts
o sub Category:[ ||
Check Cleared: [0

9-  Click on the arrow =l button beside the Account field and double-click on the proper Asset
account number (e.g. - 1000 for Checking account).

10- Press Tab key and type Description (e.g. - March Office Supplies).

11-  Press Tab key twice until cursor is in Credit Amount field.

12-  Enfter amount of bill.

13- Click ADD bufton or press Return/Enter. Account number is now highlighted.

14- Enter account number for the expense in the Account field (e.g. - 5110 for Office Supplies).

15-  Press Tab key. Description should still be in Description field and total amount should appearin
Debit Amount field.

16- Click ADD or press Return/Enter.

17-

If Credits and Debits are equal and the information is correct, Click File.

If bill is to be charged to more than one expense account number, you may continue to add lines
for different expense numbers and different amounts until the Credits equal the Debits and then

click the File button.

()
them to the ledger

Setting up Vendors

Set up accounts payable and begin to pay bills and post

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Accounting, choose Accounts
Payable and under Payables, choose
Vendors Setup.

3-  Click Add button.

4- Enter a 1-to-12 character code for the
Vendor (e.g.—KYUTIL for Kentucky Utilities
Company).

5- Press the Tab key and type the name
of the Vendor (e.g.—Kentucky Utilities
Company). Note that the name wiill
appear on the check exactly as you enter
it in this field.

CDM Plus Manual

0 Vendors Setup —— =)
K 4 b | 9 B 8 {} | A B
First Freviaus Tzt Last Find Add D lete Dyt 3 Hawe
Uendor Code: [fvoric Balance:|  @.e0
Detail Name:{Kentucky Utilities Company I Inactive
B Address Line 1:{102 raple St
| History | Address Line 2:{F0 Box 270
ﬁ City:feia Citg State:[iv Zip:[s0123
Phone:[555/555-7777 I~ Receives 1099
Recurr ing =
Trans._ Contact:|Maria Horguez
e C #:[zz3aeea1-09  ® Print On Checks
e
s 1099 Recipient's 10 #;[ Terms:|[15 Days
Setup ———{efault Chart of Account:
[s2ee [#)etectricity Category:[ | Jrreperty
ml Fund: o0 o] cenerat Fund sub Cat:[2 [ Jutitities
Wendors
Past Due: 0.90 Future: 0.00
B-30 days: .00 31-60 days: 0.00
61-98 days: 0.00  over 90 days: @.00

Accounting ¢ 5-10



10-

12-

Tab through the Address, City, State, Zip, and Phone fields, filing in the appropriate information.

Tab to Customer Account # and enter your account number, if available. Put an "X" in Print On
Checks checkbox if you want the account number to appear on checks. If you choose to print
the account number on a check, it will appear in the bottom left corner of the check in the area
normally reserved for memos.

Press the Tab key and enter 1099 Recipient's ID# if this vendor is to receive a 1099 af the end of the
year. Also put an "X"in the Receives 1099 checkbox if this is the case. Clicking an "X" in the checkbox
1099 will cause CDM Plus to indicate every fransaction to be included on the 1099. The amount to
be prinfed on a 1099 is determined on the fransaction line for this vendor. When entering invoices or
fransactions in the ledger, you can furn on or off the 1099 checkbox on those windows. The Vendors
Setup checkbox is simply a default so all items are initially checked to be included.

Press the Tab key and enter terms, if applicable (e.g.—Net 15 days).

Enter a Default Chart of Account # if this Vendor is most often paid out of one particular account
number from the Chart of Accounts (you may click the arrow button and double-click your choice
from the chart of accounts). Press the Tab key and confirm the fund, category, and sub-category
connection to this account number. If the Vendor is often paid out of various account numbers,
this field may be left blank and filled in when invoices are entered for this Vendor.

Press Return/Enter or click Save.

If this Vendor is paid the same amount on the same day of every month, you may click the
Recurring Transactions button and fill in the recurring fransaction information. Multiple recurring
fransactions may be entered for each vendor.

Entering Invoices

1-

12-

Under CDM+ on the menu bar, select
Accounting or click the Accounting Icon on

O Accounts Payable Invoice Entry
the Tool Bar. Biews:] invoces ana 7o %] Uendor Sort:| o (2] E Dujﬁm mé DE"
Under Accounting, choose Accounts & [ Uendors
Payable and under Payables, choose it [T Kentucky Utilities Company |8
Invoicg Entry. (Or, click the Invoice Entry ) | | WRE T EN e
Icon [& on the tool bar.) - |"::: R o e T T
Locate the proper Vendor by clicking on the S H
drop-down Vendors list and then scroll to () Acerued Total:[ zoe.
and select the proper Vendor by clicking on =~
the Vendor name once. Deseription: [Erecer iy for faciiities Amount:] 208.00

Account:[5z0 [eisctricit Category:[i (] property

C“Ck the Add button. Fund: [3266 (o] cenerat Fund Sub Cat:[iz [] Utitities

Enter Invoice Date, if applicable.
Press the Tab key and enter Due date, if applicable.

Press the Tab key and enter Invoice #, if applicable. If this is a purchase order and not an invoice
yet, skip the Invoice # field and enter the PO#.

Press the Tab key and enter an ID# if you wish to identify this invoice or purchase order. (e.g.—Each
staff member could be assigned an ID#, and all their purchases could later be reported.)

Press the Tab key and enter Description of invoice.
Press the Tab key and enter Amount of the invoice.

If the Account # is not already in the Account field, click the arrow =l button beside the Account
field and double-click on the Account number from which this invoice is to be paid.

Press Return/Enter or click Save.
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If the invoice is fo be charged to multiple account numbers, enter the different amounts as sepa-
rate invoices (use Duplicate L& button) with different account numbers and then group them onto
one check when you mark them to be paid (see below). The duplicate function retains all of the
information of the previous entry for a particular vendor. Using the duplicate function minimizes the
amount of information needing to be entered in the invoice entry screen per invoice.

Marking Invoices to be Paid, Printing Checks, and Posting Payables to the Ledger

1-
2-

16-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Accounting, choose Accounts Payable

“Mark Payables for Check Writing B
and under Payables, choose Mark Payables v | levaus hniaicns RRRRIR cco coec Sl I
. Mark All | - - £ Cancel Save
- Checks (or click the Mark Payables - Checks
Icon & on the Tool Bar.) Outstanding invoices : l ! I'""""""'"" et e
. . . . Code Nendor Invoioe Date Deseription Aot Due Date HMark | Asset
WI” be ||STed In The W|ndOW. MATIONALCITY Hational City B JAN 8 2881 Pagroll-JAN 15 97 MR 109,22
MATIONALCITY Hational City B JAN 8 2881 Pagroli-JAH 15 97 MR 58,00
Confirm that the Asset out of which these NATICHCE 110 Nationgl €16 B JAM 23 2081 Pagoli-umi 3 97 18 2o 6e
Confin inat ine Asset ot of whichihese (B RS 225 i sis =2
iNvoi I idi in rop- TINALE |7/ Hational €14y B PiB 22 2981 Pawol|-pEs 29 97 A :
Olces are 10 DE Pald B SCIeCIOC i 1O CTOD-  Renamcn siei ous mam Simmssn  2s
down Assets window at the top of the screen. ;ggggﬁg:z; tlat {ana E;g: E ;gE §~§g' :g;g::_:gg 2 37 'EE:
AT CITY Hational Ity FEI 1 Payral 1-FE 13 97 WA o
. . MATIONALCITY National City B FEB & 2081 PayrolI-FEE 15 07 M8 198,22
r\l‘!l:ﬁm_t:l'v N::;zr;?lﬂ(t:;‘;g E fEQ ? 288I‘ Pg-::\::l;:‘f‘z.lﬁ 97 WA 0 .64 ;
o ey B EREEE SR ez B
Q.— 1 rzolida o : 1 Copier Lease paymen 8@ Ay =
Date] 4 9oy e T g o o 2

NOTE 5.5: To group several invoices to be paid on the same check, put a X in the
Group Invoices checkbox before you start marking invoices for payment. An “A”
will appear in the Mark column of the window beside grouped invoices. To group
another set of invoices, click the up arrow button in Group Invoices and a “B” will
appear. Subsequent invoices selected will have a “B"” in the Mark column of the
window and will be grouped on the same check.

Click once on the invoice line of each invoice to be paid now. If every invoice in the window is to be
paid, you may click the Mark All button to mark all invoices. You may click and drag across several
invoices at once and then release the mouse to mark them alll. A single click on a marked invoice
will unmark it.

After all the invoices to be paid have been marked, press Return/Enter or click Save.

A dialog box appears, asking, Do you wish to go to Write Checks? Press Return/Enter or click YES.
Enter correct Starting Check Number if it is incorrect.

Press the Tab key and enter date to print on the checks.

Make sure the Asset out of which these checks are to be written is highlighted under the Select Asset
window.

Make sure the radio button beside New Checks is furned on.

Press Return/Enter or click OK.

Confirm check listing, amounts and check numbers.

Press Return/Enter or click Print.

Send to the printer, and checks will be printed.
NOTE 5.6: You will have an opportunity to print a check alignment test when
printing checks. Do this when you print checks for the first time. Once they print

correctly, you will not have to do an alignment test again. The setup will stay the
same. Check alignment may be adjusted on the Accounting Setup screen.

After checks have printed you will be asked, Post Payables to Ledger? Press Return/Enter or click
YES.
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18-
19-

21-
22-

CDM Plus then indicates that checks with check number will be posted. Continue? Press Return/

Enter or click YES.

Another dialog box appears saying, Ready Printer. Press Return/Enter or click YES.

Send to the printer, and a report of the payables to be posted will be printed.

Review the report and the printed checks, making sure all the information is correct.

You will then be asked, Post ltems? Press Return/Enter or click YES.

CDM Plus will then indicate, Posting Complete! Press Return/Enter or click OK.

(K) How to Use Accrual in Accounts Payable

Most churches operate on a cash basis, not letting expenses affect the general fund unfil they are actually
paid. If you wish to accrue invoices info current liabilities and have the expense affect the general fund
before they are actually paid, you may do so through accrual in Accounts Payable.

1-

4-

First make sure that an Accounts Payable Liability exists in your Chart of Accounts, such as the follow-

ing:

Type Account

Description

Category

2500

C _Current liahilities

Liability

Enter Invoices normally through
Date

Accounts Payable

Inv /PO

| Invoice/P0 Entries

Description Account Due Amount

Invoice Entry in Accounts Payable.
Invoices will appear as at right with
proper expense account listed.

AFF 26 2681

Heat for church 5258 MAY 16 ZBai £a.08

Click on Accounting on the menu bar and pull down to Accounts Payable and then over and down
fo Accrue Payables. The following screen appears:

Consolidated Copier APR 18 2001
A & H Gas Compary APR 26 2@a1
Consolidated Copier APR 26 20881
Oui Ll Corporation HAY 27 Z2ea
A & M Gas Company  SEP 1 2981
Kentucky Utilities C SEF 1@ 2801

Copier toner

File folders

{*} PO Entry

Mark Payables for Accrued Posting =]
i Hame Total X i
Mark Al Liabilities:|Federal Tax Fayables B.08 [: Cancel Save
| Inuoice Entries
Vendor [ inveice Date | Description | Acct® | amount [ bueDate [ Lisb
[ Biq L1ty Foedland Food for uouth group 5188 #:

Heat for church
Copler Lease paument 5128

Budget heat paynent 52508
Electricity for foci 5268

S11@ 25.80 APR 20 2801
5256 80.68 HAY 18 2081
S0.88 HAY 18 2681
s118 18.58 JUH 18 2081
188.88 SEP 1 2081
26B8.88 OCT 1 Zesl

Click the drop down arrow on the Liabilities field
and select the liability to which you wish to accrue
invoices.

CDM Plus Manual

Hame Total
Liabilities: |Accounts Fagabie L £|
Federal Tax Payables a.88 = -
FICAMedicare Pagables B .66 E
State Tax Pagables a.a88 g
Local Tax Payables B.88 [~
Inwoice|Aoo | ™ Pue Dal

pany

AFR 26 2861

Hezat for church 2,88 MAY 18
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5-  Click once on each of the invoices you wish to accrue to the selected liability. The %t
selected liability will be listed in the Liab. column to the farright, indicating the items Mark All
marked for accrual. One or more invoices may be accrued at any given time. The
Mark All button may be used to mark all items for accrual.

NOTE 5.7: Clicking on aninvoice without an invoice date brings up the following
message. Answer YES if you wish o accrue that item with the current date.

Transaction (Invoice) date is blank.
Post with transaction date of today (NOV 19 2001)?

[ wo | | ves |

6- Click the Save button. The dialog box below appears. Click YES to send the Posting Report to the
printer.

A posting report will be sent to the printer.

