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Weekly Envelope with Sales Tax Only Instructions 

 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.xlsx 

ii. Taft Moose Lodge Weekly Envelope 06-21-2022.xlsx 
iii. Taft Moose Weekly Env 06212022.xlsx 

 
3. On the Weekly Envelope tab enter the following: 

 

 
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. 

 

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

at the bottom of the page. 
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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. 
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6. Fill in the appropriate fields from the daily register reports.

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.
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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.
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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.

9. Next enter any expenditures using petty cash by clicking on the Expenditures Weekly Envelope tab at
the bottom of the page.
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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.

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

 
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. 

 


