QuickBooks Online Financial Reporting Guide - 2025 Revision

The following will explain the process that you will need to follow to upload your quarterly, yearend and budget
data.

Section 1: Quarterly and Annual Reporting

Step 1:
Log into QuickBooks online
Step 2:

Go to the Report Overview section and select ‘Profit & Loss’.

Shartcuts | User Info | Logout

QuickBooks

Online Edition

Report Overview How Do I2
= Memorized Company -
= Company At a Glance
Company Snapshot
= Nonors
= Sales How much money did | make?
............................ F'FEIﬁT & LDSS________________________________________ Customize
" Vendors ] Profit & Loss by Location Customize
[ | Ba"king Prl:lﬁt & LDSS bl'fr ClESS _____________________________ Cust.om.iz?
rahbScbass- el oo ) Custormize
= Budgets
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Step 3:

Change the following fields as shown below and then click ‘Run Report’:
Transaction Date - ‘Custom’

From — Start of Fiscal Year (example 07/01/2009)

To — ‘Quarter or Annual end date’ (example 12/31/2009, 03/31/2010, 06/30/2010)

,f_:" QuickBooks Online Edition - 2206 - St Pius X Church - Microsoft Intemet Explorer provided by The 0Ces altimo = |D|ﬂ
@@ w | @ hitps://abo intuit com/c27/v32.130/33267416 1 frameset Aype=analyst =108 | 4] x| P
Fle Edt View Favorites Tools Help g Share Browser WebBx - |
¢ ¢ @ QuickBooks Online Edition - 2206 - St. Pius X Church fo - B - o - hPage - (G Tools » 7
QuickBooks Online Shorteuts  User Info
Report
== Back te Report Overview
(el [vemoriz=. .
Transaction Date] | Custom =] From Joriorz008 B rofoazizor B
2206 - 8t. Pius X Church
Profit & Loss
July 1, 2009 - April 21, 2010
Total
Income
A-1 Offertory Collections
@ 2010 Intutt Inc. All rights reserved. Privacy Security Terms of Sen
4| | LlJ
| [ [ [ [ [ | [ Tustedsites [E100% - 4

**When the report first appears it will have the data showing for the first day of the fiscal year to the current
day. Once you run the report with the correct information in the Transaction Date, From and To fields the data in
the report reflect the quarter you are currently working on.
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Step 4:

Click on the ‘Excel’ Button. A Dialog box will appear asking ‘Do you want to open or save this file?’. Select ‘Save’
and another dialog box will appear asking you to select a location to save the file and for you to name the file.
Click on My Documents for your file location and name the file ParishCode_Quickbooks (example
2206_Quickbooks).

Shortcuts | User Info | Logout

QuickBooks

Online Edition

Report 2|
== Back to Report Overview .
[ Print... | Tips | m@
.
Transaction Date: | Custom =] From: J1ootzoos B rof1zzrzo0s E

2206 - St. Pius X Church

Profit & Loss
October - December, 2009

. o
= 2009 Intuit Inc. All Hghts reserved. Feedback | Blog | Support

Dane |_|_|_|_|_|_|JTmstedsites #1002 -
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Step 5:

Open the file you downloaded in step 4, click on column B and format the entire column as Number. This will
remove all $ signs in that column.

4] A J.[I B e [ B [ E [ F [ W [ ® [ n | #F [ K
1 9999 - Test Pari
2 Profit & Loss [ Format ceils R
3] July 2009 - June 2010
4 | Number | Alignment | Font I Border | Fill I Protection
i Total Cateqory:
Eliincome General +| Sample
T | 4010 Offertory-Wkly Envelopes 101385700 Number
_ 8 | 4020 Offertory-Wkly Loose 7528.20| 4 — —
9 | 4030 Holy Day Offertory Sx“”ﬁ"g Decimal places: |2 =
10| 4032 Christmas 11058 49| Time 7] Use 1000 Separator ()
1 4033 Other Holy Days 1096.00| Percentage
12| Total 4030 Holy Day Offertory 12154.49| Fraction Negative numbers:
13| 4050 Special Parish Collections Soentic
14| 4051 ChristmasiEaster flowers 902.00| Spedal
15| Total 4050 Special Parish Collections 902.00 Custom
16 | 4150 Spec. Approved Campaign 31682.35|
l 4160 Annual Appeal Rebates & Grants 19487 .53
i 4220 Donations, Gifts, Other Bequest 12886.78|
E 422 Wedding Stipends 13350.00|
ﬁ Total 4220 Donations, Gifts, Other Bequest 26236.75| - -
21 4310 Rental Property Income
E 4311 Church Parking Lot 4175.00] MNumber is used for general display of numbers, Currency and Accounting offer spedalized
93| 4342 School Building 25775.40 formatting for manetary value,
24| 4313 Rectory Rooms 1800.00|
é Total 4310 Rental Property Income 35750.40|
26 | 4320 Votive Light Income 281.52|
27| 4340 Catholic Review Income 112.00 [ ]
28| 4360 Poor Box Income i
29| 43600 Poor Box Collections
ﬂ 43601 Social Qutreach 2nd Collection 2179541
31 43602 Church Poor Box | Outreach 328.38
42| Total 42800 Pror Rax Collertions 2217379

