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The File Exchange (or “the portal”’) and Accounting CS (“ACS”) are two different
products of NetClient CS. However, the File Exchange is web-based, while ACS is not.

Please note: Your login and password are the same for both.
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File Exchange

The File Exchange is a secure
way to share files between
Miller Management (MM) and
our clients. £t THOMSON REUTERS’

Sign in to NetStaff CS or

NetClient CS
Accessing the File
Exchange ‘ ‘
Go to the website: ‘ ®
https://secure.netlinksolution.co
m/nextgen/?firm=362519 Reset vour passord
Signin

The login screen will appear:

Login information provided by MM; password is updated by client during training session.

NetClient CS Username:

Password:

Upon login, you will see the home screen. This screen will list any folders or documents
you can access. Any new documents uploaded by MM will be designated with the orange
“‘New” flag.

= Nesalt r—

& & § sscurenetinksolition.comynextgen)go himis document-management/file-exchange w o 0

§ Dana McNutt @ Heip

» You will receive an email notification when a new document has been uploaded. Clicking
on the hyperlink will take you directly to the new file.
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Uploading Files

Navigate to the folder you want to upload a document into. In the example below, we
clicked on Home\LAC Test\Accounting

» Note: You must be in the folder location you want the file to be uploaded to. You cannot
move files from one folder to another once uploaded. If uploaded to the wrong folder,
simply delete and re-upload.

&2 NetStff 05 » Document Marae: X o

e netlinksolution.comy nexigen/go Mmis fdocument-management fie-eschange foldes/1 27251204 L - I

52 Home W Messages # DanaMcNutt @ Heip
‘ @ MaiStatt CS ;x Adiisin
Dacumints D ] :3 Find
<% File Exchangs [} Humere
Nama

Giate Modtied

5 LacTest XD IR0 BV AM
2 NetStH s > Documant Manap. % o - 8 x
« O & securenetlinksoltion.com/nastgenga htmi docoment-managemant/fle-ssrhange foldar 259842116 i o= B
A Clnck infoun Welghul Excel/Spres.
- -
Mwm arry Rd, Ste 100 - Kansas City, MO 64164
5 Home @ Mossagas 4§ CanaMchutt @ Help
@ NetStall CS A2 amn | o7 LAC Test I
Dacume: e T N = = E =
h @ B ¥ 8 H s F 4
R File Exchangs B fowe  Up  Famew  New  Upiow  OwissAl  Dowelui Seichd
Name £ Expiraton Date Date Moaliad
Lo Accounting (R B0 820 AM
Py 12020 30 AM

Click “Upload”

ges
# / LAC Test / Accouning

D -a}l @ A 8 Ll b 4

@ o Up  Remove Mew Upioad  Manage Notifications  Deisle Sefecisd

MName Size [{
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A popup will appear that will allow you to *
choose the files to be uploaded. Click o
“Add Files” and navigate to the file you
would like to put on the File Exchange.
Click on the file(s) you would like to
upload and click “Open” on the dialog
box.
» You can select more than one by
holding down the control key while
clicking on the files.

» Start upload ob 0%

22 Choose from Dropbox

The selected files will be moved into the Upload dialog box, as illustrated below.
Click “Start Upload”

Filename Size Status

) Add files (4 Start upload 13 KB 0%

22 Choose from Drophbox

4

The files will now be available in the File Exchange. (Note: The individual who uploads
will not see a “New” designation on the files.)

Additional Notes:

e Home — Takes you back to the home screen

e Up — Takes you up one level in the hierarchy. In the example above, “UP” would
take you to the “LAC Test” folder

e Remove — Removes the orange “New” designation from ALL files in that folder

e New — Creates a new folder (not a new document)

e Upload — Allows files to be added to the File Exchange

e Download All — Downloads all files (including files in displayed folders)

e Download Selected — Downloads only those files/folders selected (box must be
checked)

e Manage Notifications — This is being managed centrally for now

e Delete Selected — Removes the file from the file exchange portal (box must be
checked) You can delete entire folders.
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Retrieving/Downloading Files

Follow the steps above to navigate to the desired folder.
In the example below: Home/LAC Test/Accounting/DM Test Folder is selected

2 - =] *
1— ! # 0 :
nagement

‘. m mmmwm Kansas City, MO 64154

i Home @ Messages R Dana Mchiit @ Help
I NelSialf CS o0 LACTesl / Accounting | M Test Folder |
Diocumesls | P~ =

<
% Fils Exchangn Wome  Up  Femove  Mew  Upkad  Dowelosddl  Cowndnad Seecied

Hame Size Espiration Date Date bodfiad

4§ Dana Mchutt @ Help

B @ B e H 3 4

¥ | hame Sie Expitstan Ciste Dinte Modified

@ | Excel Shercuts xisx 1129 KB anenz INB20 1135 AM

CI|ck on the “Download Selected” icon

olStaff CS % At { LACTest | Accounting st Folie
2 File Exchange el Ao r R

¥ | Excel Shercuts xisx 1129 KB anenz INB20 1135 AM

The files will download to your computer’s default download folder.
Double click on the file download notification or navigate to your default download folder.

