Consolidating AOC Invoices at Fiscal Year-End

Below are the steps to consolidate all the outstanding AOC bills from the current fiscal year into one bill so there is
one outstanding invoice in Accounts Payable at year end.

1. Run an Unpaid Bills report and verify the balance on the vendor Catholic Bishop of Chicago (Arch bills)
matches the balance on the June Arch Bill.
a. In QuickBooks, Click on Reports dropdown list select Vendors & Payables and then Unpaid Bills
Detail.
b. Change the Date of the report to 6/30/2018 and click the “Refresh” button.
Click on the “Customize Report” button, “Advanced” button and choose the toggle for “Report
Date” and select “OK”. This will ensure that the report is running to the report date of your choice.

Any Parish in the AQOC

Unpaid Bills Detail
As of June 30, 2018

Type Date Hum Due Date Aging Open Balance
Bill 040202015 w2 040202015 59 G312
Total Atlas Pen & Pencil Corp. aa312
Barton Cotton
Bill O4M 202018 Inwd9... 041202018 79 158.72
Total Barton Cotton 15672
Brodys
Bill 0472015 0401712015 74 32500
Total Brodys 32500
Catholic Bishop of Chicago-School
Bill OFM Q207 AFOO... OFMO2017 355 Q0000
Bill 11001 2017 AFOO..  11A2mT 241 22275
Bill 1112017 AFOO.. 11Aaz2myY 241 4,557.00
Bill 01202018 AFOO.. O1M22018 169 250,00
Bill 01/26/20M5 AFOD.. O1I2E2015 198 121.50
Bill oS 208 1B001 ... 0S0152018 =11 9,250.00
Bill 0501 2015 IROOT ... 050152015 =11 4, 262.00
Bill oS 208 MROO...  0S0152018 =11 2,036.00
Bill 061 2015 IBO01 ... 06012015 28 9,350.00
Bill OB 2018 IROO1 ... OE01/2018 29 4. 262.00
Bill 061 52015 MO0, 06012015 29 2,036.00
Total Catholic Bishop of Chicago-School IFETT.2S

d. Validate that the balance for the Arch bills on your Unpaid Details report matches the balance on
June arch bill (example below).

Statement print

Upen Receipt Amount Enclosed
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The Archdiocese billing department will issue Consolidated Fiscal Year End Statements the first or second week of
July. This report will verify the amount the Archdiocese shows that you owed on June 30, 2018. It’s important to
use the Consolidated Fiscal Year End Statement since adjustments and additional invoices could be applied and are
added after the June 1% statement is issued. There can also be cases where payments can be applied to different
invoices than you may have expected.

Below is a sample of what the Consolidated Fiscal Year End Statement Issued from the Archdiocese looks like:

Archdiocess of Chimgo
Consalidated Accounis Heceivahle Invoices
{Hlled Belon: MTHI01H)

Invaice Date Imvpice Mo Dhisie: it Oipem Ami
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HzolE AFTHHI 256 LEATERSHIF DAYS FEEFY1E £ 250,00
i GonE S AFTHHI 2470 2008 DIFLOMA £ 12140
(ET T B 16132) HEALTH INSURAWCE % 9,350.00
(ET s RO B3 PROFPERTY & CASUALTY INSURAWCE ¥ 205600
401 F200 4 IRIHI111282 FRINGE RENEF] £ 426200
(0 ) B [T ek HEALTH INSLRAN £ 935000
D&M /2018 LA 2107 PROPERTY & CASUALTY INSURANCE § 203000
Dasn /2008 IR 31799 FRINGE BEMEF] I L
L B et N ottt SR PP LTS N TR T T T r—————— o
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— T ——
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40 AP 1 ar . .

."'f-.f\ Mete ' Some .:h.:.'.nT:E- add pd after 1% of moth )
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2. The next step in the process is to Enter a Credit Bill to offset all the outstanding Arch bills that you have
entered in your QuickBooks file throughout the year. This will allow you in the Pay Bills section to “Set
Credits” against and clear all the outstanding AOC bills. Below are the steps to enter the Credit:
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Click on the Enter Bills icon on your home page and click on the toggle at the top to select “Credit”
Vendor: Catholic Bishop of Chicago

Date: 06/30/2018

Memo: FY 18 A/R Consolidated Balance

Amount: Total amount of FY18 Unpaid Bills at 6/30/18 (Found on Consolidated A/R Report)
Account: GL # 4840 Consolidated Arch Bills (or whatever account number you have used to set-up
the account in your COA List).

If you don’t currently have this Account number in your COA list: To create the New Account click on
the Chart of Accounts icon and select the “Account” button on the bottom left. Select “New”. It
will ask for the Account Type which you will choose Expense. You will enter the next available sub-
account number under 4800 Misc. Expense in the account field (ex: 4840 or next available sub-
account) and Account Name will be Consolidated Arch Bills. Check the sub-account of button and
use the dropdown list to select the parent account 4800 Miscellaneous Expense.

