Learn with LiRN Curriculum -   Accounting for Librarians
Presented by Betty Dykstra, Library Manager, York Region Law Association
Betty’s remarks to accompanying PowerPoint.
Slide 1
Welcome – I would like to thank everyone for attending this little program.   I feel privileged that you would take this time out of your day to spend it with me.   I will forward the things I talk about to Jacqui and a copy of my presentation and script so that you do not have to take notes.  I hope to have time at the end for questions and I will attempt to answer them   If you have a question during the presentation, about a certain issue put it in the chat box or write it down.   We can go back but I also want to make sure that we get through everything – I have no idea if I am running long or short.   If you do not wish to talk publically about them or you need specific assistance with an issue, please feel free to contact me.  All of the above okay.  
Slide 2 Picture of My Dad
Point 1 – so my father was 74 when he passed away, he was retired but he still had income property which he needed to keep track of.  I created a basic excel worksheet sheet put information in added formulas, linked the worksheets, each worksheet was a different month – columns for rents, expenses, bank charges etc. which would automatically update for the next month.   His accountant loved him because it was all in a nice, neat, tidy package and everything was in its place.  It was much like the accounting software we use today, but ours is prettier and does so much more.   My father had just started to do online banking so he could pay bills online and record the payments in the columns rather than cheque numbers.  He was a very early adapter.  He has been gone for almost 23 years.   My point is, other than showing off my fav pic of my dad, is to say, if this guy could do it 23 yrs ago at the age of 74, you can do it too.  He did not have to understand the formulas, but he did have put the stuff in the right columns.  
Point 2 – this is the honest truth –
Point 3 – this is also the truth, but that’s okay too.  We are all doing the best we can, with lots distractions, momentary lapses of judgement, but most things can be fixed. Don’t be hard on yourself, you are doing the best that you can and by just showing up here, means that you are still willing to learn something, on top of everything else going on, and you should be proud of yourself.   

Slide 3
Do you know that there is a basic manual?   It was created many, many years ago and updated in 2016 and was created by a bunch of brilliant people – members of OCLA.   Some of us are still around and were once part of an accounting support group for library staff when they had issues.   It also served as some of the only training library staff received.  Originally, when LibraryCo changed to Simply Accounting/Sage, they sent us all out to McMaster University computer labs and gave us training from an Accounting Firm by an Accountant.  I was there, it was horrible (much like my high school accounting class) It was accountants trying to teach us to be accountants and throwing words at us that were like a foreign language, it caused tears, confusion, misery and we doubted that we could do this.   But some of us knew better and So we created the new manual, by us, for us.  The manual as it is, is available on the OCLA website.   Go to Slide 4
Slide 5
So if we have the manual and software, what are we really doing here?   Well, new people come and go, and need to hear some of this.  Some people need reassurance and somebody asked for this session. 

You will have to forgive me, I am currently listening to Matthew McConaughey’s book Greenlights on audible (I did not put up a picture of him, because:
· It would be very distracting
· I don’t want you to think that I am not being serious about this whole presentation.   Because I truly am serious about helping out, 
· this is just my method)  
Now in his book, he relates and imparts wisdom through stories in what he refers to as bumper stickers, prescriptions and notes to self.    That really resonates with me because, I do something similar when teaching lawyers and Janet can attest that this is how I trained her.   Stories are easier to listen to, do not require you to make copious notes and a good story will often paint a picture and a picture is worth a thousand words.   So I will be doing the same for you.   You may want to just listen, you may want to make a few notes, you may wish to take some or all of the advice that I am giving you.   You may be here just to get a break and listen to my nonsense.  We are all different and we work different ways.   

These are just some of the bumper stickers, prescriptions and notes to self that have helped me along the way.
Slide 6 Terminology Explained(?)
So basic accounting is very much like one of Newton’s laws of motion:   For every action, there is a reaction.  Which in simple accounting terms means – every financial transaction has equal and opposite effects in at least two different accounts this is what they refer to double entry accounting.  

