Weekly Envelope with Sales Tax Only Instructions

YA To fill out the Weekly Envelope with Sales Tax Only electronic format:

Follow the steps below to fill out the Weekly Envelope with Sales Tax Only electronic format:

1. Open either Weekly Envelope 1 Tax — Master.xls or Weekly Envelope 1 Tax with Expenses Removed —
Master.xls.

2. First go to the Save As command and save the file in a folder location that you will use for saving all of
your electronic weekly envelopes, with an appropriate new unique file name. This filename should have
some easily identifiable name with the week ending date at the end of the filename.

a. File Name Examples:
i. Lodge 1431 Weekly Envelope 06-21-2022.xIsx
il. Taft Moose Lodge Weekly Envelope 06-21-2022.x1sx
iii. Taft Moose Weekly Env 06212022.x1sx

3. On the Weekly Envelope tab enter the following:
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Weekly Envelope | IficoliaddeckipEnveiupe Weekly Envelope Tab cjgpe | )
Ready Ba
a. Lodge Name
b. Lodge Number
c. Date — The date that you are working on the Weekly Envelope
d. Contains Register Tapes for Week Ended — The date of the last day of the business week.
A | B - D I F | G _ H
a: Lodge Name Loyal Order Of Moose M/eekly House Committee Enevelope | b: Lodge
Lodge No =
Date: 20
G e Contains Register Tapes For Week Ended
And receipts for cash payouts listec GBE:EHE:;EJ;;? Cash Payouts on page(s)
‘00D & BEVERAGE (f&b) RECEIPTS Credit Card trewy CASH PAYOUTS (Not Checks)
loar | nnn | I " Roar _Nraft | n NN |

4. To begin entering the income from the daily register receipts click on the Income Weekly Envelope tab
at the bottom of the page.

a7  Hnnee Cammittaes Rarainti _— I

Weekly Envelope Income Weekly Envelope b-Espenditese| Income Weekly Envelope
Tab

Ready "'._'I
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5. Fill in the Week Ending Date, which will automatically fill in the dates for the week, and the Sales Tax
Rate for your area.

10

12

1

16

18 |

19 |
20

A | & | e D | E F G H J
1 Week Endingi 6/21/2022 JS-!nday's Date
5 ’ ¢ Week Ending Date
3 Date Day Server Key 1 Key 2 Key 3 Key 4 Key 5 Key 6 Daily Total
4 . Beer Draft Beer |  Liquor Wine Food Misc.
5 06/15/22] Mon $
6| $
7 |06/16/2Z2| Tue $
5. $
¢ 06/17/22| Wed = Auto Filled Dates :
11 .06/18/22|f Thur $
$
13 1086/19/22| Fri $
4 | $
15[ D6/20/22, Sat $
1 $
17,08/21/22| Sun $
o $
Sales Tax Rate
| Regisiel T ol $0.00 $0.00 $0.00 $0.00 $0.00| $
21| Tax Ratss| 8.?5%' Sales Tax| $ $ - $ - $ $ - $
2z | Totals Quiclk-Bsoks Entries $ - - $ - $ - $ - - $
23 |/Acccount Numbers 4230.00 4231.00 4235.00 4240.00| 425500 4245.00
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6. Fill in the appropriate fields from the daily register reports.