Select the downloaded file(s) and save them to the appropriate location on your
computer and/or network drive.

Once files have been downloaded from File Exchange and saved on the network, the
files may be deleted from the File Exchange.

» Columns can be sorted by file “Size”, “Expiration Date”, or “Date Modified” by clicking on
the respective column title.
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Changing Your Password

Passwords can only be changed through the online portal, not in Accounting CS.

Password: To change your password login, click
your name in the top right corner, and then click Chris Vitor ORI
update password. : |2 SivisMiter =P

|- Edit Account -l

Update Password

Password ReqUirementS: Manage Multi-factor Authentication
Se! Security Questions

Minimum of 8 characters, including:

Log Out
= Uppercase
= Lowercase
=  Number
n

Special Character

Password Don’ts:
= Don'’t use your email address, first, middle, or last name.
= Don’t use common words that are in dictionaries.
= Don'’t use repeating characters or keyboard strings.

Other Important Information:

= Passwords expire after 90 days. When a password e ——
is within three days of expiration, CS Professional
Suite applications will generate a notification alerting
to the number of days left before the current S
password expires. You can choose to change it right i nine v
away by clicking the “Change My Password” button cicao
or can update the Web account password on the
website at your convenience.

= |f anyone makes ten consecutive attempts to log in e
to a portal using an incorrect password, the login will
be disable. An email message will be sent to the
email address that is assigned to the portal login - notifying the user of the
unsuccessful login attempts and providing a link to enable the login. The login will be
enabled after 30 minutes or when the user clicks the link in the email message.

= We do not recommend writing down or sharing your password. If you find you do write
it down, our recommendation is to keep it in a secure location, and once it is no longer
needed to shred the paper.
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Accounting CS

Since ACS is not web-based, it is accessed via your online access icon. This icon allows
you to log into the Miller Management computer where ACS is installed.

Accessing Accounting CS

PC Users:

MM sends your Remote Desktop icon via email. You'll need to drag and drop it onto

your desktop.

Double click on the icon. If you have a PC, the icon will look like this:

Your username and password will be provided during training.

Username: mms\

Password:

L

eS¢

You may be asked to enter the password a second time. You can also check
the “Remember my credentials” box to store your username and password for

ease of access.

Mac Users:

You will need download the Windows App
Mobile app from the App Store. It looks like

this:

Once downloaded, the MAC icon
will look like this:

" |
4.

Windows App

Previously Remote Desktop

MM Online Access Handbook
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Add PC (the PC name is MMSTS03) Click the drop down for User account and
select “Add User Account...”

Add PC Add pC
PC name: | MMSTS03 ] PC name: | MMSTS0E ]
User account:  Ask when required &8 User account » Ask when reguired I
Adld Usar Aceount... E
Display  Dovices & Audic  Foldars OO ‘Dlsplay Devides & Addie  FoldérsV
Frigndly romie: Friendly name:
Growg:  Stved PCs 8 Groum:  Saved PCs B
Gateway: Mo galoway B Gatoway: Mo galaway E
Roconnect if the connection is droppod B3 Recannact it the connection is droppad
Cannect 1o @0 admin se5skan Connect 10 an admin sasson
Swop mouss buttons Swag mouse buttons
cancel  (EEEEE cancel [
Username: mms\
Password:
Friendly name: Name it something that makes sense to you, for example, “Miller

Management” or “MM Online Access”
Click on the Gateway dropdown and select “Add Gateway”

Enter the Gateway name below and click “Add”

Add a Gateway

Gateway nama: Remote. MMSmidwest.com

Friendly name: | | |

User account:  Wse PC User Account E

Cancal .E’m
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Click on the “Display” tab
Do not check “Use all monitors”
Check “Fit session to window”

Ganorsl m Do & eadia

Resolition:  Dalsult %r this dapley |5

M ol sonitery k
1 S4aseon In ol goroan
/i asdon Bo winokow

Color qualty: | Wigh (12 ki) &

Fobcder

Opsenz ToF Retnd depli

¥ FREN

Witcidws Torval JOML ard ader
Updabe 1he Somsion mesohulon on resize
Oy e silabda whan coonecting i Winstows #
Wi b PO MY, &l e

Carzal A

Click on the “Devices & Audio” tab

Make sure “Printers” and “Clipboard” is
checked _

=
Goreral  Display (EEEESEEETER )roigers
~—— _—

oo ihe devices ThEL ypou Wit Dy Ukb b T Femote sesairn B
Corligung remote Bads serngs

Redirect: B Printers
Smart cads *
Cligboard :
Microphona
Carmers

Play sound:  On this cosnpatar H.