Print report?
YES

7- Examine the posting report for accuracy. If the information is correct, click YES on the dialog box
shown below.

Post Accrued Items?

YES

ltems will be posted, and a messge will appear indicating “Posting Complete.” Invoices in Invoice Entry
will now be charged to the Liability when actually paid, as shown below:

Invoice/P0 Entries

Date Inw /PO Description Account Due Amount
+APR 26 ZE81 Heat for church 2388 MAY 16 z2a81 b5 s 5] u

These Invoices have not actually been paid yet, but all Income, Expense, and Budget Comparison reports
will appear as if they have been paid.

CDM Plus Manual Accounfing ¢ 5-14



(L) How to Create Recurring Transactions

This section explains how to set up Recurring Transactions in Accounts Payable and then let CDM Plus
automatically create invoices at the proper fime.

If you pay a particular vendor or vendors the same amount on the same day of each month, CDM
Plus can create those invoices automatically and save the fime it takes to create them manually each

month through Invoice Entry.

For the sake of example, let’s assume a monthly lease payment to Consolidated Copier Company for
$125.00 on the 1st of each month and a monthly budget payment for heat to A & M Gas Company for

$100.00, also on the 1st of the month.

1-  Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2-  Click on Accounting on the menu bar and pull down o Accounts Payable and then pull across to

Vendors Setup.

. . ==——————————VenlorsSptip=—8orn—0——"———————
3- Find the appropriate vendor (e.g.— m 3 = ) =1 & = \
Consolidated Copier Compgny, as First | Previous| Mext Last Find add | Change I Delete caxal g
ShOWn OT ngh” Uendor |:I]I‘.|E:ICDPIEF! Ealanl:e:l 24.00
Detail Namg:lc:onsolidated Copier Company I~ Inactive
By Address Line 1:[4224 Dixie Highway
Hiztory Address Line 2:
4-  Click the Recurring Transactions button: = | OEUEE— N O
Phone:|=59/555-6214 ™ Receives 1899
Recurring
T"ans-g Contact:
ﬁ Qs Customer Account #:|s7687627-676 [® Print On Checks
12;; 1899 Recipient's 1D #: Terms: |26 days
Recurring Setup Default Chart of Account
Trans. Account:fsize orfice Eauipment Category:[ Fldministrative
Bl Fund: [se00 [ Generat Fund sub cat:[ ]
enders Past Due: 84.00 Future: ©.00
8-38 days: ©.60 31-60 days: ©.00
61-98 days: .00  over 98 days: 84.00
The following screen appears:
00— Recurring Transactions - Consolidated Copier Company ——— H
a B | B & ) 5
Close Add i g [ELLT © atyel Bawe
Day of Month Deseription Account Fund Cat. Sub Cat Amaount
Total: 0.e8 =
Day of Month:[
Description: | Amount: |
fAccount: =
Fund: | =]
Category: =l
Sub Cat:[ [
*H
5-  Click the Add & _1 button.

6- Type the Day of the Month when the payment is due (e.g.—1 for the 1st day of the month).

CDM Plus Manual
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7-  Press the Tab key and type the Description of what this payment is for (e.g.—Monthly copier lease

payment).

8-  Press the Tab key and type the Amount of the monthly payment (e.g.—$125.00).

9-  Confirm the Account Number, along with Fund, Category, and Sub-category if defaults were
entered on the Vendor Setup screen. If no Account Number appears, enter one by clicking on the
arrow =l button beside the Account field and double-clicking the proper Account Number in the
pop-up list. Confirm the Fund, Category, and Sub-category connections.

Click Save. The screen will
appear like the example shown
to the right.

[0 == Recurring Transactions - Consolidated Copier Company oF—rn—" 5

o =T i I - o
Close Add Duplicate | Change Delete i Sava

Day of Month Description Account Fund Cat. Sub Cat Amount

1 Monthly Copier lease pa  S128 geia]az] I 125.88

Total: | 125,80

Day of Month: 11
Description: [Monthly Copier lease payment Amount: 125.00

Account: [s1z0 foice Equipmant
Fund: [zo00 E General Fund
Eategurg:h E Administrative

NOTE 5.8: You may enter multfiple recurring fransactions for the same day of
the month if you need separate checks or for different days of the month if
you make payments to this vendor on different days of the month.

11- Click the Close button.

12-

enter recurring fransactions for other vendors.

14- Click OK.

CDM Plus Manual

To create invoices from recurring fransactions, click on
Accounting on the menu bar, pull down to Accounts
Payable, and then pull down to Create Recurring
Transactions. To create invoices for the 1st of the month,
put 1 o 1 in the Range of Days fields, as shown to the right.

Follow steps 5 - 10 to enter additional recurring fransactions for this same vendor or steps 3 - 10 to

Il
i}

Recurring Transactions

Enter Range of Days

170 [T

Enter Month and Year

Month: m- MNovember

Year: 12@@1

v ok |

| # Cancel
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15-

The screen below appears. Use the Change button to make any necessary changes or the
Remove button to delete any invoices that should not be paid af this time.

Invoice Date: iwow zooi | Inuoice #:f

Description: iBudget heat payment

HEEI]UHT:§525EI Bas - Heat EﬂtEgl]rl_.l:iK Propertg
Funl:l:iSDDD Generﬂal Fund Sub. Eﬂt:iK? Uti lities

[T Include on Yendor 1099

Amount:

Due: |ND\.-' 1 2001

100.00

| Recurring Transactions =]
& B | & i
Femove Create Change v
| Recurring Transactions
Yendor I Invoice Date I Date Due I Dezcription I Invaice * I Arnount I
A & M Gas Co HOW 1 2881 HOY 1 286 EBudget heat paument 186,88
Consol idated HOY 1 2881 HOY 1 2881 Honthly Copier lease pa 125.88

LH N

16- Click the Create button to create invoices from the list of recurring fransactions and answer YES to

the following dialog box:

Create Invoice entries from list of recurring
transactions?

17- Once the invoices have been created, the following dialog box appears. Click OK.

18-

Process Complete!

The invoices will

Mark Payables for Check Writing

now appear in Mark

Vo [ Group Invoices
Payables Checks Mark MII

Hssets:i 1886 Checking

along with other | Inupice Entries

invoices entered

Code Vendar Invoice Date Description Arnount Due Date Mark Asset_l
manually, as shown | | ] I L J I I l___,
. HATIOMALC I TY Mational City B JAN 23 2881 Pagroll-JAN 38 97 NA 18@.22
at I’IghT. They may be HATIOMALC I TY Mational City B JAN 23 2881 Pagroll-JAN 38 97 NA 58,08
) HATIOMALC I TY Mational City B JAN 23 2881 Pagroll-JAN 38 97 Em 18@.22
marked and |OC1IO| N MATIOMALCITY Maticnal City B FEB 22 2981 Pagroll-FEE 22 97 MR 53,69
. HATIOMALC I TY Mational City B FEB 22 2881 Pagroll-FEE 28 97 NA 188 .22
the normal fashion. NATIOMALCITY Mational City B FEB 22 2881 Pagrol I-FEE 28 07 MA 58.54
HATIOMALCITY Mational City B FEB 2 20881  Pagroll-FEB 15 97 Em 188 .22
HATIOMALCITY Mational City B FEB 2 2881  Pagrol-FEB 15 97 NA 58 .08
MATIOMALCITY Mational City B FEE 2 2881  Pagrol-FEB 15 97 NA 188 .22
HATIOMALCITY Mational City B FEE 2 2881  Pagroll-FEE 15 97 NA 20.64
COPIER Consolidated Co APR 18 2881 Copier toner 25.808 AFR 28 2081
AEMGAS A & M Gas Compa APR 26 2881 Heat for church 20.08 MAY 18 2081
auiLL Ouill Corporati  MAY 27 2881 File folders 18.58 JUH 18 2801
AEMGAS A & H Gas Compa SEFP 1 2681 Budget heat paument 166.88 SEF 1 2861
KYUTIL Kertucky Utilit SEP 18 2881 Electricity for faci 262.08 OCT 1 2881 |
AEMGRS A & M Gas Compa HOY 1 2661 Budget heat payment 1Ba.08 HOY 1 2661 =
COP I ER Consalidated Co  HOW 1 Z0E] Monthly Copier lease 12588 HOV 1 2#E1 T
-

CDM Plus Manual
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(M) Set up payroll and begin to calculate payroll, print
checks and post to the ledger
Entering Default Frequency/Deduction Setup

Much of the employee payroll set-up can load automatically if you enter the Default Frequency/
Deduction Setup before entering employees.

1- Under CDM+ on the menu bar, select o ' Frequency/Deduction Setup =
. . . Default Pay F 3
Accounting or click the Accounting W‘@ C,E? o B
Ilcon on the Tool Bar. Additional Liability w2 Gross
Deduction  Amount  Account Employer Expense Account Yendor Code Status  wages Line
_ : Federal | o.00 |z000 | [rarionacciTy [jT Exempt [ Exolude
2 Under Account!ng on the menu bar, b o e P e e T
select Accounting Setup. Employer FICA  [zo16 [wf/s000 [sfiaven Lhw [ |
Medicare | .00 [za10 [RaTiomALciTy (e Exempt [ Exclude
3-  Click the Default Freq/Ded button. The Employer Med. r?'Ti 2 ez e o | - -
. State l 8.88 [za20 ISTRTETHEF!S Exermpt Exclude
Default Frequency/Deduction Setup T o s ¢
window appears. User Deductions Frequency
1 [ eee [ || [Every Pay Period 3
=z = 3 || [Every Pay Period 3
. 14 I_ 57| |Every Pay Period +
4: I_ [—] | | Every Pay Period 3
5 I_ sl | Every Pay Period .!_I

NOTE 5.9: Information filled in on this window should apply to most employees.
Differences for individual employees will be indicated on their individual
Frequency/Deductions window.

4-  Click the Change button.
5-  Tab through the fields on this window, entering the following types of information:

Default Pay Frequency - Use the drop-down list fo select the most common pay frequency in your
setting.

Additional Amount - Amount of tax to be withheld in addition to the calculated amount. (e.g.—
the employee’s calculated Federal tax rate is $25.00 but they want $35.00 withheld. Put $10 in the
Amount column on the Federal line). Negative numbers may also be entered in the same manner
to reduce the calculated amount.

Liability Account - Chart of accounts number for the liability to which the employee's withheld tax
and the employers matching FICA/Medicare tax should be posted.

Employer Expense Account Acct - Chart of accounts number with Fund, Category, and Sub-cat-
egory for the expense number out of which the employer's portion of FICA and Medicare are to
be paid.

Vendor Code - Code for the vendor to whom the taxes on this line are to be paid such as the
bank, the state treasurer, or the local court. Payroll will automatically load the invoices for taxes.

NOTE 5.10: If FICA and Medicare witholding are to posted fo two diferent
liabilities, they should be expensed out of two different expense numbers in the
budget.

User Deductions - Place here any user-defined deductions which will apply to all employees.
Additional Amount, (Liability) Account, and Vendor Code are treated the same as described
above. Clicking on the arrow button beside the field will display a list of user-defined deductions
from which you may double-click your choice.
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Frequency (on User Deductions lines) - Use drop-down list to select frequency at which User
Deduction should be withheld.

Status/Exempt checkbox - Mark if this parficular compensation line is tax exempt for most of the
employees.

W-2 Gross Wages Line checkbox - Mark if this particular compensation line is to be excluded from
the W2 and 941 for most of the employees.

Press Return/Enter or click Save. You should now create any Local Taxes, User Deductions, or
Allowances needed. If none are needed, you may skip down to Selting Up Employee Information.

Creating Local Tax Codes (city tax, county tax, school tax, etc.)

10-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Accounting, choose Payroll and under Payroll, choose Local Codes.

O Local Codes =]

Click Add. =] SRR BT

A multiple add message will appear on the Hame Taia T ey DR ety O ot ey
screen. Press Return/Enter or click OK. ' T —

Type the name of the local tax (e.g.—County
Tax).

Name: |County Tax Standard Deduction Option
Press the Tab key and type a code for this local Code: T L T
tax (e.g.—CT) - But Not Duer:[ e

Uendor Code:[counm/TRERS

Click on the arrow =l button beside the
Account # field under Defaults. Double-click
on the liability Account # to which this tax

is to be posted. The Vendor Code may also
be entered the same way, allowing this deducted amount to post to Accounts Payable as an
invoice. These default settings will simply load automatically on the Tax Liability Information screen
when you insert this local code on an employee’s Employee Information screen. They may then
be changed, if necessary. They may also be left blank at this fime and filed in when the employee
record is set up.

