


mH %"
&'  %#H $%"
Ho# S %"
$ )+
Lo T
N )+

0 $1.2334 " 5% 67"
$125 ' 7 $ 5%
TTH % $ #'

% "o

PUB108—2011—DECEMBER



IO AUCTION .o e e e 8

Introduction to ConnectNow Ledger and PayabIes..............oooiiiiiiiiiii e 9
Closed ACCOUNLING SYSTEIM ...ttt ettt a e e e e et e e e e e e eebra e eas 9
[{=T o To 14 1] o [o [P RUPP PP 9
[ (015111 o PRSPPI 9
ADOUL THIS IMANUA ... 9
USEI CNECKIIST.....cceiiiiieeeee e 10
L= U011 o TP 10
Functionality and PrivIIEgES. ......couuiiei et e e 10
Data CONVEISIONS .....ccceeiiiiiiiiiee ettt 10
CASN OF ACCIUAI? ..o 10
SYStEM REQUITEMENTS......ciiiiiiiiiiiiiiiiiiiieee et 11

Y] (] o P 12

Open Your Secure Ledger and Payables WebSIte ..., 13
0T N 1 o [T PP PRSPPI 13
[ oTo I @ 11 | SR PRSPPI 13
Change YOUr PAsSWOIT .......ccouuiuiiiieeiiieieit et e e et et e e e e e e eebba e 13

N E= 1Yo = o o FR ST 14

Complete INITAI SEEUP ...oeeeeee et e e e e e ettt e e e e e e eeeeeaanns 15
CUStOMIZE ChECK LAYOUL .....cceeiiiiiii et e e e e e e 16
SEEUP PrOJECLS . ...ttt e e ettt e e e e e e e 17
Y U= g @] o] 1 o] L TP 17
ST O oY= o To (o] g =T 1 o ST 18

FINA/Edit VENAOI TEIMNS ...uttiiiiiiiiiiiiiiitebiibeb bbb eeeebeernnennene 18
ST VA= e o (o] g Y] o= TP 18
Chart Of ACCOUNES ......uuiiiii s et e e e e e e e e eaaa s 20

Manage Chart Of ACCOUNES ......... ettt e e et ettt r e e e e e e eetbba e e e aaaaaeees 21

Select Accounts and Add SUD-ACCOUNTS...........ccovviiiiiiiiiiiiiii 21
Yo oto U] o1 B Y o= ST TP TOP PP UPPPT 22
EIEIES .ttt bbb 22
CONVEISION .o 24
Chart of Accounts Mapping DOCUMENT ........coiiiiiiiiiiieeei et ee e 24

SEEUP ENEILIES ..ottt e ettt e e e e e e e et bb e e e e e e eebbaaaas 25

FIiNd/View Entity DeLAIIS .....ccuuuuiieiie et 25

Define ACCOUNE COOE LEVEIS ......uuiiiiiiiiiiiiiiiiiiiiib bbb eenene 26
Define Levels for Asset, Liability and Net ASSet ACCOUNLS............uuuuiiiiieiiiiiiiiii e, 26
Define Levels for Income, Expense, and Dedicated ACCOUNLS...........cooeevieeiiiiiiiieeeeieeniinnnn, 27

[V R O (Yo [o] VTSP 28
LEVEI 2 — COSE CONEET ...uttitiiiiiiiitiiittite bbb bbb e b e nnnnenes 28
LEVEI 3 — ACCOUNE ...ttt e e n e nrnes 29
AAD NEW ACCOUNL....ceiiiiiiiiiiiiiii ittt 30
Check NUMDBEr CeiliNG ....ccuuieiieeiieee e 30
About the Account INfOrMAatioN VIEWS...........coviviiiiiiiiiiiiiii 31
ANCNIVE ACCOUNT.......oiiiiiiiiiiiiiiiiiiiee et 31

FINO BN ACCOUNT ...ttt e e e e e e b e e nes 32
Quick FiNd SOrtiNG OPLIONS ...couuieiiiieie ettt e e e e e et e e e e e e eebbaa e aaas 32

DEIELE AN ACCOUNT. ... uuttitiitiietetteteee bbbt e et e e e e e e e nnnnnes 32

ConnectNow Church Accounting: Ledger and Payables User Guide



Find Record from EXPanded VIEBW .........ccooiiuuiuiiiiiaaiee ettt e e eeeaaaans 33

Designate Account(s) for Bank ACCOUNES.........cooiiuiiiiiii e eeeeees 34
Designate Account(s) for Accounts Payable .............ooooi i 35
Designate Account(s) fOr Credit Cards .........oooi i 36
Set BeginNiNg BalanCe ..........i it e 37
Gathering INFOrMALION ........coi et e ettt e e e e ea bbb 37
Create Your Beginning BalanCe ENLIY ..........oi oot 38
Find/Edit Beginning BalanCe ENMrEs. ... ... 39
Bills, Vendors, and ChECKS.........coiiiiiiiiiies e 40
Manage Bills, Vendors and ChecksS ...........ooi e 41
V=T [0 [ £ OO 42
P2 (o =W N L= A /=T o To o] SR PSP R 43
From the VENUON SCIEEN........iii et e et e et eeaans 43
From the BillS SCIrEEN... ..ot e eaans 44

[ g Lo B= TV /=T o To o] SO PPN UTRUPRN 44
Lo [ A= WAV L=T o [0 (o] gl = =T oo ] (o PSPPI 45
Vendor ACCOUNE DIStIIDULION .......ciuuiiiii et e et e e e eaans 45
VENAOr L1099/ CNECKS. .. .cuuiiitiiie ettt e e et e et e et e e et e e et e et e eeaans 46
Check Printing OPLONS .......uuuiieiieeeiiie ettt e e e et e e e e e e eabba e 46
0o I (o) o] gn = L1 o] o O T 46

(0d0] 10104 1=T o | PN 47

(B L] [= (SR =] o (o (o PP PR UTRUPRN 47
TP 48
P (o =W N =T 11| PSP 48

[ T =T 7| PPN UTRPPRN 50
o 1= T = | 50
DEIELE A BIll ..oueeieiiii e 51

A o] To 1= U = 1| PSP 51
MEMOKIZE @ BIll ...t et 51
Pay @ Bill ON-tNE-FIY ........e et eeaaaaaas 53
Record a Manual or EIeCtronic CheCK ..........oooviiiiiii e 53
(04 1T ol (TP 54
Not Printing Checks Using the ConnectNOW SYStEM? .........uuuiiiiiiiiiiiiiiii e 54

PrINE CNECKS ettt et e e e e e e e e e aas 54
Record Handwritten or EIeCtroniC ChECKS .........ocivviiiiiiiii e 57
Pay Partial AMOUNT ........ue e e ettt e e e e e e e e ettt e e e e e e eeerananns 58
[T 010 B O 1= Tod TP UTRPPRN 59

AV o] Lo I= O o =T od QPSP 60
(DL (] == W O g =Tod PPN UTRUPRN 61
Change CheCk NUMDEIS ... ..ot 62
Record Credit Card TranNSACLIONS .........uviiiieiiiieiieee e e e e e e et e e et e e et e e et e e et e eereeees 63
ReCONCIliNG Credit CardsS. ... . .coiiiiiiiiii et e e ettt aeaeeeeaaanns 64
Paying the Credit Card Bill .............ue i 64
1T o0 1S3 | £ SPPPRP 66
DEPOSIES OVEIVIEW ...ttt ettt e a2 e e e e et bbb e e e e e e et et abba e e e e e eeeeaabbnaaaaaaaaeees 67
g1 = = WD =T o Lo L | TSP 68
FINd @nd VIEW @ DEPOSIL .....ouvieiiiieeiiieeitie ettt e e et ettt e e e e e e e e ettt e e e eaaaeeees 69
Edit Deposit INFOrMEALION .........uui e e et e e e e e aabb e e e e aeaeees 70
(D] [ (Sl =T oo | TSP PUTTTTSSSPPRPIIN 70
o 10T = B = [T 72

