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What we will cover...

* Overview
* Organizational Imports
e Consolidation Manager
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What is importing?

* The ability to bring a file from CSV/Excel into
ParishSOFT Accounting
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Why is importing more efficient?

* Simplify creating transactions
* Automate outside payroll importing
* Reduce errors

* Enter multiple transactions at a time
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Importing Templates

* Excel templates
—Ledgers and Payable

* Process

—Import Journal Entry, Deposit, Payroll, Vendor

Natch Help Video! ]
Import Journal Entry

Browse. ..
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Journal Entry Template

H - [ El &2 s Attachment42.aspx [Read-Only] - Ex
Insert  Pagelayout Formulas Data Review View ) Tell me what you want tg
I .| _
D . Calibri 11 A A T == - = Wrap Text General -
Paste ¢ B IU- +- O-A.- === €3 ElMerge&Center - $-% * % %
Account -
Shortcut Clipboard @ Font M Alignment T Number M
H9 M Jx
A . B | C | D . E | F|
1 _4{}\00.6{}.1GCHU 6/15/2017 62.34 Reclass Coffee and Donuts from Offertory 1
2 14035.00.10CHU 6/15/2017 -62.34 Reclass Coffee and Donuts from Offertory 1
Date of 3 5350.00.10DEV6/30/2017 , 47.25 Coryect Payroll 06/30/2017 Fest 2
Y
Journal Entry 4 |5360.00.10DEV 6/ 17 -47.25 Cofrect Payroll 06/30/2017 Fest 2
5
Amounts Comments Project Code Transaction
No.

Project

Description: | Festival

Project Code: | Fest .Pq riSh qD I__I_®

Revenue Budgst: | 20000.00 Celebrating 20 Years of Service

. = . - .




Deposit Template

[ El &2 - Attachment41.aspx [Read-O

Insert  Pagelayout Formulas Data Review View ' Tell me whatyo

= X . = _Bl » =,
D - Calibri =111 -~ A A == - = Wrap Text General
I:Ehl -
Paste - B I U-~-| ¥~ {)viv = = = € 3= Merge&Center' $-% »
Account Clipboard I« Font T Alignment I Number
Shortcut . 3
° : Bank
A B | C | D | E |F| G __Account
1 _%G.GG.IUCHU 6/5/2017 88.88 Offertory 06/04/2017 1 lﬂlﬂ.ﬂﬂﬁ?shortcut
2 4035.00.10CHU 6/5/2017 37.66 Donuts 06/04/2017 1 1010.00PAR
3 4155.00.10D 6/15/2017 224.88 Festiwal Donation Fest 2 1011.00.PAR

} TTODEV 6/15/ 25.52 Fedtival Food Sales  Fest 2 00.PAR
Date of 5 4170.00.20STUDATHL /2017 350.7%Basketball Bf 3 1010.00.

Journal Entry 6 _
Transaction

Project Code No.

Amounts Comments

Project

Description: | Festjval

ParishsofFt

Revenue Budget: | 20000.00 Celebrating 20 Years of Service




Payroll Template

/

H ©- O @& <@ -
Insert  Pagelayout Formulas  Data Vie
Account & cut Calibri -1 A A T == -
Shortcut paste 2 P Tu-i-d-A- === &= |
¥ Format Painter - _ - D
Clipboard Is Font Is Alignnm
v e
A B C D E
1 |50805.00.30.450SADM  7/14/2017 2841.62 June 14 2017 P
2 5005,00.30.450INSTR  7/14/2017 1652.96 June
3 5005.00.30.450INSTR  7/14/2017 ne 14 2017 Payroll
4 |5005.01.30.450INSTR  7/14/2017 0 June 14 2017 Payroll
5 5005.00.30.450SMAIN 7/14/2017 1360 June 14 2017 Payrol
6 |5005.00.30.450EDP /14/2017 0 June 14 2017 roll
7 12100.00.EL 7/14/2017 -81.78 June 14 2017 Payroll
8 02.EL 7/14/2017 0 June 14 2017 Payroll
Date of /5143.00.30.4505&[)[\!1 7/14/2017 -45 June 14 2017 Payroll
Payroll 10 |2106.01.EL 7/14/2017 -34.98 June 14 2017 Payroll
11 /5140.00.30.450SADM  7/14/2017 441.76 June 14 2017 Payroll
12 15550.01.30.400SADM  7/14/2017 96.93 June 14 2017 Payroll
13 |1010.00.EL 7/14/2017 -96.93 June 14 2017 Payroll
14 11010.00.EL 7/14/2017 -3567.37 June 14 2017 Payroll
15 |1010.00.EL 7/14/2017 -1226.03 June 14 2017 Payroll
16 |1010.00.EL 7/14/2017 -1341.18 June 14 2017 Payroll
17

