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Auditing and Accounting Seminar
Introduction to Accounting Using QuickBooks

• Tools

• Backing up QuickBooks

• Chart of Account

• Linking Bank Accounts

• Invoices

• Receiving Payment

• Deposits

• Bills and Vouchers

• Pay Bill

• Checks

• Printing Checks

• Check Register

• General Journal Entries

• Memorized Transaction
• Daily Deposit
• Checks and Bills
• Monthly Deprecation

• Prepaid Dues at the start of the year

• Allocating Overhead

• Customizing Reports  

• Year Ending Closing 

Agenda
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Login at WWW.ELKS.ORG
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Be sure to do Backup at least Weekly, unless you have QuickBooks online.
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Make sure you have a large capacity drive (USB) 
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CHART OF ACCOUNTS
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Right Click on the account needed
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Change Account 12000 to 1100001
When you 
change this 
number, it 
changes 
the history.



Auditing and Accounting Seminar
Introduction to Accounting Using QuickBooks

Linking Bank Accounts for Desktop.
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Follow the 
steps per the 
information 
needed for 
your bank.
Bank will help 
in more cases 
to get this 
setup.
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Linking QuickBooks online with your Bank
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Invoices
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Receiving Payments
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Deposits
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Bill or 
Voucher
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Bills or Voucher
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Checks
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Printing Checks
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Check Register
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General Journal Entries
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Types of Journal Entries
• Prepaid Dues
• Deposits
• Prepaid Expenses
• Error Correction
• Allocation of Expenses
• Adjusting entries
• Asset purchases
• Depreciation Expenses
• Interest on loan accounts
• Year End adjustments
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Memorized Transaction
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Daily Deposit
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Write a Check                                             Enter a Bill
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Monthly Deprecation
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Chart of Accounts 
Click on Account 
#21800 and this is 
only regular 
Membership Dues.
You need to Click 
on Life Member 
Dues to complete 
Journal Entry.  
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Journal Entry to 
transfer dues to 
current year. 
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Properly allocating overhead costs to your various departments
or activities allows for a better understanding of the profitability
the Lodge.
Examples include but are not limited to:
1. Accounting and Legal Expenses
2. Depreciation
3. Insurance
4. Interest Expense
5. Janitorial Expenses
6. Officer and Clerical Staff Salaries and Wages
7. Repairs and Maintenance Expense for Buildings and Grounds
8. Rent Expense
9. Taxes – both Real and Personal Property
10. Telephone, Internet and other utilities
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Customizing QuickBooks Reports
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Profit & Loss for entire Lodge
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Check all 30000 Income and Expenses move to the 
Heading tab.
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Add the Title for the report and click ok.
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Click ok and the report will be saved.
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https://www.elks.org/grandlodge/auditing/documents.cfm
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