


Internet Access and

Help Modules



Protection of Personal Data

 Council leadership shall take precautions to protect all 
council financial records and member information. 
Only members with a need to know shall have access 
to confidential data and reports.  

 See  Officer’s Desk Reference – Protection of 
Membership and Financial Information . 

 Also see Financial Issues for Best Practices in Handling 
and Collecting Funds.



Member 
Billing

See Membership Reports 
Activity Reports

Forms
Publications



Select   Live Module    or   Training Module



Help Modules   Place cursor on the gray bar to access information.



Tips for Printing



Computer and Print Settings to print Membership Cards and Reports



Recorded Video Tutorials



Click on one carat-go back one month, click on two carats-go back one year. 

Hold on box & slide down for previous years

Calendar 
Features





Chart of Accounts
 Be cautious about adding accounts = “spaghetti bowl 

danger”

 Try working with the basics provided by Supreme first

 Prefer to add sub-accounts 

 Can be made inactive

 Not show up in reports if no data

 Main accounts always show up even inactive

 Only 1 level of subaccount

 Use “Events” (or reason for Assessment to ID income 
or expenses



Income 

Expenses

Activities 

Assessments

Add Income Sub-Account for Activity - Breakfasts 



Income Accounts- Supreme and added Council Accounts

Income- Sub 
Account for 
Activities-
Breakfasts 
now added



Add account and sub account by using this feature.



Printing and 
Copies now 

added to 
Exp Accounts



Keep Revenue and 

Expense Records for 

Council Events



Transaction Process
 All transactions, receipts, vouchers, assessments and 

adjustments use a tw0-step process

 When entered, they are in “Pending” status. The 
transaction may be deleted or edited 

 Exception: Dues receipts entered with the Dues 
Collection Tool may not be edited, only deleted.

 The next step is to Post the Transactions. They now 
update the member and/or council general ledgers. 
They can no longer be edited or deleted – only voided.



Add events  or reasons for assessments
Required for special or miscellaneous assessments



Pre-assigned list of 
council events now 
available for quick 
entry and tracking



Add Payee/Payors



Add Payee/Payor 

Information.

Enter complete address.

Will show on Expense 

Voucher

Save 



Council Payee and Payor List



Council Ledger –

Enter Receipts



Lead page. Check 

for pending 



Blank Page  -

Enter receipts 

from members 

or from  a Payor



Be Sure to

Find the 

member

Enter receipts

Example: Split 

account Entry

Save



Simple entry to account for money collected during the 

Council ‘s fund drive for mentally challenged persons



Use Dues Collection Tool when dues received from members



List of Pending Receipts



Receive this message after processing



Receipt entries now processed



Click on Split (previous slide)to see the detail of the split 

entry. May also void the transaction here



Go to Print Center to view Report of Receipts - Transaction Detail 



Council Ledger –

Enter Vouchers and

Print Reports



Page used to Enter a 

Council Expense and 

create a Voucher



To enter a 
voucher use this 
feature. Find 
Member or Payee 
and enter  the 
amount,  account 
or subaccount 
and SAVE.



Expense to 
Payee:
Enter amount,
Account,
Event and/or 
Description 
and Save



Slide shows a record of the two pending 
vouchers not yet processed



Now processed – Voucher History



Go to Member B

Go to Print Center-MB and click on voucher 
reports, Treasurer – Voucher Reports and Tab 2 
Report of Pending Vouchers to see any vouchers 
pending and produce a report for the council 
business meeting.



This report shows two pending vouchers to be read 
and approved at the regular business meeting.





Voucher reports can be generated by 
date range and by batch number.







Council Ledger-Vouchers 

and Reports

Enter Check Numbers



To Enter check 

number for 

voucher #557

Click On



Enter check # and save



Check #



Council Ledger-

Enter Account Adjustments



Adjustments
 Used to move an amount of money

 From one account:subaccount to another

 From one event to another or

 To add or remove an event from  an amount of money

 Adjustments do NOT alter an existing transaction

 If you need to do that, void the original transaction 
and reenter it.



Accounting adjustment to reflect  transfer of funds between income accounts



Pending adjustment from previous page



Adjustment history

Sort in several formats







Treasurer’s Report of Receipts   Top of page



Report of Receipts – Transaction detail





Income and Expense Reports



Income and Expense Report – Income only



Income and Expense Report – Excel Format



By Event



Income by Event



Expense and Net Income By Event





Report of Accounts and Sub-Accounts



Report of Payee/Payors



Additional reports will display 
in Member Management, 
Member Billing - Billing and 
the Communications Module



Thanks for all you do.

We appreciate it…