N o101 g = = L1 73



(D)1= o 0] GO {10 |1 nr PR 73

P o (o = B Lo 101 g F= I =l |1 Y TR SUPPPPUTTTTR 74
Find and VIew @ JOUM@l ENTIY ..ot e e e e e aab b eaaeaeees 75
Edit Journal Entry INFOrMALION ........coiiiiiiiii et e e e e e ettt eaaeeees 76
Delete @ JOUMNAI ENTIY ...ttt e e e e ettt e e e e e e e e e eabba e e e e aaaaeees 76
IMPOIT PAYIONL. ... ettt e e e e e et bbb e e e e e e e e e aaba e e eaas 77
MeMOTNiZed TranNSACHIONS.......ccivui i e e e e e e e e e eaaanns 78
Y =10 gTo] g rd=To BN I = 10 1ST= Uod 110 o FS PPN 79
MEMOIIZE @ TrANSACTION. ...ttt e et e et e e e et e e et e e s e e s e esanans 79
View and Edit Memorized TranSaCtiONS.........ociuuiiiiiiiiie e eaans 80
Delete a MemOrized TranSACHION. ........civuiiiii et e e e e e e e e e e eaaas 81
Create New Transaction Entries from Memorized TransactionS.........c.c.ccoeevvveeiiiieiivneeennnnen. 82
View and Edit New Entries Created from Memorized TransactionS...........cccoccveeeivieeivnnennnn. 83
ENd-0f-Period ProCESSING .....ciiiiiiii it et 84
About ENd-0f-Period PrOCESSING. ... ..ccciiiieiiiiiiii ettt e et e e e e e eebea s 85
RECONCIE BANK ACCOUNTS. . ..ottt e e e e e et e et e e et e e st e e et e eebeeebeeetaeeeen 86
First Reconciliation after New Data CONVEISION..........ieiuiiiiiieiii e 86
Create a New Reconciliation StatemeENnt ..........coovviiiiiiiiii e 86
VIEW/EQIt @ SEALEMENT ...ttt e et e et e e et e e et e e et e et e eeaans 88
RECONCHEO ACCOUNTS. . ...ttt et e et e et e e e e e e st e e s e eaaeerannns 88
RECONCIHIAtION REPOIT ... .. ettt e e et e bbb e e e e e e e ab b e e e e e eeeraaanns 88

ENd of MONTN REPOIS ... ettt e e e ettt r e e e e e e e ettt e e e e aaaaeees 89
ClOSE @ MONTN.. .ot 90
ENd Of FISCAl YEAI REPOITS. ....euiii ettt e e e e e aab b eeaaaeeees 91
(03[0 XTSI W i (Yo | =T | SO 92
LU0 o] PSPPSR 94
DOING YOUr FirSt BUAGEL ...ttt ettt e e e e e ettt e e e e aeeeees 95
Doing Subsequent Year BUAGELS. .......c.uuuuiiiiiieeiitie ettt e e e et eaeeeaes 96
Run the Monthly Budget/HiStory REPOIt............ it 96

Run the Budget WOrksheet REPOIT........cooiiiiiiii e 97
Determine the Best Starting Point for Your Budget ..., 98
ChooSe YOUr SEarting POINT.......... ettt e e e e ee b 98
Change Budget AmMouNnts bY PerCeNtage.........ccouiiiiiiuiiiieee ettt 99

Edit BUAGET AMOUNTS. ...ttt e e ettt et e e e e e e e e et bbb e e e e e aeeesbban e e aaaaaeeees 100
ContribULION IMPOI ... iis e e e e e e e e 102
Transfer from ParishSOFT Offering & Pledges Module..............coouuiiiiiiiiiiiii e, 103
Export Contributions from Offering & Pledges ... 103
Import Contributions into ConnectNow Ledger and Payables ...........cccooooiiiiiiiiiiiniienieenns 104
Posting Dates Must Be in Current or Future Fiscal Month...............ccccviiiiiiiiiinnnnnn, 105
=7 T ] 1 £ 106
(] 010 K= TP UPPTT RPN 107
L= 15T ol 1o LT PPPRN 107

] = 10T 1 1] 1 RS PP 108
ANl o 0 11 | | £ PPN 108
V=T [0 (o] £ PSPPI 108
BUAGEIHISIOIY ...ttt ettt e e et e e e ettt e e e e e e e e eabbba e e e aaaaaenes 108
ANAIYSIS GFaPNS. ... et e ettt e e e e et aaaaeae 108
REPOI OPLIONS ...ttt e e et ettt e s e e e e e e e e bbb e e e e e e e eesbba e e aaaaaaees 109
(D (=T =T [=Tod 110 o1 TP 109

ConnectNow Church Accounting: Ledger and Payables User Guide



ENLItY SEIECHIONS ...ttt e e e et e ettt e e e e e e e e e abbba e e eaaaaeee 109

LeVel SEIECHONS. .......coiiiiiiiiiee e 110
PrNE COlUMNS ..o 110
Sorting and GroupiNg OPLIONS ........i i eiiiieiiii ettt e et e e e e eebab e e e aaeeereaanns 110
REPOM FOMIAL. ... .t et e et e et e e e et e e e e et e e e et e aenens 110
REPOI PrINt OPLIONS. ...ceeiieii ettt ettt e e e e e e e ettt a e e e e e e e eebbba e e e aaaaaeees 111
REPOIM SUD-TIHIE. .. et e e e e e e bbb eeaaaaeees 111
MEMOIIZEA REPOI GIOUPS ...vttuueeeieeetttte e e e e e e eettt e e e e e e e ettt e e e e e e e e eebbba s e e aaaaeesbban e aaaaaeeees 112
MEMOKIZE @ REPOIM GIOUP ... . e eiiiiiititi e e ettt e e ettt e e e e e e eetbb e e e e e e e eeebbba e e e aaaaaeees 113
Print a Memorized REPOI GIrOUP ..... ... e ettt e e e ettt e e e e e ettt e e e e e eebbb e e aaaaaeees 114
EXPOITING REPOITS ..o e ettt e e e e e e e ettt e e e e e e e eeabba e e e aaaaeeees 115
PrINT VENAOT L099'S... . uutitttiiiiiiiittttittibbe bbbt bbb s bbb bbb en b b nnnnrnees 116
Set 1099 Payer INfOrMETiON. ..........u et a e e e eaeeaanas 116
REVIEW 1099'S ... 117
PHNEL099'S. ... 117
AdMINISTrAtOr TASKS ...oiiieiiiiiiii i e et e e e e e eeaneees 118
MANAGE USEIS. ...ttt e et e et et e e e et e e e e et e e e e tb e e e et e eennas 119
A NEW U ..o 119
Reset @ USEI'S PASSWOIT .........ccooviiiiiiiiiiii 120
Deactivate @ USEI ACCOUNT.........cciiiiiiiiiie ettt 120
PEIMNISSIONS ...ttt e e nnnrnres 121
ENtity LEVEl PEIMISSIONS ...ttt e e et e e e e e eatbb e e e e aaaeees 122
AUIT et 123
Primary and Subsidiary Bank ACCOUNES OPLION.........oiiiiiiiiiiiiiii e 124



ConnectNow Church Accounting: Ledger and Payables User Guide






GETTING STARTED

|
7 5%
#5 %
% -

$12<4 =1375 7

5 #1% %" ‘ .
% 745$ 5 1$3$ 375 7 % %" # S
% 7 % I$ 7 $ T % #
$# 7 % 5" % @ $ 7 7
$ " "? 6 !: [/ <%

'$ $65 ' $# "
"OHH 375 7

s T % SR
$$ 158 3 5

‘. [ $7‘V ﬁi #. i 7 '(y'o' 7
5> <% '". $ $% 0 ‘ :
5 > 37 7 @ 7

5 "7 $$ # #'5
# 7 5 % '%

# 5

$12% 7 % D?2%
2 5 % "I$12 #7 7 #
7 L 5%

#1 %' $ 7 %'6# $
6 @ 7 %#"' 7

D 7A Lo
% % # %
"77 5 % 2$ 577 $ % 7
7%  $12<1%% 5 7 % ' %$375 7
‘75 7' 6" #it' 5 # 7
[# " $! $
254 =1% ' %4$ $ $$% %% ' 5 %
57 '7375 7 % S TH " $ -
7% 77 77T# A 7
7 B 6' ./7 $
7 $ 17 6'" "
28 /1 # $! $ 7
7 7 77 # %
T % # $ T "
375 7 ' # 1$
o 5 7797
). 9+ @ % ' 7 5
$% %5 7
% "= 7 1" "17 67
"7# 7 7%$5

ConnectNow Church Accounting: Ledger and Payables User Guide



10

$12"' %% !

