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Introduction
This manual/instruction intends to provide future treasurers and committee members guidance on managing USMAA finances throughout the year. The vision of the current committee is to put in place simple processes which can be easily followed through, thereby permitting future committees ease in taking over the role. 
USMAA has incorporated Quickbooks as its accounting platform. Majority of our finance related activities can be managed through this cloud-based application. Quickbooks is also connected to our bank accounts, therefore it is possible to post transactions as an when they appear on our accounts.
Main functions undertaken using Quickbooks are as follows:

· Reconciling bank transactions

· Recording payments received as subscriptions, grants for events

· Managing payments made to suppliers

· Recording payment made as donations

This document details main features of Quickbooks we currently use for our accounting. 
In addition to Quickbooks, we also use Salesforce (a database system) to maintain our membership list, small asset base and burial sites. 

Preparation and issuing of invoices

You can obtain a list of current members in an excel format from the Salesforce database. This data can be used to populate a word template utilising the mail merge functionality.
[image: image1.png]File

Home

B

Envelopes Labels

Create

L E

Merge v Recipients » Recipient List

Start Mail Merge

Layout

1

abdulasraff@hotmail.com - Compati.

References  Mailings ~ Review  View  Help IS Applications  Table Design  Layout
[ s~ <> (K[> D
23 Match Fieds ind Recipen
Wit A @iy e e Preview | E21Find Recipient Finish &
Merge Fields Block  Line  Field~ |25 < | Resuts | [3 Checkfor Erors Merge
Wit & Inset Fieds Prevew Results Y Edit ndividoal Documenton, | Merge to Ne
RS W SERE FT < ERRE PR R IR SR RE P RTIRRT T St IR
4 print Documents.
52 Send Emsil Messages
E3
 __ United Sti Lankan Muslim Association of Australia
MEMBERSHIP
PO Box 5194 INVOICE
Brandon Park
Victoria 3150 Invoie no l_tow
Australia Invoice date «INV_Date»
Due date 30/01/2021«D
ue_daten
Contact treasurer@usmaa.or
Email address/s x0000cx@yahoo.com «Secondary_emails
Membership type  Pensioner
«Category»
To Bro/Sis 000 & family«Sps Surnames
Description Membership fee for financial year 2020/2021
Please pay to Accountname  Account BSB AmountDue $ 30
063121

[Transfer message  USMAAFP96





Select  the “All” option when the following dialog appears.
[image: image2.png]Merge to New Document

Merge records

@3l

O Current record.

O Erom:

ok

?

Cancel





1. Populate invoice template with data.

2. Print and save document as a PDF.

3. Name the file the same as the recipients email address.

4. Save all invoices in Alphabetical order and broken down into multiple manageable folders. 
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The final step is to email each of the invoices to the respective members. This is a manual task and may take some time. Each invoice includes a unique transfer message which helps with reconciliation and details the benefits of being an USMAA member.
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What your annual subscription funds are used for

Contributions to the Japaza fund
Subsidised event tickets

Contributions to the Seniors Night

USMAA website security and maintenance

Annual subscription for accounting software and hook keeping fees
Capital expenditure

Ongoing maintenance (e.g. acoustic equipment)

Membership fees for other organisations (e.q. ICV)
Officialinvitations to promote and represent USMAA (SL Independents day.
Commissioner)

Steadily saving towards an"USMAA Center with a gym, café, industrial kit

and kids' entertainment

in it for you?

Proper Muslim burials through the Jgnaza, committee
Help keep the organisation afloat for your children and grandchildren (1A)

Opportunity to meet with community members and catch-up

Give your children a sense of belonging and an identity

Organised fihas, Eid breakfasts and Eid Dinners

Atouch of the religion with Qiraath and other religious activities

Platform to distribute and receive Janaza,notices

Very reasonable ticket prices at events

Worry-free event participation where you children are looked after in age appropriate entertainment areas,
Fun environment for children with variety to build on happy memories

Opportunity to earn merit from Allah in the Volunteer participation program





It’s advisable to receive membership payments through bank transfer. It makes it much easier to reconcile and provides historical traceability. Try and avoid cash transactions, as it will create confusion unless accurate manual records maintained.

The invoice emails should be sent from the official tressure’s email account. When annual subscriptions are received you can use the transfer message to match the member and update Salesforce. 
Bank Accounts

USMAA currently holds 5 bank accounts.
1. USMAA Main account used for all transactions. This account is linked to Quickbooks and can be managed from the application.

