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d. This is the report you would give to the treasurer each time you tabulate and
hand over checks and cash. For the time being, we just want to ensure it is
posted in the budget in MORI.

STEP 2 - CALCULATE CHECKBOOK BALANCE
1. Click ‘Financial’ ‘Calculate Checkbook’
Calculate Checkbook Balance

Use this form to calculate the current balance of the Treasurer's checkbook.

Beginning Date:

)

[01/01/2011_JJ

Beginning Balance:

calculate

a. Enter the beginning of this year in format mm/dd/yyyy (see above).
b. Enter 0.00

c. Click ‘calculate’
Penthesilea Lodge #0490
Checkbook Register From 01/01/2011 To 09/2%/2011
Date Description Debit Credit Balance
01/01,2011 Srarting Balance 0.00 0.00
09/29/2011 Deposit { Dues/Payments) 600.00 600.00

d. Inthe example above, we have 600.00 in the checking account in MORL

STEP 3 - Balance MORI to your bank checking account.

We have to make an adjustment in MORI so the balance is correct with the checking account.
This will require either a deposit, either positive or negative as an adjustment in the ‘Financial’
‘Non-Member Payments’.

EXAMPLE 1:
1. MORI shows 600.00 in the account.
2. Your Bank Checking Account shows 950.00.
a. You have one check for 100.00 to the MTA that has not cleared.

In order to balance in MORI we would.
1. Add a voucher for the 100.00 made out to the MTA into ‘Financial’ ‘Vouchers’.
2. Add an adjustment payment for 350.00 into ‘Financial’ ‘Non-Member Payments’.
a. Bank has 950.00 - 100.00 outstanding check = 850.00 ending balance.
b. MORI has 600.00 - 100.00 outstanding check = 500.00 + 350.00 adjustment =
850.00 to balance.

EXAMPLE 2:
1. MORI shows 600.00 in the account.
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2. Your Bank Checking Account shows 750.00.
a. You have one check for 100.00 to the MTA that has not cleared.
b. You have one deposit for 200.00 that has not been deposited.

In order to balance we would.
1. Add avoucher for the 100.00 made out to the MTA into MORL
2. Add an adjustment payment for 200.00 into ‘Non-Member Payments’.
3. Add a second adjustment for 250.00 into ‘Non-Member Payments’.

a. Bank has 750.00 - 100.00 outstanding + 200.00 outstanding deposit = 850.00
ending balance.

i. 750.00 -100.00 = 650.00.
ii. 650.00 +200.00 =850.00

b. MORI has 600.00 - 100.00 outstanding = 500.00 + 200.00 + 150.00 adjustment =
850.00

i. 600.00-100.00=500.00
ii. 500.00 + 200.00 = 700.00
iii. 700.00 + 150.00 = 850.00 to balance.

Here are the steps for EXAMPLE 2 ABOVE:
1. Create a voucher for each check that has not cleared. ‘Financial’ ‘Vouchers’.

Vouchers

Period Ending

[ current period é] find | reports |

a. Click ‘add’

Voucher

Lis thie fonm below to edit the voucher. When done, you can dick “sawe™ to Sve your changes and “print® to print the voudcher. If
additional Bnes are nesded for budget allocation, they will appear as the curment saeen is saved,

I choose to use the check number as the voucher number. No duplicates that way.

Edit Preview
Vouchar Numbar: Vouther N 1121
Voucher Dabe: [osr01z001 | ek Ne 1121 L Woucher Date 09/012011
Check Number: The Treasurer of Penthesilea Lodge No. 0490 F. and AM.
Pay To The Order Of: [vTa will pay to the order of  MTA
Amounts fsem | 100.00 Collars
: = for  September MTA Assessment
Purpase: _ Ledge
Master
WILLIAM ABRAMS
Copaember MTA Assessment |
Secretary
CHARIS M. GAETZ
Wold: Vs (minGg Br
Budget Allocation
Expense Ttem Amount All 100.00 was applied to the
A ts.
[ Lodoe Expenses/10. Remals ar Assessments :) 10000 ( nents
= ¢ You can split up the 100.00 across
= ) l 3 accounts if necessary.
= ) |
S add another
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Penthesilea Lodge X¥ou 490 Printed: Oct 10, 2011
INCOME STATEMENT 237511847 BALANCE SHEET
Recaipts Aaamtba
1. Tetal Dues Recedived -] 3,765.00 26, © 5 3,156.00
¥, Fess Earned 5 400,00 7. € 5 481672
1, Interest & Dividends frem Investsenta 5 412.00 28, In
rnig the year)
Q. eal Receipts §_ 513272 5 55,807.44
5. Received 5 1,084.00 29, I
;. £ Inves " $ 586121
ary hdjua ) 8 1,378.50 i

Toral Receipts 5 1217222 s Bganar
:ar Te Grand Lodge pe g_ g% 11. Net Werth Ending Balance 5 67.288.53
i S_imﬂ_ 32. Changes to Net Worth
11, 0.00 . Chang o %et Wocth
3 g——m (Limad 25 + ar - ) 5_ 2,152.84
11, g J22.14 R
1. s foate | .
15, s 2807.35 " .
. s 76 28 3 Muat equal Lined 30) 5 6844137
17. Charizy and Relief g 485,00
18. Returred Dues and Feas 5_ 25.00
1%, PFrolessicnal Services, Tiler, Urjanist, etc. § B&.91
20, Jewsls and Regalia 5 486,79
21, Mairterance 5 244,75 £ aschedules ard staze-
22, 5_ 0.00 ments (aleng with atzached schedules ard statessents,
23, t Purchases g 0.00 if any) have been examined by me and to the best of
23a mEnte] 5_ 0.00 my knowledge and belief are true, correct and sade in
24, 8 10,019,38 good faith for the taxable year staced.

{Lined 24 from Linek 7} $_ 215284 pate: Title:__ _
Thism im your I.R.5. Raport Signad By: Print Report
CLOSING THE BUDGET

1. Make sure you allow enough time for any deposits you entered into MORI, are deposited
in the bank. Don’t hold a deposit you entered into MORI and did not deposit. Doing so
will cause issues with your budget. In MORI it will show up on the closing year. In your
bank it will show up on the new budget.

2. Try to ensure all checks have cleared before you close your books. This will ensure the
account balances between your MORI account and your bank account are in balance.

a. Did the treasurer make the deposits?
b. Did the deposits show up if you look on line or if you call the bank?
c. Did you account for any monthly bank fees?

3. MORI is built on cash basis accounting. Your dues are applied to the accounting year. In
other word, if you are still working on 2011, ALL Payments will be applied to the 2011
budget year. Once you close your budget year, ALL Payments will be applied to your new
year.

4. Likewise, you cannot apply any payments, vouchers or adjustments to 2011 once you

close it.

Click ‘Financial’ ‘Budget’

Click ‘print’ ‘print’ to print a final copy of the budget.

Review it; make sure you have no new changes or additions.

On the bottom of the page click ‘close budget period’

NG
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