AspireCarey

Accounts Receivable Reconciliation

1. Accounts Receivable Calculation & EOM check list

2. Ensure Invoices less Credits match EOM Invoices less Credits

a.

b.

In Aspire, view List A.3 Invoiced Last Month

In Aspire, view List A.4 Credit Memos Last Month

. Fill in the total Invoiced S amount & Credit S amount in EOM

check list

. In Aspire, go to EOM, Revenue Tab
. Fill in the total Invoiced S amount & Credit S amount in EOM

check list

3. Ensure Deposits in Aspire match Deposits in Accounting System

Q

In Aspire, view List A. Deposits Last Month

. In Accounting System to show deposits

. Fill in the total Deposits in Aspire & Total Deposits in

Accounting in EOM check list

d. In Aspire, view A6. Payments Last Month
e. Fill in the total Payments in Aspire EOM check list

Review the Deposit dates on List 6 with Payments date
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1. Accounts Receivable Calculation

Accounts Receivable calculation is simply shown as below:

Beginning Balance S 255,393.84  Prior month end A/R Aging in Aspire

Plus: Invoiced + 387.031.93 A3

Less: Credits - 2,463.94 A4

Less: Deposits - 297,199.49 A5

Ending Balance S 342,762.34 Current month end A/R Aging in Aspire
Ending Balance S 351,712.06 Current month end A/R in Accounting
Difference S 8,949.72 Ending Balances do not match by this amount

Below is the Accounts Receivable portion of the EOM check list. If everything on this
list is filled and reconciled, the only difference between the A/R balances in Aspire and
the Accounting System would be the difference between Deposits and Payments.

Validate Obtain Invoiced last month § amount less Credits last month from Invoicing Icon . Compare that total to Monthly
Invoiced Total EOM Revenue tab Invoices less Credits. Make sure totals are the same.
A3 Invoiced Last Month (invoicing Icon/invoices-'Invaiced Last Month') 50.00
Ad Less Credits {Invoicing Icon/Payments-'Credits Last Month') 50.00
Total Equals 50.00
| | EOM Invoices (Reports Icon/Standard Reports/End of Month-Debit column for A/R-Inveices to Sales Tax) $0.00
I EOM Credits (Reports Icon/Standard Reports/End of Month-Debit column for A/R-Invoices to Sales Tax) 50.00
Total Equals - Showld be same as above $0.00
Difference (If there is o difference, are any Invoices in pending status?) 50.00
Validate Obtain Deposits last month from Invoicing Icon. Compare that to Deposits sent to accounting system for Monthly
Deposits the month. Make sure totals are the same.
AS Deposits in Aspire (Invoicing [con/Deposits-'Deposits Last Month') 50,00
Deposits in Accounting System for 'Aspire System' Customer 50.00
Deposit Difference (This should be -0-. If not, review both systems for differences & fix) 50.00
AB Payments in Aspire (Invoicing Icon/Payments - 'Payment. lonth)) 50.00
Difference between Deposits in Aspire & Payments in Asp 50.00
(**If there is a difference between Aspire Payment & deposit date A/R Aging will not match)
(Make any differences are just month differences between payments & deposits)
Confidential Aspire KB Article: Over/Under Page 2 of 6

August 29, 2019



AspireCarey

2. Ensure Invoices less Credits match EOM Invoices less Credits

2a —In Aspire, view List A3. Invoiced Last Month (Go to Invoicing Icon, Invoices).

ey .
= Invoices
Search Invoices CK A3. Invoiced Last Month v
Drag a column header and drop it here to group by that column
L) Company Property Invoice # | Invoice Date |
o Robert Wachholtz Wachholtz, Robert 4148 09/30/18
(=] Lamb Real Estate Cattail Il 4158 09/30/18
il Tha Daal Ectatn Brakorana Sa DEDA  Qavdhnad Inuactace LLO Ad0n i10
F_%

Amount

Email Sta

$49.22 Sent

$5,5256.00 Sent

@300 AN Cant

$387,031.93

2b —In Aspire, view List A4. Credit Memos Last Month (Go to Invoicing Icon, Payments).

