IFMA Treasurer
Standard Operating Procedures

1. Handover
a. Incoming Treasurer should purchase:
i. Quicken download
ii. Stamps
iii. Envelopes for mailing checks
b. Current Treasurer to provide Quicken Backup file for transferring history
c. Visit the bank to sign signature card
d. Login and Password Information
i. Quicken
1. Vault Password — 4362hou
2. The savings account and the CD stopped reporting when | upgraded
to Windows 7. You may be able to fix it on your end? Not sure what
happened there -

ii. Authorize.net (http://www.authorize.net/)

1. Process for bank reconciliation

a. Click on Reports


http://www.authorize.net/
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Authorize.Net Knowledge Base

The Authorize.Net Knowledge Base, located at

http://www authorize net/help, provides comprehensive answers to
virtually any customer support question, as well as useful links to video
demos, help files and information on contacting us. We strongly
recommend using the Knowledge Base anytime you need help.

Authorize.Net Verified Merchant Seal™

When displayed on your Web site, our free Verified Merchant Seal
i fid that their i are being
processed according to the highest security standards.

eCheck.Net®

Offer your customers an additional payment option. eCheck Net
enables you to accept and process electronic check payments directly
from your Web site, Virtual Terminal or Batch Upload.

Automated Recurring Billing™ (ARB)

ARB enables you to create "subscriptions” for recurring billings.
Simply enter the customer's payment information, billing amount, and
a specific billing interval and duration. ARB automatically generates
the sub g ions for you!

Advanced Fraud Detection Suite™ (AFDS)
The Advanced Fraud Detection Suite safeguards your account using
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a CyberSource solution

Transaction Detail Transaction Detail Reports

Transaction Statistics

Account

Returns This report lists all settled or declined transactions for the settlement date you select.

QuickBooks Download

Report Criteria

Report."

To view details for transactions by settlement date, select an item type and a Settlement Date. Click "Run

Item Type: Settled Transactions ~

Date: 22-Apr-2011 18:57:26 ~
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b. Choose the date of the deposit in the drop down screen
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Authorize.Net

a CyberSource solution
Reports

Transaction Detail Reporl

Transaction Detail
Transaction Statistics
Returns

QuickBooks Download

This report lists all settled or dec|

Report Criteria

To view details for transactions bj
Report.”

Item Type:
Date:

07-Apr-2011 19:13:58

| 21-Mar-2011 19:22:06

17-Mar-2011 18:52:11
16-Mar-2011 19:04:18
15-Mar-2011 19:46:59
28-Feb-2011 19:59:02
17-Feb-2011 18:20:01
03-Feb-2011 16:45:47
25-Jan-2011 18:23:04
17-Dec-2010 19:17:27
16-Dec-2010 18:50:30
13-Dec-2010 19:24:16
06-Dec-2010 19:15:36
18-Now-2010 18:57:14
16-Now-2010 18:45:55
14-Now-2010 17:23:00
13-Now-2010 17:21:16
03-Novw-2010 18:43:49
02-Novw-2010 18:48:27
20-0ct-2010 18:53:41
29-Sep-2010 18:41:00
21-Sep-2010 19:51:48
20-Sep-2010 19:47:46
27-Aug-2010 18:35:32
09-Aug-2010 18:38:58
28-Jul-2010 16:39:24

tlement date you select.

Each date should be run independently so you can
reconcile to the dollar amount processed by AMC

The dates should correspond closely to the date of

the deposit in Quicken

] »

item type and a Settlement Date. Click "Run

m
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c. Click Run Report

d. Click “Download to File” and a pop up window will appear
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Transaction Details by Settlement Date Report

Transaction Details by Settlement Date: Settled Transactions for 22 Apr-2011 18:57:26

Click on a transaction ID below to view transaction details. Click on any column heading te sort.