A

B

C

D

E

Week Ending| 6/21/2022 |Sunday's Date

F

Date Day Server Key 1 Key 2 Key 3 Key 4 Key 5 Key 6 Daily Total
Beer Draft Beer Liquor Wine Food Misc.
06/15/22| Mon Sally $ 18375(% 8350 |% 34400 | $ 17.00 [ § 11200 | $ 875§ 749.00
Mike $ 22200($ 6500|% 17500 | % 2000 | $ 1200 | % 500 | % 499.00
06/16/22| Tue Tracy $ 46951 (% 8000 |% 15275 | % 5725 (% 11200 | $ 7150 | § 943.01
$ :
06/17/22| Wed Sally $ 16550 (% 4325|% 223.00 | % 675|% 6.00|% : $ 444 50
$ .
06/18/22| Thur Mike $ 25950 (% 7625 |% 26325 |% 2125 (% 16.00 | $ 525 | $ 641.50
Tracy $ 32400($ B8400|% 22500 | % 3200 |$ 2400 | % 14.00 | § 703.00
06/19/22| Fri Sally $ 23950($ 6850 |% 31675 | % 5150 |$ 2400 | % 1950 | § 719.75
Tracy $ 42500(% 9400 |% 43200 | $ 46.00 | $ 22500 | § 800 | % 1,230.00
06/20/22| Sat Mike $ 15750 (% 4800 |% 17875 | % 1550 | $ 47.00 | $ 13.25 | § 460.00
Sally $ 36200(% 7800|% 38800 % 36.00 | $ 134.00 | $ 1950 | $ 1,017.50
06/21/22| Sun Tracy $ 16825(% 11700 |$ 176.50 | $ 3200 | $ 11000 | $ 1050 | § 614.25
$
Register Total| $ 2,976.51 $837.50| $2,875.00 $335.25| $822.00 $175.25| $ 8,021.51
Tax Rate[8.75%| SalesTax|$ 23949 |$ 67.30|$ 231.32|$ 2697 |$ 6614|$ 14105 64541
Totals Quick Books Entries $2737.02 (% 77011 | $264368 |$ 30828 |$ 75586 |% 16115 |% 7,376.10
Acccount Numbers 4230.00 4231.00 423500 424000 425500 424500

7. Enter the Daily Credit Card Batch Totals by clicking on the Weekly Envelope tab and entering the
Credit Card Daily Batch Totals in the column showing Credit Card Daily in Red.

I Py UL LU 1 e

Credit Card Daily

Beer

Beer

Lique

Wine

Misc

Fooc

50.00

Com

Credit Card Total

Credit Card Daily

$251.00 [[Beer
§235.00 [[Beer
$223.00 [Liqu
$332.00 [Wint
S448.00 [Misc
$274.00 | Fooc
$158.00

$1,921.00 [[Com

Credit Card Total
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8. Go back to the Income Weekly Envelope tab to enter the Over/Short Register information and other
income that you want to record on the Weekly Envelope.

OTHER INCOME

Over /Short (1.00)
Bingo
Raffles
Machines
Other Income/ Resale Merchandise
ENDOWMENT
KEY CARDS
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here

DEPOSIT TOTAL $ (1.00)

Page 4 of 8



a. You can record the description for income that is not already described in one of the rows that
show Other Income/ Resale Merchandise Describe Here and enter the amount in the amount
column of the same row.

OTHER INCOME
Over /Short (1.00)
Bingo
Raffles
Machines
Other Income/ Resale Merchandise
ENDOWMENT
KEY CARDS
New Member John Smith 80.00
Donation for Building Fund 150.00
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here
Other Income/ Resale Merchandise Decribe Here

DEPOSIT TOTAL $ 229.00
9. Next enter any expenditures using petty cash by clicking on the Expenditures Weekly Envelope tab at
the bottom of the page.
Weekly Expenditl.l.res Weekly [kly Enyelop Expenditures Weekly Em-'ﬁpe | @
Ready 3 Envelope Tab i

Page 5 of 8



10. Enter the amounts of any expenditures in the appropriate row or for things that do not previously exist,
type the description in one of the Other Cash Payout Enter Description Here fields and enter the
amount in the amount column of the same row.

_ A _ D _ E _ F _ G H | J
1 Cash Expenditures
2 Draft Beer
3 Beer Can/ Bottle
4 Liquor
5 Wine
: Miscellaneous
7 Food 147.00
: Complimentary Beverages
9 Complimentary Food
10 Repairs
11 Laundry
12 Bar Supplies 45.00
13 Kitchen Supplies
14 Juke Box
15 Shortage
16 Tips
17 Cash Back
18 Entertainment
12 Increase Petty Cash ek
20 Other Cash Payout Enter Description Here
21 Other Cash Payout Enter Description Here
22 Other Cash Payout Enter Description Here
23 Other Cash Payout Enter Description Here
24 Other Cash Payout Enter Description Here
23
26 DEPOSIT TOTAL $ 192.00
' Weekly Envelope Income Weekly Envelope | Expenditures Weekly Envelope |

11. Go to the Weekly Envelope tab and you will see the totals that will be entered into QuickBooks Online.
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a. Below is without the cash expenditures amount removed from the Total Deposit.

