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overview
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Trust accoun

Income held and late
to beneficiaries

Operating accounting

Other financial aspects of running
the business




Trust accounting

Rd

Guests Owners Vendors Business

Money to be paid
to the business for
management cost

Owners’' revenue and
expenses from rental

Payments made by
guests for their stay

External housekeeping
and maintenance for
properties



Operating accounting
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Business Business Staff payroll Listing costs
expenses supplies

Listing fees and
advertising cost

Paying staff, taxes,
Phones, computers, insurance, efc.

desks, chairs, etc.

Business taxes, property
taxes, efc.
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. Your trust accounting software
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» Uses customized general ledger accounts * Double entry accounting: every transaction will
to keep expenses and revenue separated. have a credit and debit that balance out.
» Credits and debits are used to move funds « Escapia is not an operating accounting

between these general ledger accounts. software like QuickBooks or NetSuite.
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* Reconcile bank accou
* Reservations

« Service orders, recurring charge
* Preliminary owner statements
 Pay owners

« Final owner statements

* Pay open items



Verify deposits: Cash and checks

» Accounting > Banking > Bank Deposits > New Bank Deposit > Add Payments
« Select Payment Type > Enter Start and End Date > Search
« Check boxes on left to select payments > click Add Selected Payments

 Check correct payments have been selected > Next

Mew Bank Deposit - Step 1 of 2

The following payments have been added to this bank deposit. Click Add Fayment to add another payment to this bank deposit, or fo remove a payment, select the payments you want to remov
Action #

Journal Doc Method Date Mame Memo

JE-0O000... Check Ti31/2023 Admin Testing Check: Admin Testing #15

JE-DDDQD... Check TI31/2023 Admin Testing Check: Admin Testing #55




Month-end checklist

Verity deposits: Cash and check

« Select bank account (if more than one) New Bank Deposit - Step 2 of 2

* Enfer DepOS"' Date Deposit Into Account  Deposit Date User Making Deposit  Deposit Slip Number
Trust Bank Account v | | g7/31/2023 » | Kam Murphy v| |5
e > [KemMurphy v

« Add Deposit Slip Number and/or Denosit Mofes

Deposit Notes (opfional)

« Save and Complete

Follow these steps until all payments have been deposited for the month.




Month-end checklist

Check for unsettled credit card payments

« Accounting > Reports > Banking > Unsettled CC Payments

Banking > Unsettled CC Payments

ShowReversals () True (@) False

1 [ ofs > @) [100% vl Bv &

Unsettled CC Payments

Account Doc Is Reversal Posting Document Transaction Description Amount
Number Type Date Number

1100 0 No 8/3/12023 GL 1100 Total 85,972.05
1100 32 No 6/5/2019 JE-0126461 CC Refund: Garfield Jones Visa 4038 1.00
1100 32 No 6/6/2019 JE-0126470 CC Refund: Scott Diedrick MasterCard 1176 1.25
1100 32 No 6/6/2019 JE-0126473 CC Refund: Scott Diedrick MasterCard 1176 0.75

14100 29 AIRIIN10 IE_N126ATA O Dafund: Qentt Niadrick MactarCard 1174 N 25




Month-end checklist

Update credit card settlements

« Accounting > Setup > Credit Cards/eChecks > Merchant Account

A ™y - ",-« '--,- e A'-qq /e "-,- mant A~ -
Accounting ety > CreditCards/eChecks > Merchant Account
o

| Merchant Account

MerchantAccount Name  Merchant Account Code Merchant Transaction Key  Processing Method Deposit Settlement Date
| DemovrAuth | [3yCz26W6 S _‘ v |0 | 07/31/2023 |v | Update Settiements

Bank Account Clearing Account Discount Account

200 - Accounts Receivable




Month-end checklist

Reconcile credit cards

« Accounting > Chart of Accounts

ounting > Chart(

Chart of Accounts

Account Type Ledger
General
General
General

Other Current Asset Genaral

General

Other Current Liability Customer

1200 accounts receivable should always be $0.00.