6 % ' 5
# "&$' 5%

M7 $12 7
77 $7 % %
757 $# 5 % '!'$
$37% 7 ' %! @ "

% 6"’ "

375 7 ' #67 % 7%%
#6'5'6" 7
7 $9
7% "28 % 9%
7 A
7T %7 [ 7% #
$ "

TNN N

' 5> <375
7 7 @
77 #6'5"

$ #
$$$ 375 7
$ $6 $12 6 $ 7

57 7 5 7 5%

r'trg 5 7 7"%
$$ " 77 6

# % /#

#Ht (# %" "

It

284 =143 % )
"y P
% 5% $ '

7 I# $ $
76 $5%%
$6 67 '

#7 %

% # 5 > @ 7
@ # %
4 =14% $ 5 !
%57 @ 7 #
5> "

% 7 5 6 7%

##' $ 5 71"

6 7 I™

% 6 5 7 7

# 5> 7 @ 5

# % 5 $7

% # 61$%
5 $7 #%" M

%5 7% 4 % 5%
$7 # 7"

5 $7 $

$

*%



GETTING STARTED

&
4
. %/", 6% F4
&I#
6% 4
B7 G 6
4: TH6 #
74
## "17% $

4 =14% % 5

ConnectNow Church Accounting: Ledger and Payables User Guide

11



12



)

? 4 =137 7 '

##' 6'"'% !

! 1$6'7'5 7 "
4# $%" 15 # $
##'

1A A i
) "5" % &/
>" . %/ "+
& 375 7
S #T7
<77 "
77 $ ) "%
%@ '6 7 ". %/
I
&/#' b

& $'s5 7 ')E 7
| 7+# 677 5> <
375 7 ' 7 7

e ;

SETUP

13
2 # % ' % '5
% $37 7 ' 1$
% $7!':5 $ %
7 '6 #
77"
2% TS H#
5% % 375 7 '
A 5
%$ "
(
? $5 P# 17
5 # ' #%'
"4 $
### 5% % "
?H# T HRITHE"
&
"4

? #1017 1$57

ConnectNow Church Accounting: Ledger and Payables User Guide



14

#
#'5 $4 =
4% $ 5 375 7
It 8
"E I$T77T
7 #6'S5 1" 77 '
% $ 17"
2% ## 5% % $ $!
'S % # 5 > 7
$% "
=65 % 9" 4% :
# H '& 7 7
4747 6''" $'% 7
$ TH67 %
$7 $ %% 5
$ 67 "

%

1%$ 5% 7 %$ %
>7 %
)"" 95 59' 9:

B ' 975 &7 % $ "+
#)"" 4$:3 & A
E 1% 72 77
2# + TB# "2% ' % $

g1
4 1% # 7
28 # '1'$  #67
7 % $

"1$% B

#67 7% T%$%
% $ 6 ' %% "

/




SETUP

15
9% 5 5375 7
$$ # 8
0% " | '
25 4%  $%1$ $ #5 AR #
" $ RS !
7 # % $5 .
71$4 =1375 7 o ‘45 )% 43
gl $6 7 0 g5
5 . 7 ' # $ s wp
5 5$375 7 ' ’
o
95 375 7
#% =1
E
15 ? 4% $
54% % I"E
J
9743 %
95 59°
|
4 > 4% :3
586 7 54
5 7 79 B 9
4% 5975
B 7 # 4 &7 % $
| | v
[
B 7H '&
B #
v &7 375 7
B '47 47 ' #% =!
5 E

ConnectNow Church Accounting: Ledger and Payables User Guide



16

* | =12& ?
% ':5
375 7 %5 $ 1" 6
$ # # 6 5
$:%'7 /'$ 5%+#
$:% " o4 $: 9%
'5 % $ 5
4' . $ !
# TA 7
4 # 77 $ 77
4 6 % $:
o § 7 "
$ " =128 ? 6 $ ##
#3$6 "T% % "
\ TOIHEH Y B
# $:"

In Internet Explorer, right-click the
yellow bar for more

options and choose

the “Always Allow

Pop-ups from This

Site”.

In Firefox, click the Options button on
the right and choose “Allow pop-ups for
diocesename.connectnowaccounting.co

m”.
4% $ % $
I N £ '7 4% :
4% : 4% :
4% : 4% "
E5%$ ! 6 '57
75 $ % 'T# '% 5% #
71"
128 7A 2 E Use the Check Layout fea_tu_re to
% ¢ "2 6K $ accommodate for your existing check stock.
6L $
6 S " To order new checks, go to
www.ParishSoftForms.comien revert all
g 6$$: numbers in the Check Layout to zero as the
A T 2 default check layout accommodates

ParisSoft check stock.



+
? # A
" TH 7A
# A "10%
# '$5 $
$! $ 6"
75 TH
I$ ' 5
'$ 77 "
"4 $
"4
"2# % $
# A"
%
"4
A $
6'"% $
7% A
%
7TA ' "
27" #A '
A 4
$ n

7 %%'

# 5

$$% 6

"% # %

$

%

$H#EA $ 75

7

&

"i# 6

"TH

#
'$$

6

SETUP

17

" % i
7 75 $#%® $
7 $171"48 %

5% #% T %
1:%% 75
$ n
% 9:B ' $5 $
# $ % 7
% ' %
% 2% 1T
%% $ " TH#HTH
% $ )
47 # % %
$ 7
? $ Y
" % $ 1"HHEH#
% '5 4 =1375 N
"4 $ ! "
n 4| ) *| n
" 4% $ !
7 %
-

A48 % 77
%
% %

ConnectNow Church Accounting: Ledger and Payables User Guide



18

72 )" 7 7 #
# 7 "+ $ $
grrzone "HH'
$ %'7 7 $ 6
7 " $ % $
67" % # 7%
1"7% ' $ 7
% $ 6 "
"4 $ ! "
S "
& S % !
$ $
$ n
"4 6

1 77 2 # P
6'"% $M . 7" #
s T 2# 171 7
## "

$5"

2':#$7 "% 67<

ST TH % $ &
T8 " "

2% + " % '7TI"TH $
6' % $ ! $ $

$ 7 $ "2 7
%% N'7TA "I THS

16" "4 : 6

$5"

7 2# 5 %

1'$ $67 79
# "7 1%
57 # 5 >7%
# 57 $"
"ag "
C o4 4 .
& % % ! % $
7 2#)"5" -4
E' &# 1 %2!
9 4

noog "



7 2# $ $6 77
"7 # % &
7T 2# V7V 7T #HE T

28 # I S HT S
"l H TSI 6
775 167

ConnectNow Church Accounting: Ledger and Payables User Guide

SETUP

19



20



$ %
6 '!

57
'75%%"!'5

9' 7 57 #

5> )'5" 7 7

"+ %5 $
5> ¢ 7"

767 '3$ $ +
% 7 "

9" 7 57 $ 3
9" 7 57# '

# 5> 1$$%$
# & $
"'$ $'6™

0

% $ < # 5 >

5 $ % M
7 7T % % 7
& " 7 <%
$ $ 51" % $' %
7 "2% #
' A $ 7
1$ $65 65 $ 5% 9%
'5%8 % % % #
5> "
" 35 37% 7 '"
"4 "
"4 ,
" $% $ "
/ 76

CHART OF ACCOUNTS

21

" 4% % / 7 %

's 77 '

% $ $ "%

$! 3 $ 7
777 $$ %8 % "

A I A Y G & G

$5 % % $
485 % 0§ ! 7
%"

$ #o"
"4 $ "
mmr e"'’

$ < & 7%

5 7 % "

ConnectNow Church Accounting: Ledger and Payables User Guide



22

1 ( /

4% % " 5%

$6 5 % 1#
7' 7'%$ 3

% % 5> "$'$/

%5 % $ '

$ % 6 '5%' %

$ % % !

5 $1" % 7 A

6 5'75 "

% $3 7%

7 # 5> $$%

7 7 77%

% 7% 77 6

#6 ## 7 4 =1

375 N ' "7 75
143 % "

% $6 #6 '7 57 $
% 6!58%
% 6 )"""
% N3 + 7
% . ' )y
9" $ +% 7 I

$ # " "% $
% 7"
9%

% 6! 775 $
47 | 2# & 7
36+ 7 "

2% 2# 7% $ # %

< 1:51%" 2% /
#

O$ $6
3 ' 0% !
O% <65 7F!