Trans ID :"L'ﬁ;f:r ;g';is Date Customer Card P&m Pw ﬂemenl SEI% E
3585607524 Refund 33’;\%?“ Craven, Kathy v 0003192 USD (80.00) 33?;”225011 USD (80.00}
3585532796 gﬁgfedssmy 33??52?11 gﬁ;’:’: u X00G833 USD 230.00 33;‘?’2250” USD 230.00
3686528142 gﬁgfedssmw fgf;\ggiw mé””a”“‘ A COKG003 USD 40.00 fgf;‘?;zﬁw USD 40,00
3585526120 gzgfedssmy ] LI A 000@002 S 40gy ZZAEC20M USD 40.00
3585521468 gsgfedssmy %Tiggim" Ball,Robert M X00(1928  USD 30.00 3;;?'225011 USD 20.00
3585497125 gﬁ:fedssmy A L v X000G7136  USD2000 22 AET20M USD 20.00
25365404167 Voided 33??:2011 _ggridﬂwm M X093 USD 0.00 33;?'225011 USD 0.00
3585484795 gﬁgfeﬂssmy 2242011 Hismenz A 0001003 USD 400D T2 APER0T USD 40.00
3585482885 Sﬁgfe‘jssmy 33?3\5’;%“11 E:mms- A 002200 USD 40.00 3;;‘?’2250” USD 40.00
3585470292 oty oM e A 0007007 USD10500 32 AECZOTY USD 105.00 i
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Transaction Details by Settlement Date Report

Transaction Details by Settlement Date: Settled Transactions for 22-Apr-2011 18:57:26

Click on a transaction ID below to view transaction details. Click on any column heading to sort.

f. Ensure “Include Column Headings” is clicked



SCREEN SHOT

> @

Click “Submit”
Click Save —

Suggest you Type over the File Name with the Date of the
Settlement Transaction from the previous screen (April 22,
2011)

Open the file you saved with EXCEL

Sort the file by Column A — Response Code (Click DATA in
the Tool Bar and Choose Sort By Column A

i. Code 1 - settled successfully

Code 2 — Declined

NOTE — All Code 1’s should match exactly to the

deposit in Quicken!!

Sub Total the deposits by Column | — Invoice Description

5] Microsoft Excel - Download 20110427 2035

] File Edit View Insert Format Tools Data  Window Help Type a question for help -8 %
QEE RS S FE & 98 xRS T5E - @ A -0 -|B LU = A
M42 -

A | B o | E | F [ & | H ] ] [ T w T v "m T w [ o[ p [ a [ rR [ s [ 174
| 1 |Respon: Authariz Address Transactior Submit [ Card Nu Espiratic Invoice Number  Invoice Description Total Am Method Action C Custome Custome Customé Compan fddress City | State  ZIP *
| 2 | 1 W38N P FEBSIETIN 22-Ape-2 MRKRKI0Z Kk Annual Sponsorship - PJS 2160 A AUTH_CAPTURE | Sunny  Sulivan | PJS of Hauston
| 3 | 1 185613 P 3565183826 22-Apr-2 MEKKKZOC KKK Annual Sponsorship - Buby - Mohawk Group - 12 080 A AUTH_CAPTURE | Joel Kerstein | The Mohawk Group
| d | 1 1z346d P ISESTBETEE 22-Api-2 KXKKIO0 KKK Annual Sponsarship - Ruby - Mohauk Graup - 112 1050 A AUTH CAFTURE Lamy | Blume  The Mohawk Group