Tab to the Standard Deduction Option section of the screen. If the deduction is to be a straight
dollar amount, leave this blank and fill in the amount on the employee’s Payroll Setup screen. If
the deduction or local tax is, for example, 1.5% of the gross salary, fill in the fields as follows:

Over: 0.00
But Not Over: 999999.00
Percent %: 1.5000

Max Gross Limit: 999999.00

Press Return/Enter or click Save.

Continue to enter other desired Local Codes following steps 5 - 9 above. After you have entered
the last Local Code and pressed Return/Enter or clicked Save, click Cancel.

Creating User Deduction Codes (other local tax, pension, TSA, rent, etc.)

1-
2-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Accounting, choose Payroll and under Payroll, choose User Deductions.
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3- Click Add.
4- A multiple add message will appear on the screen. Press Return/Enter or click OK.
5-  Type the name of the user deduction (e.g.—Pension).

6- Click on the arrow =l button beside the Account # field under Defaults. Double-click to choose the
liability Account # to which this deduction is to be posted.

7-  Click on the arrow [=l button beside the Vendor Code field, and double-click to choose a
Vendor Code from the pop-up list. Entering the vendor code allows this user deduction to post to
Accounts Payable as an invoice.

8- Click on the arrow =l button beside the Frequency field, and double-click to choose from the
pop-up list of frequencies. Entering a default Frequency will indicate how often this item is to be
deducted. These default settings (Account #, Vendor Code and Frequency) will simply load
automatically when you insert this user deduction on an employee’s Payroll Setup screen. They
may then be edited, if necessary. They may also be left blank at this time and filled in when the
employee record is set up.

9-  Tab to the Standard Deduction Option section of the screen. If the deduction is to be a straight
dollar amount, leave this blank and fill in the amount on the employee’s Payroll Setup screen. If
the user deduction is, for example, 1.5% of the gross salary, fill in the fields as follows:

Over: 0.00
But Not Over: 999999.00
Percent %: 1.5000

Max Gross Limit: 999999.00

10- Under Pre Tax Deduction, click any applicable check-boxes if this deduction is non-taxable. You
may also indicate that this deduction should not be posted to Accounts Payable.

11-  Press Return/Enter or click Save.

12- Continue to enter other desired User Deductions following steps 5 - 11 above. After you have
entered the last User Deduction and pressed Return/Enter or clicked Save, click Cancel.

Creating Allowance Codes (housing, travel, etc.)
1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Accounting, choose Payroll and under Payroll, choose Allowances.

3-  Click Add.

4- A multiple add message will appear on the screen. Press Return/Enter or click OK.
5-  Type the name of the Allowance (e.g.—Housing).

6- Click on the arrow [E button beside the Default Account # field. Double-click on the Chart of
Accounts number out of which this allowance is to be paid.

7-  Turn on the radio button beside the appropriate Default Frequency option, indicating how often
this item is to be paid.

8- Press Return/Enter or click Save.

9-  Continue to enter other desired Allowances following steps 5 - 8 above. After you have entered the last
User Deduction and pressed Return/Enter or clicked Save, click Cancel.
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Setting up Employee Information L

16-
17-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
Under Accounting, choose Payroll and under Payroll, choose Employee Information.
Click Add.

[0 =———"—Employee Informaton——————41
Enter Employee code. K 4 13 ] 2 | "= B 0] E &
Employee COdeS can be First Previous Mext Last Find Add Change Delete e Haa
t iaht char ters in ﬁ Employee Information rTax Table Codes
|Up Ohe ght.characters Payroll Employee Code: [FEa1 state: [k [w]kentusky
engt 'an can be any ostup Last Name: [Fepper Local: [c7 [ ]county Tax
combination of letters and First Name:[farianne ithhoiding Allowances
numbers. =] Address Line 1:|4588 Park Ln
e Address Line 2:] Federal:[1 state:[i
Press the Tab key and type | EIFEE ~Status
th | ! State:icv_2ip:[+0123 SinglesHOH Married
€ employee s name ds ) sing ()
. Sicks Yac Phone:[z5a/555-7772
it should appear on the Setup Birthdate: [y & 1940 “Check Option
check. =3 5§ #:[a35-00-7356 [ Auto Draw Payroll
Sick s Yac Position: [Adninistrative Assistant
Tab through the Address ek Start Date:[Fes 1 1om8 | -Statement
lines, Cify, State, Zip, Finish Date:| @ w2 () 1099-MISCC! None
Phone, and Birihdqte, [C No Longer Employed Be: W2 Setup I
filing in the appropriate
information.

Tab to the SS# field and fill in the employee’s Social Security Number (123-45-6789).

Press the Tab key and fill in the employee’s Position.

Press the Tab key and fill in the Start Date when this employee began employment.

NOTE 5.11: The No Longer Employed checkbox should be checked once
employment is terminated. This will keep this employee’s payroll from calculating
but will keep the current year’s records in the system for the sake of W-2's at the
end of the year.

Click on the Arrow button =l beside the State field under Tax Table Codes, and double-click your
state.

Click on the Arrow button L=l beside the Local field to pop up a list of user defined Local codes and
double-click on your choice. The local codes are established by the user. See instructions above
for Creating Local Tax Codes.

Press the Tab key. Under Withholding Allowances in the Federal box insert the number of depen-
dents the employee is claiming.

Press the Tab key. Under Withholding Allowances in the State box insert the number of dependents
the employee is claiming.

Under Status, click the appropriate radio button, indicating whether the employee is Single/HOH
(single/head of household) or Married.

Under Statement, click the appropriate radio button, indicating whether the employee is to
receive a W-2, 1099, or None.

Once this screenis filled in, press Return/Enter or click Save.

Click the Payroll Setup button at the left of the Employee Information screen to bring up the
Payroll Setup window.
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18- Use the drop-down list on the

PGY Item field to select the first —————— Marianne Pepper Payroll Setyp———————9H
type of compensation to be Type Peopan Amount _fre =
yp P e Pay lemE T w5t Chaén : e
entered (e.g.—Hourly 1 or 2, s
Description Frequenc: Acct® - Fund Cat Sub Cat
SCI|Ory ] ’ 2; or 3, A||OWOHC6 ] ’ % iSalar‘g ISemiMonthly . ISBZB Secr"etar‘g Salary iSBBB IH I
2,3,4,0r5). Lisbility flamt:[ sow.o0 Hrsi
.I 9_ Cllck The Change bUHOI’]_ Aocounts Deduction Add Amount Employer Portion Status W2 Gross Wages Line
Federal 6. 30 | ot Sub Cail' Excernpt [ Exclude
20_ Type Salary or ques in The FII:H_ B .88 isage iaaaa IH I [T Exempt [T Exclude
m - Medicare N B | | o | [0 Esempt [ Eolude
Description field. State 00| P F .
. L. Local | @ .68 [T Exempt [ Enelide
2] - USIﬂg The dl’Op-dOWﬂ ||ST g} The User Deductions Add. Amount Account Yendor Code Frequency
Frequency field, select the 1:[savings [=]] .00 [2508 [<] [mATronALe e |Every Pay Period E3
appropriate pay frequency. 2: LI e [ [l Every Pay Period 3]
. j:l I a.6a I | Ewvery Pay Period éJ
22- Click on the Arrow button 4 LI ee [ [=f Every Pay Period B
beside the Acct# field. 5 % | T - | [Every Pay Period 2]

Double-click to choose the
Chart of Accounts number out
of which this person’s salary/wages is to be paid.

23- Press the Tab key, moving through the Fund, Cat, and Sub Cat fields confirming the information.
24- Tab to Amt and enter the amount this employee is paid per pay period on this compensation line.

25-  Press the Tab key, moving the cursor to the Hrs field. For hourly employees, the hours entered on the setup
window is usually left blank. You can enter an average hour per period for informational purposes. When
calculating hourly payroll, you will enter the actual number of hours worked. For salaried employees, you
may enter the number of hours for a pay period. These hours will be included on the payroll summary
printouts with the hourly employees. Some states use this information for taxing purposes.

26- Press the Tab key, moving the cursor to the Add Amount field on the Federal line.

27- If you followed the instructions above in the section titled Entering Default Frequency/ Deduction
Setup, some information here will already be filled in. Make any changes necessary for this
employee. Information should be completed as follows:

Add Amount - Amount of tax to be withheld in addition to the calculated amount.

Employer Portion/Expense - Chart of accounts number for the expense number out of which the
employer's portion of FICA and Medicare are to be paid and confirm the fund, category, and sub-
category connections.

Status/Exempt checkbox - Mark if this particular compensation line is tax exempt.

W-2 Gross Wages Line checkbox - Mark if this particular compensation line is to be excluded from
the W2 and 941.

User Deductions - Place here any user-defined deductions which will apply to this employee (See
Creating User Deduction Codes above). Clicking on the arrow button beside the field will display
a list of user-defined deductions from which you may double-click your choice. Add Amount,
Account, Vendor Code, and Frequency are freated the same as described above.

28- Once this screenis filled in, press Return/Enter or click Save.
29- Follow steps 18 - 28 above to enter additional Hourly, Salary or Allowance lines.
NOTE 5:12: When entering Allowances, click on the arrow button beside the

Decription field and double-click your Allowance choice from the list of user-
defined Allowances. See instructions above for Creating Allowance Codes.

30- Now click the Tax Liability Accounts button atf the left of the Payroll Setup screen. The Tax Liability
Information screen appears.

31- Click the Change button.
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32- If you followed the instructions =———————— Tax Liability Information——"————-§8
above in the section fitled = [l z ~ o
Entering Default Frequency/ Close #ll | Close Change S| (e
Deduction Setup, this informa- '
tion will olreody be filed in. Hame Account  Employer Yendor Code Calculations
Make any changes necessary Federal m Im [T Use entered amounts only
for this employee. Information FICA |ze18 |zo1e [HATIONALE 1Ty
should be completed as fol- Medicare [zoia [2818m [HAT roMALE 1 TY
lows: State !ﬁ [sTATETRERS [™" Use entered smaunts anly
Account - Chart of accounts Local EBEET W [ Use entered amounts only
number for the liability to

which the employee's with-
held tax should be posted.

Employer - Chart of accounts number for the liability to which the employer's portion of FICA and
Medicare should be posted.

Vendor Code - Code for the vendor to whom the taxes on this line are to be paid such as the
bank, the state treasurer, or the local court. Payroll will automatically load invoices info Accounts
Payable for taxes.

Use entered amounts only checkboxes are also available. When checked, the amount put in the
Amount field on the Payroll Setup window for this line will be the total withheld, not added to the
calculated rate.

33- Once this information is complete, press Return/Enter or click Save.

34- Click the Close All button on the Tax Liability Information window, which will return you to the
Employee Information screen where you may set up another employee. Follow the above steps
and set up all the employees.

Calculating Regular Payroll

1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2-  Under Accounting, choose Payroll and under Payroll, choose Calculate Regular Payroll (or click
the Calculate Regular Payroll Bl icon on the Tool Bar).

3-  Entfer Pay Period Ending Date (e.g.— =———— Automatic Payroll Calculations ="—"—H

9.30.2001).
Enter Pay Period Ending: !SEP 30 2001 |

4- Use the checkboxes to select Pay

Frequencies to be paid at this time. Fay Frequency
[T Heskly [ Ouarterly
5- Enter an employee code or range of [ Eikeskly [ =emifnnual
codes in Selected Employees Option [ Semifonthly [T Aneual
fields only if you want to calculate W W

payroll for one employee code or a :
range of codes (to calculate for one SEIREEL EMRINURES:[n 0
employee, enter that one employee | [=]To | (=]

code in both fields). To enter an =Leave Blank to Process All xR
employee code, click on the arrow [l
button beside the blank code field, and
double-click on your choice of codes from the pop-up list.

6- Press Return/Enter of click OK.

7- Payroll will calculate and the following message appears: Regular Payroll Complete! Calculate
Hourly Payroll?
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If there is no hourly payroll to calculate, click No. If there is hourly payroll to calculate, say YES and
proceed to step 8 under Calculating Hourly Payroll below. After calculating hourly payroll, return
to step 9 here.

Under Reports, choose Payroll and under Payroll, choose Payroll Period.
Enter payroll period ending date in the Report Date field (e.g.—9.30.2001).
Press Return/Enter or click OK.

Select Printer on the Set Report Destination screen.

Press Return/Enter or click OK.

Send report to the printer, and Payroll Period report will be printed.
Review report fo make sure amounts are correct.

If information is correct and you are ready to print Payroll checks, go to Printing Payroll Checks
below.

NOTE 5.13: If the information is not correct, go under Accounting to Payroll and
under Payroll to Edit Payroll Period. Locate the incorrect payroll by clicking on the
employee's line. Federal, State, and Local taxes may be edited on this screen. To
edit FICA, Medicare, or User Deduction amounts, highlight the incorrect payroll line
under Payroll Detail and click on the View Detail button. Click the Change button
and make any necessary changes in this particular item. Press Return/Enter or click
Save. After all incorrect items have been edited, print another Payroll Period report
and then go to Printing Payroll Checks. You may discard the complete payroll and
start over by clicking on the Discard button.