% Payments
Search Payments %

Ad. Credit Memos Last Month

Drag a column header and drop it here to group by that column

Jr ] Payment Date Company Name Contact Name Payment Type Payme...
[} 09/05/18 Shannon Gilroy Shannon Gilroy Credit Memo Bad Debt
[} 09/14/18 Kathy Peterson Credit Memo

Payment Amount

$515.00
$296.55

E% $2,463.94

2c —Fill in the total Invoiced S amount (a) and total Credit S amount (b) in the EOM check list as

shown below.

Validate Obtain Invoiced last month $ amount less Credits last month from Invoicing Icon .
Invoiced List Compare that total to EOM Revenue tab Invoices less Credits. Make sure totals
Total are the same.

A3 Invoiced Last Month (Invoicing Icon/Invoices-'Invoiced Last Month')
A4 Less Credits (Invoicing Icon/Payments-'Credits Last Month')
Total Equals

EOM Invoices (Reports Icon/Standard Reports/End of Month-Debit column for A/R-
Invoices to Sales Tax)

EOM Credits (Reports Icon/Standard Reports/End of Month-Debit column for A/R-
Invoices to Sales Tax)

Total Equals - Should be same as above

Invoice/Credits Difference (If there is a difference, are any Invoices in pending
status?)
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2d —In Aspire, go to End of Month, Revenue Tab. Date for the month reviewing.

Account Debit Credit
Branch "Main" Revenue
AR
Invoices
Overhead ) $0.00
Landscape EOM Invoices - $181,883.33 $181,893.33
Maintenance +189,489.07 + 7.549.01 + # $189,489.07
_ Snow $8.103.46 = $387.031.87 $7.546.01
Misc. Invoices $0.00
Credits
Landscape C
Maintenance
Bad Debt
Sales Tax $8,103.46
Revenue
Overhead EOM Credits - $1.022.05 + $0.00
Landscape $026.89 +515.00 = $142,025.69
Maintenance 5205343 91
Snow $2,463.94 $0.00
Sales Tax 58,103 .46
Credit Memo - Landscape $1,022.05
Credit Memo - Maintenance $926.89
Credit Memo - Bad Debt $515.00
Misc. Invoices $0.00
Invoice Adjustments $40.00
Revenue Variance $0.00
QOver/Under $31.598.81
Totals 5389,535.81 $389,535.81

Note: Sales tax portion of a Credit Memo will lower the sales tax payable $ amount on the EOM.
That portion of credit will not be included in the credit column of the credit memos.

2e — Fill in the total Invoiced S amount (c) and total Credit S amount (d) in the EOM check list as

shown below.

Validate
Invoiced List
Total
A3
A4

Obtain Invoiced last month $ amount less Credits last month from Invoicing Icon.
Compare that total to EOM Revenue tab Invoices less Credits. Make sure totals
are the same.

Invoiced Last Month (Invoicing Icon/Invoices-'Invoiced Last Month')

Less Credits (Invoicing Icon/Payments-'Credits Last Month')

Total Equals

EOM Invoices (Reports Icon/Standard Reports/End of Month-Debit column for A/R-
Invoices to Sales Tax)

EOM Credits (Reports Icon/Standard Reports/End of Month-Debit column for A/R-
Invoices to Sales Tax)

Total Equals - Should be same as above

Invoice/Credits Difference (If there is a difference, are any Invoices in pending
status?)
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3. Ensure Deposits in Aspire match Deposits in Accounting
System

3a —In Aspire, view List A5. Deposits Last Month (Go to Invoicing Icon, Deposits).