B c

D |

Contains Regisfer Tape.s For Week Ended
And receipts for cash payouts listed in the Weekly Cash Payouts on page(s)

6 :FOOD & BEVERAGE (f&b) RECEIPTS

Credit Card Daily

CASH PAYOUTS (Not Checks

7 Beer 2737.02 §251.00 |[{Beer -Draft 0.00
& |Draft Beer 71011 $235.00 |Beer -Bottle - Can 0.00
g |Liquor 2643.68 $223.00 |Liquor 0.00
10| Wine 308.28 $332.00 [Wine 0.00
11 Miscellaneous 161.15 $448.00 [Miscellaneous 0.00
1z|Food - Bar §274.00 |[Food 147.00
13 Food - Kitchen 755.86 $158.00

14jF00d & BEV. Sub Total 7376.10 $1,921.00 [|Complimentary Bev 0.00
15|Sales Tax (this is a libilty) 645.41 Credit Card Total

16 Total Food & Beverage Receipts | $8,021.51 |

17 |Register Reading Complimentary Foo 0.00
1g |Over/Short -1.00

19 Total Food & Beverage minus Register Reading | $8,020.51 |

20 |Bingo 0.00

21 Raffles 0.00

22 Machines 0.00 Repairs 0.00
23| Other Receipts/Resale Merc 0.00 Laundry 0.00
24| Total Other Receipts 230.00 $230.00 [ Bar Supplies 45.00
25 Credit Card Total (Negative) -1,921.00 [Kitchen Supplies 0.00
26| Total Deposits (to all accounts) 6,329.51 [Other Cash Payouts 0.00
27 |House Committee Receipt#

28| Deposit Slip(s) Dated 20 TOTAL CASH PAYOU 192.00
29 Reimburse Check#

B Weekly Envelope Income Weekly Envelope Expenditures Weekly Envelope )
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10
1
12
13
14

15

25 |

26

27

FOOD & BEVERAGE (f&b) RECEIPTS Credit Card Daily CASH PAYOUTS (Not Checks)

Beer 2737.02 $251.00 |[/Beer -Draft 0.00

Draft Beer 770.11 $235.00 ||Beer -Bottle - Can 0.00

Liquor 2643.68 $223.00 |Liquor 0.00

Wine 308.28 $332.00 [[Wine 0.00

Miscellaneous 161.15 S448.00 [[Miscellaneous 0.00

Food - Bar $274.00 |/Food 147.00

|Food - Kitchen 755.86 $158.00

Food & BEV. Sub Total 7376.10 $1,921.00 [[Complimentary Bey 0.00

Sales Tax (this is a libilty) 645.41 Credit Card Total

Total Food & Beverage Receipts | $8,021.51 |

Register Reading Complimentary Fog 0.00

Over/Short -1.00

Total Food & Beverage minus Register Reading | $8,020.51 |

Bingo 0.00

Raffles 0.00

|Machines 0.00 Repairs 0.00

Other Receipts/Resale Merc 0.00 Laundry 0.00
24| Total Other Receipts 230.00 $230.00 (/Bar Supplies 45.00

Credit Card Total (Negative) -1,921.00 [[Kitchen Supplies 0.00

‘Total Deposits (to all accounts) 6,137.51 | Other Cash Payouts 0.00

House Committee Receipt#

\Deposit Slip(s) Dated ,20 TOTAL CASH PAYOU 192.00

- Reimburse Check#

Weekly Envelope Income Weekly Envelope Expenditures Weekly Envelope ®

b. Below is with the cash expenditures removed from the Total Deposit to reimburse petty cash.

B C

D |

Contains Regis‘fer Tapels For Week Ended
And receipts for cash payouts listed in the Weekly Cash Payouts on page(s)

12. When entering the final totals in QuickBooks Online, please make sure to go to both the Income Weekly
Envelope tab, to figure out which Product Services/Account Codes to use for the Other Income, and the
Expenditures Weekly Envelope tab, to figure out which Product Services/Account Codes to use for the
Expenses from Petty Cash.

a. Anything in Other Income that appears as a negative will need to be entered in QuickBooks
Online as a negative value.
b. Anything in Expenditures that shows as positive will need to be entered as a negative value in
QuickBooks Online.

13. When entry is completed in QuickBooks Online, double check that the appropriate Total Deposits from
the electronic Weekly Envelope matches the total of the Sales Receipt in QuickBooks Online.
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