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Creating The Budget File
QuickBooks- Online Version

NOTE- If you are not using the Grand Lodge COA, You have to convert to the May 8, 2020 before you continue
Adaptive is only accepting the Elks Standard GL Account. Effective April 1,2020, all Lodges must be using the
updated Chart of Accounts values.

Running the Budget Report

From the Dashboard screen click on the gear in the upper right corner of the screen and choose “Budgeting
under the Tools menu.

Your Company Profile
Acccunt nd Setongy Usar Profile
Manage Usees Famdnack
Reder a Fiend
Prhvacy

Switch Company

& signow

Click the down arrow next to edit and choose Run Budget Overview Report

Budgets Add budget
Q) ucgets Redesign W mece budgets sven cavier 10 use with mov= options and bes % ]
| BupGETS PERIOD CREATED ON LAST UPDATED AcTION
Budget FY 19:20 Apr 2019 - Mar 2020 2019.08.03 2019.0803

Edit v
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Exporting the Budget Report

* Click the iconto the left of the gear and export the reportto excel

Collapse Sortw Add notes ™ é@@

ﬁ | | Export to Excel |

Export to PDF

-~

BUDGET OVERVIEW: BUDGET FY 19-20 - FY20 P&L CLASSES
April 2019 - March 2020

CLUB OPERATIONS GRANTS LODGE OPERATIONS TOTAL
~ Revenue
30010 Member Dues Regular 15,094.00 $15,094.00
30011 Member Dues Life 100.00 $100.00
30013 Member Dues Associate 100.00 $100.00
Formatting the Budget File
. Open the file in Excel (Enable Editing if needed) and click on the triangle inthe upper left corner of the worksheet
to highlight the whole sheet.
. From the Home tab unmerge all cells

. With the pointerin any part of the shaded area right clickand select Copy. Right click again and select

Paste Values. This will replace any formulas that were exported with the actual values of the calculation
results.

%] >} = g s _Budget+Overviews }+Budget+FY+19-204-+FY20+PL++Classes (2)xIsx - Excel

ACROBAT  PowerPivol  { Tell me what you want to do...

] - - = nt - -
&% Arial e THCANEA - ¥  Genera 2 ' s i — E AY p C
) (ndxlr‘ c‘u gl B Sort & Find &
y R . . "= ; €0 .00 onditional Formatas Ce > ort ind &
B I U - A €= = $-% 9 G0 39 Fomatting~ Table- Styles~ [WiFormat= & Filler~ Select- nu
Font T Alignment ser <ryfes Calls Editing
fx Virginia Beach BPOE #2268
A —_ elis c D E E G
=l el
2 Budget Overview: Il Budget FY 19-20 - FY20 P&L Classes
3 April 2019 - March 2020
4
5 ChibOpenations —_ | Srants) i_LodgeOperstions~ ToTaL
6 [Revenue
7 | 30010 Momber Dues Regular 15,094.00 15,004.00
8 | 30011 Member Dues Life 100.00 100.00
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Formatting the Budget File

Alas - Jx Y3£14.5 ENF KESIriCTed Lrants EXpense- Anniversary
A B C
1 30010 Member Dues Regular 15,084.00
2 30011 Member Dues Life 100.00
3 30013 Member Dues Associate 100.00
430035 Initiation Fees j— - 500,00
* Delete any columns with data EXCEPT — - -
the column containing the Account 146 93215 ENF Lensauwns U
Descriptions and the Column 147) 0339 ENF Donations i
148 53215.2 ENF Donations- Purple Pig 100,00
containing the line Totals 149 Total 93215 ENF Donations s 240000
. 150 Total Other Expenditures H 20,300.00
* Delete any rows above the lines that i [ —— . 2000
contain the account descriptionsand 152 Net Revenus s 0.00
tot | 153
otals. T
* Delete any rows below the last row 155
. . 156
that contains any accountdescription e
and total 158
159
160

Budget Overview *®

Readv T

Formatting the Budget File

* Highlight Columns A and B
* Sortthe data By Column A (Ato Z)

* Scroll to the bottom of the list and delete any rowsthat do not begin witha
GL accountnumber

View Developer ACROBAT

New
Query - Racent Sources All

Get External g
Data -

-

30010 Member Dues Regular

1 | 30010 Momber Dues Regutar T 1500400

2 | 30011 Member Dues Life 100,00

3 | 30013 Member Dues Associate 100.00/

4 | 30035 Initiation Fees 500,00

5 | 30040 Transfers/imus 26,00

6 | 30045 Reinstatements Sort ? x

7 | 30150 Miscedaneous

8 | 30165 Other Lodge Activitios-Members Bladd el | X Delete Lovel Copy Level QOptioos. 3 My dota has headers