Class: 10 Church or 50 School

Save & Close the Credit



3. The next step would be to go to the Pay Bills icon on your homepage to apply the credit you have just
entered to all the open AOC invoices within this section.

a. Select the first outstanding Arch invoice (Catholic Bishop of Chicago), by clicking the box which will
enter a checkmark and it will select that bill.

b. Click the “Set Credits” button below the bill section and it will open a box that you will see the credit
for Catholic Bishop of Chicago that you have just entered. Click on that credit which will put a
checkmark next to the open credit and verify the amounts you want to apply are correct (edit if
necessary) and then click the “Done” button.

c. This will automatically apply the amount of the credit to the full bill and the Amt to Pay field will list
a $0.00 balance.
Click on the next open AOC invoice and repeat the steps listed above.
Continue to choose each FY18 open AOC invoice until all credits are used and the total to pay is a
$0.00 balance.

f. Select 06/30/18 for the Payment Date at the bottom of the screen

g. Click the “Pay Selected Bills” button and then “Done”.

ELECT BILLSTO BE PAID
il *) Due onor hefore
& Showall bils Filter By B
S8y endar -
@ | DATE DUE VENDOR REF. N0 DISC. DATE AMT.DUE DISC. USED CREDITS USED AMT. 10 PAY
[ 040212018 Altag Pen & Pencil Corp. Inv#2262 812 0.00 000 000 A
- uannme Barton Cofton Ini#98969 158.72 0.00 000 000
[ uninme Brodys 32500 0.00 000 0.00
7 oot Catholic Bishop of Chicago-School AFO0023094 900,00 0.00 900.00 000
oo Catholic Bishop of Chicago-School AFO0023762 20275 0.00 27 0.00
oz Catholic Bishop of Chicago-chool AFD0024090 4887.00 0.00 4887.00 00
7 01nanoe Catholic Bishop of Chicago-School AFD0024561 25000 0.00 5000 000
0126018 Catholic Bishop of Chicago-Gchool AFD0024700 12150 0.00 12150 00
7 0802018 Cathalic Bishop of Chicago-School IB001E1321 §,350.00 0.00 §,350.00 0.00
7 08012018 Cathalic Bishop of Chicago-School IRO0131282 426200 0.00 426200 000
[ 080172018 Cathalic Bishop of Chicaga-School MRO01 40664 203600 0.00 203600 0.00
7 0BI0172018 Cathalic Bishop of Chicago-School IB00161935 9,350.00 0.00 9,350.00 000
[ 060112018 Catholic Bishop of Chicago-School IRO0131799 426200 0.00 426200 0.00
|7 00112018 Catholic Bishop of Chicago-School MRO0141087 203600 0.00 2,036.00 UUU‘.
[~ 03012018 Catholic Bighop of Chicago-School FY18 AR Consalid.. 61715 0.00 000 [T
© 042612018 Catholic Campaign for Human Development C-InvDate04.26.18 500,00 0.00 000 000
[ 043012018 Catholic Charflies InvDate04.30.18 658.00 0.00 000 0.00
© 042602018 Cathonet Aprl 2018 4000 0.00 000 000
043012018 Constellation Energy [ACP186] BG17T158 Inv21872 1,000.00 0.00 000 000
043012018 Constellation Energy [ACP187] BG1T159 1218733 82812 0.00 000 00
04022018 Dianiel Johnson Imf3531 ma 0.00 000 000
]
Totals 23312450 0.00 TR 000
Clear Selections
SCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
andor  Catholic Bishop of Chicago-.. Terms Nurnber of Credits 0
ill Ref. No. MR00141087 Sugg. Discount 000 Total Credits Available 0.00
Goto Bill Set Discount Set Credits
AYMENT
Date Method N Account
wme @ Check ;) @ Toke g N00- Cast 0 - Operaingee.
) Kssign check number Ending Balance 5056675

(DLl Cancel
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4. Once all the credits have been set against the outstanding bills and cleared out of the Pay Bills section, the
next step is to enter a Bill for the Consolidated Fiscal Year End Balance from the statement issued by the
AOC billing department. You will essentially be entering a bill in QuickBooks with the same information that
you entered for the Credit but with the consolidated balance for the amount. Follow the steps below to
enter the Consolidated Fiscal Year End AOC Bill:

Click on the Enter Bills icon on your home page

Vendor: Catholic Bishop of Chicago

Date: 06/30/2018

Memo: FY 18 A/R Consolidated Balance

Amount: Consolidated Balance amount (Found on statement issued by the AOC billing dept. shown

a.

Do oo

above)

Account: GL # 4840 Consolidated Arch Bills (or whatever account number you have used to set-up
the account in your COA List).
Class: 10 Church or 50 School
Save & Close the Bill

5. Re-run your unpaid bills report and verify that you now only have one outstanding bill for the vendor
Catholic Bishop of Chicago with the correct consolidated fiscal year-end balance that matches the statement
issued by the AOC billing department.
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Type Date
il nm22ma
Total Atlaz Pen & Penci Corp.
Barton Cotton
il 042208
Total Barton Cotton
Brodys
il nanTma
Total Bradys
Catholic Bishop of Chicago-School
il 060208

Tatal Cathalic Bishop of Chicago-Schaol

Any Parish in the AOC
Unpaid Bills Detail

As of July 1, 2018

#2282

IR 3B363

Fi¥18 &R Conzolidate

Hum Due Date

amzEms

nanzems

nantima

06308208

Aging

40

a0

73

1

Open Balance

fa.12
8.2

13572
136,72

32500
32300

TETT25 4

ITRTT2S