Calculating Hourly Payroll

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Accounting, choose Payroll and under Payroll, choose Calculate Hourly Payroll.

Enter Pay Period Ending Date (e.g.— [l =———alculate Hourly Payroll ————=—=~
9.30.2001). = N I 7 I
Enter Hours Calz Fayroll [ £
Use The CheCkboxes To SeleCT Poy Employee Req Rate Reg Hours 0T Rate OT Hours Gross Pay
Frequencies to be paid aft this time. BiLl Martin .00 .90 .60 .60 .60

Marie Mewsll 18.08 8.60 G.60 G.60 .60

Enter an employee code or range of
codes in Selected Employees Option
fields only if you want to calculate payroll
for one employee code or a range of

codes (to calculate for one employee, Employee: Bill Martin

enter that one employee code in both Description: Reg Hours

fle|dS) Regular Hours: | a.68 At | 2.68 /Hr
’ Dvertime Hours:| a.00 At | a.88 /Hr

Press Return/Enter or click OK. Gond Roug | b

Hourly employees will load in the
Calculate Hourly Payroll screen.

Click the Enter Hours button and enter regular hours for the first employee.
Press the Tab key and edit the hourly pay rate, if necessary.
Press the Tab key and enter overtime hours, if applicable.

Press the Tab key and edit the overtime hourly pay rate, if necessary.
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12-
13-

Press Return/Enter or click OK.

Follow steps 8 - 12 until hours have been entered for all hourly employees. If a particular employee
has no hours this pay period, leave the hours fields at 0.00 and press Return/Enter or click OK, going
on to the next employee. No payroll will be calculated for an employee with 0.00 hours.

Once all employee hours have been entered, a dialog box appears with the message, Calculate
Hourly Payroll? Press Return/Enter or click YES.

Hourly payroll will calculate. A dialog box will appear indicating Calculation Complete! Press
Return/Enter or click OK.

Return to step 9 of Calculate Regular Payroll on page 60 and continue.

Printing Payroll Checks and Posting Them to the Ledger =1

13-
14-
15-
16-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
Under Accounting, choose Payroll and under Payroll, choose Payroll Checks.

Enter Starting Check Number, Date o appear on checks, Payroll Period Ending Date and furn on
the Show SS# on Stubs and Show YTD on stubs checkboxes. Make sure the radio button beside
New Checks is furned on. Make sure the Asset out of which the payroll checks are to be printed is
highlighted in the Select Asset window.

Press Return/Enter or click OK.
Confirm check amounts and numbers.
Press Return/Enter or click Print.

A dialog box appears saying, Ready Printer. Press Return/Enter or click YES.

NOTE 5.14: You will have an opportunity to print a check alignment test when
printfing checks. Do this when you print checks for the first fime. Once they print
correctly, you will not have tfo do an alignment test again. The setup will stay the
same. Check alignment may be adjusted on the Accounting Setup screen.

A dialog box will appear asking, Print Checks? Press Return/Enter or click YES.
Send to the printer and checks will be printed.

After the payroll checks have printed, a dialog appears asking, Post payroll checks to the ledger?
Press Return/Enter or click Yes.

Enter Payroll Period Date you wish to post (e.g.—9.30.2001).

Under Options, furn on the checkbox beside Post Ded./Taxes to Acc. Payable if you want the
faxes posted as invoices in Accounts Payable.

Under Posting Report, furn on Composite or Detail (Detail is recommended).
Press Return/Enter or click Continue.
Send payroll posting report to the printer.

Review posting report and if information is correct, Press Return/Enter or click Yes atf the dialog box
which asks, Please check the report and verify infformation. Is the Information Corrrect? Payroll will
now be posted to the ledger.
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(N) Print reports of ledger activity
Monthly Comparison

1-
2-

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

Under Reports, choose Ledger YTD
and under Ledger YTD, choose
Monthly Comparisons.

Use the drop-down list at Report
Month to choose the month for
which you wish to report.

Enter Budget Year e.g.—2001).

Tab through the following fields,
filing in a range of Accounts,
Funds, Categories, or Sub-
Categories you wish fo print.
Leave these fields blank fo print
all ledger activity.

Select desired options under
Report Format and Report
Options.

Press Return/Enter or click OK.

Select Printer on the Set Report Destination screen.

Press Return/Enter or click OK.

Send report to the printer, and Monthly Comparison

report will be printed.

Monthly Comparison

= =

Today's Date Is:INO‘-pr 28 2081

Report Month: {November H
Fiscal Year Beginning: |JAN 1 28081 El
Budget Year: | 26001

Accounts: T—E to F—E

Leave Accounts Blank to Print All

Funds: I_E io I_E

Leave Funds Blank to Print All

Categories: i_ E to I_ E

Leave Categories Blank to Print All

Sub-Categories: I“_"E to IH_HE

—Report Format ——
[T Composite
[* Detail

[T Duerride Defaults

[ Export (Tab Del.)

Setup

* Cancel

I |r:?

J Dk
Leave Sub-Categories Blank to Print All

Set report destination=""—"i—=_=8H
® Printer
I Screen
1 Page Preview
(i File
(1 Port
(" Clipboard
(' Publish

(See Sample Monthly Comparison Report on Next Page)
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Sample Monthly Comparison of Actual to Budget

Date: DETAIL MONTHLY COMPARISOMN OF ACTUAL TO BUDGET AMOUNT Fage 1
SEF 17 2001 March 1, 2001 To March 21, 2001
Budget Year2001
All Accounts and All Funds and All Cat. and All Sub-Cat.
Budget Current  Current Month
Annual tdanth Actual Eudget Current
Budget Marich Petarizh YD YD Balance
Tncome
Regular Income
A000-Sundsay Warship Offating 118,000.00 0,833.32 14,500.00 147 % 20,499.99 37,500.00 127 % £0,500.00
A010-Loose Offering 5,656.00 471.33 600.00 127 % 1,412.09 1,680.00 19 % 3,976.00
4020-Sundsay School Offering 1,300.00 150.00 200.00 133 % 450,00 423.00 94 % 1,373.00
Regular Income Total 125,456.00 10,454 66 15,300.00 146 % 31,363 98 30,605.00 126 & 85,851.00
Designated
4100-Building Fund Income 0.o0 .00 6,995.00 0% .00 ¥,995.00 0% [7,995.00]
411044z zions Fund Offering o.o0 .00 200.00 0% .00 600.00 0% (600,007
Designated Total 000 0.00 ¥,295.00 0% 000 8,395.00 0% [8,595.00)
125,456.00 10,454 66 22,595.00 216 % 31,263.98 48,200.00 154 5% ¥7.256.00
Expenditures
Personnel
S000-5enior Mnister Salary 24,000.00 2,000.00 2,000.00 100 % 6,000.00 6,000.00 100 5% 18,000.00
S020-Secretary Salary 19,200.00 1,600.00 1,600.00 100 % 4,800.00 4,800.00 100 5% 14,400.00
S030-Custadian Salany 11,520.00 960.00 960.00 100 % 2,880.00 2,880.00 100 % 3,640.00
S025-MNursery Attendant 000 6000 60.00 100 % 180.00 180.00 100 5% 540.00
S040-Travvel Expenses 2,400.00 200,00 200,00 100 % 600,00 600,00 100 % 1,800.00
S045-Housing 9,600.00 £00.00 200.00 100 % 2,400.00 2,400.00 100 5% 7,200.00
S090-Church's FICAMedicare .. 2,406.00 200.50 200.44 100 % 601.50 601.32 100 % 1,804 .62
Personnel Total 69, 846_00 53,820 50 3,820 44 100 % 17,461.50 17,461.32 100 % 32,384.68
Administrative
5110-Office Supplies 5,000.00 416.67 385.08 03 1,250.01 1,285.08 103 5% 3,714.02
S120-0ffice Equipment 3,000.00 230.00 270.00 106 % 75000 740,00 99 % 2,260.00
5120-Telephone 1,200.00 100.00 90.00 a0 % 200.00 200.00 a7 % 910,00
Administrative Total 9,200.00 T66 .67 T45.98 97 % 2,300.01 2,315.98 101 % 6,884.02
Christian Education
5140-Sunday School katerialz 1,500.00 125.00 130.00 104 % 375.00 280,00 101 5% 1,120.00
5130- acation Bible School 400.00 0.00 0.00 o 0.00 0.00 0% 400.00
S160-Rezsource Matatialz 300.00 25.00 20.00 a0 % 75.00 60.00 a0 % 240.00
S1T0-Children's Mnistties 2,000.00 16667 175.00 103 % S00.01 515.00 102 % 1,485.00
S180-¥ outh Mnistrias 1,300.00 123.00 100.00 a0 % 373.00 340.00 a1 % 1,160.00
Christian Education Total 3, 70000 441 .67 425.00 96 %5 1,325.01 1,295.00 98 = 4,405.00
Property
General Property
5190-General Maintenance 2,000.00 166 67 32000 192 % S00.01 670.00 134 % 1,330.00
S200-Insurance 1,300.00 .00 0.0 0% 0.00 000 0 1,300.00
5210-Custodial Supplies S00.00 4167 25.00 60 % 125.01 145.00 16 % 355.00
S5220-Gas For Yan G00.00 a0.00 10.00 20 % 150.00 a7.00 65 % 503.00
S230-hbortgage Principsl 3,600.00 300.00 300.00 100 % an0.00 ann.on 100 % 2,700.00
S240-hiortgage Interest 2,400.00 700.00 T00.00 100 % 2,100.00 2,100.00 100 % 6,300.00
Geheral Property 16,600.00 1,258.34 1,355.00 108 % 3,775.02 3,912.00 104 % 12,688.00
Utilities
5230-Gas -Heat Fa0.00 .00 &2.00 109 % 230.00 282.00 13 % 465.00
S260-Electricity 1,500.00 125.00 179.00 143 % 375.00 479.00 128 % 1,021.00
5270 aker and Sewer 360,00 20000 20.00 67 % 90.00 T0.00 T8 290.00
Ltilities 2,610.00 230.00 281.00 122 % T13.00 &31.00 16 % 1,779.00
| Property Total 19,210.00 1,488.34 1,636.00 110% 4,490.02 4,743.00 106 %  14,467.00
Worship
S280-Communion Supplies 200.00 16.67 17.00 102 % a0.m 52.00 104 % 148.00
S290-Bulletins 300,00 23.00 25.00 12 % 7a.00 84.00 12 % 216.00
5300-Special Guest Speakers 500,00 0.00 0.00 0% 0.00 0.00 0% 500,00
5310-Special Serices S00.00 4167 150.00 360 % 125.01 150.00 120 % 350.00
Worship Total 1,500.00 $3.34 195.00 234 % 250.02 28600 114 % 1,214.00
Cutreach
S320-Denominational Support 15,000.00 1,250.00 1,250.00 100 % 3,730.00 3,750.00 100 % 11,250.00
53304 oHd Hunger Project 2,000.00 250.00 200.00 20 % T50.00 200.00 107 % 2,200.00
S3d0-Local Cutrasch Mnistries 2,000.00 166 67 200.00 120 % S00.01 a00.00 100 % 1,300.00
Outreach Total 20,000.00 1,666 67 1,630.00 99 % 3,000.01 3,050.00 101 % 14,950.00
Designated
T100-Building Fund Expense o.o0 0.0 3,300.00 0% 0.00 4,300.00 0% [4,300.00)
Designated Total 000 o.00 3.300.00 0% 0.00 4.300_00 0% [4,300.00)
125,456 .00 10,267 .19 13,772.42 134 % 30,826.57 35,451.20 15 % 90,004.70
Overi[Under) 0.00 187 47 8,822.58 33741 12,748.70 [12,748.70]
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Balance Sheet

1- Under CDM+ on the menu bar select Accounting or click the Accounting Icon on the Tool Bar.
2- Under Reports, choose Ledger YID and under Ledger YTD, choose Balance Sheet.

3-  Select the Period Ending date for which you want a Balance Sheet printed.

NOTE 5.15: A Balance Sheet can only be printed for the previous fiscal ending
date or a period that has been closed, or the current date. See Close Period
below.

4-  Select desired options under Report Format and Report Sort.
5- Press Return/Enter or click OK.

6-  Select Printer on the Set report destination screen.

7- Press Return/Enter or click OK.

8-  Sendreport to the printer and Balance Sheet report will be printed.

NOTE 5.16: The Monthly Comparision report and the Balance Sheet are the two
best reports to give to the Finance Committee, Church Board, Deaon board,
Session, or Council.