2. USMAA Centre account is a savings account again linked to Quickbooks. 

3. Senior’s account which is again linked to Quickbooks and used to manage senior’s funds and transactions.

4. Janaza Account managed by the Janaza committee. This is not linked to Quick books. The Janaza committee provides the exco with an annual report on the balance available and transactions.

5. MCCA savings account. We receive a statement from MCCA with the current balance which has to be updated in QuickBooks.
Chart of Accounts

Following table details the chart of accounts, currently set up in Quickbooks. Each bank account has a relevant account linked electronically which derives data from the said bank account. All and income and expenses are categorised on an event basis. 

We have quite a simple structure with majority of the accounts used for managing events. For example, we have an “Eid ul fitr dinner” income and expense accounts to manage all transactions related to the event. 

There are few accounts which we do not use as highlighted below.

	Name
	Type
	Comments /Instructions

	11100 Cash and Bank
	Cash and cash equivalents
	 

	11110 MAIN Account - Current
	Cash and cash equivalents
	 

	11210 Janaza Account
	Cash and cash equivalents
	 

	11250 MCCA Income Fund A/C
	Cash and cash equivalents
	 

	11310 USMAA Centre Account
	Cash and cash equivalents
	 

	11500 USMAA Centre Fund - Passbook A/C
	Cash and cash equivalents
	 

	11700 Electronic Clearing Account
	Cash and cash equivalents
	Do not use

	Grants Income
	Cash and cash equivalents
	This need to be deleted, as it’s a duplicate

	12000 Trade Debtors (Square Subs invoicing )
	Accounts receivable (A/R)
	Do not use, sometimes balances will appear if we issue invoices from Squre. This function has been disabled in square as it created comlications for the Treasuer

	11800 Undeposited Funds
	Current assets
	Balances appear in this account if cash is deposited in to the main bank account. You need to remove and post it to the connect event income account

	12050 Uncategorised Asset
	Current assets
	Do not use

	Inventory Asset
	Current assets
	Do not use

	15110 Burial Sites
	Fixed assets
	Ask Faariq

	15120 Less Accumulated Depreciation
	Fixed assets
	Ask Faariq

	15210 Furniture & Fittings
	Fixed assets
	Ask Faariq

	15220 Less Accumulated Depreciation-Furniture & Fittings
	Fixed assets
	 

	15310 Janaza Aluminium Stretcher
	Fixed assets
	Ask Reza, we can remove this account ?

	15320 Less Accumulated Depreciation - Janaza Stretcher
	Fixed assets
	Ask Reza, we can remove this account ?

	15410 Kitchen Utensils
	Fixed assets
	Any assets purchased for the kitchen  e.g, knives, chopping baords

	15420 Accumulated depreciation Kitchen Utensils
	Fixed assets
	 

	15510 Electronic Equipment
	Fixed assets
	 

	15511 Event Entertainment Assets
	Fixed assets
	 

	15520 Less Accumulated Depreciation-Electronic Equipment
	Fixed assets
	 

	15620 Less Accumulated Depreciation-Event Assets
	Fixed assets
	 

	22000 Creditors Control A/C
	Accounts payable (A/P)
	 

	22050 Prepaid Membership
	Current liabilities
	 

	JSC account owing
	Current liabilities
	 

	Square Gift Card
	Current liabilities
	 

	Square Tips
	Current liabilities
	 

	25000 USMAA Centre Fund - Passbook
	Non-current liabilities
	 

	30000 Equity
	Owner's equity
	 

	37000 L/Y Profit Surplus/Deficit
	Owner's equity
	 

	38500 Burial Site Revaluation Resv
	Owner's equity
	 

	38600 Education Fund Reserve
	Owner's equity
	 

	38000 Retained Surplus
	Owner's equity
	 

	38700 Janaza Fund
	Owner's equity
	 

	Opening Balance Equity
	Owner's equity
	 

	40000 Income
	Income
	Do not post to this account, only to the sub accounts

	40001 Sponsorship Income
	Income
	Post any sponsorship related income only

	40005 Member Subscriptions
	Income
	All members subscriptions to be posted

	40007 Grants income
	Income
	All granst should come through this account first

	40008 General Donation Income
	Income
	If members donated money without specifing a particular event, then the funds should be credited to this account