S TOTAL ANNUAL SPONSORSHIPS 4320
LT 1 1T09ss P I5H5256243| 22-Api-2 XXKXZ0D KKK Golf Spensarship 240 A AUTH CAFTURE  Andy  |Alen  UnitedFiotective Seruices
| & | 102327C P 3585260310 Z2-Apr-2 MEKRKITE Kk Galf Sponsorship - Sauthpra 35 AUTH_CAPTURE  |Rachel Bamen | Southpro.
| 3 | 1 163294 P 3565264274 22-Api-2) KKKKIET KKK Golf Sponsarship - Convergentz 600 A AUTH_CAPTURE  Jean Boucher Convergentz
0| 1 1T29aEP I5H5269607 | 22-Api-2 XXHMI00 KKK Golf Spensarships - Manningten Commercial W00 A AUTH CAFTURE Faul Himenez Manningten Commercial
Kl 14T P IEEE2ATZ 2E-Apt-2 WRKKEOD KRKK Giolf Sponsarship - Feerer 600 A AUTH_CAPTURE  Kiis  Haller  FeererdAssocistes
[ 12 | 1 WES P 3585307752 22-Ani-Z KKxRESS XXk Galf Spanzarship - Empire 40 Y AUTH_CAPTURE | Jaanna  Benjamin Empire Raafing
13 | 1 TEuE P 551020 22-Api-2 MAKAEEZ KKK Golf Sponsarship- CERE 600V AUTH CAFTURE Mke  Mozek |CEFRE
N 1 57z P IEE5IITEAE| 22-Apt-2 WRKRTOE KRKK Giolf Tounament. - T Industries 200 M AUTH CAPTUFE  Austin |Creps | TOlndusties
| 15 | 1353822 P 3585343858 27-Anr-Z) KKKRTIE Xk Golf Sponsorships - AHIF acility Serices 200 M AUTH_CAPTURE  Eill Tooley  AHIFacility Services
5 | 1736T4F P SEE5I5Z1ZE | 22-Rpi-2 MAKATIZ KKK Golf Spensarship - Roadrunner 600 M AUTH CAFTURE Luke | Carlisle | FoadunnerMoving & Storage 3
17 | 1 wdidp I5E5356043 | 22-Ap-2 XXHKI00 KKK Geolf Spensarships - Tandus 235(A AUTH CAPTURE  Paul  Esker  Tandus
| 18 | 1 BIMZ P 3585353553 22-Anr-2) KRRRI00 KKk Galf Sponsorships - HIS 800/ A AUTH_CAPTURE  Eill Miller Hauston Installation Services
[ 19 | 1 183432 P 3585363233 22-Apr-2 KKKKIO0 KKK Golf Sponsarships - Miliken - 112 300 A AUTH_CAPTLURE | Rick Shimaitis  Milliken
20 | 1042358 P ISESIEETET| 22-Apr-2 KXHHEDD KKK Golf Spensarships - Milken - 12 300V AUTH CAPTUFE  Tem  |Cooper | Miiken
| 21 | 1 145467 P G5B53TZI85 22-Apr-2 MRKRKI0Z Kk Galf Sponzarship - Quality Service Floar Covering 600/ A AUTH_CAPTURE  Gerald  McDouga Qualing Service Floor Covering
[ 22 | 10223938 P 35653TR1IZ2 22-Apr-2 MEKKKI T KKK Golf Sponsarship - Humanscale e v AUTH_CAPTURE  Stewe Taylor Humanscale
[ 23 | 105523C [P 55391329 22-Api-2 KXKKEIT KKK Giolf Spensarship - EOC Moving 600V AUTH CAPTURE  Biyan | Evennem: EOC Moving Sustems
| 24 | 1125539 P 3585470232 22-Apr-2) KIrRTOC Mk Galf Mulligans and Lunch 0s A AUTH_CAPTURE | Jeft il Texan Floar
[ 25 | 1 ITEGT3 P 3565482885 22-Api-2 KKKRKZZ0 KAKK Golf Mulligans 40 8 AUTH_CAPTURE  Kathy Edwards  Corporate Floors
| Z6 | 1 i P 505464735 22-Api-2 XXHMI00 KKK Golf Muligans 40 A AUTH CAFTURE Faul | Hiemenz Manningten Commercial
[ 27 | 1 P IEESASHET 22-Apr-2 KRKKEIZ KRKK Giolf Spensarship - Team, Mullgans and 2 Lunches - Maintenance of Houster aM Voo Asron Chadwick Maintenance of Housten
| 28 | 10731C P F5854ITIZS Z2-Anr-2 MEKKEKT1E Kk Galf Raffle Tickets 200 AUTH_CAPTURE | Jaanna  Benjamin Empire Raafing
1 10003F [P IEES5ZMGE 22-Ap-2 MAKAIEZ KKK Gl - Mullgans and Raffle 30/ M AUTH CAFTURE  Fiobent | Bali
30 | 1 fa00ds P IEEEEZETEN 22-Ap-2 KRKRADD KRRK Giolf Muligans 4004 AUTH CAPTUFE | Chuck | 'Westbron InmerfaceFlar
| 31 | 1 12ET0E P 3585528142 Z2-Apr-2 MEKKKBOC KXk Golf - Mulligans 40 8 AUTH_CAPTURE  Mike Chennaul Knoll
EA 133168 P I5O55IZTI6| 22-Rp-2 MAKKSEZ KKK Giolf Spensarship and Lunches - Corporate Care 230 M AUTH CAPTURE | Shawn | Bamett  CoporateCare
Ex 1 P ISE5R0TERE | 22-Ap-2 XXKKFT KKK IFI1A - Gelf - M2l Flefunds B0 Y CREDIT Kathy  Craven
| 34 | TOTAL GOLF aro
=l
36 |
| 37 | 2 oF 585277233 22-Ant-2) KIKREEE MKk Galf Sponsorship - Feerar 6004 AUTH_CAPTURE  Kris Haller Feerer & Azzociates,
| 36 | 2 or 3565266438 22-Api-2) KKKKIEE KKK Golf Sponsorship - Feerer 6004 AUTH_CAPTURE  Kiis Haller Feerer & Associates,
E: TOTAL DECLINES 1200
|50
| 41|
az | TOTAL AMOUNT OF DEPOSIT ON APRIL 22 14030 —
43 | TOTAL DECLINES 1200
[ |
45 |