Sample Balance Sheet

First Church
122 Cathedral Lane
Big City KY 40000-0000

(859) 555-1234
BALANCE SHEET
Date
ASSETS

Cash Accounts

Checking 100,216.38

Savings 5,140.00

Investments 75,000.00
Total Cash Accounts 180,356.38
Fixed Assets

Bus 15,000.00

Church Building 750,000.00

Furnishings 100,000.00
Total Fixed Assets 865,000.00

TOTAL ASSETS 1,045,356.38
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Sample Balance Sheet (continued)

LIABILITIES AND FUNDS

LIABILITIES
Current Liabilities
Federal Tax Payables 161.28
FICA/Medicare Payables 400.85
State Tax Payables 113.68
Local Tax Payables 39.30
Accounts Payable 445.00
Total Current Liabilities 1,160.11
Long Term Liabilities
Mortgage 500,000.00
Total Long Term Liabilities 500,000.00
TOTAL LIABILITIES 501,160.11

FUND BALANCES

Undesignated Funds

General Fund 74,358.27
Total Undesignated Funds 74,358.27
Designated Funds
Building Fund 15,088.00
Missions Fund 13,050.00
Memorial Fund 75,000.00
Special Fund (In & Out) 1,700.00
Total Designated Funds 104,838.00
Equity Funds
Bus Equity Fund 15,000.00
Building Equity Fund 250,000.00
Furnishings Equity Fund 100,000.00
Total Equity Funds 365,000.00
Net Change Line 0.00
TOTAL FUNDS 544,196.27
TOTAL LIABILITIES AND FUNDS 1,045,356.38
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Accounts YID Balances

Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.
Under Reports, choose Ledger YID and under Ledger YTD, choose Accounts YTD Balances.
Select Report Starting Date.

Enter the Report Ending Date.

Tab through the following fields, filling in a range of Accounts, Funds, Categories, or Sub-Categories
you wish to print. Leave these fields blank to print all ledger activity.

Select desired options under Report Format and Report Sort.
Press Return/Enter or click OK.

Select Printer on the Set Report Destination screen.

Press Return/Enter or click OK.

Send report to the printer, and Accounts YTD Balances report will be printed.

NOTE 5.17: The Accounts YTD Balances report performs a fresh calculation of alll
ledger activity just for this report. This is a good report to print when looking for a
mistake.

(O) Other Accounting Procedures
Bank Reconciliation

The bank reconciliation function within CDM Plus allows for a quick and easy way to mark which items
have cleared the bank and which have not. After all the items which appear on the bank statement

have been identified, then the program will provide a printout of all items which have not cleared the
bank and indicate that the system is in balance with the bank statement.

To Perform a Bank Reconciliation

1-
2-

6-

On the Accounting menu, select Ledger and under Ledger, select Bank Reconciliation.

Select the Asset you want to recon- [=====—————=ankReconciiation - 1000/Checkini ————§&
cile, and enter the Ending Balance jek I v I = I & <
Cloze Clear All Yiew Entry Detail Print Reconciliation Quit and Update
from the bank statement. ——
Statement Balance 42 35609 Debits Credits
CDM PIUS WI” dlSplOy O” i.I.emS for Current Balancel 43 40516 . . Cleared! 25,605.00' 4,437.00
. Reconc. Balancel 48 76285 Statement + (NC Debit— NC Credit) | Not Cleared mﬂm‘
that asset which have not been Difference | 264257 Current - Reconcillation
marked as being cleared. written To Description Debits __ Credits Ck*  Date Cleared
January  |ncome 18568 .98 JAM 24 2081 YES
. . . Sunday of_fer"ing deposi 5868 .98 FEE 11 2881 YES
Select a line item which appears . e B
on the bank statement, and the e hageoa® neer 5.0 FEE 52 Zopi vis
. Jan-Feb electricity 8.88 FEE 22 Z@@1 YES
program will put a Yes at the end sk =
of that line. If you select the wrong i B L 220 D i
. . . . Jdan—Feb World Hunger P ©.60 FEE 22 2081
|Ine, Clle on IJ[ OgOII"] Clﬂd J[he prO— Jan-Feb local outreach 5.6 FEE 22 Z@@1
. . Click on line to change cleared status. Select Print or Quit and Update to update records 7
gram will unmark it. Z

You can select several lines at
once by dragging over several items while pressing on the mouse button. When you let go of the
button, those lines will be selected or deselected.

Once all of your items have been selected, either click on Quit and Update or Print Reconciliation.
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NOTE 5.18: The Quit and Update button will save your markings, and then you can
print a reconciliation report later by selecting it from the Ledger Reports menu. This
is helpful if you have other items that appear on the Bank Reconciliation which
are not in CDM Plus. The Print Reconciliation function will save all of your markings
and print the Bank Reconciliation report. It is suggested that you file this report
with your bank statement to indicate that the reconciliation has been completed.

During the marking of
fransactions, CDM Plus
will display at the top

the status of your bank
reconciliation session. The

Statement Balance I

Current Balaneel 49 40516

Recone Balaneel 46,762,295 Statement + (NC Debit— NC Credit) | Mot Cleared

Differencel 2,642.31  Current - Reconcillation

42, 2536.09

Debits
25,605.00 |
5,145.64 |

Credits
4,4287.00
I0,732.88

Cleared

Statement Balance is the amount the user entered in on the initial window. The Current Balance

is the balance CDM Plus maintains from each fransaction. The Reconciliation Balance is the
Statement Balance plus the tofal of non-cleared Debits less non-cleared Credits. As you click on
items, the Reconciliation Balance will change and the Difference between the Statement Balance
and the Current Balance will be updated. The goal of the reconciliation is for the difference to be

Zero.

NOTE 5.19: If Difference is a positive number, it means you show more money than
the bank and there are probably cleared checks or bank charges missing or not
marked as cleared in CDM Plus. If Difference is a negative number, it means you
show less money than the bank and there are probably cleared deposits or interest
payments missing or not marked as cleared in CDM Plus. [Clearing credits (checks)
reduces Difference and clearing debits (deposits) increases Difference.]

To Manually Mark an Item as Being Cleared or Change Its Status Without Using

the Bank Reconciliation Window

On the Ledger window there is a Cleared field for each item. When doing the bank reconciliation, CDM
Plus changes the status of this field for assets from No fo Yes. If you are entering bank charges or other trans-

actions from a bank statement, you can
indicate that this item has cleared the bank
by changing the status of this field.

1- Under Accounting, select Ledger and
under Ledger, select Ledger Entries.

2- Find an existing entry and click on
Change. Highlight the asset line and
click in the Cleared field. Type Y
and click on Replace. File the trans-
action change. If you are entering
a new transaction, then Tab into the

Cleared field and type a V.

=

i< 4 i if T
£t Fres s Hy 1 Lt Fitrd Fir

Reference #: [176
Posting Date: [0EC 5 zo81

Transaction Date: [0 25 zoe1 [

3180,4180.7.

3108.4198.7.
3118.4118.7.

Capi tal

L1808.A.,

Deposit

*-Cleared

_Ledger =
# & & X ]
i AL gt Add Replace | Remave Cance| Filv_
Check #:[
Uendor Code: [ E
Written to: |

Miz=sions Deposit

flccount:[1656 [ checking

5@.08
5@ .86
S8 .86

@.08

Totals: | 795.00 | 795.08

47,500.62

Deposit

Balance:

Description:[Deposit

Debit Amount: 755.08  Credit t:

Cleared: [vEs

Fund:| [=]
category:[f =] cash Accounts
sub Category:[  |=|

a.e2 [~ Uendor 1899

NOTE 5.20: if you inadvertently marked an item as Cleared, you can change the

asset line from Yes to No.

3-

After making all of your necessary changes, print a Reconciliation Report. (Select Accounting or

click the Accounting Icon on the Tool Bar. From the Reports menu, select Ledger Reports and then

Bank Reconciliation.)
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Other Buttons on the Bank Reconciliation Window

el

Cloze

Clear All

sary.

Close — Closes the Bank Reconciliation window and does not save any changes.

v Clear All - Will mark all items as being cleared. You can then uncheck certain lines if neces-

3|
View Entry Detail — This will display the Ledger Entry window for a selected line. Changes
to that transaction can be made, and when the ledger window is closed, the Bank

Reconciliation will reflect any changes.

NOTE 5.21: If you have selected several lines, the last line highlighted will be dis-

played in the Ledger Entry window.

Close Month

Closing a Month in CDM Plus prevents any changes to transactions in that month (except for changing
the bank reconciliation Cleared status) and stores the Month End Balance for all account numbers. After
a month is closed, a Balance Sheet for that month can be generated at any time. It is a good idea to
close each month. By closing a month, if a mistake is found, it is easier to locate the mistake. In addition,
closing a month prevents entries from being entered in the wrong period.

NOTE 5.22: Closing a month is date specific to the fransaction date. You can con-
finue to entfer transactions in CDM Plus without closing a month.

Procedures before closing a month

1- Make any Month-End Journal Entries.

2-  Run a Trial Balance Sheet using the Ledger
YTD Report — Accounts YTD Balances and
select the Balance Sheet opfion.

3- Perform the Bank Reconciliation.

4-  Run all of your Month-End Reports and
review.

To close a month

1- On the Accounting menu, go fo Ledger and select Close Period.
2-  Alisting of months available for closing will appear.

3-  Dates with an asterisk next to them indicate that that month has already

been closed.

4-  Select the month you want to close and click on Ok or press Return/Enter

to continue.

NOTE 5.23: You can close out several periods at once by

Accounts YTD Balances

B

Report Starting Date: [MaY 1 2001 | |
N 1 2001 [

JUL 1 2001 |a]

=]

Report Ending Date: IJUL 31 20@1 |H

——Heport Format —
[ Balance Sheet
[ Show Account *
o Supress zero Acc's
[" Export (tab Delimited)

[ Detail
{7 At Aocounts
Hl:l:uunts:l =] to I =] [ Composite
Leave Accounts Blank to Print All 5 whhetiving
{} &I &g {“ Fands auly
Funl:ls:l to I
E E Report Sort
Leare Funds Blank to Print All _
@ List full account
Categories: | =] to | =] C Total by account #
Leave Categories Blank to Print All
—
Sub-Categories: @ to @
Leave Sub-Categories Blank to Print All v Ok
Select Period =)

Select Period Ending to Close

*®* - Previously Closed Period

X I:am:elll < DOk I

selecting the last date to which you want to close.
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5-  Areport of Close-Out Balances will be printed. Verify information and click on Yes to confinue.
Select No to terminate close-out functions.

Close Year

A regular and important year-end procedure is closing out your books for the year. This procedure will
update the Period Ending Balance for December of the year you are closing and make this period bal-
ance the new Fiscal Ending Balance, replacing the fiscal ending balance of the previous December.

NOTE 5.24: If you are on a different fiscal period than December 31, you can
follow this same procedure, using your fiscal ending date.

1- Before running the Close Year procedure, run your normal monthly Close Period procedure for the
month of December.

2- The Close Year screen will appeadar. Be sure =————— (ppseYear 200l 0c0—"—=—"——-—pgH
,TO select Set Begmmng Balances S,O fhat the Closing the year copies the first twelve periods to the
income and expense accounts will reset previous year history periods 1-12 and then sets the current
to zero. This also resets the Fiscal Date and HETIOL DRIBNERR 1 -X2 sterting st petidn 1
Beginning Fiscal Balance for the new year. oni

— Options —

3-  After the report has printed, you will be asked @ Liear I/E beginning baiances
fo verify if the information on the report is cor- el s
rect. If the information is correct, click on Yes to document this).

continue. Respond Yes ONLY if you are sure the
balances are correct and that all information
has been entered for the year you are closing.

! Do not clear I/E beginning balances

* Eanl:EII | Fru[:EEl:II

4- If you have not already entered your new
budget for the next year, this would be a good
fime fo do so.

NOTE 5.25: it is possible—and probably advantageous—for you to enter the new
budget prior to the previous year's close-out. Multiple years of budget figures can
be maintained within CDM Plus. Also, you do not have to type the entire new
budget. You can copy the current budget with the Copy button on the Budget
Window and then make changes for the upcoming year.

Printing W-2, W-3, 941 and 1099 Forms

CDM Plus is able to print the W-2, W-3 and 941 forms. These forms have been approved by the IRS, so
you do not need to purchase any special forms to produce W-2 or W-3 forms.

CDM Plus can print onto preprinted 1099 forms. To print 1099 forms from Accounts Payable, items to be
included on the 1099 form must have been identified. There is a Checkbox on the Ledger Entry Screen
that indicates which items for a particular vendor will be used for the 1099 form. To review which items
have been marked for a vendor, select Accounting or click the Accounting Icon on the Tool Bar. Then,
on the Reports menu, select Ledger YID and then Ledger by Vendor.
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Printing a 941 Form

1-  Select Accounting or click the Accounting
Icon on the Tool Bar. From the Reports
menu, select Payroll, then Forms, then Form
941.