9 | 30180 Lodge Fund Raisers

Columy Sort On et
10 | 30180.9 Lodge Fundraisers- Motoraycle Raffle w,,y‘ P o, o7 =
11| Totl 30180 Lodge Fund Raisers ]

12 | 40105 Beor/Wine Sales
13 40105.1 Beor/Wine Salos- Wine Sales
14 40105.2 Beer/Wine Sales- Beer Sales.

m Total 93120 Veterans Activities $ 1,200.00 \

w Total 93123 State Major Project Donations $ 2,500.00 oK Cancel
188 | Total 93214 ENF Restricted Grants Exp $ 8,500.00 ——

N Total 93215 ENF Donations $ 2,100.00

]x Cost of Goods Sold
13 |Expenditures
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Formatting the Budget File

A B
You should now have on Iy two 30180.9 Lodge Fundraisers- Motorcycle Raffle 8,500.00
columns of data. Column A should 392354 Senvaraicn L 250000
. 30235.2 C ion GL- Nat. C ion VA Room 150.00
contain the account number and 30270.1 Insurance G/L- Lodge Property Insurance 2,000.00
desc ription' 30270.2 GIL- Officer 850.00
. 30305.1 Lodge Supplies GL- Membership Cards 100.00
CO|U mn B ShOU ld contain the 30305.2 Lodge Supplies G/L- Grand Lodge Supplies 500.00
corresponding annual budget total for 30315.1 Wi i License 1 40000
that account 30315.2 Mi Conti 2,000.00
: 30330.1 Office Supplies- Bank Supplies 100.00
30330.2 Office Supplies- Plaques and Awards 350.00
A B . C

30180.9 Lodge Fundraisers- Motorcycle Raffle

In cell C1 type the following formula

e =Trim(A1)

* Hit<enter>
Now highlight cell A1, rightclickand
copy.
Highlight all of the cells incolumn C
from cell C2 to the bottom of the list.
With the pointer over any of the
shaded cells right click and Paste
Formula. This will remove any leading
spaces in any account or sub-account
description.

Highlight column C

Right Click and Copy

With the pointer over any shaded cell
in the column right click and Paste
Values. This will replace the Trim
formula with the actual results of the
calculations.

a,soo.Eo =Trim (Al)\ |

alla
Y%
) (-]
20 Paste Special... 4
J0 M ot ot
et B T = H - A - 08
:) 3018().:} I_\T..lsc T UrnuraiscI o™ ivivwul LYLIC narinic
33023.':_'3‘%_(: . T
%3023t 0 1 VA Ro
%3027( B Copy nsuranc
243027( |7y Paste Optifhs: !
2i3030¢ = ﬁ =L 1% ™) Cards
. Lef %

5130308 0 123. - L& L2 L e Suppl
230318 Paste Special.. * iness Lii
J13031: Insert Copied Cells tingenc
2
%3033 Delete
2%13033( rards
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Formatting the Budget File

* Once again highlight Column C
*  From the Data Ribbon Choose textto
columns

In the Text to Column Wizard make

sure the data type is set to delimited
and click next.

Set the delimiter to Space and click
next

'_ 7 Show Quesies

Getbrtemal New . om o

Y 14 -= *Consolic

® Remove Duplicates

Filter
Doto~  Query’  \RecentSources = A~ . Edit Lk il YV adanced Z Dataidaticn = ] Manage
Gt & lransform Connections Sort & Fiter a
(%1 . S | =TRIMAY)
4 A 8 c D) | muple ccbumns H
1| %1909 Lodge Fundraisars- Motorcych Rate 920000(30180.9 Lofige Func I
2| 2353 coavention 6L 250000(30235.1 Ceventior . ° e you e St
3| 32852 Coavention GL- Nat Convension VA Room 15000{30235.2 C4 p 5
4| 32701 nsurance GiL- Lodge Property hisurance 2000.00(30270.1 Inf
5 | 32702msurance GiL- Officer Insurance £50.20/30270.2 Ing
6 | 300051 Lodge Supphes GL- Membership Cards 100.00/30305.1 Lo}
7 303052 Lodge Sapplbes GL- Graed Lodge Supphes. Soowml_adgdwvw
8| 50154 MiscolaneousUnassignod- Business License 40001303151 Mlsceliane @ Tell me more
Tcianven Text to Columns Wizard - Step 1¢f 3 7 X