@ Deposits
Search Deposits.. K A5 Deposits last Month ~

Drag a column header and drop it here to group by that column

Deposit Date Branch Deposit Status Deposit Amount # Payments
09M2i18 Main Sent $500.00 1
09/14/18 Main Sent $1,716.00 1

09/12/18 Main Sent $722.44 2

E%— $297,199.49 385

3b — In Accounting System, go to a list that will show deposits last month (or month viewing) to
see total deposits in the accounting system.

3c —Fill in the total Deposits in Aspire (e) and total Deposits from accounting system (f) in the
EOM check list as shown below.

Validate Lists Obtain Deposits last month from Invoicing Icon. Compare that to Deposits sent Monthl
Deposits to accounting system for the month. Make sure totals are the same. ¥ D
A5 Deposits in Aspire (Invoicing Icon/Deposits-'Deposits Last Month') $297,199.49
Deposits in Accounting System for 'Aspire System' Customer 5288,249.77 4[3
De;'yosit Difference (This should be -0-. If not, review both systems for differences 8949 72
& fix) _—
A6 Payments in Aspire (Invoicing Icon/Payments - 'Payments Last Month)) 5288,249.72
Difference between Deposits in Aspire & Payments in Aspire** 58,949.72
(**If there is a difference between Aspire Payment & deposit date A/R Aging will
not match)
(Make sure any differences are just month differences between payments &
deposits)
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3d — In Aspire, view List A6. Payments Last Month (Go to Invoicing Icon, Payments).

Make sure on this list, all the payments were sent to Accounting — (g). If not, this can also cause
a discrepancy between A/R Aging in both systems.

% Payments QU® O Aspire
arch Payments C N A6 Payments last Month v ,& = 6 (4]
+ Deposit Date
. ¥0 Payment Date Deposit Date Payment Type Payment Reference Payment Amount ~ Deposit Status

4 09/04/2018

Credit Card 72648978 $440 00 Sent ! :
Check 6674 $155.26 Sent

$595.26

4 09/05/2018

0/03/18 09/05/2018 Credit Card 72708895 $2,357.02 Sent

a 09/01/18 09/05/2018 Credit Card 339107110 $198.75 Sent

E%— $288,249.77

3e — Fill in the total Payments in Aspire (g) in the EOM check list as shown below.

Validate . Obtain Deposits last month from Invoicing Icon. Compare that to Deposits sent
. Lists . Monthly
Deposits to accounting system for the month. Make sure totals are the same.
A5 Deposits in Aspire (Invoicing Icon/Deposits-'Deposits Last Month') $297,199.49
Deposits in Accounting System for 'Aspire System' Customer 5288,249.77
De;.wsit Difference (This should be -0-. If not, review both systems for differences 8949 72
& fix) e
A6 Payments in Aspire (Invoicing Icon/Payments - 'Payments Last Month)) $288,249.72
Difference between Deposits in Aspire & Payments in Aspire** $8,949.72
(**If there is a difference between Aspire Payment & deposit date A/R Aging will
not match)
(Make sure any differences are just month differences between payments &
deposits)

3f - Review the Deposits dates on List A6 with Payments date Last Month.
This list is grouped by deposit date. It also shows the payment date. Aspire will deduct from A/R based on the
payment date. The accounting system will deduct from A/R based on the deposit date. If these 2 dates are in
different months, that would cause the A/R aging to not be the same in both systems.

If the spreadsheets above are filled out correctly:
Validate Invoiced spreadsheet — Difference is SO
Validate Deposits spreadsheet — Difference is SO
Difference between Deposits in Aspire & Payments in Aspire** =$_ 8,949.72

** This difference should be the only discrepancy between Aspire A/R Aging & Accounting A/R Aging.

If that’s not the difference:
o Go to the most recent A/R reconciliation that did reconcile.

o Follow the process above for the month after the one that reconciled.
o Make sure all payments have been deposited & sent to accounting.
o Make sure all invoices have an email status of sent.
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