&# O 3% <6' F#
= 0% <
I'$
7 70 %
1$ < "

& % $6
$6 $
# 1'$ 6 "
$ $"&$&
I"$6 !'$ % $$
"7 7= 7
"7 &# 3 7
7 7

| # ! "7
& %
48 $1#
$I
4
4.3 ! 7$
/ "
& $ $ ! 7

) @



#

The ConnectNow Church Accounting
system utilizes a multi-level account
code structure that supports multiple
entities, categories, cost centers and
accounts. These relationships are easy
to define and flexible enough to allow
the church to modify or expand the
account structure as needed. With the
multi-level account code structure, the
church can report on any level(s) of the
organization as desired.

As you review the Income Statement and
Balance Sheet from your previous
application, look at how the various
accounts are grouped together. When
you define the Levels, you will be
determining how each account is
grouped and sub-totaled. Think of the
Level as a “group header”.

While you can have up to five levels of
grouping, you are not required to use all
five. If yours is a smaller church with a
limited Chart of Accounts, you may only
use a single level for each account.

Larger churches with more complex
chart of accounts may choose to use
multiple levels when defining your chart
of

accounts.
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0 #
The Sub-Account number simply keeps $12 6 [/ 5% %
the longer account code unique if you % M :9: Pt
have several similar account codes. ! 75 %8 %
#(# S %" )t *

%
The purpose of the longer account codes
is to give you control over how each

account is sorted and subtotaled on your / $
Financial Statements. However, using D
$1.2 7 % %

the longer account codes for data entry 5 45 %
can be cumbersome. w5 " og &

_ # 7% #67 % v7
The Shortcut Number is an easy & 36' 7 "9
reference number for each of the # % $$
accounts in your Chart of Accounts. If $ $ 7 :
you used shortcut numbers or shorter $12 711" $ 4% %
account numbers in your previous 7 ## 5
application, you may choose to re-use "4 $12% $
those shortcut/account numbers when 43 % ## 5

setting up your Chart of accounts.

If you have never used shortcut numbers
before, you may want to keep your
shortcut numbers within certain ranges.
Utilizing easy to remember shortcut
numbers, you can increase the ease and
speed of your transactions. For example:

From To
Assets 1000 1999
Liabilities 2000 2999
Net Assets 3000 3999
Income 4000 5999
Expense 6000 8999

Dedicated 9000 9999



An Entity refers to the various entities
you may have that operate within your
overall church. Each Entity you create
will have its own chart of accounts,
which include Assets and Net Assets,
and may include: Income, Expense,
Liability and Dedicated Accounts

For example, you may want to include
an Entity for:

Church Operations

School

Daycare

Cemetery

Entities setup lets you define the name
and code number of each Entity. This
option is available only if there is not a

parent organization managing your Chart

of Accounts.

1. Click the Setup button.

2. Click Entities.

Enter theDescription and
Code

3. Click Submit to save.

CHART OF ACCOUNTS

Entities that you add to your system can
be assigned to specific accounts.

' - . $

To look up the details of any Entity,
select the desired option from the Quick
Find list and click the Find Entity button.
The Entity’s Description and Code will
display.

ConnectNow Church Accounting: Ledger and Payables User Guide
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The Account Code Levels setup lets you
define up to five levels within your

Chart of Accounts. This option is
available only if there is not a parent
organization managing your Chart of
Accounts.

1. Click the Setup button.

2. Click Define Account Code Levels

3. Choose the desired numberlugits
for the Entity under All Accounts
from the lookup table. Options are 0
through 4.

NOTE: Most churches find that 1
digit in this field is sufficient. If you
find that you exceed nine Entities,
you can change this at any time.

$/

# 2

Within your chart of accounts, you will
need to define the levels of your Assets,
Liabilities and Net Assets. The Levels
that you assign will be what determines
the sort and sub-total on your Statement
of Financial Position (a.k.a. Balance
Sheet) report.

1.

3.

Under the Asset, Liability, Net Asset
section, type ®escription and
choose the desired numberlgits
for each Level for your Asset,
Liability, and Net Asset accounts.

NOTE: Most churches find that a
single level with 2 to 3 digits is
sufficient under the Asset, Liability,
and Net Asset section. The most
common term used in this section is
Class

. Select the desired number from the

Sub-Accounts Digits field.
Recommend 2 digits.

Click Submit to save.



4. Click theDefine Level
to the Level 1 under As
and Net Asset section.

utton next
t, Liability

5. Enter theDescription andCode for
theLevelsdesired and cliclsubmit.

2
# 3.4

The following are some examples of
Level 1 descriptions for thésset
Liability andNet Assetsection.

Code Description

10 Checking and Petty Cash
15 Savings and Investments
20 Receivables

25 Vehicles and Equipment
30 Land and Buildings

60 Accounts Payable

65 Payroll Withholdings

70 Credit Cards

75 Mortgage and Loans

90 Net Asset - Equity

CHART OF ACCOUNTS
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Within your chart of accounts, you will
need to define the levels of your Income,
Expense and Dedicated Account types.
The Levels that you assign will be what
determines the sort and sub-total on your
Statement of Activities (a.k.a. Income
Statement or Profit & Loss Statement)
report.

1. Under the Income, Expense, and
Dedicated section, type a
Description and choose the desired
number oDigits for each Level for
your Asset, Liability, and Net Asset
accounts.

NOTE: Most churches find that they
would like two or more levels of
sorting capabilities for the Income
and Expense Accounts. The most
common terms used are

Level 1 = Category or Department, 2
digits

Level 2 = Cost Center, 2 digits

Level 3 = Account, 4 digits

2. Select the desired number from the

Sub-Accounts Digits field.
Recommend 2 digits.

3. Click Submit to save.

ConnectNow Church Accounting: Ledger and Payables User Guide
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4. Click theDefine Levelsbutton 8 Facilities
next to the Level 1 under 9 General and Administrative
Income, Expense and Dedicated 10 Endowments
section. 11 Capital
12 School
13 Restricted Donations
# 65
Code Description
1 General Church Revenue
2 Liturgy
3 Music
4 Evangelization
. 5 Family Life
5. Enter theDescrlpt_lon andCO(_JIe 6 Stewardship
fé)&ékrlr(]ei:_evelsdeswed and click Z Hispanic Ministry
' 8 Religious Articles for Sale
9 Ministry and Liturgy General
10 Children’s Religious Ed
11 Youth Religious Ed
12 Adult Religious Ed
13 Youth Ministry
14 Community Life
15 Church Nurse Program
16 Charity General
17 Preschool
2 4 $ 18 Daycare
# 4 19 Cemetery
20 Columbarium
The following are examples of tri-level 21 Other Church Programs
account structure codes for threome General
ExpensgandDedicatedAccount Types. 22 Facility Expense — Church
23 Facility Expense — Rectory
# 35 24 Facility Expense — General
25 Finance Administration
Code Description 26 General and Administration
1 General 27 Endowment Gains/Losses
2 Ministry and Liturgy 28 School — General
3 Religious Education 29 School — Administration
4 Charity and Outreach 30 School — Facilities
5 Preschool and Daycare 31 School — Cafeteria
6 Cemetery/Columbarium 32 School — Programs
7 Other Church Programs 33 Restricted Donations




A1%4 D

# 75

Code Description

4101 Offertory

4102 Sacramental Offerings

4103 Donations, General

4104 Donations, In Kind

4115 Bequests, Unrestricted

4121 Subsidies, Diocesan

4122 Subsidies, Non Diocesan

4131 Poor Box Receipts

4132 Votive Lamp Offerings

4141 Fundraising Activity Revenu

4142 Fundraising Activity Expense

4145 Tuition and Fees — School

4147 Tuition Assistance

4150 Fees — Religious Education

4152 Fees — Daycare

4153 Fees — Preschool

4154 Fees — Cemetery Income

4155 Fees — Cemetery Perpetual
Care Income

4156 Fees — Columbarium Incomg

4158 Product Sales Income

4160 Rental Income

4170 Interest Income

4190 Gain/Loss Disposal of Asset

4199 Other Income

4200 Capital/Facilities Fund
General

4201 Debt Reduction Collection

4300 Gain/Loss on Endowments

5110 Clergy Compensation

5111 Clergy Health Ins and
Expenses

5113 Clergy 403b Expense

5114 Extra Clergy Compensation

5120 Lay Employees — Salaries

5121 Lay Employees — Payroll
Taxes

5122 Lay Employees — Health
Insurance

5123 Lay Employees — Retiremen

5130 Depreciation

5133 Equipment & Furnishings

\1%4
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5134 Equipment Repairs &
Servicing

5137 Building Repairs,
Maintenance, Improvements

5138 Janitorial Service & Supplieg

5139 Grounds Maintenance

5140 Property/Liability Insurance

5141 Property Tax

5142 Building Rent

5143 Electricity

5144 Heat

5145 Water & Sewer

5146 Telephone/Internet/Cable T

5147 Church Events/Programs

5148 Program Supplies

5149 Curriculum/Instructional
Supplies

5150 Vehicle Lease/Maint Expeng

5151 Mileage Reimbursement

5152 Travel & Meal Expense

5153 Professional Services

5154 Religious Supplies

5155 Collection Envelopes

5156 Office Supplies

5157 Postage

5158 Copying

5159 Communication

5160 Bank Charges

5161 Small Office Equip &
Furniture

5162 Computers & Peripheral
Equipment

5163 Professional Development

5164 Books, Periodicals &
Subscriptions

5165 Interest Expense

5166 Miscellaneous

5201 Charity

8000 Donations, Restricted

8100 Restricted Donations
Expended

9800 Bequests, Restricted

29
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While you may create multiple Asset
accounts in your Chart of Accounts, not
all Asset accounts are Bank Accounts.
You will need to indicate which of your
Asset accounts are bank accounts.