When we are talking about deposits
Debit what comes in, Credit where it goes - All deposits are going to be a debit to either a chequing or petty cash account – it gets credited to where it belongs – such as LiRN grants or copy revenue. Now that is not to say that you cannot credit more than one account such as if you have to account for hst.  That deposit of copy funds for example will be debited to your bank account but it may be credited to both your copy revenue and hst charged on sale.   As long as the 2 sides are equal at the bottom, the accounting program will let you process the funds.   
So when you are entering the publisher invoices (liabilities) – perhaps you are entering a number of them and paying them later – the account for collections would be credited and a debit would go to accounts payable or even you chequing account if you are paying it right way.  

OMG, Betty you said this was going to be painless.    All this being said, the important thing is that there is a balance on both sides.  The software won’t let you proceed if you are not balanced.   That is the nice part. But sometimes we get involved with corrections and upset the natural balance and end up with a triple entry – well, there’s trouble there.  Or sometimes we forget to tell the software that we want to proceed and that too will upset that balance.   More to follow.


Prescription:    Here is an eye cleanse.   Pause, take it in and breathe.  


Slide 7 My Accounting Practices

Beginning of the year
Create folders with the Month, Library, Year using the same colour file folder
(if you do your association accounting do the same thing but in a different colour)
Slide 8 Every Month
Preprint your paycheque and do your Remittance Cheque dated for the last day of the month.   For the most part, the paycheque will be the same amount.   In fact, it is not a bad thing to print up a couple of months’ worth of paycheques/remittances and keep them in the monthly file.  They will be dated for the proper pay dates so you can’t cash them until then, but you should also never have to wait for your paycheque and heaven forbid you do not remit within the 15 days, because they are unforgiving.
Print the following:
1. Balance Sheet
2. Trial Balance
3. Income Statement
4. Reconciliation
5. Cheque Log
File the above documents along with your bank statement, any cash receipts, the LiRN statement in the appropriate monthly file
I also have TO DO file for each account (same colour as the accounts) and a joint TO BE SIGNED  file in a completely different colour.

Slide 9 – The Balance Sheet
The Balance Sheet is a snapshot at any given time (put the date in) which shows you what you have (assets/money in the bank) one side and what you owe (liabilities – accounts payable) and what the library has in equity (surplus funds and your current unspent grant funds)

Slide 10 – Trial Balance
I’m not going to talk about the trial balance other than accountants love it, we report it
It is an internal audit to really check that the debit and credit column totals of the general ledger accounts match each other, which helps spot any accounting errors.

