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When an issue has closed (when the ad deadline has passed and there will be no further ads ina
particular issue) and updated with all known payments, AT emails the spreadsheet to the
bookkeeper to invoice all advertisers, including those advertisers that have paid (for our records
only).

Procedure:

1. Advertising checks.
a. AT records each check on Bank Deposit Tracking spreadsheet.
b. AT sends any “Ad” business cards or pertinent comments to Editor.
¢ Attime of bank deposit AT photocopies or captures bank image of each
check and attaches and files in the appropriate binder with a copy of the
Bank Deposit Tracking sheet.
d. AT makes the bank deposit. Note best practice is to keep Ad payments
n checks.

group on their own deposit separate from the dona
e. ATforwards to Bookkeeper a copy of the Bank Deposit Tracking spreadsheet
for entry into QuickBooks.
f. Bookkeeper enters payments into QuickBooks:
i, Click on “Sales” then “Customers”. Enter customers name and pull
up their invoice history.
ii. Click on the appropriate “Receive payment”
iil. On the Receive Payment screen:
1. Enter Payment method as “Check”
2. Enter “Reference no.” as the checks number.
3. Enter “Deposit to” as “Undeposited Funds”. Note this allows
QB to hold the information to later be linked to the bank
deposit.
4. Ifnot already auto completed:
a. Ad “Amount received” as the checks dollar amount.
b. Select the appropriate Pledge line item.
¢ Enter the “Payment” amount as the checks dollar
amount.
d. Click “Save and new”.

a. AT to maintain envelop and check together until all data has been entered into
spreadsheets.
b. AT enter donor information into the by publication donation spreadsheet.
iv. Use an ampersand (&) between names.
V.. If requested use "Anonymous" as first name.
1 Anonvious donors should appear ot the top of each section
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vi. Alphabetize each section by last name.
vii. When requested by editor (Prior to publication efforts) save file as
“Applegater Donations [season] [year]" and forward to the editor.
Then create a new tab within the_spreadsheet for the next issue.
AT sends any pertinent comments to Editor. E.G.: Personnel mailing label
information.
d. At time of bank deposit AT photocopies or captures bank image of each
check and attaches and files in the appropriate binder with a copy of the
Bank Deposit Tracking sheet.
AT makes the bank deposit. Note best practice is to keep Ad payments
group on their own deposit separate from the donation checks.
AT forwards to Bookkeeper a copy of the Bank Deposit Tracking spreadsheet
for entry into QuickBooks.

Notifications from PayPal are received via email to gater@applegater.org when
donations, book sales, and personal mailing labels are transacted through the
Applegater's website.

Those email notifications will be forwarded to the AT.

The AT requests transfer of funds from PayPal to Applegater checking account via the
PayPal website.

The AT forwards the transfer acknowledgement email from PayPal to bookkeeper at
accounting@applegater.org., including all details, e.g., name and contact information of
donor, and amount of fees deducted.

Notifications from PayPal are received via email to ‘when donations, book
sales, and personal mailing labels are transacted through the Applegater's website.
‘Those email notifications will be forwarded to the AT by the Editor.

The AT request transfer of funds from PayPal to Applegater checking account via the PayPal
website.

The AT forwards the transfer acknowledgement email from PayPal to bookkeeper at
, including all details, e.g., name and contact information of donor, and
amount of fees deducted.

Procedure:

1. Access PayPal at www.paypal.com:
a. Login:
b. PW: pay4AVCN
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