This designation makes only the
appropriate accounts available for bill
payment and check posting. Line items
within the bill form allow coding by
Entity.

" Locate the account using the Quick
Find.

" Click Select Accountto view the
full account details.

" Check theBank Account box under
Additional Asset Information.

" Click the down arrow gbervice
Charge Accountand select the
Expense account you've created for
Bank Charges. This field is required.

" Click the down arrow anterest
Income and select the Income
account you’ve created for Interest
Income. This field is required.

;" Click the Submit button.
The accounts will now be available from

the Bank Account lookup on the Bills,
Checks, and Bank Reconciliation screen.



CHART OF ACCOUNTS

For those using an Accrual Method, you
must designate any Accounts Payable
accounts to populate the AP Account
lookup on the Bill Information screen

(this step is not necessary is using a Cash
Method).

This designation makes only the
appropriate accounts available for bill
payment and check posting. Line items
within the bill form allow coding by
Entity.

*Locate the account using the Quick
Find.

" Click Select Account
to view the full account
details.

-" Check theAccounts
Payablebox.

" Click the Submit
button.

The accounts will now be
available from the AP
Account lookup on the
Bills screen.

ConnectNow Church Accounting: Ledger and Payables User Guide
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If you would like to use the Credit Card
Transaction feature in ConnectNow, you
must designate a Liability Account(s) for
your credit card(s).

Create one Liability Account for each
credit card where the bill you receive
each month is separate, or the
transactions are separated out on the bill.

This designation makes only the
appropriate accounts available for credit
card transaction entry. Line items within
the bill form allow coding by Entity.

Locate the account using the Quick
Find.

Click Select Accountto view the
full account details.

Check theCredit Card box under
Additional Liability Information:

Click the Submit button.
The accounts will now be available from

the Credit Card lookup on the Credit
Card transaction screen.
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Ledger and Payables offers you flexible
ways to manage your vendors.

Add new vendors on-the-fly as you enter
bills or set up vendors from the central
Vendor management window.

If you did not have a conversion of your
data from your previous system,
ParishSOFT recommends you begin by
entering your core vendors; those who
you pay on a monthly basis in the
Vendor Entry display. Vendors that are
paid less frequently can be entered on-
the-fly as you enter bills.

If you record Vendor Type designations
(e.g., business, employee, contractor,
etc.) and Vendor Terms (e.g., net 30
days, discounts, etc.) in the Setup
window, these items will automatically
populate any bills that you create for this
vendor.

In this section:

Add a New Vendor
Vendor 1099 Checks
Credit/Notes

Delete Vendor



ParishSOFT gives you two places from
which you can add a new vendor to your
database: th€endorscreen or th8ill
screen.

Before you add a new vendor, look for
the vendor’s name in tH@uick Find or
Find Record list to ensure that the
vendor is not already set up in your
system. This quick search helps to
ensure that you don’'t have duplicate
vendors in your database. For more
information on finding vendors, see page
44,

1. To add a new vendor, click the
Vendorsicon on
your toolbar.

2. Populate the fields
on theVendor
screen as needed:

CHART OF ACCOUNTS

o

Vendor Name(required) Enter the
name of the vendor.

43

Check Name(required): This field
will auto populate based on the
Vendor Name. If the Vendor
requires the check print with a
different name, enter the name as it
should print on your checks.

Address, Address 2, City, State,
ZIP Code, and Country. Enter the
vendor’s complete mailing address.

Account Number. Enter the
vendor’s account number for your
organization’s account. This account
number will print on the check stub.

Terms: If you have established
Vendor Terms (available from the
Setup screen), those options will be
available for selection from this
lookup table. Selecting terms for a
vendor will automatically populate
the Due DateandDiscount Dateon
any bills entered for this vendor.

Type: If you have established
Vendor Types (available from the
Setup screen), those options will be
available for selection from this
lookup table.

Contact, Phone Number, Cell
Phone, Fax, Email Enter details

for the primary contact person within
the vendor’s business organization.

. WebPage Enter the vendor’s

website.

Click the Submit button to save the
record.

ConnectNow Church Accounting: Ledger and Payables User Guide
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The Vendor’'s name will now be
available from the Vendor lookup tables
in the software.

Note that theAccount Distribution,
1099/Checks andComment options at
the top of youVendorscreen will be
dimmed (i.e., unavailable, as shown in
the example on the previous page) until
you have saved the new vendor record.

1

To add a vendor on-the-fly while

you are adding a bill to your

system, click thaills icon to open the
Bills screen, and then cligkew Vendor
to add a new vendor record to your
system.

Enter the New Vendor information and
click Save and that information will
automatically update the current Bill
information.

Look up vendors in your system from
the Vendorscreen or th8ill Information
screen using the methods described
below.

From the right side of théendorscreen,
click theQuick Find lookup table,
select the vendor name, and click the
Find Vendor button to view the
complete details in the vendor record.

From the top of th&endorscreen, click
Find Record to view an alphanumeric
list of all vendor records in your system.

Use the Alphanumeric filters above and
below your vendor list view to navigate
through a long vendor list, or click the
ALL option to view all vendors in a full-
length list. Click theGo button to view
the complete details of a particular
vendor record.

From theBill Information screen, click
the Vendor lookup table and select the
vendor name. The Vendor record will
populate your

Bill

Information

fields.



To edit a vendor record, find and open
the vendor record using either the Quick
Find or Find Record search tools. Edit
any of the Vendor record fields as
needed and click theubmit button to
save the changes.

$

You can save data entry time by setting
and saving account distribution options
in the vendor record.

The Vendor Account Distribution will
automatically display the Expense,
Liability, or Dedicated accounts
normally used by this Vendor. You can
then apply them (or opt not to apply
them) to bills entered for that vendor.

To set up distribution options, complete
the following steps:

1. Click theVendorsicon
on your toolbar.

2. Find and view the vendor record.
3. Click Account Distribution.

4, Choose the Distribution Method
of eitherPercentor Amount.

Click in the row #1Account lookup

table, choose the first account, and enter
the amount or percent of the distribution
in the Amount field.

5. If needed, click in the row #2
Account lookup table, choose
the second account, and enter the

CHART OF ACCOUNTS

45
amount or percent of the
distribution in theAmount field.
6. Add additional accounts and
amounts as needed. If you need
to add more than three accounts,

<Tab> to theMore Lines link
and press Enter> to add two
additional rows to the list, or
click More Lines.

7. Click the Submit button to save
the account distribution
information to the vendor record.

Each time you enter a new bill for a
vendor that has an account distribution,
you will be asked if you wish to apply
the distribution options to the bill.

Click OK to apply the distribution or
click Cancelto add a bill without the
distribution amounts.

If you click OK, the accounts will be
listed on theBill Information screen.
You can edit or delete the accounts if
needed.

ConnectNow Church Accounting: Ledger and Payables User Guide
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,  3<==- |
Use thel099/Checkdink to mark

vendors for year-end 1099s, set printing
options for a specific vendor, or to create
a 1099 form.

Multiple Bills for a single vendor are
normally combined on one check.

Check the box if you prefer to have a
separate check print for each bill for this
Vendor. Vendor checks can be combined
into one check if there are more than 10
bill items being paid at one time. Check
the box to match your preference.

3<==

Non-Incorporated Vendors to whom you
have paid over $600 in the calendar year
for services and products related to that
service and other income payments must
receive a 1099 from your organization.