The Text Wizard has determined that your data is Delmited.
11 this is comact, choase Next, ot chacse the data type that best describes your data.
Original data type

Choose the file type that best describes your data:

[ @Relmited - Characters such as commas or tabs separate each feid. |

) Foeed idth - Fikds ace aligned in columns with spaces between each fiold

Proview of selected data:

TR
£ ] TRINM (AB)

| Sonvert Text to Columns Wizard - Step 2 of 3 ? X

| This screen lets you set the delimiters your data contains. You can see how your text is offected in the
| preview balow

Debeniters

1w

[ semicolon
| O gomma

| Text gualifier: * v
(=

| O qer

A Teeat consecutive delimitors as one

Fundreisers- Mo

roysle Paffle
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Formatting the Budget File

* Inthe final screen of the wizard, with
the column data format set to general
click Finish.

* You have now separated the Account
Numbers from the account
descriptions on every line.

*  From here we will finish the formatting
and prepare the file to be submitted.

* Highlight and delete any columns to
the right of Column C (the Column that
contains only the accountnumbers.

Get & Transform Connections

Jx Lodge

2
—

A B
30180.9 Lodge Fundraisers- Motorcycle Ralfle
30235.1 Convention GL
30235.2 Convention GL- Nat. Convention VA Room
30270.1 Insurance G/L- Lodge Property Insurance
30270.2 Insurance G/L- Officer Insurance
30305.1 Lodge Supplies GL- Membership Cards
30305.2 Lodge Supplies G/L- Grand Lodge Supplies
30315.1 MiscellaneousUnassigned- Business License
30315.2 Mi: g
30330.1 Office Supplies- Bank Supphes
30330.2 Office Supplies- Plaques and Awards.

IE B0 OND Ve wN -

* Highlight Column A
* With the pointer over any
shaded cell right click and
select Clear Contents
* This will delete all of the data
in column A
* Highlight Columns C,D & E
* Right Click and Cut

Carncel < Back
Sort & Hiter Data Tools Forecast
c X x K X
850000  30180.9|Lodge Fundraiser<Motorcycle R
250000 30235.1}ConventionGL
150.00  30235.2{C GL- Nat. Conve Room
200000 30270.1|Insurance G/L- Lodge Property’
850.00  30270.2|Insurance G/L- Officer  Insurance
10000 30305.1|Lodge Supplies g
50000  30305.2|Lodge Supplies
40000 30315.1{Miscellane:Business Dolete o tows 10 the nght of he
200000 30315 = account number columin (column C)
10000 30330.1|Office Supplies-
35000  30330.2|Office Supplies- Plaques  and Awards
A B (e D
1 s.s?’amy
2 2,500.00( 3023871
3 150.00] 30235.2
A 2,000.00 30270.1
5 850.00, 30270.2
6 100.00] 30305.1
7 500.00] 30305.2
8 400.00] 30315.1
9 2,000.00( 30315.2
10 10000  30330.1
11 35000, 30330.2
12 600.00| 30330.4
13 2,700.00 30400.1
14 500.00, 30400.2
15 300.00( 30440.1
16 450.00] 30460.1
17 150.00, 30460.2
18 800.00, 30475.2
19 1430000 401051

Convert Text to Columns Wizard - Step 3 of 3

This screen lets you sefect each column and set the Dota Format.

Cotumn data format

and all romaining vahyos 1o text.

C pste: MDY Advsnced.

© Do net impart column (skip)

Dystinator: | $C$1

Dota proview

General’ converts numenc values 1o numbers, dote values (o dates,

Outline

Copy

Paste Options:
A

Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Column Width...
Hide

Unhide
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Formatting the Budget File

Highlight Column B.

*  With the pointer over the
shaded portion of column B
right click and “Insert Cut
Cells”

Highlight Column C

*  With the pointer over the
shaded area in column Cright
clickand Delete.

ON DU A WN

Pl el =
H W N RO

Highlight Row 1
*  With the pointer over the
shaded area right clickand
Insert to insert a new row at
the top of the sheet

o e o
0 N ;N

*  Type the column headers EXACTLY as shown below.

2,00000] 30270.1
% Cut

Copy

7, Paste Options:

Column Width..,

Hide

* If the headersare not exactly the same as the example the reportwill be rejected.