	40009 Sale of Assets
	Income
	Any sales of non used USMAA assests e.g, Carpets, Musallah, kitchen utencils

	40020 Janaza Plot Reimbursement Income
	Income
	Ask Faariq

	40090 Zakath & Fitra Donation Income
	Income
	members will 

	40100 Function & Events Income
	Income
	Do not post to this account, only to the sub accounts

	40102 Iftar 1- Donation Income
	Income
	 

	40103 Janaza Sports Day Income
	Income
	 

	40104 Iftar 2 - Donation Income
	Income
	 

	40106 Islamic Day (Qiraath) Tic Income
	Income
	 

	40107 Islamic WorkShops Tic Income
	Income
	 

	40108 Ladies Nite Tic Income
	Income
	 

	40111 VCE Awards Donation Income
	Income
	 

	40112 Trivia Night Tic Income
	Income
	 

	40113 Youth - Amazing Race Entrance Income
	Income
	 

	40118 Members Night Donation Income
	Income
	 

	40119 Youth - BBQ Tic income
	Income
	 

	40120 Youth - Games Night Tic Income
	Income
	 

	40121 Rugby WC Tic Income
	Income
	 

	40122 Seniors Events Income
	Income
	 

	40123 Eid Ul Adha Breakfast Income
	Income
	 

	40124 Eid Ul Fitr Dinner Income
	Income
	 

	40125 Eid Ul Adha Dinner Income
	Income
	 

	40126 Eid Ul Fitr Breakfast Income
	Income
	 

	40127 Charity Collection - Covid19
	Income
	 

	40128 Picnic/Family Day Income
	Income
	 

	40129 CommUnity Night Income
	Income
	 

	40130 Homeless Project Income
	Income
	 

	40131 Eid-ul-Fitr 2021
	Income
	 

	40132 Ifthar 2021
	Income
	 

	40200 USMAA Centre Donation Income
	Income
	 

	40250 Hall Hire Refund
	Income
	 

	40300 Investment Income Account
	Income
	 

	Billable Expense Income
	Income
	Do not use

	Do not use 2
	Income
	Do not use

	Sales of Product Income
	Income
	Do not use

	Square Income
	Income
	 

	Unapplied Cash Payment Income
	Income
	Do not use

	Uncategorised Income
	Income
	 

	Cost of sales
	Cost of sales
	Do not use

	60000 Expenses
	Expenses
	Do not post to this account, only to the sub accounts

	60100 Functions & Events Exp
	Expenses
	Do not post to this account, only to the sub accounts

	60101 27th Night Exp
	Expenses
	Any expenses incurred by hosting a 27th night event  e.g tea, coffee

	60102 AGM/SGM Exp
	Expenses
	Any expenses incurred by hosting an AGM e.g Drinks, Pizza, hall hire

	60105 Hall Hire & Related Exp
	Expenses
	Any expenses that cannot be attributed to a particular event, but related to Hall Hire. Very rare e.g: Cancellation fees