When you check thBrint 1099 for this
vendor box, the system will now
retroactively set any prior posted
transactions for the current year with a
1099 status, and any future transactions
will be automatically marked as 1099
transactions in order to produce accurate
1099s at year-end.

Request the VendorBax ID number

and correct mailing address prior to
issuing the vendor a check to ensure you
have this information at the end of the
calendar year.

Your 1099 amounts can be adjusted by
line item in theBill Information screen,
So you can easily exclude non-1099

items, such as reimbursements, from the
1099 totals.

You can also enter akdjustment
Amount for the year if needed to record
any payments made to the vendor
outside of the ConnectNow Church
Accounting system.

Fields are provided for each box of
figures reported on a 1099 tax form. To
create 1099 forms, check tReint in
1099 Box populate the fields as
appropriate for each of your vendors,
and click theSubmit button to save.
You can then print 1099s for vendors
from yourReportsscreen.

The default ifPrint In 1099 Box is Box
7 Non Emp Comp, but the lookup table
also includes the following options:
- Box 1 Rents
Box 2 Royalties
Box 3 Other
Box 5 Fishing Boat
Box 6 Medical
Box 8 Sub Payments
Box 10 Crop Ins Payments
Box 13 Gold Parachute
Box 14 Attorney
Box 15b 409A
Box 18 State Inc.



Use theComment link to record any
pertinent information specific to each
vendor in your database. This information
will not print on the check or check stub; it
is simply available for your reference.
Type the text as needed and click the
Submit button to save.

$

For vendors with no associated
transactions, you may delete the Vendor.
To delete a vendor from the database, find
and view the vendor and click thelete
button.

ConnectNow Church Accounting: Ledger and Payables User Guide
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If using a Cash Method, when a bill has

been entered by mistake and has not been "

paid, you can delete it from the Bill List
anytime.

If using an Accrual Method, you may
delete an unpaid bill dated within your
current or future fiscal month.

1. From theBills screen, clickrind
Record.

2. Locate the row you wish to delete
and click theGo button to view the
Bill Information.

3. Confirm that the bill is the one you
wish to remove and click tHeelete
button.

Click OK to proceed with the deletion or
click Cancelif the record should remain in
the database.
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Before you close a month, print the
following reports from the Ledger and

Payables Standard Reports menu and use

them to verify that all of the month’s
transactions have been entered correctly.

If you have not previously done so,
create a Memorized Report Group of
your standard End of Month Reports for
your Parish Council, Finance Committee
or any other organizations requesting
reports for their department. See
Memorized Report Groups on page 113
for more information.

Transactions
Bill List
Check Register
Credit Card Charges
Deposit Register
Journal Entry Lis
General Ledger

END-OF-PERIOD PROCESSING

89
Statements
Statement of Financial Position
(a.k.a. Balance Sheet)
Statement of Activities (a.k.a.
Income Statement or Profit & Loss)
Dedicated Accounts
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I

Before you close the fiscal year, print the
following reports from the Ledger and
Payables Standard Reports menu and use
them to verify that all of the year’s
transactions have been entered correctly.

If you have not previously done so,
create a Memorized Report Group of
your standard End of Fiscal Year
Reports for your Parish Council, Finance
Committee or any other organizations
requesting reports for their department.
See Memorized Report Groups on page
113 for more information.

Transactions
Bill List
Check Register
Credit Card Charges
Deposit Register
Journal Entry List
General Led

END-OF-PERIOD PROCESSING

Statements
Statement of Financial Position
(a.k.a. Balance Sheet) for each
Entity (see page 109 for Report
Selection instructions)
Statement of Financial Position
(a.k.a. Balance Sheet) for all
Entities
Statement of Activities (a.k.a.
Income Statement or Profit &
Loss) for each Entity (see page
109 for Report Selection
instructions)
Statement of Activities (a.k.a.
Income Statement or Profit &
Loss) for all Entities
Dedicated Accounts
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Standard report selections default to the
current fiscal month and year. But you
can choose to print reports in Ledger &
Payables for any time frame needed.

Review the Ledger & Payables
Dashboard, or the current fiscal month
located under Log Out in the upper right
corner of the display for your current
fiscal month and year.

All reports except standard Statements
have the following date range selection
availability.

Choose the Statement of Activities —
With Date Range and Statement of
Financial Position — With Date Range to
select on a date range. The date range
option you select applies to the print
columns you choose when setting up
your report.

You can select from:

Last Month

This Month

Next Month

Last Quarter

This Quarter

Next Quarter

Fiscal Year to Date
Last Fiscal Year

Last Fiscal Year to Date
Next Fiscal Year
Custom Date Range Specified

REPORTS
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Standard Statement reports will always
report on a “Period Ending” concept.

You can select any fiscal month and year
you would like to report on.

In many reports, you can make a
selection on Entity, choosing to print a
report for a single, multiple or all entities
in the system. The default selection will
be to include all entities.

Selected items will turn from white to
blue. To select multiple items, hold
down the Ctrl key on the keyboard and
click the items you'd like to select.

To clear the selections, click the X in the
upper right corner of the box.
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Many reports will allow you make a
selection on the various Levels you have
built within your Chart of Accounts.

This will allow you to report on certain
departments or cost centers in your
church. The default selection will be to
include all entities.

Selected items will turn from white to
blue. To select multiple items, hold
down the Ctrl key on the keyboard and
click the items you'd like to select.

To clear the selections, click the X in the
upper right corner of the box.

The Statement of Activity and Statement
of Financial Position reports allows you
to select from a wide variety of print
columns.

Click the down arrow at the Print
Columns section and choose the print
columns you would like to see on your
report.

The Statement of Activity and Statement
of Financial Position reports allows you
to choose how you would like your
report to be sorted and sub-totaled.

Click the down arrow at Group Section
and choose from the items on lookup
table.

The Statement of Activity and Statement
of Financial Position reports allows you
to print the report either in Summary or
Detall. If you choose to print the report
in Summary, you will see only the totals
based on the Group Sections you
previously selected. If you choose to
print the report in Detail, you will see
each individual account listed on your
Chart of Accounts.



REPORTS

The Statement of Activity and Statement
of Financial Position reports offer
several Print options:

Include Inactive History
Accounts — Accounts marked
Inactive will be displayed

Show Numbers without Cents —
dollars will print without
pennies, rounded

Print Shortcuts — will print the
account shortcut number

Print Account Codes — will print
the long account code
Suppress Zero Accounts —
accounts with zero activity will
not display

Make the selections you would like to
see on your report.

0

All reports in the ConnectNow Fund
Accounting system comply with all
FASB rules for non-profit reporting.
This means that what is known in the
corporate world as a “Balance Sheet” is
called a “Statement of Financial
Position” report in the church world. If
you find that your Finance committee is
made up of local business people and not
accountants, you may choose to add a
Report Sub-Title to your Statements to
make it easier on your Finance
committee. The reports are still in
compliance, you are simply adding an
additional sub-title.
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Those listed as Church Administrators
have complete access to everything in
the ConnectNow Fund Accounting
system, and there is no concept of
Permissions. It is recommended that
you limit the number of Church
Administrators to just a few people
within your organization.

You can control the Permissions of a
Church User and limit their access and
data entry capabilities to each aspect of
the Ledger & Payables system.

1. From theChurch
Manager tab, click
Permissions

2. Click the down arrow at Quick Find
and you'll notice only those listed as
Church Users. Select the Church
User that you would like to edit their
permissions.

3. You can choose to have the
Ledger and Payables and/or
Payroll tabShowor not show
when the user logs into
ConnectNow Fund Accounting.
The Show box must be checked
if any individual items are
checked. For example, you may
want the Ledger and Payables
tab to show, but not the Payroll
tab. Simply remove the
checkmark at Payroll Show and
the user cannot see the Payroll
tab or access any element of
Payroll.

ADMINISTRATOR TASKS
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4. You can select from Read,

Allow/Write and Delete columns.

The Read column allows the
user to view the display.

TheAllow/Write column allows
the user to add new or change
existing data for that item.

TheDeletecolumn allows the
user to remove the item in its
entirety.

5. Place a checkmark in the columns

and items that you want the user to
access. Inthe example to the right,
this user can view everything in the
system, print whatever reports she
would like and enter budgets, but
cannot edit or delete any other data
in the system.