M 4 » M| Profit & Loss ¥

! il
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Step 6: Save as “.csv” file. Select CSV (comma delimited) format from the drop down in “save as” dialogue box.

I[f_;' Save As | _EE

@Uﬂ! Desktop » ~ | 4 || Search Desktop )

Organize « Mew folder S - (7]
[% Microsoft Office Excel F )"" . Metwork
| k-' System Folder
»i Favorites
Bl Desktop lailbreak
\ File folder u ;
= Recent Places
Download
W EORERES RefinanceBOA
File folder =
B Desktop
. Libraries Todo
) Ashish.biz " File folder .
File name: 9999_Quickbooks.csv o
Save as typed | CSV (Cornma delimited) (*.csv] -
Authors: Gupta, Ashish Tags: Add atag
' Hide Folders Tools Save | || Cancel
Step 7: Click yes on warning message.
Microsoft Excel — u

9999ParishActuals.csv may contain features that are not compatible with C5V (Comma delimited). Do you want to keep the workbook in this format?

« To keep this format, which leaves out any incompatible features, dick Yes.
s To preserve the features, dick Mo. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[Yes][ Mo ][Help]

NOTES: **Please make sure that you save the file as .csv file and not an. xIs /.xIsx file. If you try to upload a file
with an .xls /.xIsx extension the file will not upload. If you deviate from the naming convention listed above
please be aware that your file will not be imported correctly if you have a space in the file name (ex. Web

reports.xls)
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Step 8:

A) Log into the financial web reporting site using your existing username and password.
https://www.archnet.archbalt.org/

B) Click “Upload Quickbooks File — Quarterly Report (No Budget)”

ARCHDIOCESE OF BALTIMORE
FINANCIAL REPORTING

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish

Upload Quickbooks File - Quarterly Reports (No Budgets)
Do ay CUICRCOoRE T e - BUOGET RepoITs

View Completed Financial Statement For: | FY2007 / Q1 IV| Go l
Add/View New Financial Statement For: | FY2010 / Q1 E" Go |

View Financial Statements - New Chart of Accounts
View Completed Financial Statement For: | FY2007 / Q1 E" Go I

Five Year Profile:

User's Guide (in Acrcbat Reader Fermat)
Worksheet (in Micreseft Excel Foermat)
Worksheet - New Chart of Accounts (in Microsoft Excel Format)
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C) Click on Browse to find the QuickBooks file you just saved. Make sure you pick “.csv” file. Then click “Upload”.

ARCHDIOCESE OF BALTIMORE
FINANCIAL REPORTING

Upload Quickbooks Quarterly Files

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish
Parish Code: 9599

Please note the following important information when uploading files:
e Uploaded files must be exported from Quickbooks Online. Do not save as Excel 2007 files; these files will not be

imported.
¢ Some users experience difficulty uploading files. If your data does not load, please open the excel file and "save as’

using the same or a different file name.

Select a file to upload:

|| Browse...

save To: Disk ®

[ Upload! ][ Cancel ]

Quickbeoks Upload Manual

Once you upload your spreadsheet you will receive a message if the upload was successful, click “Continue”. This

will start the process that will enter your data into the database.
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Log Off

Import Quarter Data

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish
Parish Code: 8958

Your file has been uploaded. Your data will be imported into the database.

File Uploaded: 9998 _Quickbooks.xls
Size: 51712 bytes
Type: application/vnd.ms-excel

If your data was successfully imported a message will display. Click “Continue” to return to the Parish financials
main menu. If your data was not imported into the database an error message will be displayed. Contact the

helpdesk at 410-547-5305 or helpdesk@archbalt.org.