Click on Add to create a 941 Form. The first
fime you create a 941, you will need to
entfer your name, address and datfe range.
Next click on Load Figures. CDM Plus will cal-
culate your tax liabilities from Payroll and fill
out the form.

Click on the Detail tab to review the infor-
mation. If you need to add or change infor-
mation you can do it on this window. Please
verify your deposit information. If you are
using the Post to Accounts Payable option

in Payroll to pay your taxes, then CDM Plus
should automatically fill in this information
(please note that the first time you use this
feature your deposit information may not be
complete). Also, please be certain to check
any appropriate boxes.

Click on the Voucher tab if you need to
include a payment voucher with your 941. If
you are a Schedule B filer, the program will
automatically supply this information, but
you can view and edit it by clicking on the
Schedule B tab.

The Payment tab will display the payments
that have been marked for 941 payments.

6-  Once all of the information is completed,
click on Save.

CDM Plus Manual

BE © 941 Forms

=HE

- = =3 | = 3 T X o)
DEE 31 2002 | Print Forms agd | cnange | verere | ot | save

General Detall Schedule 8 Payments

9491 | Employer’s Quarterly Federal Tax Return

Report By
Date quarter began | 00T | 2082

@ Feriod Date () Paid Date
Date quarter ended |DEC 31 2002

Name [First Community Church

Trade Mame, If anyr |

Address (puenber and street) | 123 fain St
City, state ZIF code [Big City kY 49423

Employer Il Number IQl‘?W

M address is different from prior return, check here []
IF you do nat have bo fike returns in the future, check here ] and enter date final wages paid
If you sre a sesdonsl employer, s6¢ Seasonal employer on page 1 of the indtructions and check here D

Entered: [oan 26 2002 Modified; [Jrre 26 2003

2002 ) L 4
I Gerwral I Detail I Woucher Schedule & Payments I

_1_Number of employess in the pay period that inciudes March 12 1 | [ SEEs s
2 Total wages ard tips, plus other compensation 2 2, 777.75
B Total income tax withteld from wages, tips, and sick pay . 3 124,92
4 adjustment of withheld income taox for preceding quarters of calendar year 4
5 Adjusted total of Income tax withheld (liee 3 a5 adjusted by line 4. 5 124.92
6 Taxable social security wages a 1,777.75 % 124% (124 | 6b 229.44
Taxable secial security tips 6 % 124% (124 [ ga
T Taxable Medicars wages and tips L |Ta 1,7999.78x  20® (02 [Th 1,55
8 Total social security and Medicare taxes (add lines &b, &4, and Tb), Check B 271.99
if wanes are not subieot to soisl security and/or Medioare i [m}
9 Adjustment of zocial security and Medicare taes - 801
sickPay [ |4 Fractions of Cents .01 ]+ Other
10 hdjusted total of social security and Medicare taxes (line 2 as ad justed by line 1m0 2.
S—see instrustions)
11 Total taxes (add lines 5 and 10) 11 336.92
12 Advance earned income credit (EIC) payments made to employees 12
13 Net taoes (sublract line 12 from line 11)If $2500 or more, this must equal (13 6,92
line 17 column (d) below (or line 0 of Schedule B (Form 94130
14 Total deposits for quarier, inchuding cverpaymment applied from & prior quirter | 14
15 396.92
15 Balance due (nbtrsct line 14 from line 13), See ingtructions.

16 Oyerpayment. If line 14 is more than line 13, enter exoess here

and check if tabe: ] Applied to nesct return DR Refundsd
® All filers: If lne 15 is loss than $2,500, vou need not complete line 17 or Schedule B (Form 341). [
® Semiweekly schedule depositors: Complete Schedule B (Form 941) and check here . . . .
® Monthly schedule depositors : Complete line 17, columns () through (d), and check here O
Honthly Summary of Federal Tax Liability. Do not comglete if you were 2 semiweel by sohedule

{a) First men {b) Second meath T €ed Third manth {a) Total liability

Do you want fo allow another person 1o discuss this return with the RS

[ ves. Complete the folswing
[ Mo
Third

Party Designee s Mame Phans
Designes I

Under penalties of per jury, | declare that | have sxamined this Feturn, inoludieg acoompany ing schedules
and statements , seed to the best of my know ledge and belief, it is true, correct, snd complete.

Personal ID #(PIN)

Sign

Here
Name and Tithe Date
Pum Smith, Eookkesper | ETCE]
941 Forms “HE

2002 I
' General I Detail Woucher I Sohedule B I Payments I

Quarter O 13t Quarter © Ird Quarter
1 2Znd Quarter @ 4th Quarter

Amount [

Wouckwr Schedule B Payments
Total Debits: 99.29( Total l:redits:
Account Debit Credit
309 . 5099 . H 99.28 2.08

= KD
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To print a form that can be mailed directly o
the IRS, click on the Print Forms button.

To view previous reports, click on the Previous
Reports pull-down list and select the report you
wish to view.

Printing W-2 and W-3 Forms

Set up W-2 information for each employee:

5-

- 941 o EMployers Quarterty Federal Tax Return
Plinase 13per a2 prin.

|_ _| OB Ka. 155 0ES
e First Community Church B3,/31/2083 T
dffgen hion
o 61749573 -
;z'z? = 123 hain St Blg City KY 48123 [
T kem] T

L J

11111 14111 2 23 2333 33 4 4 4 6 & &
Faddews b
- :||]|||||||I|_||[||||||||]||f|||

gvem Ll L] LLLILLLLL LLIELLLLLLLLLLLL]

A0 e @8 8 0 4 T 9% 90 10 10 19 %W W 1KMW 0
Irwuon nod fiavv b0 (e retltes i the future, check here ]
o

and enter date finel wages paid

u ore o seasonal 1, see Sensonal ran page 1 of the instructions and oheck hers 1
1 Mumberof cinpl e pay pesiod thst inchudes Merch 12th, 5
2 Total dtips, plus other ok 2,777.75
3 analmotna rwmrhhldﬁwwms tips, andsw:lz pay 3 124.92
a o preciding quarters of calendar yusr . 4
5 Adjusted torad of i h Gas 5 124.92
6 Twble socislsecudtywages . . . . . . |68 1,777.75]  |x 124w 124)= [ob 73044
Taumble ocial Facurity tips | Bc = 124 124) = | b
T Tassble Medicors wages sndbips . . . . . [Ta 1,771.75 [ 25%[029)=| 7 5155
8 Tatal sochsl dd lines 6b, bd, snd To) Cneckne-elfwwes E
sre ot su:,-:z to sooisl sneuriymdloahhdlnmtm 0O | # 2.9
9 I socis) i fa benation)
SickPay$ ________ aFractionsof Cents § 880 L omery =l 8.81
10 Mlusted:uedusoelalsecml\n’andMed.cmlms[ine%asaﬂusleowmel! gee
instructions) 4 10 272,88
11 Tobal taxes (add s Sand 10] . . : L 1" .
12 M\wwewdlncomecmdlt[Elenewlmlsnsueloemplo\cees Loz
13 Fat twas (subtract fne 12 from e 11). If $2500 or more, this must .qulﬂ line 17
colunn [d) below [or line D of Schedule B [Form l1ln 13 39%6.92
14 Total deposits for quarter, including nv!ryewenlwplledlmmapnotwuﬂgr ST R £ | |
15 Balance due (subtract Ene 14 from fine 13). See nstructions, 15 396.92
16 I ine 1dis ling 13, anter xmess here %
and check ¥ 1o be: O Appliedtonesaretum OR [ Refunded
= Al fillers - IFline 1315 los than $2,500, you need not completa line 17 or Schadula B (Fomn 841)
+ Semiweekly sohedule depositars: Compisie Schedde B [Fom 541) and check here . =
= Monthly schedule deposi oG 7, . and check here | | o

Phane.

iz reur oy ERatules and GaRTETE.

mﬂe‘a“rgllp Fuith::Bukth; ‘Beokkemper L% 54.1"33.{2533

Form S (P 1000

555 Bk of Fayerard Vacer

Choose Accounting or click the Accounting Icon on the Tool Bar. On the Accounting Menu, go to

Payroll and then to Employee Information.

Find each employee who should recelve a W-2 form by using the Find button or clicking on Next.
Op=———— =—————— H

Employee Information

If the W-2 opftion on the Statement

Previous Mt Last Find Add Change Delete

4 4 mle2]=]s8 m

# i
et Bawir

section of the window is not already

selected, select it now. To do this, Fal
first click on Change. The W-2 option =
will become available. Select it, =
then click on Save or press Enter/ Detail
Return to accept the change. i
Click on the W-2 Setup
button to add any Allowances or L

Special Withholdings which need to adpe
be included on the W-2 form. Click

ﬁ Employee Information
Employee Code:|s1a1
Last Name: [smi th
First Name:|Futh

Address Line 1:{3225 Hormandy Rd

Address Line 2:

Start Date:|vAv 1 1991
Finish Date:

rTax Table Codes

state: [ [w]kentucky
Local: FBantg Tax

rWithholding Rllowances

FEl:IeraI:|1_ State:|1_
City:[Big City rStatus

State:[iv Zip:[ss123

Phone: |859/555-4423

Birthdate:|rFr 5 1940
§§ #:[385-30-7511 |

Position:[dffice Adninistrator

R O Single/HIH @ Married

rCheck Option
[ Auto Draw Payroll

rStatement
@ w-2 ) 1099-MISCC None
Bv:  W-2 Setup

™ No Longer Employed

in an appropriate box, and a list of

options will be displayed. Double-
click on the item to be printed in
that box.

NOTE 5.26: Only items identified in the Payroll Setup procedures as Allowances or
Deductions are available to be included on the W-2 form in these special boxes.

Continue for each employee.
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Print W-2 and W-3 forms:

NOTE 5.27: Before printing W-2 forms, please verify the Margin setfting by printfing

a test form. The IRS requires a specific margin for these forms. Because different
printers have different built-in margins, a slight adjustment may need to be made.
ALL W-2 AND W-3 FORMS MUST BE PRINTED ON EITHER A LASER PRINTER OR INKJET
PRINTER. THE IRS WILL NOT ACCEPT FORMS PRINTED ON A DOT-MATRIX. IF YOU HAVE
A DOT-MATRIX PRINTER, YOU MUST USE PREPRINTED FORMS.

1-  Select Accounting or click the =——— statementSetip————————————H&
Accounﬁng Icon on the Tool Bar. -Date Range rEmployee Range
From the Reports menu, select : Employee Code
Payroll, then Forms, then W-2. | w01 2000 [ZEFAI[DEC 31 2000 &l | =]
@ Period Date ' Paid Date *Note: Leave Blank to Print All Employees
2-  Enter the appropriate Date Range, S Maraine
either manually or by using the [X A:Social Security X D: Employer
calendar & button to choose :z 3 :md...,l ; z if:fjl | Top: | ©.35 Left: [ 0.38
dates. Select either Period Date e
(period ending date) or Paid Date. Coran " "
It is important to be consistent T — B ORI . ol o DO
. . on all sides to be acceptable to the IRS.
WITh WhICh dee YOUr use on O” Of X Print ¥-3 Due to differences in printers please test
your payroll printing reports. (Note SEKgThelbs RO
that CDM Plus will display the year
prior to the computer date as the x_cancet | [ v o |

calendar year. You can change
this date, if necessary.)

3-  If you want to print W-2 forms for selected employees, you can identify the range of employees
for whom you want to print W-2 forms by pressing the Down =l arrows beside the Employee Code
fields and double-clicking on the pop-up lists provided there. Leave these fields blank to print W-2
forms for all employees.

4- Indicate the type of copies you want to print by Clicking Off the Checkboxes next to the items
you DO NOT want to print. When the Pause Between Copies feature is selected, CDM Plus will
prompt you that it is ready to print a selected form before continuing. W-2 forms are printed in
batches. (i.e.— All of Form A is printed and then all of Form B, efc. After all forms have been printed,
the user will need to combine the various copies for each employee.)

5- Press the Down (=l arrow beside the Forms field to choose the type of form you want to print. Select
Laser Forms if you want CDM Plus to print the complete W-2 form. To print a blank copy of a W-2
form, select Blank Forms. To use preprinted forms, select Preprinted Forms from the Forms list.

6- To print a W-3 form, be certain to check Print W-3 under the Forms section. Click on the Setup
button next to "Print W-3" to fill in additional information which the W-3 needs.

To verify any information on W-2 forms, print a Taxable Income Detail report (found by selecting
Accounting or clicking the Accounting Icon on the Toolbar, then choosing Reports, then Payroll, then
Taxable Income Detail).Be sure to select the same date range as the W-2 printout.

Printing 1099 Forms from Payroll

Set up 1099 information for each employee:

1-  Choose Accounting or click the Accounting Icon on the Tool Bar. On the Accounting Menu, go to
Payroll and then to Employee Information.