Amounts

Comments
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Vendor Template

Home 15€] 'age Lay Formulas Review View
it ¥y ab
c 1 - A 2 Wrap T

e J 5 et me ! et ot
Vendor Name (required) Account Number

Check Name (If different from Contact

vendor name) Phone Number

Address Line 1 Cell Phone

Address Line 2 Fax

City Email

State Tax ID

Country 1099 Flag (TRUE or FALSE)

Zip Code ParishgoFt
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Fixed Asset Template

Page Layout Farmulas Data Review View Help 2 Tell me what you want to do
A . - —
M J Cut Calibri 1 - A E== & BwapTe Text - Normal Bad Good
; ER Copy - . |
aste - | . o .| === | €= 3= o €0 .00 Neutral Calculation _ ng
o ~ Format Painter B I U = Or A === == $-9% » %o e |" ” v .
Clipboard ] Font P} Alignment P Mumber Pl Styles
A2 - b
A B [ o E F G H
1 Asset Name Description Asset ID Asset Category Entity Date Acquired Cost
2 |
3
a
5
5]

Asset Name
Description
Asset |ID

Asset Category
Entity

Date Acquired _
Cost ParishsOFT
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Tips for Importing

* Journal Entry and Payroll Import make sure
amount column totals zero

 Make sure formatting of the columns has not
changed

* There areno “” in the file

e Save file as a .csv
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Save As >
T “ ACCOUMNTING DADICTS.. * Cathedral v Sedich Cathiedra R
Crganize * New folder f== - a
< Documents ~ Mame Date modified Type
& Downluads . . .
Credit Card Bills 7/3/2017 2:09 PM File falder
Music
$ g, 2015-2016 Trial Bal.csv 10/21/207612:56 ..  Microsoft Exc
= Pictures
B Videos
Share % Local Disk (C)
Export - STORE N GO (E}
= tiffary (ADIOFSTY
- lish =~ DATA MADIOFST) |
Close ~ ACCOUNTING (N ,, .
File name: | journalentryimport csv ~
Account Save as type: (CSV (Comma delim ted) (*.cov) ae
Up‘.ior's Authors:  Tiffany Martin Tags: Add = tag
A Hide Folders Tools - Save Cancel
Crosoft Exce s

some features in your workbook might be lost if you save it as C5V (Comma delimited).
Do you want to keep using that format?

Yes Mo Help



Importing Journal Entries, Deposit or
Payroll

* Ledgers and Payables
—Process

* Import Journal Entry

* Import Deposit

* Import Payroll
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Watch Help Videa! E

Import Journal Entry

Click here 10 download Import Templates for this process.

Browse
Import
— v~ 4 m > ThisPC > Desktop v O | Search Desktop P
Organize = Mew folder = - M @
% This PC ~ MName Date modified '
m Desktop ACA 6/22/2017 3:5.
I m p O rt ) Documents ParishSoft Family Suite 6/22/2017 8:5¢
+ Downloads 8 Accruals PTxlsx 12/16/2016 3
J Music @ Bill Listxlsx 7/25/2017 12!
J O u r n a I = Mietures @ Budgetppix 7/28/2017 7
@ Videos B Copy of Cradit Card Summary.xls 7/11/2017 93
% Local Disk (C) 88 GoToMeeting 5/10/2017 104
E n t ry . STORE N GO (E) B! Immaculate Conception.xlsx 7/6/2017 9:53
= tiffany (WDIOFST @ Importing.pptx 7/28/2017 83!
=~ DATA (\DICFS 1) | - Instructions for the New Payentry.docx 5/18/2017 10¢
= ACCOUNTING (\\ f- journalentryimport.csv 7/31/2017 12
. Local Disk (79 ~ii Microsoft Dvnamics NAY 2009 R2 10/13/2016 4
LU 4 »
File name: |j0urnalentryimpurtcsv w ‘ All Files (*.*) v

Open Cancel



Import Journal Entry

Import Journal Entry

Click here to download Import Templates for this process.

C\UsersMiffany\Desktop\journalentryimport.csv Browse__.

Import

Watch Help Video! H

| 2 transaction(s) to be created. Click the button below to create transactions. |

Create Journal Entry

Create Transactions
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Import Journal Entry

Watch Help Video! H

An Account with the Shortcut 4001.00.10CHU does not exist or has been archived. The transactions cannot be created.

Create Journal Entry

Cancel

Watch Help Video! H

Total debits do not equal total credits for Transaction Number 1. No transactions have been created..