Cancal

Click on the “Folders” tab. The click the “+” at the bottom left corner to add a new file
location to save files on your computer. Select where you want the files to be saved

usually the desktop). Click “Add.”

Genora

Dispiay Dwwices & aucio | [JEERE

Crsbatn T bolslers Thall you warl 1o sccens in T refmaln sesdion

E Redinct iniders

Hama

Path

con @

Bpsdanly

Now you can double-click on the icon and log in.
The pops up only shows the first time. Click “Show Certificate” and check “Always trust.”

You are connecting to the RDP host “"MMSTS03%. The certificate couldn't i
verified back 1o a root certificate. Yeur connection may not be secure. Do

L a you want te continue?

Cancel

=

Yaou are cennecting to the RDP host "MMSTES03" The certificats couldn't bo
werilied hack te a root cerfificabe. Your cennection may not be secure. Do
L 6 PO R 03 Cavhinue T

@nyu trust “SMAS TSO] svee Joce™ ssbn Soraziing (s “WRISTESOT

e MAESTSO S Wil Baodl

1 MMSTS03.mmalecal

it
Sair-signed root cevtificaty

Expires: Thasnday, May 21, 3000 ot 53314 Akt Cosiral Daylight Tims
* Trumt

* Details

Hide Cartificata Cancal
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Logging into Accounting CS

The following directions will show you how to login to Accounting CS with the new
login process.

After you open Accounting CS this screen willcome up. Click “Sign in.”

CS PROFESSIONAL SUITE

Let's get started

View system status
Get help
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Next, a web browser will open. Enter the email address you created for the new sign
inexperience.

O+ R

% : THOMSON REUTERS

Sign in to CS Professional Suite

Sign i

Enter the new password you created. After entering the password you’ll be prompted

to authenticate your login. This will be done with the authentication method you
selected for the new login process.

T

. : THOMSON REUTERS

Sign in to CS Professional Suite




If this login screen comes up, you should have the login and password in your notes
from when the Online Access was first set up. If you do not have this information,
please contact Miller Management for assistance.

ACCOUNTING CS”

partof the
L5 PROFESSIONAL SUITE®

sl | TEST |

e

L] Bemenzerisgin rfoenaton.
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Once you are logged in to Accounting CS, you'll see a black
desktop with the ACS icon and a printer’s icon in the upper left-
hand corner. Note: If you see two Accounting CS icons, please click the
white one, “Accounting CS Client Access’.

Accountin...
Client Access

Double click to open Accounting CS.

(5 Professional Suite Enter your NetClient CS username and
' password. This is the same one you used to
login to the File Exchange. (see page 3)

Login information provided by MM; password is
updated by client during training session.

Once the program opens you can access payroll and/or accounting functions depending
on your user permissions.

Occasionally, ACS will prompt ACCOUNTING CS
you for a 2nd password... usually Ej’)’f,;{‘gfi‘c‘ ik Ao | N
when you log in for the first time, ' ) | A
or if it requires you to update your openfem: | GED > "-,;‘! W
password (which it does every 90 s \
dayS). Password:
MM will supply this password. It F'“ i
never changes. Yerson 20811

Change P i [Tok ] | cace THOMSON REUTERS

Password:
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Utilizing Accounting CS

Client Dashboard opens your home screen. We can populate that screen with
various dashboards. Client Dashboard is an ACS default dashboard, it is not the
same as the MM Dashboards.

Enter Transactions allows you to quickly view transaction details.

Print Reports allows you to print and/or save electronic copies of reports.
Clients gives you an overview of your information in our system.

Bank Accounts allows you to view the accounts we have set up in the system.
Vendors allows you to view the information for each of your vendors.

Accruable Benefits lets you see payroll items you have set up for employees.
Employees lets you view the information for each employee in the system.

In the Enter Transactions screen you can search check number, amount, date, vendor,

etc.

Note: To view transactions in all posting periods, click the red “x” in the upper right-hand corner.

