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Reconcile the bank account from the End of Period>Cash Book>Bank Reconciliation
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Cash Book
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O 132202 sasasesase Homeoy Towers admin 0t 1ot 525,000.00 000 5000 52500000 §25,00000 s0.00
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Run the building’s financial reports from the building card>financial reports button. Choose All reports
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© Financial Year to Date 01/0772018 17/08/2018
O 1st Quarter 01/07/2018 30/09/2018
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3. Export the building data — go to the utilities menu and select Export Building Data. For full details, see the manual
“Export Building Data”
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4. Find the amount of cash at bank and the split between the admin and sinking/reserve/maintenance/capital works
funds from the balance bheet

Gr?g‘p Training Company
Ph: Emll
Printed. 18/07/2017 12:37 pm User. Faye Goodman Page 1
Balance Sheet - S/Plan 1288
"BANKSIA GARDENS"

59 ALBERT CRESCENT, BURWOOD, NSW 2014
For the Financial Period 01/01/2017 to 18/07/2017

(Opening Balances as at 01/01/2017)
TOTAL
Administrative Capital Works THIS
YEAR
Assets
Cash At Bank
SP 128864 Main I $5.525.00 $65.00 55.590.00 I
SP 128864 Investment 1 W "
Recaivable $1,570.00 $0.00 $1,570.00
Total Assets $7,095.00 $65.00 57,160.00
Liabilities
Paid In Advance $1.735.00 50.00 $1.735.00
Refunds Payable $300.00 $0.00 $300.00
Total Liabilities $2,035.00 $0.00 $2,035.00
Not Assets $5,060.00 $65.00 $5,125.00
Owners Funds
Net Income For The Period $5,060.00 $65.00 $5,125.00
Total Owners Funds $6,060.00 $65.00 $5,126.00
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5. Create the strata plan as a supplier on the program and set payment method to cheque or direct. Note: you can only
use direct if you know the new bank account details for the building.

6. Go to Supplier Transactions and use the balance sheet as the invoice image. We recommend you check with your
accountant to determine which chart of accounts code to allocate the invoice to. Ensure you split the invoice between
admin and sinking/maintenance/reserve/capital works funds as per the balance sheet. If you are using a bank cheque,
make sure the amount of the invoice is the balance less any bank charge for the bank cheque.

7. If the admin or the sinking fund has a negative balance, you will need to create a credit note for the amount of the
negative balance for that fund.

8. Process the supplier payment

TE

If you had to create a credit note, make sure you tick it first on the supplier payment screen so that the balance in the
funds updates and allows you to make the payment of the balance in the bank account.

9. Upload the ABA file or write the cheque if paying by cheque

10. When the transaction shows on your .txn file it will allocate automatically

11. Any bank charges for the bank cheque will show as an adjustment when you process the txn file. We recommend you
check with your accountant for advice on which chart of accounts code to allocate these to.

12. You may like to produce another set of financial reports that show the cash at bank as zero and the income/expense
statement will now show the bank charge.

13. Record the date resigned on the dates tab of the building card

14. Untick “Active” on the building card

Address
S/Plan* 88777
Street No street Name* [Florence |
Manager* Training Manager v
Address 2 | |
- -
Folio Group Training £ Suburb [FoRNSEY | states [Nsw v |
Building Type" | Strata *|  Building Name|Hornsby Towers | picode 2077 |
Building Sub Type*| Residential v
Total UOE 220
Active =) All Inclusive
Debt Collection ¥ Payment Plan! |
Settings Dates Charges Info Financials Budget Notes Documents Registers | Alerts [ ‘Work Orders Log of Changes
» Bank Account + Owner Interest
b Tax Seftings + Levy Discount
» Original Proprietor » Parking
» Auditor » Onsite Manager
+ Caretaker

1l Activate ” B Save || *® Cancel

You will be able to view the building from the buildings screen by clicking on the Inactive tab
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