6. Click Submit to save changes.
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If your Ledger and Payables system is
connected with a parent organization,
that organization has the ability to allow
or prohibit this functionality for all
churches to maintain consistent
accounting standards for each entity.
Contact your parent organization to
request they turn on this feature if
needed.

You can also limit the access of each
user access to the accounts for each

Entity. If you make a selection by
Entity, the user will not be able to view
transactions without that entity number
within the chart of accounts.

If permitted by the items you checked
off, those boxes checked will allow the
user to read, create/edit, or delete
transactions in the entity. If the box is
not checked, the user will not be able to
enter or edit transactions with that entity
number in the chart of accounts. Click
Submit to save changes.



ConnectNow Fund Accounting offers a
complete Audit trail of your system,
including the ability to filter for the
specific item in which you are inquiring.

1. From theChurch
Manager tab, clickAudit.

2. The items are listed in chronological
order and you can view 100 records
at one time.

Audit, click thePreview Repo

ADMINISTRATOR TASKS
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3. Select theManager (user name),

Area and/orAudit Date range of the
items you would like to review and
click Search

For more information on the
transaction, click th&xpand button
to the right of the entry to gather
more information about th
transaction. CliclCollapsetqg hide
the details on the display.

If you would like a print out of the

button.
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The purpose of the Primary/Subsidiary
Bank Account is to track the funds
designated for various cost centers,
departments, categories, or dedicated
funds while using a single checking
account.

If your Ledger and Payables system is
connected with a parent organization,
that organization has the ability to allow
or prohibit this functionality for all
churches to maintain consistent
accounting standards for each entity.
Contact your parent organization to
request they can turn on this feature if
needed.

If your Ledger & Payables system is not
connected to a parent organization,
contact ParishSOFT Support and we can
turn on this feature if needed.

1. Select or Create Sub-Accounts for
various department’s Asset
accounts.

If you have not previously created
the Asset accounts for the various
organizations’ checking accounts,
from ConnectNow Ledger &
Payables, clicidccounts Click the
Chart of Accounts (Add Sub-
Accounts) link.

Set the Account Type tassetand
select the Fund and Account for the
Subsidiary Asset/Checking accounts
for the various organizations.

If creating a Sub-Account, check the
box atBank Account and click

Submit.

. Set Up Primary/Subsidiary Bank

Accounts.

From the ConnectNow Ledger &
Payables tab,
click Setup.

ChooseSetup
Primary and
Subsidiary Bank Accounts

Click theNew button next to

Primary Bank Account and enter the
name of the single Checking
Account that will include all
subsidiary asset accounts. Click
Save

Repeat for any physical checking
account, including those associated
with only one Asset account (i.e.
School, Cemetery, etc.).



3. Assign the
Primary/Subsidiary Bank
Accounts.

Click the down arrow at

Primary Bank Account

and select th@rimary

Bank Account that will

be associated with

multiple Asset accounts.

All Subsidiary Accounts

MUST be assigned to a

Primary account. Ifa

checking account is only

one Subsidiary account

then a Primary Account must still be
setup and associated with the
subsidiary account. Once this
feature is turned on, all bank
accounts must be associated with a
Primary Account. A Primary
account without a subsidiary account
cannot be used in Bills and Deposit
Entry.

Select the appropriateervice
Charge Expense Accountind
Interest Income Accountfor each
Primary Bank Account.

Select theSubsidiary Bank Offset
Account (used during Bank
Reconciliation for automatic Journal
Entry for Bank Service Charges and
Interest Income) for this primary
account.

Under Primary and Subsidiary
Account Associations, click the
down arrow at\ssociated Primary
Account and select the appropriate
Primary account for each Subsidiary
Account.

If you have a physical checking
account associated with only one

ADMINISTRATOR TASKS
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Asset, you will need to associate a
single Primary and Subsidiary
account (i.e. School Checking
Account in sample). ClicBubmit.

. Assign Subsidiary Bank Default to

Income/Expense/Dedicated
Accounts.

From ConnectNow Ledger &
Payables, cliclAccounts

Select each of your Income, Expense
and Dedicated Accounts where you
would like to set a default Subsidiary
Bank Account.

Click the down arrow at Subsidiary
Bank Default and select the
appropriateéSubsidiary Bank
Account andAccounts Payable
Default account (if using Accrual
Method) and clickSubmit.

. Enter Vendor Distributions

(optional)

In the Vendor tab, select a vendor
from the Quick Find. Click on the
Distribution tab. Enter a
distribution account. The

ConnectNow Church Accounting: Ledger and Payables User Guide
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distribution account must have a
default Subsidiary and Accounts
Payable (if the parish is on accrual
basis accounting otherwise just
Subsidiary Accounts for cash basis)
for the distribution account. The
system will give a message letting
you know this must be completed.

Enter Bills.

Click Bills from the ConnectNow
Ledger & Payables dashboard.

Choose thé&rimary Bank Account
for the Bills.

Select the/endor; and enter the
Invoice Number, Invoice Date and
Due Date

If the Vendor does not already have
an Account Distribution set up,
select the appropriate Expense
account(s) for this bill.

If you have already set the Default
Subsidiary Bank Account and
Accounts Payable Account for the
Expense/Dedicated Account, these
fields will fill in automatically.

b. If you have not previously set the
Default Subsidiary Bank Account
and Accounts Payable Account for
this Expense/Dedicated account,
select them now.

If this was a Manual Check or Electronic
Bill Payment, clickAssign Check
Number and assign the appropriate
Check NumberandDate to this Bill
and clickSave

Click Submit to complete the Bill Entry.

Note: If the default subsidiary account
for the expense account chosen is not
associated with the Primary account

chosen for the bill being
entered, nothing will default
into the subsidiary section.

You will have to choose a
subsidiary account (that has an
association with the Primary)
from the drop down box.

If a distribution account is

utilized from the vendor and

the default subsidiary account

that has been selected for the

distribution account is not
associated with the primary being
entered to on the bill — the
distribution option will not be given
and you will enter all the information
manually.

7. Enter Deposits.

Click Depositsfrom the



ConnectNow Ledger & Payables
dashboard.

Choose the Primary Bank Account
for the Deposit and enter timte of
the deposit.

c. If you have already set the Default
Subsidiary Bank Account for the
Income/Dedicated Account, this field
will fill in automatically.

d. If you have not previously set the
Default Subsidiary Bank Account for
this Income/Dedicated account,
select it now.

e. Click Submit.
8. Perform Bank Reconciliation.
From the ConnectNow Ledger &

Payables dashboard, cho®secess
and selecBank Reconciliation.
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ChooseCreate a New Statemenor
select a previously unreconciled
statement.

Select thePrimary Account, enter
the Statement Date Ending
Balance Service Chargeand
Interest Income Amounts(if any)
and if you had not previously
associated &ubsidiary Bank
Offset Accountin Step 2, do so
now. This will be the Asset account
used when the system creates an
automatic Journal Entry for the
Interest and Bank Service Charge
amounts. ClickSubmit.

You should now see all transaction
associated with this Primary Bank
Account, regardless of the
Subsidiary Account used in the Bill
and Deposit entries. Reconcile your
bank account as normal.
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1099
1099 Payer Information, 116
Field in Bill, 49

Mark Bill tem as 1099 Expense, 49

Print 1099's, 117

Review 1099's, 117

Set up 1099 Vendors, 46
1099/Checks

in Vendor Record, 44, 46
About this Manual, 9
Account

Budget window, 31

Comments window, 31

Definition window, 31

for Journal Entry, 74

Full list view, 33

History window, 31

Select for Bill, 49

Sort in Quick Find list, 32
Account Distribution

in Vendor record, 44, 45
Account Number

of Vendor, 43
Account Reconciliation Report, 87, 88
Account Type, 22, 30
Accounting Method

Accrual, 10

Cash, 10
Accounts

Accounts Payable Account for Bills,

48

Bank Account for Bills, 48

Bank Accounts for Checks, 54

for Credit Card, 63

for Deposit, 68

for Journal Entries, 74
Accrual Accounting Method, 10
Administrator

Add New User, 119

Audit, 123

Deactivate User Account, 120

Designate Accounts Payable Account,

35

Designate Bank Account Accounts,
34

Designate Credit Card accounts, 36

Entity Level Permissions, 122
Permissions, 121
Primary and Subsidiary Bank
Account, 124
Reset Password, 120
Archive Account, 31
Assign Check Number, 57
Audit, 123
Balance Sheet, 89, 91
Bank Account
for Checks, 54
for Deposit, 68
Bank Reconciliation, 86
Account Reconciliation Report, 88
After Conversion, 86
Clear Range of Checks, 87
Create New, 86
Difference is Zero, 87
View, Edit Statement, 88
Beginning Balance Entry, 37, 38
Find, Edit, Delete, 39
Bill List Report, 89, 91
Bills, 48
Accounts, 49
Add More Lines, 49
Add New, 48
Amounts, 49
Comments, 49
Delete, 51
Edit Unpaid, 50
Electronic Check, 53
Find, 50
Manual Check, 53
Memorize, 51, 79
Pay on-the-fly, 53
Project, 49
Record Paid, 53
Void Bill, 51
Budget Entry, 95
Budget Worksheet, 97
Change by Percent, 99
Current Year, 95
Edit Monthly Amounts, 100
for Account, 31