Aceounting €5 - [Entes Transoctions] = |

ABC Test Church mzae

Al

Dituiern | pddmns | Dt Copcst | Stms | Bersn

e s Cemcreter et

il
iz
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In the Vendors screen you can view a vendor’s address, account number. Click register
to view a summary of recent payment history.

Note: To make changes, please contact your Miller Management Client Services
Representative.

e —— Satup Hap
SO-Aaow-ma ABC Test Church =zeec

B3 rsioven EECPLE | 8B Prusber . || -

HERALL | =] il
it e ey
i e o i | s MO T |
oy [ = :
BAMRFEN | Megee B oty | i |
| - EyT—
ComC REM Hechort Cappaerasi Frove sl Fos Ftrs . [P
SR Ty e Bacens [2] | mE1700E0 Bre ey @gmsicon
e T of lomme Smrge = P > =
i - - Wlite
a3 G .
T ety Nooeed Contacts
COMMER Eomrence lark - (o =
TALE Cligar = Crwe Fa it it
TSt A e Do [-ENp— ‘S e g bk sccounor payrell habithes
et Jstee N [ Chech
EDECLE Eda Cheareog =
sl it [—
FELLTW Felauhe re
[y [ Do
BUDESS | GuieSioee Finsecal
T T lredafions Fingncn
HERVEN T iyt Fines Turin:
i — | e ren gk Henize
[ pe— o [
L | Tar Deie Doeein
[ —
j— | R P Faarn Frari Cort
o o =
A | Wi new Lyvaa Finan
_E' [ LidtaRE Larars Gonats
H ) [

In the Employees screen you can view an employee’s address, hire date, direct deposit
information, and other employee information.

Note: To make changes, please contact your Miller Management Payroll Representative.

Fle 41 View Ackoms Sewip Help
o0& _‘mv.‘g"‘r‘_‘.“ = ABC Test Church zrzasc

s 5o T[] 1 ncue inactve.
A e Travascions - 1

e
3 | M| Persansl | Accrusble Beefis | Payol kems | Payol Taves | Diect. Workmrs | Everts | Custom feide.
B s ! . I Fortioss | Pt T | ot st W Comprntn | v |

| wrtioton
sl MO s [ iase 7 vt

] L] ~ FE]

S
Courty Flaze ] corny =

SPEROD ‘Spencer. oty
TESBL [Tovtr. ||| Schociance [] Mot ]
T —
Sl and Wb Adesaen
tore  [w] B =
Mot [w] Wesme | L]

Py bl Tast [=] Manae

Lozarers srd Deparmerts
Enatie 3u pa; disibution by %

Locason Doparirert Prmary
Church T

| — g

2
Accounts Payalke

[ rorn

[ R |
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Print Reports

In the Print Reports screen select reports. From there you can select from various
reports such as Accounting, Payroll, etc.

Note: See pages 24 — 26 for an appendix of available reports and their descriptions.

(8] Accounting C5 - [Print Reparts] - o X%
Ble Eit Wiew Actigne Jetip Help
T 3 NN SR e A o ABC Test Church z=zasc

[ Collate by chent
Selncted Repots

Current Posting Penod: 12/31/2020" | AP Date; 571272021

Once you find the report you would like to run, double click on it. From there you can
select various options to sort and filter the data based on the type of report.

|24 Accounting C5 - [Print Reports] = (=] X
Ble Edit Wew Actigns Semp Help
L ML A Ny o ABC Test Church zzssc
i - — [ Coliate by client
19 Hertficaton
P Feports Dwscrton Ganens Ladger - Separate Debits and Crnclly
Sep Tite
& Cliein
$P Benk fccoim Socsion 1y krka
#9 Bk fccourn T
& vendos
W “ccnabie Beneits Accouring Mesed doumal Ertry Fomat .
51 et b J85] Sorematzs pyed o ariree B
L8 Erplojess |[] Accmasi base | Summanze payol m.mal entres by pay dain
L] Cashitzsn 7] Summartze scoourts paysble accout -
Fiterrg ared Sodrng
Cran of Accourts  falances Transaciions
Fiter by Methad Selected
| -
() Mot match o obarts () Bt malch o ormons e
Primary sot by GL Account w (@ Ascendng () Descendng
L fimparis [ Add page brmsk when camary sat vaiue changes
Accounts Paya... |- P
= { Tuheincsanminn:
s
Frofiles
Peyrol
e 2
_\Ej“" Seect et | el
3 Save Faport Ogtions Fage S Prongew Sebecsed Bt Selmceed
Curvent Posting Period: 12/31/2020° | AP Diate: /122021

MM Online Access Handbook Page | 17 %



Once you have the report setup click “preview selected.” You can preview one or
multiple reports.