Month-end checklist

Reconcile credit cards

« Accounting > Banking > Reconcile Credit Cards / eCheck Settlements

Seltlement Batches

Reference Number Posting Date  Statement Dafe ltems Setthed  Amount Seitled  Amount Deposited Adjustment

4182016 041182016 [T 1 500000 | 500000

4182016 04/16/2016 _'f-"|' ; £311.36 2311.36
4132016 0411372016 [T 00000 | 325000]

10311.36 10561.36 -250.00

For any settlement that has an adjustment other than zero,
change the amount deposited to the amount settled and save.




Month-end checklist

Bank reconciliation

« Accounting > Banking > Reconcile Bank Account

Reconcile Bank Account

Bank Account Book Start Date Book End Date

1010 - Trust Bank Account v 07/01/2023 v 07/31/2023 '=°v

Deposits Reconciled 15548.48 -Statemem Balance
Payments and Checks Reconciled 28868.87 | | Book Ending Balance
idjustments Reconciled -90.00 VDiﬁerence

Deposits Checks Adjustments

Statement Date
Search ‘ 07/31/2023

=

Ending Balance

336886.62 ‘
167628.33 |
169258.29 |




Month-end checklist

Bank reconciliation - deposits

e

Deposits

cumz Status Rec Date

JE-00 g J it Card Semement Deposted - 1350 00 000 1350 00

JE-000004111 T3U2023  Bank Depost Deposted - 14195 48 0.00 15545 43

»

Joumal o Rec Stalus Rec Crecht Balance




Month-end checklist

Bank reconciliation - checks

« Accounting > Banking > Reconcile Bank Account

Reconcile Bank Account

Bank Account Book Start Date Book End Date Statement Date Ending Balance
[1010 - Trust Bank Account v | [47/012023 v 317 | Search 7131/2023 v

Deposits Reconciled f [ statement Balance 143222.01
Payments and Checks Reconciled | Book Ending Balance 123949.70
| Adjustments Reconciled | Difference 19272.31

Deposits Checks Adjustments

Action? | Mark as Not Reconciled
Credit Balance

40.05 4005

200.00 240.05

JE-000005615 6302023 12 i 904 30 114435
JE-000005617 6/30/2023 482611 597046
JE-000005619 630/2023 i 656.91 §627 37
JE-000005621 7152023 12 445624 1108361
JE-000005623 71152023 510000 1618361
JE-000005625 71152023 53250 1671611

3112023 ; 2206.25

0.00 990.00




Month-end checklist

Bank reconciliation - adjustments

« Accounting > Banking > Reconcile Bank Account > Adjustments > New Adjustment

> Banking econcile Bank Account

v Reconcile Bank Account

Bank Account Book Start Date " Book End Dat_e _Statement Da_te Ending Balance
] 1010 - Trust Bank Account v | 107':01/2023 fv‘ 10‘7,|3.1"2023 Iv Search ‘07‘13”1'.'_)023. |v ' 143222.01 |

Deposits Reconciled 3 0.06' Statement Balance 143222.01 ‘
Payments and Checks Reconciled 16476.06 | | Book Ending Balance 123949.70
Adjustments Reconciled 0.00 | | Difference 19272.31 |

Deposits Checks || Adjustments |

Action » | Mark as Not Reconciled 4+ New Adjustment
Joumz Mark as Cleared ype Number Memo Rec. Status Rec. Date Debit Credit Balance
JE-00 ‘diustmenl Ot Miscellaneous bank fee - - 0.00 100.00 -100.00




Month-end checklist

Bank reconciliation - balance worksheet

Reconcile Bank Account

Statement Date Ending Balance
127386.00 |

Bank Account Book Start Date  Book End Date )
| 1010 - Trust Bank Account v | 07/01/2023 | | 07/31/2023 .”vj Search 07/31/2023 iv‘ |

3777.68 | | Statement Balance 127386.00 |

Deposits Reconciled
Payments and Checks Reconciled 16476.06 | | Book Ending Balance 123949.70
3436.30