2-  Find each employee who should receive a 1099 by using the Find button or clicking on Next.

CDM Plus Manual Accounting ¢ 5-36



3- If the 1099 option on the Statement Ruth Smith 1099-Misc Setup

section of the window is not already | = fed- tal ncam= Taewrtnhel = £ X v
selected, select it now. To do this, | it Income/Allow. & Deductions Srce bt
first click on Change. The 1099 opftion & ;}Ue?"sﬂ?-j Thstise

. . . otal Salaries
will become available. Select it, then Mog oo inury
click on Save or press Enter/Return to Overtime Hours

accept the change.

4-  Click on the 1099 Setup
button fo add type of Income,
Allowances or Special Withholdings =
which need to be included on the n
1099 form. Click in an appropriate box,
and a list of options for that box will be
displayed. Double-click on the item to
be printed in the box. Note that only
itfems identified in the Payroll Setup
procedures as Income, Allowances
or Deductions are available to be
included on the 1099 form.

5-  Continue for each employee who is to receive a 1099 form.

Print 1099 Forms:

NOTE 5.28: Before printing 1099 forms, please verify the Margin setting by print-
ing a test form. Because different printers have different built-in margins, a slight
adjustment may need to be made.

1-  Select Accounting or click the Accounting Icon on the Tool Bar. From the Reports menu, select
Payroll, then Forms, then 1099-Misc.

2-  Enter the appropriate Date Range, either manually or by using the calendar & button to choose
dates. Select either Period Date (period ending date) or Paid Date. It is important to be consistent
with which date your use on all of your payroll printing reports. (Note that CDM Plus will display the
year prior to the computer date as the calendar year. You can change this date, if necessary.)

3- If you want to print 1099 forms for selected employees, you can identify the range of employees
for whom you want to print 1099 forms by pressing the Down =l arrows beside the Employee Code
fields and double-clicking on the pop-up lists provided there. Leave these fields blank to print 1099
forms for all employees.

4-  Indicate the type of copies you want to print by Clicking Off the Checkboxes next to the items you
DO NOT want to print. When the Pause Between Copies feature is selected, CDM Plus will prompt
you that it is ready to print a selected form before continuing. 1099 forms are printed in batches.
(i.,e.— All of Form A is printed and then all of Form B, etc. After all forms have been printed, the user
will need to combine the various copies for each employee.)
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Printing 1099 Forms from Accounts Payable

Set up 1099 information for vendors:

== VendorsSetyp——————
1-  Choose Accounting or click the i 4 2 M 2 B | & I i 5
Accounﬁng |con on The Too| BO[’ First Prewvious Mext Last Find Add Change. Delete i
On ’rhe ACCOUﬂﬁng Menu gO TO' Uendor Eude:|ﬂcr1£ Balance: 6.0
4 Detail Name:|fcme Construction Compary - ti
Accounts Payable and then to = Rddress Ling 1150 o o Svect
Vendors Setup. Histary Address Line 2:
P City:|eia City StatE:lKv Ziu:|4e123
@ Phone:|666,/555-2712 X Receives 1899
Recurring
Trans. Contact:|
2- Find each vendor who should oo EustnmE_r_Hl:l:lIJunt #:] [ Print On Checks
receive a 1099 Form by using the 0% et (ERTN
Find bU‘H‘Oh or Clicking on The Hl:l:uunt:I?ma Buildinq Fund Expe Eﬂtegurg:!T Designated
Vendors button. il Fund: [3160 Bui lding Fund Sub Cat.:|
Yendors
Past Oue: @.00 Future: 0.00
B-38 days: @.00 31-68 days: @.00
61-98 days: @.00  over 90 days: @.00
ju] Acme Construction Company 1099-Misc Setup B
= (=[]
R Close Setup tml L3 |
3-  Click on the 1099 Setup [ %] button and click on the box > & &5 &— =
where the amount for this vendor should be entered. 7777777y

4-  Continue for each Vendor who should receive a 1099 form.

5-  To view which items need

@ b bant | O rewata, PO

O Fishimaboat.) | © HedCare

") Wom Employes. | ) Sub Pay.

A T
7O e s

I T

[ i
 Exewss Gotgen,| ) Gross Prao

s

. [0 =-——————Acme Construction Company ledger history ="—"———H
to be included on the el dlde, 2
Posted Transaction Chk® To/Description Invoice® Account Amount
1099 form or To mgke Ony FEE 14 2861 MAR Z7 2081 1871 Aeme Comstruction Company/Total Credits: 585.68
i Contractor pagment 7iea SEE BB

Chcnges' C“Ck on The FEE 14 ZBE1 MAR 22 2881 1878 Reme Comstruction Company/Total Credits: 1,580.08

H Contractor paument TiEa 1580 ,88%
History button of the vendor. FEG 14 2091 FEB 25 2001 1967 Fene Constriction Company/Total Credits: 1,080.88.

H H H Con T t AlEE 1HEE, HE
Highlight any line, and -

either click on Mark for 1099
or Clear 1099. Items to be
included on a 1099 form are

[4T¢]

identified by an asterisk.

@ Mark for 1099 || & Ciear 1899 |

“x 1099 Item

NOTE 5.29: 1099 items are generated from the detail level of a transaction and
not the total amount of the check.

6-  Alisting of all items paid to a vendor can be generated. Select Accounting or click the Accounting
Icon on the Tool Bar. From the Reports menu, select Ledger YID and then Ledger by Vendor. You
can also get a printout of only those items which are to be included on the 1099 form.

Print 1099 Forms:

NOTE 5.30: Before printing 1099 forms, please verify the Margin setting by print-
ing a test form. Because different printers have different built-in margins, a slight
adjustment may need to be made.
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Select Accounting or click the
Accounting Icon on the Tool Bar. From
the Reports menu, select Accounts
Payable, then Vendor 1099.

Enter the appropriate Date Range, either
manually or by using the calendar
button to choose dates. (Note that CDM
Plus will display the year prior to the
computer date as the calendar year.
You can change this date, if necessary.)

If you want o print 1099 Forms for
selected vendors, you can identify the
range of vendors for whom you want to
print 1099 forms by pressing the Down [=]
arrows beside the Vendor Code fields

Statement SEtUDEE
-Date Range = Range
Uendor Code
JaN 1 2001 |EEj To [DEC 31 2001 (B ([acME E—Tu—IACME E
®Note: Leave Blank to Print All Yendors
—Copies Margins

[® A: Internal Revenue Service
% B: Employe [® 2: State
[X c: Employer [% 2: City/Local

[® Pause between copies

Top: | ©.35 Left: | 0.30

Total

Print Only Yendors whose Amount is
Greater than

| 600, 00

*Important*

Printed forms must have a 1/2 inch margin
on all sides to be acceptable to the IRS.
Ciue to differences in printers please test
settings before running forms.

x Eanl:EIIl Ok I

and double-clicking on the pop-up lists provided there. Leave these fields blank to print 1099 forms

for all vendors.

Indicate the type of copies you want to print by Clicking Off the Checkboxes next to the items you
DO NOT want to print. When the Pause Between Copies feature is selected, CDM Plus will prompt
you that it is ready to print a selected form before continuing. 1099 forms are printed in batches.
(i.,e— All of Form Ais printed and then all of Form B, etfc. After all forms have been printed, the user
will need to combine the various copies for each vendor.)
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Accounts Receivable

Introduction

The Accounts Receivable module of CDM+ allows users to create invoices, track payments and
generate statements. Payments can be entered and a deposit entry made in the General Ledger
or the receivables module can be used without direct posting into the ledger. The module consists
of four primary areas: customer file, invoices, payments and statements. Finance charges can be
generated from the Accounts Receivable module if the user chooses.

Some primary uses of this module can be for day care billing, rental properties, weddings and special
outside functions which are billed by the church.

Setting up the customer file

—Accounting
—Accounts Receivable
—Customers
O=————————tustomers Setup————————F
I 4 I M 2 B | ] * &
First Prewvious Mext Last Find #dd Change Celete RIS H i g
By Customer Eude:!cmv Balance:! 456 .88
HEEISI'!;T% Name:lﬁandg % Susan Clay
Address Line 1:[123 Main Street
i Address Line 2:|
e City:|Yer=ailles State:|kv 2ip:| 49323
Phone:|
ﬁ ——Default Chart of Account

R|T-.?\,rL.I:.ri;:|sg Httnu“t:i49‘3@ P’Iiscellanec\us Ihee Eategurg:!F Hegular‘ | icame
Fund: [3e00 [ ] General Fund Sub Cat.:[  [~]

[ No Finance Charge [T Inactive

Custorner
B-38 dags:l H,HH 61-98 dags:! o, B8
31-68 dags:l B.868 ouer 98 dags:i 4358, 68

A Default Chart of Account number can be entered if the invoices for this customer are to be charged
to the same account number most of the time.

When adding new customers you can find an existing address from the CDM+ Membership address
file by clicking on the Family Address button.
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[ =————Address ndes=—"ie———H
Clay Su=an CLAY38

Clay Fondy & Sue CLAY24

Cook Mr. & HMr=. Charles COOK2

Curtrans Mike and Angie CURRZ3
Delwecchio Mr=. Albert DELYZ21
Delwichio Al CELY31

Disney Mr. & Mrs. Michoel O 15H1

Emer=on M. & HMr=s. Dowid EMER1T

Hun ter Scott & Stephanie HUNTZ7

Hur ter M. & Mrs. Mark HUMT4

Lucas Mr. & HMr=. Rolph LUCAS

Mas lowsk i Mr. & HMrs. Stewart MASLZE
MzALLister Mr=. Osa MCAL19

Miller MILL1G
Pattersaon Fev. & Mr=s. Dean PATTIZ

Fios= Jim Hiller & Joy ROS56

smith M & HMes. Mance SHIT1Z

Smi th M. & Mrs. Clyde SMITI4

Smi th M. & Mrs. Hugh SHITIS

Smi th Mr=. Camille SHMITZS

Smi th-Cook Eriaon &% Thomos SMITZ9 —
Thompson M. & Mrs. Stanley THOMZE =
HTYD TV, HTY09 -
2222 Marious G ZZEZE2 =

Creating Invoices

There are three ways to create invoices. They are:

1) From the billing window of the customer setup window
2) From the Invoices selection from the Accounts Receivable menu
3) Create recurring invoices

Creating an invoice from the Customer Setup Window

First select the customer record you want to create an invoice for. Next click on the Billing History
button and then click on the New button under the invoice list.

=———————— Billing Summary for kr. & hrs. Michael Dishey =———— =
T o E
EI”II’IQ Close Print Invoice
Hiztary Last Statement I]ate:l Current Balance: .64
r Inuvoice List - Payment List
In¥ * In¥ Date Total Balance Ref * Enter Date Post Date Total
‘ 5 |‘ [ .80 8.80 5 | [—3_33
Mewr Migw *Not Posted to Customer New e *Not Applied to Invoices
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The program will then be ready for you to enter in the information of the invoice. The invoice list is
created the same way ledger entries are entered. Use the add, replace and remove buttons to add
lines to the invoice. Click on Save when done. You can then print the invoice from this window using
the Print button or return to the previous window and print the invoice from the list. The asterisk
next to the invoice on the list indicates that it has not been posted and the customer’s balance will
not have been updated.

Invoicebntry=&—"———————— B
% & i
i i ] B F g o *® [+ ]
i Frygnr By i R et Add Inzert Replace Remowve Cancel File
Inuoice#: | Balance: 8.68
: Posted To Eustumer:l MO
Invoice Date: IJLIN Q 2862
; Posted To Ledger:l
5 Customer Code: IDISNE‘H Eﬁl". % Mrs. Michoel Disney
]
g Memao: = |[C Print "“Terms" Line
- |- Print "Sery Chge" Line
Oty Description Cost Total
1 Tuition for Fall Semester 185 .88 185 .88
Total Invoice I 185.00
Oty Deseription Cost Total

| 1 [Tuition for Fall Semester | 1gso00 [ 1ss500

Acct#: |4aga E Miscel laneous |nccEategurg:iF E Regular |ncome

Fund:|saaa Eseneml Fund Sub Eat.:l E

Creating many invoices at once

—Accounting
—Accounts Receivable
—Invoices

This window is very similar to the single invoice entry window. You use the drop down list next to
Customer to select the customer file for the invoice.

| Invoice Entry B
KK q 2 M ? b i ¥ i
First Preyv. Mext Lazt Find fut R EhES 5 ¢ e d FeTEH FRED
Invoice#: [& Balance:| hEl
ﬁ % Posted To Eustumer:l HO
N Invoice Date: IJLIN Q9 2EE2 e
e osted To Le ger:l
Customer Code: |DISHEY Mr. & Mres. Michael Disney
= I
Change Memo: Y |- Print "Terms" Line
- |- Print "Sery Chge" Line
E Oty Description Cost Total
Delete 1 Wedding Deposit 75 .00 75.00
Print -
Total Invoice I 75.00
Oty Deseription Cost Total
| 1 |'wedding Deposit | 7500 | 7500
LuStorficr. Acct#: [sa00 Miscellaneous |nccCategory:[F Fegular Income
Fund: | zam6 Geneml Fund Sub Eat.:l
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Creating Recurring Invoices

This feature is used for Customers who get billed on a regular basis. In the customer setup
window there is a recurring invoice button. By clicking on this button you can enter in the specifics
of what should be on the invoice or invoices.