4] Chart of Accousts by Growping

) Padoipet . . |
R i L%ml e
B ccntieBereis || umﬂ‘:“ Detaited
Bowm || G

Curent Posting Penod: 12/31/2020° | &P Dete; 571272021

) Mustmatch al crteta (7] Must match o or moee cfleria

i

| @ facendng O Dessande
1] Add e b when psery wor vikom changes

Secandary sat by ] o

Pamary monity; | GL Acsount

In the next screen you can verify that the report has the information you want. If the report is not
correct you can click “close” and select new options for your report. If the report is correct, click
on the printer icon in the top left corner. You can also click on the “Print All Reports” link if you are

previewing multiple reports.

N prict Previen
Privt M Rieperts... | Refesh
S ) [ e im-E] A N - RE N m
ABC Test Church
General Ledger - Separate Debits and Credits

December 1, 2000- Decamber 31, 2000
Beginnmg Parsad End,
Dats Reference  Duncription Falance Dbt Creetit Balance

10 Main Checking 118626388
Totala for 1850 —l S

1030 Ganeral Chacking KCH 1111 CKG (1807818
Totals for 1020 000 £.00 1BC7E 1

1830 Savingh 2
Totals for 1630 oo ooo oo

1840 Cheching - Payrol 6
Toals for 1640 1) 200 [T

1140 Accounts Recervable 10,200 00
Totalsfor1110 000 000 1020000

1350 Prepaid Expenses 0.00
Totals for 1350 0.00 0.00 000

1500 Land 0.00
Totals for 1500 0.00 0.00 000

1510 Buildings 0.00
Totals for1510 000 000 000

1520 Equipment 0.00
Totals for1520 0.00 000 000

2005 Accounts Payable (8,594.14)
Totals for 2008 0.00 000 6.594 14]

2010 Federal Withholding Payable (13489)
Totals for2010 0.00 0.00 (134 89)

2020 State Withholding Payable (5.00)
Totals for2020 0.00 0.00 15 00}

2030 City Taxes Payable 0.00
Totals for2030 0.00 0.00 0.00
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Once you click on the print icon you have two
choices.

1. print your report to a local printer

or

2. save your report as a PDF, Excel file,
or rich text file to your computer. You
can also do both simultaneously.

£ Print

Page Numbering
Ceontinue page numberning across reports/profiles

Starting page number: 1=
Printer
ipi 1o printer : UMmsdclTi4014102
Page range
@Al
(C) Cument page
() Pages

Enter page numbers and/or page ranges
separated by commas, Forexample, 3,6,8-10

FileCabinet C5 -
Output to FileCabinet CS
File =
Outputtofile | Microsoft Excel ("xlsx) -
Destination: \itsclientiDesktop

[] Open file when complete

Mumber of copies: 1

Duplex

Password Protect..

o] o |

MM Online Access Handbook
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Keyboard Shortcuts

ACS has several useful keyboard shortcuts for accessing information quickly. These can
also be accessed via the menu bar by clicking on: Actions and then Analyze Client

Activity.

Note: These shortcuts will not work if you have just logged into ACS and are on the
blank screen with just the menu items on the side.

Choose an option
under “Actions” such
as print reports or
“Enter Transactions”,
the keyboard
shortcuts will then be
available to you.

Ctrl-G View Account
Activity

This is helpful when you need to see
what activity a specific account has had.
Select the account and date option. If
your cursor is in the Account field (if so,
the account will be highlighted in ),
you can use your arrow keys to scroll up
or down to the previous or next account.

B View Accoun it Activity

Client name:  ABC Test Church

s e
Main Checking

Account Activity

Date:  Range N [enamom [ve pavan [

Basis: Unadiusied ||

Joumal: | Al

Beg_in')b:_g_f.:alm ) [125H05]

Date Reference  * Amaount

£ 81412020 EFT Missouri Department of Revenue (0.50):

- (100.00)°
L a8
138 (2485

Transaction total: (201 28]

Cther joumnal total: (1111}

Ending balance: (125,563.33)

[ Bore |
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Ctrl-T

Trial Balance

The Trial Balance defaults to the current posting period. You can click on anything in
blue to drill down to the detail level.