Adjustmelt§ _Reconciilgg -1@.00 _Qiference 136.30 |

Deposits Checks Adjustments

Statement Balance
— s + Deposits In-Tra

|_| Joumal Doc. Posting Date Type Rec. Status Rec. Da H
I:I JE-000005609 7 2 Credit Card Settlement Reconciled 7/31 3

(] JE-000005612 71157202 Credit Card Settlement Reconciled 7/31

}:I JE-000005613 7 ) Bank Deposit Reconciled 7/31

Adjusted Difference




Month-end checklist

Bank reconciliation - Print Bank Reconciliation report

Bank Reconciliation

ABC Rentals Statement Date: 7/31/2023
1010 - Trust Bank Account Printed On: aMo/2023

Statement Balance $336,886.62
Deposits in Transit 30.00
03 Checks $169,258.29

Bank Adjustments £0.00
—

Adjusted Bank Balance $167,628.33

Beginning Book Balance $181,038.72

Deposits $15548.48

Payments & Checks $28,868.87

-$90.00

Adjusted Book Balance 2167 62833

Book Adjustments

Adjusted Difference




Month-end
checklist

Reservation Grid

1 2 3 4 5 6 7 8 910111213 14 15 16 17 18 19 20 21

a Reservqtions > Reservqtion Grid . 7_ S SMTWTFS SMTWTFSSMTWT|F S = TES/SMTW TE S SMTWTFSS

282930311 2 I @S &6 7 B 9 1011

. Payment status: Paid
YELLOW: Payment status: Partially Paid
: Payment status: Not Paid

(or possibly not confirmed)

«Year «Month «4Week



Month-end checklist

Booking Cancellation report

« Reservation > Reports > Bookings > Booking Cancellation Report

ancellation Report

End Date
Display | Reservation Name v | Cancellation Reason

yeparture Date | with Balance Only

Booking Cancellation Report
For Arrival Dates between - 7/1/2023 - 7/31/2023

Res Number # Bkg Number Create Date 2 Cancel Date 2 CheckIn 2 Check Qut = Nights

$-0072
~RES-00726

ng less than n |v|

%+ Unit Code 2 Reservation
Name

1001 test test
1001 test test

Folio Balance 2

613.50
559.50




Month-end checklist

Reservation > Reports > Negative Folio Balance Report

Res No
Lisa
RES-00756
RES-00703

RES-00722

Re ports

Last Night

>

Megarive Folic Balance Report

> O
Negative Folio Report - 8/4/2023

Booked Res Name

6/29/2023 Kam Murphy
42772023 Admin Testing
5/10/2023 Admin Testing

6/29/2023 Mark Wills

Status Process

In Progress Unprocessed
Confirmed  Unprocessed
In Progress  Unprocessed

In Progress  Unprocessed

Type

Owner
Renter
Renter

Renter

:ir-|

10:29:25 AM
Page 1 of 2

Balance

-115.44
-50.00
-1,195.49

-176.64




Month-end checklist

Process refunds

« Accounting > Reports > Accounts Payable > Security Deposit Refund Report

Accounting > Reports > Accounts Payable > Security Deposit Refund
Security Deposit Refund Report

Process Date Office
07312023 v [Inofilier]  w| | Run F‘.Eepcnﬂl | Print | | Excel |

1 _Jm

Security Deposit Refund Report Tuesday, *'*U*J;S“lfﬂili

Depaosit {Type) Customer Reservation  Unit
Type Folio Booking Departure Refund On Deposit Paid Charged Refunde  Balance

Totals: $0.00 $0.00 $0.00 $0.00 $0.00




Month-end checklist

Process refunds

« Accounting > Accounts Payable > Pay Refunds

L ) b
ACCounting

Accounts Payable > Pay Refunds

Pay Refunds

Payment Type Reference No. Payment Status  Hefund Type | Al dates - |
|[‘-h&|:}: 'v'| | | |;5.n3r Status 'u"| |;-‘-.n3r Type Search