Monthly Budget History Report, 96

Next Year, 95
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Same as Current Year's Actual, 98
Same as Current Year's Budget, 98
Same as Last Year's Actual, 98
Same as Last Year's Budget, 98
Cash Accounting Method, 10
Change a Check Number, 55
Change Check Numbers, 62
Chart of Accounts, 21
Account Level Examples, 27, 28
Account Types, 22
Add new, 30
Add Sub-Account, 21
Archive Account, 31
Build Chart of Accounts, 22
Convert from old system, 24
Define Account Code Levels, 26
Delete, 32
Entities, 22, 25
Levels, 23
Management of, 21
Quick Find list, 21
Select from Diocesan list, 21
Shortcut Number, 24
Sub-Account, 30
Sub-Accounts, 24
Chart of Accounts Mapping Document,
24
Check Date, 54
Check Formats, 16
Check Name, 43
Check Number Ceiling, 30
Check Register Report, 89, 91
Checks
Adjust Layout, 16
Bank Account, 54
Beginning Check Number, 54
Change a Check Number, 55
Change Check Numbers, 62
Check Date, 54
Delete, 61
Electronic Check, 53, 57
Find Checks, 59
Manual Check, 53, 57
No Checks Printed, 56
Numbers with Alpha Characters, 53,
57

Pay All, 54
Pay Partial Amount, 58
Pay thoseDue on or before, 54
Pop Up Blocker, 56
Print, 54
Printed Correctly, 56
Record Electronic, 57
Record Handwritten, 57
Select Which to Pay, 54
Some Printed Correctly, 56
Void, 60
Close Month, 85, 90
Close Year, 92
Comment
for Account, 31
for Bill, 49
for Credit Card, 64
for Journal Entry, 74
in Vendor Record, 47
Conversion
from QuickBooks, 24
Credit Card Charges Report, 89, 91
Credit Cards
Account, 63
Add More Lines, 64, 68
Administrator Setup, 36
Memorize Transaction, 79
Pay the Credit Card Bill, 64
Reconciling, 64
Record Transactions, 63
Current Year Budget Entry, 95
Customize check layout, 16
Dashboard, 9, 14
Data Conversion, 10
Debits and Credits, 37
Dedicated Accounts Statement, 89, 91
Delete
Accounts, 32
Bill, 51
Check, 61
Deposits, 70
Journal Entry, 76
Memorized Tranasctions, 81
Vendor, 47
Deposit, 70
Memorize, 79



Deposit Register Report, 89, 91
Deposits, 67
Delete, 70
Edit Deposit, 70
Enter, 68
Find Deposits, 69
Import, 104
Memorize, 68
Transfer from ParishSOFT Offering,
103
Discount Date, 49
Due Date, 48
Due on or before, 54
Electronic Check, 53, 57
Email
ParishSOFT, 2
End of Fiscal Year Processing, 92
Reports, 91
Reports to Run, 91
End of Month Processing, 85
Close Month, 90
Reconcile Bank Account, 86
Reports, 89
Reports to Run, 89
Entities, 30
Set Up, 25
View, Edit, 25
Entity Level Permissions, 122
Exporting Reports, 115
FASB compliance, 9
Find
Accounts, 32
Bills, 50
Checks, 59
Deposits, 69
Journal Entries, 75
Vendor, 44
Find Checks
General Ledger Report, 89, 91
History
of account, 31
Hosting, 9
Import Payroll, 77
Income Statement, 89, 91
Introduction, 9
Journal Entries, 73

Create New, 74

Debit or Credit?, 73

Delete, 76

Edit, 76

Example Effects on Accounts, 73

Find Records, 75

Import Payroll, 77

Memorize, 64, 74, 79
Journal Entry List Report, 89, 91
Levels, 23, 26, 27
Log In, 13
Log Out, 13
Manual Check, 53, 57
Memorize

Bills, 51

Credit Cards, 64

Deposit, 68

Journal Entry, 64, 74
Memorize Transactions, 79
Memorized Report Group, 112, 113
Memorized Transactions

Create New Transactions as Entries

From, 82

Dates, 51, 79

Delete, 81

Frequency, 51, 79

View, 80

View,Edit Entries Created From, 83

Zero Amounts, 51, 79
More Lines

for Bills, 49

for Credit Cards, 64

for Deposits, 68

for Journal Entry, 74
Navigation, 14
New Vendor, 48
Next Year Budget Entry, 95
ParishSOFT Offering

Transfer, 103
Pay a Bill, 53

Credit Card Bill, 64

Pay Partial Amount, 58

Select Bills to Pay, 54
Permissions, 121

Entity Level Permissions, 122
Phone numbers
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for ParishSOFT, 2
Pop Up Blocker, 16, 56
Primary and Subsidiary Bank Account
Option, 124
Profit or Loss Statement, 89, 91
Projects
Delete, 17
Find, Select, 17
for Bill, 49
for Credit Card, 64
for Deposit, 68
for Journal Entry, 74
Set up, 17
Quick Find, 32
Sort options, 32
Vendors 44
Quick List
Remove account from, 31
Reconcile Bank Account, 86
Reconciling
Credit Cards, 64
Reports, 107
1099, 108, 117
Account Audit, 108
Account Balance, 108
Account List, 108
Account Reconciliation, 87, 88
Account Reconciliation Report, 107
Available Account List, 108
Balance Sheet, 108
Begining Balance, 108
Bill List, 107
Budget Worksheet, 108
Check Register, 107
Credit Card Charges, 107
Date Selections, 109
Dedicated Accounts, 108
Deposit Register, 107
Entity Selections, 109
Exporting Reports, 115
General Ledger, 107
History, 9
Income Statement, 108
Income vs Expense Graph, 108
Journal Entry List, 107
Level Selections, 110

Memorize, 113
Memorized Report Group, 112
Memorized Transactions, 107
Monthly Budget History, 108
Monthly Budget History Report, 108
Options, 109
Print Columns, 110
Print Options, 111
Project Report, 107
Report Format, 110
Report Sub-Title, 111
Sorting and Grouping, 110
Statement of Activities, 108
Statement of Cash Flow, 108
Statement of Financial Position, 108
Tranactions, 107
Trial Balance Report, 107
Vendor 1099 Misc, 108
Vendor Audit, 108
Vendor Basic List, 108
Vendor Detailed List, 108
Vendor Labels, 108
Vendor Telephone List, 108
Vendor Terms, 108
Schedule Payment for Due Date, 48
Security
Add New User, 119
Audit, 123
Deactivate User, 120
Entity Level Permissions, 122
Log In, 13
Log Out, 13
Permissions, 121
Reset Password, 120
Setup
Chart of Accounts, 21
Check Layout, 16
Flowchart for new users, 15
Options, 17
Projects, 17
Vendor Terms, 18
Vendor Types, 18
Shortcut, 30
Statement of Activities, 89, 91
Statement of Financial Position, 89, 91
Sub-Account, 30



Support
phone and email information, 2
System Requirements, 11
Technical support, 2
Terms, 43
Training, 10
Type
of Vendor, 43
User Options Settings, 17
Users
Add New User, 119
Deactivate, 120
Permissions, 121
Reset Password, 120
Vendor Terms
Find, Edit, 18
Set up, 18
Vendor Types
Find, 19
Set up, 18

Vendors, 42, 48
1099/Checks Window, 44, 46
Account Distribution Window, 44, 45
Account Number, 43
Add New, 43
Address Information, 43
Check Printing Options, 46
Comment Window, 44, 47
Contact Information, 43

Delete, 47

Discount Date, 43
Due Date, 43

Edit Record, 45
Find, 44

Name on Check, 43
Terms, 43

Type, 43

Web Page, 43

Void a Check, 60
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