Log Off

File Upload Results

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Regicn
Parish/iMission Name: Test Parish
Parish Code: 9589

Your data was successfully updated.

To view your data Continue to the Parish Main page.
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Step 9:

A) Under ‘Add/View New Financial Data for’ select the Fiscal Year and Quarter you just uploaded data for and
click ‘Go’
B) You will still need to enter in the contact information for the individual who completed the financials and

check if the pastor has given final approval of the data.

C) Review each section of data and verify that the uploaded information is correct. After reviewing each section
click ‘Next’ to save the data on the page. Please keep in mind that if you have an account that is not on the AOB

chart of accounts, this account will need to be manually added to an existing AOB account as these accounts will

not be imported. If you have created a valid sub account in QuickBooks of an existing AOB account these

accounts will roll up to the parent account.

D) If this is the Annual report, enter data in Schedules A — E; enter in the amount of Cathedraticum paid to date;
preview the report and commit if all data has been entered correctly.
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Section 2: Budget Reporting

Step 1:
Log into QuickBooks online
Step 2:

Go to the Budget section and select ‘Budget Overview’.

QuickBooks Online

Report Overview

® Memorized Banking
= Company What are my bank account transactions?
= Donors Check Detail Customnize | [7]
= Sales Lild L Sustomize | (1
= Vendors

MR Banlepets
= Banking
= Budgets against the budget?
= Accountant & Taxes Mgmﬂj __________________________________ Custemize
............................ TR S

LR e e S e L e et
e Accountant & Taxes

What are the ending balances for all accounts?

Activity Log Adjusted Trial Balance Customize
. Trial Balance Customize

What is the recent activity for each of my accounts?

General Ledger Customize | [3]

© 2010 Intuit Inc. All rights reserved.
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Step 3:

Change the following fields as shown below:
Transaction Date - ‘Custom’

From — Start of Fiscal Year (example 07/01/2010)
To — End of Fiscal Year (example 06/30/2011)

Show Grid — Accounts vs. Totals

I~ ——
& | Customize Report — Wi: op-

l £ | https://gbo.intuit.com/c28/v35112/094537401 /reports/execute?rptid=094537401-BUDGET_OVERVIEW-customize-1280331845958 g |

Customize Budget Overview

= General General

* Rows/Columns Budget: St Paul FY11 Budget - FY11 P&L =

= Lists |

» Numbers Transaction Date: Custom - Explain

» Header/Footer From: 07/01/2010 [ 1o-06/30/2011 =
How dol...? Rows/Columns

LR el Bl Accounts vs. Total - Explain

() Total in descending order

Show Rows: @ Active

Show Columns: @ Active

Sort By: © Default
(7 Total in ascending order
_' Non-Zero
Lists
Account: .,'ﬁ:llu EI

Choosing more than one item from a list

Numbers
Show Negative Numbers: @ Normally

() In Parentheses
) With a Trailing Minus

] W - W SR = TR |

.Run Report

https:// qbo.intuit.com/c28/v35.112/004537401 /reports/executelrptid=094537401-BUDGET_OVE €D Internet | Protected Mode: On
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Step 4:

Click on the ‘Excel’ Button. A Dialog box will appear asking ‘Do you want to open or save this file?’. Select ‘Save’
and another dialog box will appear asking you to select a location to save the file and for you to name the file.
Click on My Documents for your file location and name the file ParishCode_Quickbooks_Budget (example
2206_Quickbooks_Budget); be sure your file name does not contain any spaces.

Step 5:

Open the file you downloaded in step 4, and widen the columns so that you can see their contents.