48
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iii. Bank of America (bofa.com)

1.

o 0k w D

Login ID - ifmahouston

Passcode - Facilities2011

favorite hobby —fishing

favorite hero — Aquaman

high school — hamburg

verbal passcode — Patches (you will need this anytime you call the

bank to make changes)

7. authentication symbol — queen of spades photo

To reset Password:
a. Call 800-933-6262

b. Or enter Debit Card number online

iv. Myclientline.net https://www.myclientline.net/

1.

e. Checkbook

login — cl.kneseks

2. passcode — IFMA1234
3.
4. DBA Name in the system

merchant account # - 313214283886

a. IFMA HOUSTON CHAPTER

f. Expense Reports

i. Form, receipts and where to charge is submitted

ii. Treasurer issues check

2. Electronic File Format (on flash drive)

a. IFMA Treasurer
i. 2008 2009
ii. 2009 2010
iii. 2010 2011

1.

Accounting

a. Deposits


https://www.myclientline.net/
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b. Invoices

iii.
V.
V.
Vi.
Vi,

viii.

Manual Deposits by AMC (checks and cash)
Authorize.net Deposits (credit cards)

Myclientline reporting (merchant account)

Administrative
1. AMC Invoices
2. Misc
Conferences
1. IFMA Advocacy Day
2. WWP
Graphics (Shari Wix Invoices)
INFO Click
Meeting Programs
Newsletter Invoices
Young Professionals
Membership

c. Statements

iv.

Authorize.net Reports

Bank Statements

Endowment Accounts

Merchant Account Reporting
1. Statements

2. Documents

Attendance Reports

Budgets
Contact List

Contracts

IFMA HQ Tax Return
IFMA Operations Manual

Meeting Minutes

Silent Auction Info
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Monthly Reports (for BOD meeting)
Quicken Backup files
Recertification Files

SOP Information

W9 Form