] X
ABC Test Church
Trial Balance
Adjusted Balance =
Period and Yesr-to Date Endad Juns 30, 2020 fefinsh Siint
Period Ended Year-to-Date Ended
June 30, 2020 June 30, 2020
Account  Type Description Debit Credit Debit Credit
1010 A Main Checking 2,858.23 176,573.53
1020 A General Checking KCB 1111 CKG 0.00 17,728.16
1110 A Accounts Receivable 0.00 10,200.00
2005 L Accounts Payable 7.55 6,794.12
2010 L Federal Withholding Payable 0.00 134.89
2020 L State Withholding Payzble 0.00 5.00
2100 i Unearned Revenue 0.00 1,445.99
2230 L Accrued FUTA 0.00 100.00
2300 L Accrued Medical 0.00 7,851.52
2210 L Accrued Retirement 0.00 200.00
2420 Q  Building Fund 0.00 59,959.00
2550 Q  Retained Eamings 0.00 55,973.81
3001 R General Offering 0.00 500.00
4050 R Sales 0.00 500.00
4070 R Services 0.00 1,052.00
65040 E Amortization Expense 500.00 3,000.00
6140 E Missions 0.01 0.05
6185 E Lisbility Insurance 5,543.00 ,542.00
6240 E Miscellaneous 243.76 645,28
6350 E Travel and Entertainment 0.00 12.00
6360 E Entertainment 0.00 1a0.00
6350 E Utilities 198.32 248.32
6650 E Accounting Fees 1,200.00 7,200.00
6830 E Federal Taxes 0.00 55.78
9993 E Undistributed 175.15 24,806.98
Totals 8,868.23 8.868.23 211,337.21 211,337.21
Net Profit/ (Loss) (8,860.24) (43,664.40)

Ctrl-H

Payroll Schedule

The Payroll Schedule gives you the schedule name, pay period beginning and end dates,
and the check date.

: [Z2ZABC - ABC Test Church__ /|

ABC Test Church
Payroll Schedules

Refresh || Print.

Schedule Name

Semi-Monthly Payroll
Semi-Manthly Payroll
Semi-Monthly Payrall
Semi-Manthly Payroll
Semi-Monthly Payrall
Sami-Monthly Payroll
Semi-Monthly Payroll
Semi-Menthly Payroll
Semi-Manthly Payroll
Semi-Menthly Payroll
Semi-Manthly Payroll
Semi-Menthly Payroll
Semi-Manthly Payroll
Semi-Monthly Payroll
Sami-Menthly Payrall
Semi-Monthly Payroll
Semi-Manthly Payroll
Semi-Manthly Payroll
Semi-Monthly Payroll
Semi-Menthly Payrall
Semi-Manthly Payroll
Semi-Manthly Payroll
Semi-Monthly Payrall
Sami-Monthly Payroll
Semi-Monthly Payrall
Sami-Monthly Payroll
Semi-Monthly Payroll
Semi-Menthly Payrell
Semi-Monthly Payroll
Semi-Monthly Payrell
Semi-Monthly Payroll
Semi-Monthly Payroll
Sami-Monthly Payroll
Semi-Monthly Payroll
Semi-Monthly Payroll
Semi-Manthly Payroll
Semi-Monthly Payrall
Semi-Manthly Payroll
Semi-Monthly Payroll
Cnanl Stamkhlb B a

Checks Out Date

Time In Date Period B Date Period End Date Check Date
1/1/2024 1/15/2024 1/12/2024
1/16/2024 1/31/2024 1/31/2024
2/1/2024 2/15/2024 2/15/2024
2/16/2024 2/29/2024 2/29/2024
3/1/2024 3/15/2024 3/15/2024
3/16/2024 3/321/2024 3/29/2024
4/1/2024 4/15/2024 4/15/2024
4/16/2024 4/30/2024 4/30/2024
5/1/2024 5/15/2024 5/15/2024
S5/16/2024 S5/31/2024 5/31/2024
6/1/2024 6/15/2024 6/14/2024
&/16/2024 6/20/2024 &/28/2024
7/1/2024 7/15/2024 7/15/2024
7/16/2024 7/31/2024 7/31/2024
8/1/2024 8/15/2024 8/15/2024
8/16/2024 8/21/2024 B8/30/2024
9/1/2024 9/15/2024 9/13/2024
9/16/2024 9/30/2024 9/30/2024
10/1/2024 10/15/2024 10/15/2024
10/16/2024 10/31/2024 10/31/2024
11/1/2024 11/15/2024 11/15/2024
11/16/2024 11/30/2024 11/29/2024
12/1/2024 12/15/2024 12/13/2024
12/16/2024 12/31/2024 12/27/2024
1/1/2025 1/15/2025 1/15/2025
1/16/2025 1/31/2025 1/25/2025
271/2025 2/15/2025 2/14/2025
2/16/2025 2/28/2025 2/28/2025
3f1/2025 3/15/2025 3/14/2025
3/16/2023 3/31/2023 3/28/2025
4/1/2025 4/15/2025 4/15/2025
4/16/2023 4/30/202% 4/25/2023
S/1/2025 5/15/2025 5/15/2025
S/16/2023 3/31/2025% 3/25/2023
&/1/2025 6/15/2025 6/13/2025
6/16/2025 6/30/2025 6/27/2028
7/ 2025 7/15/2025 7/15/2025
7/16/2025 7/31/2025 7729/2025
8/1/2025 B/15/2025 8/15/2025
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Ctrl-L