Arial .18 -A A $ %

B I y - A - - %8

and paste in column D.
Your finished budget file should look like the
example to the right:

T A T B C | D | E !
E‘1 LodgeNumber LodgeGLAccount FYE Version Annual
|
2 30180.9 8,500.00
In cell A2 type your Lodge number. All Lodge
numbers must be 4 digits long.
w4 A B c| b E
For Lodges with a number fewer than 4 digits use 1  LodgeNumber LodgeGLAccount FYE Version  Annual
leading zeros. To keep the leading zeros from 20 0159 30180.9 2020 Budget  8,500.00
disappearing type an apostrophe (‘) before the first 3 0159 30235.1 2020 Budget  2,500.00
zero. (Example- 246 becomes ‘0246 4 0159 30235.2 2020 Budget 150.00
5 0159 30270.1 2020 Budget  2,000.00
Highlight Cell A2. Right click and Copy. Rl 0159 30270.2 2020 Budget 850.00
Highlight the rest of the cells in column A tothe 7! g::g 30305.1 igig Budget ;gggg
: : : 8 30305.2 Budget ;
bottom of the list. Right click and Paste. T 0159 30315.1 2020 Budget 40000
) . 10 0159 30315.2 2020 Budget  2,000.00
In Cell C2 type the year this budget pertains to (I.E. 17 0159 30330.1 2020 Budget 100.00
2020). Copy and Paste in Column C the same way 127 0159 30330.2 2020 Budget 350 00
you did the Lodge number. 13 [ 0159 30330.4 2020 Budget 600.00
14 7 0159 30400.1 2020 Budget  2,700.00
In CellD2 type the word Budget. Once again copy 15 | 0159 30400.2 2020 Budget 500.00
- 32 nAaEN —em s am s AN . . . ann nn
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Recap

When the file is finished it should have only five columns- Lodge Number, Lodge GL Account
Number, Fiscal Year Ending, Version and the Budgeted Amount

. Once submitted this file does not have to be resubmitted until the next fiscal year when the
new year’s budget is created.
. For assistance creating your Budget file from Quick Books Online Version please contact your

FRS Coordinator.

' A B C D E

1 | LodgeNumber LodgeGLAccount FYE Version Annual
2 0159 30180.9 2020 Budget  8,500.00
3 [ 0159 30235.1 2020 Budget  2,500.00
4 0159 30235.2 2020 Budget 150.00
5 0159 30270.1 2020 Budget  2,000.00
6 0159 30270.2 2020 Budget 850.00
7 [ 0159 30305.1 2020 Budget 100.00
g 0159 30305.2 2020 Budget 500.00
9 7 0159 30315.1 7070 Budget 400.00
10 | 0159 30315.2 y0p0 Budget  2,000.00
11 7 0159 30330.1 7020 Budget 100.00
12 0159 30330.2 2020 Budget 350.00
13 [ 0159 30330.4 2020 Budget 600.00
147 0159 30400.1 2020 Budget  2,700.00
15 [ 0159 30400.2 2020 Budget 500.00
16 [ 0159 30440.1 2020 Budget 300.00
17 | 0159 30460.1 2020 Budget 450.00
18 | 0159 30460.2 2020 Budget 150.00
19 7 0159 30475.2 2020 Budget 800.00
20 [ 0159 40105.1 2020 Budget  1,430.00
21 [ 0159 40105.2 2020 Budget  16,000.00

Budget Overview | (¥
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Formatting the Excel File
* In column F on the line of the first transaction listing create the calculation to subtract the number in the credit
column from the number in the Debit column.
* Note- The purpose of this calculation is to turn credits into negative numbers and debits into positive

numbers.
A B C D E F G
1
2 Transaction Detail by Account
3 September 2019
4
5 Account # Date Debit Credit
6 September 2019
7 | 20800 09012019 | i 0.02/=p7—£7] |
8 40,130.60 09/01/20189 1.89
9 10500 09/01/2019 2.00
10 20900 09/01/2019 0.03
2l 20900 09/01/2019 0.00
12 20900 09/01/2019 0.01
13 40,130.60 09/01/2019 071
14 10500 09/01/2019 075
15 20900 09/01/2019 1.38
16 20900 09/01/2019 0.22
17 20900 09/01/2019 032
18 40,130.60 09/01/2019 32.08

In column F from the cell with the new
calculation copy and paste thiscalculation
to everytransaction line in the report.
The sum of the new numbers in column F
should be $0.00.

Next, highlight column F. Right click and
Copy. Mouse over the shaded column,
right click and choose Paste Values

Highlight column F once again. Right click
and format cells. Choose number from
the Number tab.

Highlight column B and using the same
processas you did in column F change the
cellformat to “Text”.