Create Journal Entry

Cancel
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Journal Entry Information

Watch Help Videa! E

Entry Number: 5 Date:  G/15/2017
Comment:  Imported Journal Entry [ Insert Reversing Journal Entry
= Account Debit Credit Comment Project
® 1 4000.00.10CHU: Offertory 1-10-105-100-4000-00 || 62.34 0.00 Reclass Coffee and Donuts [+
¥ 2 4035.0010CHU: Coffee & Donuts I-10-105-100-4| s | 0.00 62.34 Reclass Coffee and Donuts [+
x 3 64 M)
Total: 62.34 62.34
More Lines

‘ Submit | Memorze | Delete |

Journal Entry Information

Watch Help Video! E

Entry Number: & Date: 6/30/2017
=0 Sllmported Journal Ent *® [ | Insert Reversing Journal Entry
= Account Debit Credit Comment Project
® 1 5350.00.10DEV: Printing - External E-10-150-000{w| 47.25 0.00 Correct Payroll 06/30/2017 FynD-Festival w]
¥ 2 5360.00.10DEV: Postage E-10-150-000-5360-00 || 0.00 4725 Correct Payroll 06/30/2017 FyND Festival v
X 3 [w] )
Total: 47.25 47.25
More Lines

1 Submuit | Memeonze | Delete |




Importing Deposits

e Simplify weekly giving input
* Automate process
* Reduce errors

* Enter multiple deposits at a time
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Save As =
“—

“ 4+ m » This PC » Deskiop w Q)| | Search Desktop o
Organize = MNew folder = - 0
Open % This PC ~ MName Date modified
Foim w Desktop ACA B/22/2017 3:52 PI
# Documents ParishSoft Family Suite 6/22/2017 B:58 Al .
Save As . .
% Downloads d: journalentryimport.csv 7/31/2017 1229
Print & Music

- s Deposits

Local Disk (C)

w STOREN GO {E)
Publish ]
n tiffany (ADICFSTY ¥ £ ¥

Export

Close

File nams: | depuosilimpur Lesy

Save as type: | CSV (Comma delimited) (*.csv)

il Authors:  Tiffany Martin Tags: Add atag

Options

# Hide Folders Tocls - Save Cancel

Some features in your workbook might be lost if you save it as C5V (Comma delimited).

Do you want to keep using that format?

Yes Mo Help



Importing Deposits

* Ledgers and Payables

* Process

* Import Deposit
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Watch Help Video! E

Import Deposit
Click here to download Import Templates for this process.
Browse._ .
[import |
e
| 1 m > ThisPC > Desktop ~ O Search Desktop P

I m p O rti n g | organize = Newfolder ) E- o @

-~

W This PC MName Date modified
. m Desktop ACA 6/22/2017 3:52
D e p O S I tS || Documents ParishSoft Family Suite 6/22/2017 8:58
8 Downloads g Accruals PTxlsx 12/16/2016 9:3
b Music Bill List.xlsx 7/25/2017 12:5
= Pictures 0" Budgetpptx 7/28/2017 745
B Videos E Copy of Credit Card Summary.xls 7/11/2017 9:31

' B

T N

r

Local Disk (C:)
STORE N GO (E)
tiffany (\DIOFS 1Y
DATA (\DIOFS1) |
ACCOUNTING (\\
Local Disk (Z3)

d. depositimport.csv
?;3 GoToMeeting
@ Immaculate Conception.xlsx
@° Importing.pptx
Instructions for the New Payentry.docx

0. iournalentryimport.csv

File name: |depositimp0 rt.csv

v || AllFiles ()

Open

7/31/2017 2:44
5/10/2017 10:C
7/6/2017 9:53
7/31/2017 12:5
5/18/2017 10:1

7/31/2017 122
>

Cancel



Importing Payroll

Watch Help Video! H

Import Payroll

Click here to download Impaort Templates for this process.

Choose File | Mo file chosen

Import
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Importing Vendors

Import Vendors

Click here to view Import Instructions for this process.

Click here to download an Import Template.

Choose File | Mo file chosen Import
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Importing Fixed Assets

r Church Manager T Ledger and Payables Y Payroll T Fixed Assets T Accounts Receivable T Ledger Report \Writer )

2 = L e

Fixed fssets Process Setup Reparts

Entry Screens List Screens

Import Fixed Assets

Click here to view Fixed Asset Import Instructions.

Click here to download Fixed Assets Import Template.

Choose File | Mo file chosen Import
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Consolidation Manager Imports
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Consolidation Manager
Transaction Import

* Consolidation Manager users only

* Ability to import standard transactions for
bills, deposits, and journal entries and push
the transaction out to each organization as a
bill, deposit or journal entry
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Consolidation Manager
Chart of Accounts Import

* Consolidation Manager users only

* Ability to add a department to your standard
chart of accounts and activate each account in
every organization
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QUESTIONS?

Pcmsh q0|-—|'
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Thank you!

Evaluation: https://www.parishsoft.com/2018-roadshows/evals/

Karen Kasenow-Johnson
ParishSOFT
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