ﬁ [[] =———= Recurring Transactions - Mr. & Mrs. Michael Dishey " —0e——"-H5
: o BB | 8 | b B
EE‘GLIFFII'H;I Close ddd Duplicate | Change [elete Lo S
Invoices Day of Month Description Account Fund Cat. Sub Cat Total
1 Monthly rental 4898 ZE08 F 456 . B8

15 Mornthly Pre-school fee AEDE SEEER F 125 .88

Day of Mnnth:ﬁ. [~ Set Invoice Date as Current Date
Description: | Monthly Pre-school fee

Quanitg:] 1 Cost: 125.00 Item Total: 125.00

HCCDunt:mﬁiscellaneous I ncome
Fund:mﬁener‘al Fund

Eategurg:fl—'_ﬂegumr I ncame

sub cat:[ |

When you need to create recurring invoices select this option from the Accounts Receivable menu.

—Accounting
—Accounts Receivable
—Create Recurring Invoices

D = Hecurring Inwoices =———————— E
S B | & % i
Fernove Create Change T Hiwe

| Recurring Invoices

Code I Custorner I Irveoice Date I Description I Itern Total
CLAY Randy & Susan C JUH 1 2eaz Fent SB6 .86
CLAY Fandy & Susan C JUH 1 2EEZ Cowered Parking 1688 .88
DISHEY Mr. & Mr=s. Hich JUH 1 2eaz Monthly rental 458 .86

[«[»]

Inuoice Date: IJUN1 2002 Description:|rent
I]uanitg:i 0.00 Cost: 0.00 Item Total: 500.00

Hccuunt:lmgn Hiscellaneous I neom Eategurg:]F Fiegulur I ncome
Fund:| =000 Geneml Fund Sub. Eat:i

You can change amounts or remove line items before creating the invoices. Any changes here will
only affect the invoices being generated. To change line items for future billing this must be done
from the Recurring Invoices window accessed from the Customers Setup window.
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Posting Invoices

You can post invoices on a daily, weekly or monthly basis. A report of which invoices are going to
post will be printed. The system posts all invoices which have not been posted. Posting invoices
updates the customers balance and prints the invoice on the next statement printing.

Customers
Customer Listing - All

Invoices
Payments

Batch Payment Entry
Create Recurring Invoices
Invoice Late Charges

Post Invoices to Customers

Apply Payments to Invoices

Create Monthly Statements

Accrue Receivables
Post Payments

Entering Payments

There are three ways to enter payments. They are:

1)
2)
3)

From the billing window of the customer setup window
From the Payments selection from the Accounts Receivable menu
Batch Payment Entry

Entering payments from the Customer setup window

First select the customer record you want to enter a payment for. Next click on the Billing History
button, and then click on the New button under the payment list.

Billing Summary for Mr. & Mrs. Michael Disney

E

Print Invoice

Last 5tatement I]ate:l Current Balance: A. 68

@ 17
EI”II’I'; Close
Hiztory
r Invoice List
In¥ * Inv Date

r Payment List

Total Balance Ref ¥ Enter Date

Post Date

Total

Wiew

"B

e

*HNot Fosted to Customer

|
i

*HNot Applied to Invoices

[4]#]

T
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Payments can be identified as four types: check, cash, credit card, credit memo. This is option
information, but different reports for each type can be generated. Use the pop-down list to identify
the type of payment received. After the information is entered, click on the Save button to file the
payment. The payment will now be listed on the payment history list of the Billing History window. An
asterisk next to a payment indicates that it has not been posted towards an invoice or the customer’s
balance. CDM+ will credit payments to the most outstanding invoice balance.

[=——————————— Payment Entry B

[ 2 2 ? *B

First Fonpedngg Mext Last Find Add

Ref#:[z
e Applied To Invoices: ﬁ-D—-
Posted To Ledger:[
Customer EDUB:WHP. & Mr=. Michasl Disney
Hsset:FB—B-B_ Checking
Date:idum 9 2aE2
Payment Tgpe:

Check/Bank Number: 1235 |

FIITIDUI'It:! 100.00

Motes:

3 peid e

Entering payments from the Payments Window

—Accounting
—Accounts Receivable
—Payments

This window is identical to the one from the Billing History window, except you need to choose the
customer from which the payment is received. You can do this by clicking on the down arrow next
to the Customer field.

Payment Entr{ ] =——— Customer List =——~—"=H
5 s L CLAY Fiandy & Susan Clay

s

,e OI1SHEY Mr. & Mrs. Michasl Disney

i SHITH M. & Mrs. Vance Smith

Ref#: [
Applied To Invoices: IFD—-

Posted To Ledger:[
Customer Eude:[—

Hsset:l_ E

I]ate:I.JUN 9 2602
Payment Tgpe:m[
Check/Bank Number:[ [ |
Amount:[~ [~

—Sort By —

Motes:
| | i | | Mame |
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Entering a Batch of Payments

—Accounting
—Accounts Receivable
—Batch Payment Entry

This window allows you to enter a lot of payments at once. This is a multi-add function entry. After
entering one payment, press the enter/return key. The payment will be filed and you will be ready to
enter in the next one. When all payments have been entered, click on Cancel to end the multi add

function.

[0 =--————— Batch Payment Entry =]
#h = B ] b W
Show Add Change Delete [REH gt

| Custorner l Ref® l Date Entered Il Motes I Arnount
Fondy & Susan Cla =1 JUH 18 2882 SE .88
Total: 56.09
Customer Code: [cLAY Fh:mdg & Susan Clay (R = Posted)
Asset: (168 [<|Checking
I]ate:|._IUH 18 2@Ez2
Payment Tgpe:ICheck :I
Check/Bank Number: [szz0s |
Amount: 50.00
Ref#: [5

Nntes:l

Date Posted: I

The Show button on this window allows you see any payments that are in the system. Click on the
appropriate options and click Ok. Payments which have not been posted can be changed from this

window.

- Payment List Selection=""——"2osH

rList Options

() Date Posted
! All Payments ) Clear List

1 Unposted Items

Dates !JUH 9 2682 to IJUH 9 2@@2

|}{ Cancel o Dk
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Posting Invoices and Applying Payments

This process updates the customer’s balance with the appropriate charges and payments. Once
invoices and payments have been posted they cannot be changed or deleted. Payments are credited
to the most outstanding open invoice. After payments are posted you can go to the payment window
and see to which invoice a particular payment was posted. Invoice balances will also be updated on
the Billing History window. A report of invoices and payments to be posted will be printed.

Customers
Customer Listing - All

Invoices
Payments

Batch Pavment Entry
Create Recurring Invoices
Invoice Late Charges

Post Invoices to Customers

Apply Payments to Invoices

Create Monthly Statements

Accrue Receivables
Post Pavments

Printing Statements

Statements can be generated at any time. Usually this is done on a monthly basis. When statements
are created a cut-off date is entered. All invoices and payments from the last statement date up to
this date will be printed. When the statements are finished printing the user is asked if the printing is
okay. A carry forward balance is then created for the next statement printing.

—Accounting
—Accounts Receivable
—Create Monthly Statements

Create Statements "= H

Statements Last I]une:lJLlN Q2002
Cutoff Date: iJLIL o 2002

# Cancel « 0k

CDM Plus Manual Accounting ¢ 5-47



There are three ways to print statements after they have been created.

1) From the Customer Setup window
2) From the menu item Statements on the Accounts Receivable Reports menu.
3) From the menu item Detailed Statements on the Accounts Receivable Reports menu.

Printing a single statement.

From the Customers setup window click on the Statements button. A window listing all of the
statements will appear. You can click on each statement entry and see the detail of each statement.
Click on the Print button with a line selected to print that statement. Statements can only be generated
from the Create Monthly Statements option on the Accounts Receivable menu.

=—— Billing Summary for Mr. & Mrs. Michael Disney =————— B
@ Cloze Print Statement
Staternnts Statement List rStatement Detail
_—
Ref ¥ Date Ending Balance I]ate:i JUN 9 2002 Beginning Bﬂlﬁl’lCB:I 000
- Gl 1RRRR Ref #:I 2 Inuuicesr’ﬂdjusl:' 260.00
Printed:i Pagment/l:redits:l 100.00
Ending Balance:i 160.00
Inroice * Iny Date Total
5 JUH 9 ZEnz 185 .86
=} JUH 9 Zeaz 75.08 —
Payment * Enter Date Total
a2 JUH 9 Zeaz 188 .88

Printing all statements from a particular date

From the reports menu you can print all statements from a particular date. You can also choose a
specific customer’s statement. To print all statements leave the customer field blank. Click on the
drop down arrow next to Customer to select a particular customer from the list.

Statement Printing=S=H

5elect Date To Print

[ 8 2002 ¥

Customer

I E

*Leave Blank to Print AII*

|K Cancel « 0k
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Printing a summary of invoices and payments from a range of dates

This option on the Accounts Receivable Reports menu allows you to print a listing of invoices and
payments which have appeared on several statements.

—Accounting
—Reports

—Accounts Receivable
—Detailed Statements

=—— Detail Statement Printing ==H
S$tatement Begin Date
IEII:T 1 2001 E_]
To
IJUH a zanz ||
Customer
DISMEY-Mr, & Mrs. Michas| Disney Li;l
*Leave Blank to Print AII*
|>C I:ancel“ 0k I

Posting Accounts Receivable to the Ledger

To post accounts receivable payments to the ledger some information must be entered on the
Accounting Setup window. A receivables asset must be defined. If you want to charge finance charges,
you can enter the rate and income account for the finance charge.

—Accounting
—Accounting Setup
—Receivables button

[ ==——————Receivables Setyp =""—"——"—————H
> < T u
Change Dol Hiwe
Seruvice Charge for Duerdue Invoices Invoice Defaults
W BRrrent [X Print "“Terms’ Line

[X Print "Sery Chge" Line
Post Service Charge to Account

Acct#; [4z0m Special Fund Income Category:[T Eﬂesignated
Fund; [zze0 Special Fund ¢{In & Sub Cat.:[

r Accrual Account

Acct#: [1z00 Hccounts Feceivable Eategurg:!m Heceivables
Fund: | sub Cat.:|
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Accrue Receivables

This option allows the user to show income in the General ledger for items that have been billed but
not yet paid. A listing of all outstanding invoices will be displayed. You can click on the items to be
accrued or click on the Mark All button to accrue all items. A listing of line items to be accrued will

be printed.
Mark Receivahbles for Accrued Posting =]
Ny [ Post as a Single Ledger Transaction * ]
Mark All [" Post by Account Number Cancel || Save
| Inuoice Entries
Customer I Invoice Late I FPosting Crate I Invoice * I Arnount I Pozt I
Fondy & Susan Clay HOY 7 Z2EE] 2 35E . EE
Fandy & Susan Clay MO 1 Z@ed 2 GEE a8
Fondy & Susan Clay HOY 7 Z2EE] 4 166 B8
M. & Mrs. Michasl Dis JUM 9@ 2882 5 185 .00
Mr. & Mes. Michael Dis JUM O 2682 6 75,80

L4]b]

Accounts Receivable Reports

A large selection of reports can be generated for Accounts Receivable. Selecting each report always
gives you various options for that particular report. The Aging Invoices report shows outstanding
balances and totals by different periods.

Deposit Listing

Statements
Invoices

Detail Statement

Aging Invoices

Invoices by Date

Invoices By Customer

Payments By Date
Payments By Customer

Customer List
Customer Labels
Customer Merge

Recurring Invoices
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Produced: First Community Church zZ881 Page 1
JUN 9 2EA2 123 Main Street
Big Citw, EY 48123
BH6/BEE-1234

LISTING OF ACCOUMTS RECEIVABLE BY CUSTOMER
AGING REPORT A3 OF JUN 9 Z@82

Customer

Code Customer Hame Curteant 31-6a 61-9@ Ower 96 Total
CLAY Fandy & Susan Clay a.a8a8 H.88 B.68 4688 .68 488 .88
O15HEY M. & Mrs. Michazl Disney GE , B8 B.86 B.88 B.88 5E .08

Report Total: =15 et ] B .88 B .88 406 .88 466 .58
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