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Accounting
Here is a suggested outline to 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 date.

(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 to the Accounting Setup window and click on the close setup button.

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

(I) Begin entering transactions in the ledger.

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

(K) How to use accrual in accounts payable.

(L) How to 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.

2- Under Accounting, select Ledger and under Ledger 
select Chart of Accounts.

3- On the Chart of Accounts window, click the
 Category/Sub-category  button. 

4- Click Add to create one Category or Sub-Category 
code. To create several, click on the Multi Add button.

5- The Multiple Add Function message appears. Press Return/
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 
under Ledger select Chart of Accounts. 
(The Chart of Accounts may also be 
accessed by clicking the Chart of Accounts 
button on the Accounting Setup window).

3- Click Add to create one Chart of 
Accounts entry. To create several, click 
on the Multi Add button. (When using the 
Multi Add feature, the program will save 
your information after you press Return/
Enter or click on Save and then be ready 
for you to enter another account without 
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  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  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 to input Liabilities or click Cancel.

Liabilities (e.g.—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  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  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  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  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 entered, begin to input Incomes or click Cancel.
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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 Entry 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  button beside the Category field and double-click F on the pop-up list (assuming 
F is the Category code for Regular Offerings as described in Category/Sub-Category codes above). 

6- Click the arrow  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 entered, 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  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  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.

3- Click on the Change button. 

NOTE 5.2: Beginning Fiscal Month and 
Previous Fiscal Ending Date can only be 
edited if the Close Initial Setup or Close 
Setup button is black and the Reset Beg. 
Bal. button is grey.

4- Enter Beginning Fiscal Month (e.g.—if the church is 
on a calendar year, beginning fiscal month will be 
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- Enter 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
1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Reports, select Ledger YTD and under Ledger YTD, select Balance Sheet.

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

4- Press Return/Enter or click OK.

5- 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
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 on the Close Initial Setup or Close Reset button. 

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

5- Press Return/Enter or click YES.

6- After reset is complete, a message will appear indicating that the Reset is complete.

7- 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 time. Following are instructions for all 
3 methods. 
 

Option 1: Using the Load 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 Load button.

4- A dialog box appears indicating that This function 
will load all your income and expenses, from your 
chart of accounts to the selected budget year. 
Enter the New Budget Year (e.g.—2002).

5- Press Return/Enter or click OK. CDM Plus will create 
a budget line for each income and expense line in 
your chart of accounts with a $.00 amount. 
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6- Click the Multi Change button. 

7- A multiple change function message appears. Press Return/Enter or click OK.

8- Enter 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.g.--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- Enter 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  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 
item 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.

(I) 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 
under Ledger, choose Ledger Entries. (Or, 
click the Ledger Entries  button on the 
Tool Bar.)

3- Click the Deposit button.

4- Enter the Transaction Date (use date on 
statement for interest).

5- Click on the Arrow  beside the Account 
field, and choose the correct Asset 
account number (e.g.—1000 for Checking 
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 for income 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 Accounting, choose Ledger and under Ledger, choose Ledger Entries. (Or, click the Ledger 
Entries  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  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. 

9- Click on the arrow  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- Enter amount of bill.

13- Click ADD button 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 appear in 
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.

 

(J) Set up accounts payable and begin to pay bills and post 
them to the ledger 
Setting up Vendors
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 will 
appear on the check exactly as you enter 
it in this field.
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6- Tab through the Address, City, State, Zip, and Phone fields, filling in the appropriate information.

7- 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.

8- Press the Tab key and enter 1099 Recipient's ID# if this vendor is to receive a 1099 at 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 transaction to be included on the 1099. The amount to 
be printed on a 1099 is determined on the transaction line for this vendor. When entering invoices or 
transactions in the ledger, you can turn 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.

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

10- 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.

11- Press Return/Enter or click Save.

12- 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 transaction information. Multiple recurring 
transactions may be entered for each vendor. 

Entering Invoices 
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 
Invoice Entry. (Or, click the Invoice Entry 
Icon  on the tool bar.)

3- Locate the proper Vendor by clicking on the 
drop-down Vendors list and then scroll to 
and select the proper Vendor by clicking on 
the Vendor name once. 