On or After On or Before

| Customer + | Q




Month-end checklist

Process revenue

« Accounting > Process Booking Revenue

Qwmer or Customer Unit Code

Last Night Rent

6/29/2023 7/5/2023  Renter fest test Unprocessed 0.00 0.00

[ 1001 T/2023 782023 Renter test test Unprocessed 0.00 0.00
13950.00  17146.71

'H]O'I TMR2023  7/31/2023  Complimentary Admin Testing Unprocessed

T/5/2023  Ti82023  Renfer Admin Testing Unprocessed 2000.00




Month-end checklist

« Accounting > Reports > Reservations > Unprocessed Booking Report

| Find |

Unprocessed Bookings with End Date on or before 7/31/2023

Unit Code + Active + Contract + Active + Contract 2 Office Owner Name 4+ Contract Start ContractEnd  Booking Processing + Processing + Bkg Start + Bkg End

- - - -

Unit Number Contract Deleted Date Date Number Status Method Date Date

Meh No L ay - . Last Night
No
No Main Offi ; 1 1 11730/ g Last Night
No Main Offi : 1 1 1 Last Night
No Main Offi ; White 1 1 1 i ‘ Last Night
No Main Offi
No Main Offi

bain Ciffica

+ Reservation
Type
Description

4 Renter
/2014 Renter
015 Renter

Guest of Owner

+ Reservation
Name

Booking 3
Total

Booking 3
Balance




Month-end
checklist

Advance Deposit reports

« Accounting > Reports > Banking >
Advanced Deposit Reports >

Advance Deposits By Reservations

> Reports > Banking > Advanced DepositReports > Advance Deposits by Reservation

Ending Posting Date 7/31/2023 Sort By |.&r|‘i'-.-'al Date v |

Show Zero Balance Reservations |Fa|-_:e Display Level |F!.e-_-'. Summary V|

| All Offices

1 Joefsa > Dl (O g v | Find | Next

Advance Deposits by Reservation: 1/1/2000 - 7/31/2023
GuestNameRes Number | Arival | Departure | Amount




Month-end checklist

Service orders

« Service > Service Orders

« Accounting > Process Service Orders

MNumber

Aszzigned To
[ Ino fiten

Enity
[cam)

[[] Mumber Description
[[] 5vC-0000017  Pest Contral (Manthly)
6 test
Do work
Tidewater task
Test housekeeping

Mew test service order

Jashboard!

Status Pro ing Status
[no filter] [ne filter]
Pal
Ful
Unprocessed

Max 50's Returned

Entity Opened  Assigned Due Date Completed
002

1001
1001

Phoe215

Closed

Priority
Unassigned
LDW
Unassigned
Unassignad
Urgent
High

On or After

Assigned To
Completed
gned  Jared Mears
Open
Cpen
Cpen

Completed

On or Before




Month-end checklist

Recurring charges

« Accounting > Setup > Recurring Charge Templates

b

Ff-E‘::JFr'iI"EZ__'. Lharge

Recurring Charge Templates

Template Code  Type
| [AnTypes v |[Jshow Inactives | Search || Reset

Action ¥ 4= Mew Recurmring Charge Template

[ ] Template Code Type Deszcription Active  Created Last Posting Mext Posting Amaount

|:| Trash Collection Recurring Owner Charge Manthly Trazh Collection v 31072023 72023 45.00

0 of 1 selected




Month-end checklist

Bills

« Accounting > Accounts Payable > Enter Bills

Enter Bill

Entity Submitting Bill Last Bill Credit Limit Enti Bill Balance
e E— —

Bill Detailz
Posting Date

Unigue Reference Number Eill Memo
[ | [ Automatically Generate

Expenses

Expense Enfity wpense Account | Amount




Month-end checklist

Owner statements - preliminary

« Accounting > Statements > Generate Owner Statements

ﬂ ﬂ End ﬂ Pr = e Owner Las e Rent
07/01/2023 07/31/2023 08/10/2023 All Offices [no filter]