	60106 Iftar 1 Exp
	Expenses
	 

	60107 Iftar 2 Exp
	Expenses
	 

	60108 Islamic Day (Qiraath) Exp
	Expenses
	 

	60109 Islamic Workshop Exp
	Expenses
	 

	60110 Janaza Sports Day Exp
	Expenses
	 

	60111 Ladies Nite Exp
	Expenses
	 

	60112 Members Night Exp
	Expenses
	 

	60113 Positive Ageing Contribution Exp
	Expenses
	 

	60115 Trivia Nite Exp
	Expenses
	 

	60116 VCE Awards Exp
	Expenses
	 

	60117 Youth - Amazing Race Exp
	Expenses
	 

	60118 Youth - BBQ Exp
	Expenses
	 

	60119 Youth - Games Night Exp
	Expenses
	 

	60120 Rugby WC Exp
	Expenses
	 

	60121 Eid Ul Adha Breakfast Exp
	Expenses
	 

	60122 Eid Ul Adha Dinner Exp
	Expenses
	 

	60123 Eid Ul Fitr Breakfast Exp
	Expenses
	 

	60125 Eid Ul Fitr Dinner Exp
	Expenses
	 

	60126 Seniors Events
	Expenses
	 

	60127 Ladies Nite Donation Exp
	Expenses
	 

	60128 Covid19 Donation Exp
	Expenses
	 

	60129 Picnic/Family Day Exp
	Expenses
	 

	60130 CommUnity Night Exp
	Expenses
	 

	60131 Bush Fire Appeal
	Expenses
	 

	60132 UCAD Lunch
	Expenses
	 

	60133 Zakath & Fitra Donation Out
	Expenses
	 

	60135 Homeless Project Donation Out
	Expenses
	 

	60141 MNWP Donation (FY18/19)
	Expenses
	 

	60142 Zoom Events (Debate/Writing,etc)
	Expenses
	 

	60143 Creative Writing Comp 20/21
	Expenses
	 

	60144 Donations 20/21
	Expenses
	 

	61009 Burial Related Exp
	Expenses
	 

	63000 Administration Costs
	Expenses
	 

	63001 Advertisement
	Expenses
	 

	63005 Insurance
	Expenses
	 

	63010 Subscription and Dues
	Expenses
	 

	63015 Admin, P'tage,Stationery,Print
	Expenses
	 

	63017 SMS Service
	Expenses
	 

	63025 Meeting Expenses
	Expenses
	 

	63050 Other Admin Expenses
	Expenses
	 

	63051 Professional Services Cost
	Expenses
	 

	Bank charges
	Expenses
	 

	Do not use 1
	Expenses
	 

	Square Fees
	Expenses
	 

	Uncategorised Expense
	Expenses
	 

	63007 Depreciation
	Other expense
	 

	Reconciliation Discrepancies
	Other expense
	 


It advisable to check for existing accounts before creating a new account.

Login on Quickbooks
You can login to Quickbooks on the following link. https://c1.qbo.intuit.com/qbo1/login?&useNeo=true 

You will be provided with the user name and password as part of the handover process.
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QuickBooks basics
Once logged on to Quickbooks, you will see the following dashboard. The dashboard will display current account balances and transactions that require posting. 

The left-hand panel of the screen provides access to various functions available on Quickbooks including banking, reports and the chart of accounts. 
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Posting bank transactions
When you click on a bank acccount and the pending transaction for the account are displayed. If there are any preset rules the system will display it under “Category or match”. (Setting up of rules will be discussed later in this document)
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If you wish to change the category and thereby the posting, click on the line and then on category select the relevant account.
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The list of accounts will be displayed as shown below. Select the appropriate one.
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Creating a new account
It is preferred to create new account to manage transactions related to an event. (Accounts for most events have already been created therefore please check before creating a new account) First, click on accounting on the left hand panel and then the chart of accounts will be displayed. In the chart of accounts window, click on the red new button found in the top right corner.
[image: image10.png]mhut

@ gtiickbooks

Dashboard
Banking
Expenses
Sal

Cash Flow
Employees
Reports
GST
Mileage
Accounting
My Accountant

Apps

UNITED SRI LANKAN MUSLIM ASSOCIATION OF AUSTRALIA|

Chart of Accounts

Chart of Accounts
< Al Lists

Batch actions v
r

15420

15110
11100
11700

11210

1110

NAME &

15420 Accumulsted depreciation Kitchen Utensils

Bank cherges

Billsble Expense Income

15110 Burial Sites

11100 Cash and Benk

11700 Electronic Clearing

11210 Jansza Account

11110 MAIN Account - Current

TvPE

Fixed ss.

Expenses

Fixed ss.

Cashen

Cashen

Cashen

@y Cas

Orr Q 3 @ O

DETAILTYPE QUICKBOO} BANKB/ ACTION

Bank ch

Otherfi

Cashen

Trensact

Trensact

@ Tran

257.49

1148479

Account history v

Run report v,

Run report v,

Account history v

Account history v

Account history v

Account history v

Account history v




When you click on new the following dialog box will appear. 
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You will have to fill in the following information to create the account.

Account type – select suitab value from drop down list

Detail Type – Leave it empty by default

Name – descriptive name to the account

Number – Check with other accounts so the number is logical

Description – Detailed description to the account

Below is an example of an account created for the Eid ul Fitr Dinner.
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Creating a rule to automate transactions

To create an automated banking rule, please go to Banking and select Rules.  
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Then select New rule.
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In the create rule window please enter the details as requeted. The following example displays how the rule needs to be set up for automatic allocation of eid dinner tickets.