General Ledger

The General Ledger gives you Date options of Current Period, Current Year-to-Date and
Current Year. You can click Current Activity under the account name to drill down to see
further detail.

General Ledger m} X
ABC Test Church A
General Ledger
Adjusted Balance H H H |
Date: Current period T et Haias 36, D Expand All Callapse All Refresh Print...
_— Beginning Debit Credit Period End
Aeoawl DESoE Balance Amount Amount Balance
1010 Main Checkin: (167,705.30)
Current & 142.26 9.011.49
Totals for 1010 143.26 5,011.49 (176,573.53)
1020 General Checking KCB 1111 CKE (17,728.16)
Current Activity 0.00 0.00
Totals for 1020 0.00 0.00 (17,728.16)
1110 Accounts Receivable 10,200.00
Current Activity 0.00 0.00
Totals for 1110 0.00 0.00 10,200.00
2005 Accounts Payable (5,802.11)
Current Activity 13,452.31 13,444.32
Totals for 2005 13,452.31 13.444.32 (5,794.12)
2010 Federal Withholding Payable (134.89)
Current Activity 0.00 0.00
Totals for 2010 0.00 0.00 ({124.89)
2020 State Withholding Payable (5.00)
Current Activity 0.00 0.00
Totals for 2020 0.00 0.00 (5.00)
2100 Unearned Revenue {1,449.93)
Current Activity 0.00 0.00
Totals for 2100 0.00 0.00 (1,448.99)
2230 Accrued FUTA (100.00)
Current Activity 0.00 0.00
Totals for 2230 0.00 0.00 {100.00)
2300 Accrued Medical (7,851.52)
Currant Activity 0.00 0.00 v
Totals for 2300 0.00 0.00 (7,851.52)
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Logging Out

To log out of Online Access, click on the window Start button in the lower left-
hand corner.

Next, click on your login name in the upper right-hand corner and select “Sign out”

BERERN | !
vovere B © P

Lock
Sign out

Note: If you do not log out completely each time, it can eventually slow performance as it
leaves the previous instances going in the background.
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Available Report Descriptions

Accounting Reports:

= Bank Account Register — Shows all the transactions for the selected period,
listed by date. Use this report to review and monitor cash activity and balances.

= Chart of Accounts by Grouping — Displays a list of the general ledger
account numbers and names, sorted and grouped by financial statement
category. Use this report to look at available account numbers when coding
transactions or planning budgets.

= Fund Report — A subset of the General Ledger — Separate Debits and Credits
report. Used to determine balance of net assets with restrictions or
designations in interim periods.

= General Ledger — Separate Debits and Credits — Shows the transactions and
ending balances for each general ledger account, includes columns for debits and
credits. (Most Popular Report)

= Trial Balance - Condensed — Summarizes the activity for each general ledger
account. The first column shows the net change in the account for the period
selected and the second column shows the year-to-date ending balance. Used for
a high-level overview of the month’s activity and current balance for individual
general ledgeraccounts.

Accounts Payable Reports:
= MM Payment Listing

A. Checks: Displays a list of check numbers to Accounts Payable Vendors within a
selected date range. You can filter by Reference Number ranges and sort by
Vendor ID.

B. EFTs: Displays a list of EFTs posted within a selected date range. You can
filter by “Reference is EFT” to list all EFTs within the range or Filter by “Created
Date” to pull a list of EFTs entered by MM on a specific day.

= MM 1099 Activity - Produces a year-to-date list of payments made to 1099
Vendors. This report should be filtered by Type (1099 Recipient) and sorted by
VendorID.

= Vendor Activity — Detailed - Produces a list of payments made to Accounts
Payable Vendors within a date range. The filters can be left empty to include
detailed information on all vendors within the selected date range or the report
can be filtered by VendorID.

= Aging Schedule — Detailed - Produces a list of Accounts Payable open
balances for specified vendors. You can leave the filters empty for all Vendors or
filter by VendorID.
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Payroll Reports:

= Accruable Benefits - For non-Swipe Clock users only, showsthe beginning
balances, adjustments, and used benefits for the current year.

