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Sending Monthly Diocesan Report to Accounting/Data Processing: 
 

1. In QuickBooks, under the Report Menu, select Memorized Reports and open up your monthly Diocesan 
Transaction Report: 

2. Verify you have the appropriate dates in the report (it will automatically give you last month’s data). 
3. Under the File Menu, select “Print Report” (Ctrl+P) and the Print Reports screen will appear. You also have the 

option to click on the Print button on the ribbon above the report (circled below). 
 

a. Select Print to “File” and choose “Comma delimited file” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Select the Print button and you will be asked to provide a file name i.e. 2016-06 Dio report 001. Make 
sure you remember the file location. 

c. Select Save 
 

Send the report via email to LGlenn@rockforddiocese.org and LKaiser@rockforddiocese.org

mailto:LGlenn@rockforddiocese.org
mailto:LKaiser@rockforddiocese.org
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Setting up the Budget Report and Sending to the Accounting Office 

 
1. When you have successfully completed entering your budget in QuickBooks, the next step is to submit the 

budget to the Accounting Office. In QuickBooks, go to ReportsBudgetsBudget Overview 
 

2. Select the FY2016-17-Profit & Loss by Account Next 
 

3. Account by MonthNext Finish 

** Verify you have selected proper fiscal year ** 
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4. Once you can view your Budget Overview report, select “Customize Report” 

 
5. In the Display ribbon 

• Dates should be from 7/1/16 to 6/30/17 
• Report basis should be Cash 
• Display columns by Month across the top 
• Select the OK button when finished. 
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Budget-001 2016-2017 

First save as a csv file: 
 

6. You will still be in the Budget Overview report screen in QuickBooks. Go to the File Menu, select “Print Report” 
(Ctrl+P) and the Print Reports screen will appear. You also have the option to click on the Print button on the 
ribbon above the report (circled below). 

 

 

b. Another window will open and you will be asked to provide a file name. Type in budget and your 
location number i.e. Budget-001 2016-2017. Make sure you remember the file location. The file type 
will be *.csv 

 
 
 
 
 
 
 

 
c. Select the Save button. 

a.   Select Print to “File” and choose “Comma delimited file” then select the blue Print button 
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Next save the report in a printable format: 
 

7. With the Budget Overview report open on the screen in QuickBooks, change the 
Columns option from Month to “Total Only: 

 
 
 
 

8. Under the File Menu, select “Print Report” (Ctrl+P) and the Print Reports screen will 
appear. You also have the option to click on the Print button on the ribbon above 
the report. 

a. Select “Print to Printer” and Adobe PDF, then select the blue Print button. If no Adobe PDF option exists, 
send as ASCII Text File. 

 

b. Another window will appear and you will be asked to provide a file name. Type in Budget Overview and 
your location number i.e. Budget Overview-001 2016-2017. Remember the file location.  The file type 
will be *.PDF 

 

c. Select the Save file button (remember the location of the file). The PDF file will appear on your screen. 
Close the file (select File, Close within the Adobe PDF menu). 

 
Then open up your email and attach the text file and CSV file. Send both formats of the report via 
email to LGlenn@rockforddiocese.org and LKaiser@rockforddiocese.org 

mailto:LGlenn@rockforddiocese.org
mailto:LKaiser@rockforddiocese.org
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To record deposit to DIAL in QuickBooks:

When writing a check from the church checking to make a deposit to a DIAL account, code the 
check to the DIAL account number (for example:  000-11501) you are depositing to. 

To record a deposit to DIAL sent directly to the Diocese: 

If the parish receives a stock donation, the donation will be deposited into the parish DIAL 
account directly. The parish will need to make a journal entry in QuickBooks to record the 
donation. 

To record a withdrawal from DIAL in QuickBooks: 

When withdrawing from a DIAL account and depositing to the church checking, code the 
deposit in the church checking account to the DIAL account number(for example: 000-11501) 
where you withdrew the money from. 

To record DIAL interest for the month in QuickBooks make a journal entry: 

XXX = department to record the interest 

Cemetery interest must be recorded in department 4. 