Any deposit with description “Eid Dinner 2021”, will be posted to the account 60125 Expenses: Funcitons.
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Running reports

QuickBook has several in-built reports which are useful for reconciliation and analysis. You can select the report and then customise it to your requirement. The reports can be run for specific dates or accounts.
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The report would appear as below on your web browser.
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Any favourite reports can be saved as shown below and by clicking on the 3 dots you can customise it.
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As shown below each report can be customised as required.
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Report can also be transferred to emails, printed or transferred to excel as rewuired.
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Small Assets Policy

USMAA own a few fixed assets such as catering equipment’s, speakers and other items used during events. A listing of these items is maintained in the Salesforce system. Due to the relative low value of these items, they would not be depreciated on a yearly basis. The value of the items will be taken forward to the next year unless its sold or written off. This policy was approved by the house in the AGM of 2020 (refer minutes)
Burial plots Policy

USMAA owns burial plots purchased over several years. These plots are in separate cemeteries and have different values. The list of plots is available on sales force. Each year the MC need to liaise with the Janaza sub committee to re-value the plots and ascertain the current market value. Once the figures are received the plots need to be revalued in the system using a journal entry. 
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1July 1:20 Value| Pun:halse Cost] virianoe smm:( Ownl;d Byl
5$5265.00  $5.160.00) $105.00{Unused UsMaa
5950000 $3,365.00) 56,135.00|Unused UsMaa
5$159000  $1.560.00) 5$30.00{Unused usmAA
5$159000  $1.560.00) 5$30.00{Unused usmAA
5$159000  $1.560.00) 5$30.00{Unused usmAA
5$159000  $1.560.00) 5$30.00{Unused usmAA





Journal Entries for Burial Site Revaluation 

If the burial sites have gone down in price use the below example 

[image: image22.png]Journal data

30/06/2020

# ACCOUNT

1 15110 Buriel Sites

2 38500 Equity:Buriel Site Revelustion Resv

DEBITS

711380

Journal no.

CRO00787

CREDITS DESCRIPTION

711380 Buriel site revalustion FY2019/2020

Buris! site revalustion FY2019/2020




If the burial sites have gone up in price then the 38500 account has to be credited and the 15110 has to be debited.
Pre-Paid Membership

Some USMAA members will pay their subscriptions for the next financial year during the previous financial year. For these entries the Treasurer will have to ‘post’ it to the “22050 -Pre-Paid membership” account in QuickBooks, but on the 1st of July the Treasurer needs to pass journal entries to move this from the pre-paid account to the 40005 – membership Subscription account. Below is an example 

[image: image23.png]Journal date

08/06/2021

# ACCOUNT

1 22050 Prepeid Membership

2 40005 Income:Member Subscriptions

DEBITS

151.50

Journal no.

crO00788

CREDITS DESCRIPTION

Prepeid membership

15150  Prepaid membership




EOFY Activities
In order to ensure a smooth year end, we provide the nominated auditor access to Quickbooks. The auditor in turn will review all the data and come back with any concerns. Once these concerns are addressed and transactions corrected as required, the accounts are approved and then submitted to the membership at the AGM.
[image: image24.png]Reports

Standard Custom reports

Management reports

v For my accountant
Account List
Balance Sheet Comparison
Balance Sheet
GL Summary (beta)
General Ledger
Journal
Profit and Loss Comparison

Profitand Loss

L BB ERER R NE BEEd

Recent Transactions
Reconciliation Reports
Recurring Template List
Statement of Cash Flows
Transaction Detail by Account
Transaction List by Date
Transaction List with Splits

Trial Balance

LR RR R Rl R





Posting bank interest and charges

USMAA saving account - MCCA

The Treasuere must request the statements for the financxial year via bro Eddie Dole (Signatory to the MCCA account). Bro Eddie will call the bankd and the bank will email the statements. During the year the Bank may also send hard copy statements to the USMAA PO Box

On 1 July MCs are encouraged to transfer all excess funds except for a $4K float for the next committee, to the MCCA account as per the USMAA policy (refer website)

USMAA Centre funs – Commonwealth Bank

This account is maintained specifically to build the future USMAA centre IA.

Year end bank charges and earlings posting

The Treasuerer must take the Passbook saving account to the Commonwealth bank to get it updated

Below is an exapmple on how to post bank charges. If its earnings, the Treasuer must debit the bank account (applies only for MCCA)

[image: image25.png]Journal date Journal no.

17/07/2020 CR000769
# ACCOUNT DEBITS CREDITS DESCRIPTION
1 11310 Cash and Bank:USMAA Centre Acc 26.88

2 Bank charges 26.88
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