4- Click the Add button.

5- Enter Invoice Date, if applicable.

6- Press the Tab key and enter Due date, if applicable.

7- 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#.

8- 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.)

9- Press the Tab key and enter Description of invoice.

10- Press the Tab key and enter Amount of the invoice.

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

12- Press Return/Enter or click Save.
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If the invoice is to be charged to multiple account numbers, enter the different amounts as sepa-
rate invoices (use Duplicate  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- 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 Mark Payables 
- Checks (or click the Mark Payables - Checks 
Icon  on the Tool Bar.) Outstanding invoices 
will be listed in the window.

3- Confirm that the Asset out of which these 
invoices are to be paid is selected in the drop-
down Assets window at the top of the screen.

4- Click on the column heading for the way by 
which you want the list sorted (e.g.—by Due 
Date). 

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.

5- 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 all. A single click on a marked invoice 
will unmark it.

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

7- A dialog box appears, asking, Do you wish to go to Write Checks? Press Return/Enter or click YES.

8- Enter correct Starting Check Number if it is incorrect.

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

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

11- Make sure the radio button beside New Checks is turned on.

12- Press Return/Enter or click OK.

13- Confirm check listing, amounts and check numbers.

14- Press Return/Enter or click Print.

15- 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. 

16- After checks have printed you will be asked, Post Payables to Ledger? Press Return/Enter or click 
YES.
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17- CDM Plus then indicates that checks with check number will be posted. Continue? Press Return/
Enter or click YES. 

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

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

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

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

22- 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 until they are actually 
paid. If you wish to accrue invoices into 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- First make sure that an Accounts Payable Liability exists in your Chart of Accounts, such as the follow-
ing:

Type Account Description  Category
______________________________________________________________________________________

Liability 2500 Accounts Payable  C Current Liabilities

2- Enter Invoices normally through 
Invoice Entry in Accounts Payable. 
Invoices will appear as at right with 
proper expense account listed.

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

4- Click the drop down arrow on the Liabilities field 
and select the liability to which you wish to accrue 
invoices.
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5- Click once on each of the invoices you wish to accrue to the selected liability. The 
selected liability will be listed in the Liab. column to the far right, indicating the items 
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 an invoice without an invoice date brings up the following 
message. Answer YES if you wish to accrue that item with the current date.

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

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

Items 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:

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

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 time 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 to Accounts Payable and then pull across to 
Vendors Setup. 

3- Find the appropriate vendor (e.g.—
Consolidated Copier Company, as 
shown at right).

4- Click the Recurring Transactions button:
 

 

The following screen appears:

5- Click the Add  button.  

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

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

NOTE 5.8: You may enter multiple recurring transactions 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- Follow steps 5 - 10 to enter additional recurring transactions for this same vendor or steps 3 - 10 to 
enter recurring transactions for other vendors. 

13- To create invoices from recurring transactions, 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 to 1 in the Range of Days fields, as shown to the right.

14- Click OK.
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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 at this time. 

16- Click the Create button to create invoices from the list of recurring transactions and answer YES to 
the following dialog box:

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

18- The invoices will 
now appear in Mark 
Payables Checks 
along with other 
invoices entered 
manually, as shown 
at right. They may be 
marked and paid in 
the normal fashion.
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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 
Accounting or click the Accounting 
Icon on the Tool Bar.

2- Under Accounting on the menu bar, 
select Accounting Setup.

3- Click the Default Freq/Ded button. The 
Default Frequency/Deduction Setup 
window appears.

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 to 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 to 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 particular 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.

6- 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 Setting Up Employee Information.

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

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 local tax (e.g.—County 
Tax).

6- Press the Tab key and type a code for this local 
tax (e.g.—CT).

7- Click on the arrow  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 time and filled in when the employee 
record is set up. 

8- 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

9- Press Return/Enter or click Save.

10- 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- 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 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  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  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  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  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 
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 Employee Information.

3- Click Add.

4- Enter Employee code. 
Employee codes can be 
up to eight characters in 
length and can be any 
combination of letters and 
numbers.

5- Press the Tab key and type 
the employee’s name as 
it should appear on the 
check. 