Owner Statement Status During Statement Period

ed P s R C Pub
o filter] [ro filter] [no filter] [no filter] [no filter]
Only Show Owners

ith a current con activity in statement period

Showing 1to 17 of 17 0 v | ltems per page

1 all pages
Owner Name Unit Codes (s) Rental Agent (s) Emailed
Barbieri, Erika EB10 Hi
B103

HT101

Reconciled

Then by
Unit Code V¥

Published




Month-end checklist

Pay owners

« Accounting > Accounts Payable > Pay Owners

Generate Owner Payments

Processing Date Office Unit Code Last Name

073112023 |~ [nofiter] v | [ | \ | search || Reset |
Only show owners with a balance
Name Unit(s) Balance Working Capital Amount

Brown, Sally B001, B103. B103, HT101 875.00 0.00 875 OJU

Campbell, Joseph B001, HT101, LKV320 460.00 : 460.00 ‘

Jones, Bob B001. B001, B001 134727
Smith, Bob B001. B103. B103 875.00

Smith, Mary LKV320 200.00

Billing Date Posting Date Pay From Account Balance
07312023 |[E@Y| (07312023 [FEly| [1010-TrustBank Account v | | 123949.70| [ Print Checks




Month-end checklist

Pay owners (continued)

« Accounting > Accounts Payable > Print Checks

Top Margin
0.00

Agent First Check # Last Check #

Left Margin

From A

+ 5050, Clean, kam* tmiyajiwala, Admin 1010 - Trust Bank

' 003, B103 Holt, Spalding 1010 - Trust

HFil

ACH file, then confirm whether file creation was successful or not.
You may print the A details from the report be

Settlement Date Daily File Sequence
[A ~]

ACH Checks

ACH Report for 8/10/2023

Date Sequence # Payable To Memo Entry Class Journal Doc

1001 Kams Rentals Payment wner -

1002  Sally Mander Payment to Cwner -

Mema

Payment to Owner - 8/10/202

Payment to Owner -

Amount

52,250.00

0.00




Month-end checklist

Owner statements - final

« Accounting > Statements > Generate Owners Statements

Generate Owner Statement

Select the period for which you want to generate statements.

::: 07/01/2023

::: 07/31/2023 ::: 08/10/2023 All Offices [nofite] v Owner Unit Code ¥

Owner Statement Status During Statement Period

[no filter]

Only Show Owners

nall
Owner Name

Barbier:

v

[no filter] [no filter] [no filter] [no filter]

ment pericd

ltems pe

Unit Codes (s) Rental Agent (s) Printed EC Published Saved

EB10 Halt, 8




Month-end checklist

Owner statements - final (continued)

« Accounting > Statements > Generate Owners Statements

Generate Owner Statement

Actions

[] Email [Te (] Email N d ! int To PDF

Statement

Statamant Boginning Balance
g I =
um

2
Stamont Ending Balance
Oua From Gwna

UNIT FINANCIAL SUMMARY




N
By In +
¥ LR - -

Month-end p——
Chec inS'I' Pay Open ltems Wizard - Step 1 of 3

Pay open items

.

Payment Mode

(® Review open items and optionally select specific items.

(_) Pay all open items now.

* Accounting > Reports > Open Item Options

qu Open “'emS Office [tems posted as of It2ms due as of
[nofiter] % | [p7312023 [EY] O =~

Only pay up to owner balances

Payment Options

Posting Date Pay From Account Balance
07312023 |Fmly] (1010 - Trust Bank Account v | | 6466464 Print checks




Month-end checklist

Pay open items

« Accounting > Account Payables > Pay open items

0.00 20797.47
0.00 0.00
0.00 0.00
ctor [0 of 10 items selected] : 000 oo

0.00 0.00

4| B Print checks




Month-end
checklist =

POy open ifems Business OIAP Check Distribution Report
- Business OIAP Check Distribution report

|

Acct Number [Name ______|JE Number |Posting Date |Description | Amount|

« Accounting > Reports >

GL

Accounts Payable > Business OIAP

[+

[+

Check Distribution Report

HHEHEHEHHHHH

|

Distribution Total




Month-end reports

« Accounting > Reports > Trial Balance > Summary Trust Reconciliation Report

Accounting

Start Date 8 023 i Report Date [8/31;