NEW - For "Modern" format reports (2025 and later), there may be an extra column prior to the Total column.
Please select that column (column B) and delete it, so that only the Account and Total columns remain.

i Account name Jul 2024 - Jun 2025 |Total

L Income

IWEAN A-1 Offertory Collections 0

i 4010 Offertory Weekly- Envelopes 359597.7 359597.7

i 4010.01 Offertory (Split Checks) 0 0

L8 Total for 4010 Offertory Weekly- Envelopes 359597.7 359597.7

884015 Offertory Weekly-EFT 544746.83/ 244746,83

IEN 4020 Offertory Weekly- Loose 96999/ |calibri ~ AN S~%9

84030 Offertory Weekly- Holy Days BB =D A~ v &0 .o

(58 4040 Devotion Income 51?T.w_| TITTOT
158 4050 Special Collections for Operating Needs 97804

BTl Total for A-1 Offertory Collections 1178079 | S2reh the menus |

[B¥8 A-2 Other Operating Income A Cut

[E:84155 School Assessment Fundraising 1372 I

£ 4220 Donation, Gift, and Beguest Income -1/ Capy

(2118 4220.00 Donations and Gifts 61575 if|'1:'| Paste Options:

eA84220.10 Memorial Flowers 1§ o

jﬁ Total for 4220 Donation, Gift, and Bequest Income 63270 LD

=8 Total for A-2 Other Operating Income 64642 Paste Special..

(28 A-3 Operating Income from Investments

[REER 4410 Interest & Dividend Income- Operating Accounts 38745 T

il Total for A-3 Operating Income from Investments 38745 Delete

| 27 fas Specific Operating Areas Income Ciea%omems

[££:8 4310 Rental Property Income

(2R 4310.00 Rental Income 435 Format Cells...

(118 4310.01 Rental Property Utilities Remitted g Column Width...

(38 4310.02 Resident Clergy Subsidy 23

=28 Total for 4310 Rental Property Income 50¢% Hide

ﬁ 4320 Votive Light Income 7095 Unhide

(=58 4360 Poor Box Income — o

|58 4360.00 Poor Box (General) 90000 90000

[l 4360.01 Haiti (Food) 13000 13000
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Step 6:

Select column B (Total), right-click, and format the entire column as Number: use 2 Decimal
places, do NOT check to Use 1000 Separator (,), and choose the first option for Negative
numbers (-1234.10). This will remove all $ signs and commas in that column.

Budget Overview_Budget FY25 P&L_Report
9999 - Test Parish
July 1, 2024-June 30, 2025

Account name
Income

sl Total for 4010 Offertory Weekly- Envelopes

i8R 1015 Offertory Weekly-EFT

18 4020 Offertory Weekly- Loose

i 4030 Offertory Weekly- Holy Days

a8 4040 Devotion Income

858 4050 Special Collections for Operating Needs

§lill Total for A-1 Offertory Collections

il A-2 Other Operating Income

iE: 84155 School Assessment Fundraising

ii:8 4220 Donation, Gift, and Bequest Income

PN A220.00 Donations and Gifts

AR A220.10 Memorial Flowers

Total for 4220 Donation, Gift, and Bequest Income
il Total for A-2 Other Operating Income

28 A-3 Operating Income from Investments

YL A110 Interest & Dividend Income- Operating Accounts
Total for A-3 Operating Income from Investments
vyl A-4 Specific Operating Areas Income

?1:8 4310 Rental Property Income

¥i:8 4310.00 Rental Income

=18 4310.01 Rental Property Utilities Remitted

38 4310.02 Resident Clergy Subsidy

Total for 4310 Rental Property Income

=N 4320 Votive Light Income

ELN 4360 Poor Box Income

%M 4360.00 Poor Box (General)

e[:04360.01 Haiti (Food)

k¥4l Total for 4360 Poor Box Income

ERN 4370 Benefit Income

M 4370.00 Fundraising Inc.-Parish Events
E1i84370.01 Fundraising-Inc.-Youth/RE

Total for 4370 Benefit Income

L8 4375 Archdiocesan Collections

LENA380 Special Collections for Charitable Purposes

Total
0
353597.7
0
359597.7
544746.83
96999.87
73753.2
5177.85
97804.5
1178079.95
(1]
1372.25
0
Format Cells
Mumber  Alignment Font Border Fill Protection
Lategory:
General a | Sample
MNumber
Currency
Accounting " . -
Date Decimal places: |2 -
Time [C] Use 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific 10
Text 1234.10
Special 123410
Custom [1234.10)

MNumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,
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Step 7:

Save as “.csv” file. Select CSV (comma delimited) format from the drop down in “save as” dialogue box.