= Check List - Shows the check number, employee, and net pay of payroll checks.
The report can be selected for a specific date or range of dates and can be
filtered to include only certain employees.

= Deduction Register - Lists deductions from employee's checks. The report
can be selected for a specific date or range of dates and can be filtered to
include only certain employees and certain deductions.

= Employee Change History - Shows changes that have been made to
employees. Specific dates can be selected.

= Employee Earning - Shows wages paid to employees detailed by pay item. The
report can be selected for a specific date or range of dates and can be filtered to
include only certain employees.

= Employee List — Condensed Report - Lists employees, SS# (optional),
addresses, and hire date. The report can be filtered to only show active
employees or employees in certain departments.

= Employee List — Detailed - Lists information specific to individual employees
suchas pay items, deductions, SS# (optional) and Federal W-4. The report can
be filtered to only show active employees or employees in certain departments.

= MM PR Journal Detailed with GL Accts - Shows a detailed breakdown of pay
checks including the check number, pay items, taxes withheld, deductions,
employer contributions and taxes, GL Accts, and net pay of payroll checks. The
report can be selected for a specific date or range of dates and can be filtered to
include only certain employees. (Most Popular Report)

= Wage Register — Sorted by pay item, shows a breakdown of wages and
hours (including reqular and OT). The report can be selected for a specific
date or range of dates and can be filtered to include only certain employees
and certain pay items.
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Financial Statement Reports:

Balance Sheet — Current Year — Displays the balances for all asset, liability,
and equity accounts as of the end of the selected period. Used to see a

“snapshot” of your organization’s financial position at a specific point in time —
what is owned (assets), what is owed (liabilities), and what is left over (equity).

Balance Sheet — Current Year — Two Column — This version of the Balance
Sheet shows the asset, liability, and equity balances in a staggered, two
columnformat.

Budget IS — Shows the budgeted revenues and expenses by general ledger
account, by month, for the fiscal year selected. Used to identify current year
budgeted numbers or to help plan for next year’s budget.

Income Statement — 12 Month Comparison — Shows actual activity for
revenue and expense accounts, separated by month, for the fiscal year selected.
Used to look at month-to-month changes or trends for individual general ledger
accounts.

Income Statement — Current Period — Budget — Current Year — Budget —
Shows the actual activity and budgeted activity for each revenue and expense
account, both for the current period and the fiscal year-to-date. Used to review
budget to actual variances and see the overall net balance for the time periods.

Income Statement — Current Period — Current Year — Shows actual activity
for all revenue and expense accounts for both the current period and year-to-date.
Used to see a summary of receipts, spending, and overall profitability for the
current period and year- to-date as a whole.

Income Statement — Current Period — Percent — Current Year — Percent —
Shows actual activity for all revenue and expense accounts, as well as the
percentage of total revenue that each general ledger account balance comprises.
Used to monitor spending percentages for individual accounts.

Income Statement — Current Year —Shows the actual year-to-date balances for
revenue and expense accounts. Used as a high-level overview of overall
profitability and account balances.

Income Statement — Current Year — Budget — Variance — Shows the actual
year-to- date activity compared to the budget-to-date, with a third column showing
the numerical variance between the two. Used to clearly see large variances in
individual revenue and expense accounts that may need to be reviewed and
explained.

Income Statement — Current Year — Prior Year — Variance — Shows the
actual current year-to-date activity compared to prior year’s year-to-date
activity at the same point in time. A third column shows the percentage
change between the two. Used to note any large variances between
current year and prior year for both planning and review purposes.
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Quick Reference:

Online Access Username:

Online Access Password:

NetClient CS Username:

Supplied by MM
during training
session.

NetClient CS Password:

ACS 2nd Password:

Client updates
password during
training and as
prompted by
system.

ACS Keyboard Shortcuts:

Ctrl-G View Account Activity
Ctrl-T Trial Balance
Ctrl-L General Ledger

Anything in blue, can be drilled down to provide more details.

Changing your Password:
When ACS prompts you to update your password:

1. Close out of ACS
2. Go to the web-based File Exchange

Supplied by MM,
seldom required

by system, never
changes.

3. Click on your name in the upper right-hand corner and select “Manage
your Thomson Reuters Account”. In the next window, click “Edit
Password”. — This will update your password for both the File Exchange or

portal and ACS.

Logging out of Online Access:

Click on the Start button, then click on the name in upper right-hand corner and choose

“Sign Out”
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