Make sure your DIAL interest entry is dated the date that the interest was received. For 
example, August DIAL interest should be recorded with a journal entry dated 8/31. 
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To record deposit to the Catholic Foundation in QuickBooks:

When writing a check from the church checking to make a deposit to a Foundation account, 
code the check to the Foundation account number 000-12310. 

To Record a donation to the Catholic Foundation sent directly to the Diocese: 

If the parish receives a donation that was sent directly to the Diocese and the donation did not 
get deposited into parish checking then a journal entry should be made in QuickBooks to record 
the deposit to the Foundation. The donation should be recorded in department 999. 

To record withdrawal from the Catholic Foundation in QuickBooks: 

When withdrawing from the Foundation and depositing to the church checking, code the 
deposit in the church checking account to the account number 000-12310. In addition, the 
following entry needs to be made to account number 49319 for release from restriction. 

XXX = department to record the income from the Foundation withdrawal 
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To record monthly earnings from the Catholic Foundation in QuickBooks:

If the monthly earnings from the Catholic Foundation are a loss, the following journal entry 
should be made in QuickBooks: 

Make sure your Foundation earnings entry is dated the month that the earnings were 
received. For example, August Foundation earnings should be recorded with a journal entry 
dated 8/31. 
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Office
Number: Date: 7/1/2016

Jour.    
Srce.

Dept.    
No. Account No. Account Description DEBIT CREDIT

000-10230 Checking-Home and School will be updated to 000-20590 Societies’ Funds unless the home and school
is serving in a non-fundraising capacity, for example running the hot lunch program or some other non-fundraising
purpose. In this instance, the income and expense should be recorded.  If the primary purpose of the Home and
School is to fundraise, then it is considered a society and the cash account will be updated to 00-20590.
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Setting up Subaccounts in QuickBooks 

1. Select the menu option ListsChart of Accounts or (Ctrl+A)
2. You should see a listing of your accounts.  To make a new

account, click on the downwards arrow next to Account at the
bottom left corner of the screen, then select New Account or (Ctrl+N).
Make sure your main account is set up before you create a new subaccount.

3. You will be asked to fill out the following:
a. Select Account Type (Income, Expense, Liability, Asset or Bank).  Must be

the same as main account.
b. Add Account name (must contain the same

“department -account number” as the main account i.e. 02-32200).
c. Check the box next to “Subaccount of” and select main account from the

drop down menu.
d. Add optional information if you wish.
e. Select “Save & Close” when finished.

Sample:

Helpful Tips: 
• You can use up to 31 characters in the account name.
• Make sure you use the same department number and account number in the subaccount.
• Do not add any dashes or special characters after the department and account number
• Make sure there is only one space between the number and name of account.



Setting Up Department 50 Reconciliation 
1. In QuickBooks, under the Report Menu, select Custom Reports and

Transaction Details.

2. When the report comes up the “Modify Report” box appears (if this
box does not come up, click on Customize Report in the upper left
hand corner of the report).  Change the “Dates” box to read “This
Fiscal Year” and uncheck Memo, Class, Clr, Split, and Balance in the
“Columns” box in the lower left hand corner.

3. Next click on the “Filters” tab at the top.  Change the box in the middle from “All Accounts” to “Multiple
Accounts” by clicking on the down arrow at the end of the box.  Another box will appear that says “Select
Account”.  Scroll down and put a check mark in front of all the Department 50 accounts, both income and
expense (you will need to scroll down further to find the expense accounts), except account 48680 The Observer
– Receipt.  Once all accounts are checked, click OK.

Page 17 



4. Then click on the “Header/Footer” tab at the top and
change the “Report Title” line to read Department
50 Reconciliation.  Click OK.

5. Once the report is on your screen click on the down arrow on the “Total By” box and change it to “Account List”.
You can also modify the dates to whatever time period that you want by changing the “From” and “To” date
boxes.

6. Review the report to make sure that the total at the bottom is zero.  If there is a balance, review the income and
disbursement accounts for each collection to see which one is not zero.  Once you identify which collection is off
look at the detail to find the discrepancy and do what is needed to rectify the problem.

7. This should be done on a monthly basis, at the end of the month, so if there are any balances that need to be
remitted, they can be remitted before the end of the month.
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