-
| save s S ==
- . i o
{ illl\‘“/il ~| L= AGupta (Vwirgohusers) (.. » QuickBooks e |
—
Crganize « Mew folder 4= w (7] |
| DTS = Mame Date modified
} GP_Scripts
| Lawson Mo iterns match your search.
| . Marti
: . MicrosoftCodenamedtlan
i ; MOM2005 il
i | Office2007 SQLSetup |5
i . Program Files i
: | QuickBooks
i |/ SpaceSniffer 11 2 0
! SOI Server 2005 - Downln. ™ * | i b
! File name: 9999ParishBudget.csv =
I
i Save as type: | CSV (Comma delimited) (*.csv) v]
: Authors Gupta, Ashish Tags: Add a tag i
I
I :
|| '+ HideFolders Tools - [ Save ] ’ Cancel ]
Step 8: Click yes on warning message.
Microsoft Excel u

9999ParishBudget.csv may contain features that are not compatible with CSW (Comma delimited). Do you want to keep the workbook in this format?

+ To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick No. Then save a copy in the latest Excel format.
+ To see what might be lost, dick Help.

: [Yea][ Mo ][Help

NOTES: *** Please make sure that you save the file as .csv file and not an. xIs /.xIsx file. If you try to upload a file
with an .xls /.xIsx extension the file will not upload. If you deviate from the naming convention listed above
please be aware that your file will not be imported correctly if you have a space in the file name (ex. Web
reports.xls)
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Step 9:

A) Log into the financial web reporting site using your existing username and password.
https://www.archnet.archbalt.org/

B) Click “Upload Quickbooks File — Budget Reports”

ARCHDIOCESE OF BALTIMORE
FINANCIAL REPORTING

Vicariate: St. Elizabeth Ann Seten
Region: Anne Arundel Region
Parish/Mission Name: Test Parish

Upload Quickbooks File - Quarterly Reports (No Budgets)
Upload Quickbooks File - Budget Reports

View Completed Financial Statement For: | FY2007 / Q1 |v| Go l
Add/View New Financial Statement For: | FY2010 / Q1 |v| Go |

View Financial Statements - New Chart of Accounts
View Completed Financial Statement For: I FY2007 / Q1 E" Go |

Five Year Profile:

User's Guide (in Acrcbat Reader Format)
Worksheet (in Microsoft Excel Format)
Worksheet - New Chart of Accounts (in Microsoft Excel Format)
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C) Click on Browse to find the QuickBooks file you just saved. Make sure you pick “.csv” file. Then click “Upload”.

ARCHDIOCESE OF BALTIMORE
FINANCIAL REPORTING

Upload Quickbooks Budget Files

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish
Parish Code: $95¢

Please note the following important information when upleading files:
¢ Uploaded files must be exported from Quickbooks Online. Do not save as Excel 2007 files; these files will not be
imported.
o Some users experience difficulty upleading files. If your data does not load, please open the excel file and "save as’
using the same or a different file name.

Select a file to upload:

|

Save To: Disk @

[ Upload! ” Cancel ]

Quickbocks Uplead Manual

Once you upload your spreadsheet you will receive a message if the upload was successful, click “Continue”. This
will start the process that will enter your data into the database.
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Import Budget Data

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish
Parish Code: 959%

Your file has been uploaded. Your data will be imported into the database.

File Uploaded: 8999_Quickbooks_Budget xis
Size: 27648 bytes
Type: application/vnd.ms-excel

If your data was successfully imported a message will display. Click continue to return to the Parish financials
main menu. If your data was not imported into the database an error message will be displayed. Contact the

helpdesk at 410-547-5305 or helpdesk@archbalt.org.

Log Off

File Upload Results

Vicariate: St. Elizabeth Ann Seton
Region: Anne Arundel Region
Parish/Mission Name: Test Parish
Parish Code: 9989

Your data was successfully updated.

To view your data Continue to the Parish Main page.
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Step 10:

A) Under ‘Add/View New Financial Data for’ select the Fiscal Year and Quarter you just uploaded data for and
click ‘Go’

B) You will still need to enter in the contact information for the individual who completed the financials and
check if the pastor has given final approval of the data.

C) Review each section of data and verify that the uploaded information is correct. After reviewing each section
click ‘Next’ to save the data on the page. Please keep in mind that if you have an account that is not on the AOB
chart of accounts, this account will need to be manually added to an existing AOB account as these accounts will
not be imported. If you have created a valid sub account in QuickBooks of an existing AOB account these
accounts will roll up to the parent account.

D) Enter Schedules A through E; enter in the amount of Cathedraticum paid to date; preview the report and
commit if all data has been entered correctly.
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