6- Tab through the Address 
lines, City, State, Zip, 
Phone, and Birthdate, 
filling in the appropriate 
information.

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

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

9- 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. 

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

11- Click on the Arrow button  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. 

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

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

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

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

16- Once this screen is filled in, press Return/Enter or click Save.

17- 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 
Pay Item field to select the first 
type of compensation to be 
entered (e.g.—Hourly 1 or 2, 
Salary 1, 2, or 3, Allowance 1, 
2, 3, 4, or 5).

19- Click the Change button.

20- Type Salary or Wages in the 
Description field.

21- Using the drop-down list in the 
Frequency field, select the 
appropriate pay frequency.

22- Click on the Arrow button 
 beside the Acct# field. 

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 treated the same as described above. 

28- Once this screen is 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 at 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 
above in the section titled 
Entering Default Frequency/
Deduction Setup, this informa-
tion will already be filled in. 
Make any changes necessary 
for this employee. Information 
should be completed as fol-
lows:

 Account - Chart of accounts 
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 into 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  icon on the Tool Bar).

3- Enter Pay Period Ending Date (e.g.— 
9.30.2001).

4- Use the checkboxes to select Pay
 Frequencies to be paid at this time.

5- 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, enter that one employee 
code in both fields). To enter an 
employee code, click on the arrow  
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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8- 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. 

9- Under Reports, choose Payroll and under Payroll, choose Payroll Period. 

10- Enter payroll period ending date in the Report Date field (e.g.—9.30.2001).

11- Press Return/Enter or click OK.

12- Select Printer on the Set Report Destination screen.

13- Press Return/Enter or click OK.

14- Send report to the printer, and Payroll Period report will be printed.

15- Review report to make sure amounts are correct.

16- 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
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 Hourly Payroll.

3- Enter Pay Period Ending Date (e.g.—
9.30.2001).

4- Use the checkboxes to select Pay 
Frequencies to be paid at this time.

5- 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, 
enter that one employee code in both 
fields). 

6- Press Return/Enter or click OK.

7- Hourly employees will load in the 
 Calculate Hourly Payroll screen. 

8- Click the Enter Hours button and enter regular hours for the first employee.

9- Press the Tab key and edit the hourly pay rate, if necessary.

10- Press the Tab key and enter overtime hours, if applicable.

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



CDM Plus Manual Accounting • 5–25

12- Press Return/Enter or click OK. 

13- 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. 

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

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

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

Printing Payroll Checks and Posting Them to the Ledger 
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 Payroll Checks.

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

4- Press Return/Enter or click OK.

5- Confirm check amounts and numbers.

6- Press Return/Enter or click Print.

7- 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 
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. 

8- A dialog box will appear asking, Print Checks? Press Return/Enter or click YES.

9- Send to the printer and checks will be printed.

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

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

12- Under Options, turn on the checkbox beside Post Ded./Taxes to Acc. Payable if you want the 
taxes posted as invoices in Accounts Payable. 

13- Under Posting Report, turn on Composite or Detail (Detail is recommended).

14- Press Return/Enter or click Continue.

15- Send payroll posting report to the printer.

16- Review posting report and if information is correct, Press Return/Enter or click Yes at the dialog box 
which asks, Please check the report and verify information. 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- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

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

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

4- Enter Budget Year e.g.—2001).

5- 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.

6- Select desired options under 
Report Format and Report 
Options. 

7- Press Return/Enter or click OK.

8- Select Printer on the Set Report Destination screen.

9- Press Return/Enter or click OK.

10- Send report to the printer, and Monthly Comparison 
report will be printed.

(See Sample Monthly Comparison Report on Next Page)



CDM Plus Manual Accounting • 5–27

Sample Monthly Comparison of Actual to Budget
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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 YTD 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- Send report 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 YTD Balances
1- Under CDM+ on the menu bar, select Accounting or click the Accounting Icon on the Tool Bar.

2- Under Reports, choose Ledger YTD and under Ledger YTD, choose Accounts YTD Balances.

3- Select Report Starting Date.

4- Enter the Report Ending Date.

5- 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.

6- Select desired options under Report Format and Report Sort. 

7- Press Return/Enter or click OK.