Show Zero Balance Subledgers Show Details () True @ False

‘1 > > ' v ‘ Find | Next

Summary Trust Reconciliation Report at 8/31/2023

Account Number Account Name Subledger Name Bal Fwd Period Amount Ending Balance

023 1:14:30 PM

EEEHBAHAE

Business
Owner
Vendor
Customer

Subledger Totals

131,047,052 .38
4.751,088.61
-2 874 666 54
21751577
126,449,060 .88
2,504,053 .66
131,047,052 .38
Page 107 1

337
618.00
-24 114.00
58 .32
1,041.05
0.00

03.37

| $131,050 65575

4 777,706.61
-2,898,780.54
217,574.09

2,504,053 66

$131,050,655.75




Month-end

reports

« Accounting > Reports > Trial
Balance > Business Summary Trail

Balance - Monthly By Year

[10

Business Summary Trial Balance 2023

GL Number ~ Account Name Bal Fwd
itehat test - 0.00
0.0 0.00
0.00
0.00
-70.00
0.00
-40.00
0.00
0.00
-31.00
0.00
0.00
0.00
015.00
0.00
0.00
0.00
0.00
0.00
0.00
ltem Return 0.00
Net Income/Expense -5,588,543.44 -24,156.00
Busi ayments 1,436.211. 0.00
Business Balance -4,152,331.52 -24,156.00
M

-25,246.88

| Find |

-2,040.00
0.00

0.00
0.00

0.00
0.00

-26,717.86 -64,721.56
0.00 0.00

-26,717.86  -64,721.56

10
-45,108.91

Feb
0.00

0.00
0.00

0.00
0.00

0.00

53.30

0.00
0.00

-58,
0.00

-58,561.97




Closing accounting
period



Close
q C C o U n-I-i n g Close Accounting Period

® Accounting Reservations Service Orders
p e I'I 0 d 07/31/2023 |l |0731/2023 |[Blv| |07/31/2023 (B~

Res Pymts Res Charges Service

=t

. _ Refunds Credits Orders
Transactions Open
for ? days

) i > >
Accounting > Setup > General Months 0O

. Acctg: Auto close ? Months in
Accounting Setup arrears on this day of month

Res DOM S0 DOM
Res/S0: Auto close prior month =

on this day of month







Troubleshooting

Duplicate entries on owner statement

BKG- D5/(C D23-05/06/2023) Customer:

5/6/2023 Pet Fee

!

5/6/2023 Pet Fee
5/6/2023 Unit from 5/3/2023 to 5/6/2023

Subtotal - BKG-




Troubleshooting

Should this account have a zero balance?

Should always have

Should have a zero
a zero balance:

balance at end of month:

« 2300 Business Account Payable
« 3000 Unit/Owner Equity

» These are non-posting accounts

« 1200 Accounts Receivable
« 2199 Folio Transfers and Clearing

« 2450 and 2750:
Payments to Owners and Guests

\. J .




Mastering month-end accounting

Do | have an out-of-balance transaction?

« Accounting > Journal Documents

Journal Documents

Document Mo, Memo Text Amount Status Balanced
| | | | | | [Any Status v | [ Not Balanced v |

On or After
Type Document Template Fosting User
| All Types v | | Any Template v| |AllUsers v

| All Dates

On or Before

Mo results were found within the specified criteria.




FREE Professional Services
(normally $250 per hourt). .

Topics Sign up with QR code below or at
Www.escapia.com/training

* Vrbo Health & Wellness

« Rates Manager

 New Unit Editor, Owners, Contracts
« Reservations

« Housekeeping

« Service Orders

« Correspondence

 Owner Portal
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FEST £ \J



	Default Section
	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51
	Slide 52
	Slide 53