8- Select Printer on the Set Report Destination screen.

9- Press Return/Enter or click OK.

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

2- Select the Asset you want to recon-
cile, and enter the Ending Balance 
from the bank statement.

3- CDM Plus will display all items for 
that asset which have not been 
marked as being cleared.

4- Select a line item which appears 
on the bank statement, and the 
program will put a Yes at the end 
of that line. If you select the wrong 
line, click on it again and the pro-
gram will unmark it.

5- 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.

6- 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.

7- During the marking of 
transactions, CDM Plus 
will display at the top 
the status of your bank 
reconciliation session. The 
Statement Balance is the amount the user entered in on the initial window. The Current Balance 
is the balance CDM Plus maintains from each transaction. The Reconciliation Balance is the 
Statement Balance plus the total 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 to 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 Y.

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

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

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

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 transaction date. You can con-
tinue to enter 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 option.

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 to Ledger and select Close Period.

2- A listing 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 
selecting the last date to which you want to close.
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5- A report of Close-Out Balances will be printed. Verify information and click on Yes to continue. 
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 appear. Be sure 
to select Set Beginning Balances so that the 
income and expense accounts will reset 
to zero. This also resets the Fiscal Date and 
Beginning Fiscal Balance for the new year. 

3- After the report has printed, you will be asked 
to verify if the information on the report is cor-
rect. If the information is correct, click on Yes to 
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. 

4- If you have not already entered your new 
budget for the next year, this would be a good 
time to 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 YTD and then Ledger by Vendor.



CDM Plus Manual Accounting • 5–34

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.

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

3- 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. 

4- 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.

5- 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. 
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7- To print a form that can be mailed directly to 
the IRS, click on the Print Forms button.

8- 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:

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 W-2 form by using the Find button or clicking on Next.

3- If the W-2 option on the Statement 
section of the window is not already 
selected, select it now. To do this, 
first click on Change. The W-2 option 
will become available. Select it, 
then click on Save or press Enter/
Return to accept the change.

4- Click on the W-2 Setup  
button to add any Allowances or 
Special Withholdings which need to 
be included on the W-2 form. Click 
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.

5- 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 setting by printing 
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 
Accounting Icon on the Tool Bar. 
From the Reports menu, select 
Payroll, then Forms, then W-2.

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 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  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, etc. After all forms have been printed, 
the user will need to combine the various copies for each employee.)

5- Press the Down  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.
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3- If the 1099 option on the Statement 
section of the window is not already 
selected, select it now. To do this, 
first click on Change. The 1099 option 
will become available. Select it, then 
click on Save or press Enter/Return to 
accept the change.

4- Click on the 1099 Setup  
button to add type of Income, 
Allowances or Special Withholdings 
which need to be included on the 
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 
items 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  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:

1- Choose Accounting or click the 
Accounting Icon on the Tool Bar. 
On the Accounting Menu, go to 
Accounts Payable and then to 
Vendors Setup.

2- Find each vendor who should 
receive a 1099 Form by using the 
Find button or clicking on the 
Vendors button.

3- Click on the 1099 Setup  button and click on the box 
where the amount for this vendor should be entered. 

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

5- To view which items need 
to be included on the 
1099 form or to make any 
changes, click on the  
History button of the vendor. 
Highlight any line, and 
either click on Mark for 1099 
or Clear 1099. Items to be 
included on a 1099 form are 
identified by an asterisk.

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

6- A listing 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 YTD 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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1- Select Accounting or click the 
Accounting Icon on the Tool Bar. From 
the Reports menu, select Accounts 
Payable, then Vendor 1099.

2- 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.)

3- If you want to 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 
and double-clicking on the pop-up lists provided there. Leave these fields blank to print 1099 forms 
for all vendors.

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 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

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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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.
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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.

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.
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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.

 

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

—Accounting

—Accounts Receivable

—Create Recurring Invoices

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.

Entering Payments

There are three ways to enter payments.  They are:

1) From the billing window of the customer setup window
2) From the Payments selection from the Accounts Receivable menu
3) 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.
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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.

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.
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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.

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.
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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.  

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
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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.

 

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.
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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

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
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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.

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.
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