Slide 11 Income Statement
I will not lie to you; this is the most used document in my accounting. It is like your very own crystal ball. Why???  It tells you not only the present, but also the past and it can help you to create a future.  How??? Because I put my budget into my accounting software.  By doing this, I can tell you at any given time, how much money I have received from LiRN, how much more money I will receive from them, if I have created any copy revenue, what I expected to make in copy revenue, where I have spent this money, need to spend this money or over spent my money.
 I can tell you right now, over the many years, I have heard from librarians who told me they have no idea how much money they have left to spend on books, or tell me they keep spending until they run out of money and then stop paying the bills or they have no idea how to create a budget and they just put a percentage across the board.  And that is fine, because back to slide #4, dammit, we are librarians, not accountants.   But, this little trick (putting your budget in) will make you not only feel in control, but give you more control.
S0 – refer to the accounting manual on how to put in your budge in your software.  
Note to self – do this today – you submitted a budget for LiRN for 2023, you have no excuse.
With this info, I can do a comparative income statement based on my current budget and how much more money I expect to receive or, where I have money that I have budgeted to spend.    I can compare how last years’ actual compares to this year’s budget.    I can see where I need to adjust in future budgets because I did budget enough for this year’s expense or I over budgeted.    I can see where a 3.5% increase across the board is fine in some cases or too much if you have something like a lease payment that will stay the same for 5 years or not enough in some cases.   It is better to have an accurate picture of the past so that you can prepare for the future.
When I am asked to create a budget, I like to export a comparable income statement copy of my prior year budget and prior year actual to see where I have to make those adjustments.   
Slide 11- Reconciliation
Reconciliation is the act of getting two things to be compatible with one another. 
 Point 1 If you think of it in terms of family law, it means 2 separated people who now are a couple again – and hopefully can remain compatible in their relationship – some times it’s a matter of making adjustments, correcting mistakes or just learning how to let go of things that were not compatible to create a good outcome.  
Point 2 If you think of it in accounting terms, it’s really similar -  its 2 separate things (your accounting and the bank statement) that become one and need to be compatible relationship – some times it’s a matter of making adjustments, correcting mistakes or just learning how to let go of things that were not compatible to create a good outcome.  
So let’s talk about adjustments – is there something missing from your accounting reconciliation that is on the bank statement?  Did you forget to enter something that you did, did you send out a cheque that you printed but did not process?  Are there bank fees that have to be added – a NSF charge?   Is there an amount that is different in your software?    Is there something that is not reconciling?  Uncheck all of the little boxes and recheck them again – I like to make notes or highlight on my bank reconciliation.  Please ensure that if you have made an adjustment – you check off the correct adjustments.

Sometimes there is a tiny discrepancy that you just cannot reconcile.  Are you out by $30.00 or $3000.  Sometimes, you have to check that you have the correct date, the correct statement ending, the correct beginning numbers and you have put in the correct ending number from the bank.  Make sure that you have not inverted some numbers when entering – if you can divide by 3 (or 9) this is often the case.
This is my rule of thumb.   You can spend a whole lot of time trying to find $3.00, $9.00 $30.00 – hours in fact, but the reality is you are probably spending far more time in salary trying to find this amount than the amount itself.   Sometimes, you have to learn to let go of things that are not compatible.   Some times it is just easier to make an adjustment or a note to file to save your sanity and your accounting. 
If you are out by $3000.00 spend some more time looking for it.  If you cannot find it, phone a friend.   I can tell you, I once had a Treasurer who thought he should take $5,000 out of our association account and put it in a GIC.   Thing is, he did not tell me and I just about had a heart attach when I saw a $5,000 withdrawal with nothing else and no recollection of it and no idea where the money went.   I phoned him and asked?   Oh, he said – I guess I should have let you know.
If you have made an error and cannot find it/ fix it – call a friend.   Some times it needs a fresh pair of eyes.  Please do not try to fix it a hundred times.   Chances are you are just making it worse for someone to figure it out and correct it.
Note to self – most of my notes to file are – “ I cannot find this small sum of money and I am not spending any more time trying.   It is now a miscellaneous expense.  “

Slide 12
Cheque Log
A cheque log is like a trail of breadcrumbs.   It will show you what cheques you have written, if you have printed them, if you have processed them.   It will show you the number of the cheque you used and what date you used it.
It is a great thing to collate all of your cheque stubs for the month, and keep them organized, because you know at some point and time, you will need this information – to send to AP for Lexis or Carswell, to see why it does not show up in your reconciliation – you forgot to process it after you printed it.  Why you have 2 cheques written out for a payment – you printed it twice or you entered it twice.   
True story, last year I sent a cheque to our accountants for payment in the amount of zero.   Yes, I make mistakes and I looked at my cheque log and told myself that I was an idiot because it was there – a cheque in the amount of $0.   The accountants were gracious but I am sure that it got a laugh in the office at my expense.
Note to self – do this today - If you are writing out your cheques by hand and not printing them from the software, stop, just stop.  Order cheques that can be printed from the software – 3 parts. They are an office expense and an acceptable office expense and not a huge one – I got about 500 cheques for about $120.00.   I can tell you that most cheque mistakes are because they are hand written.     They are also easier for the recipient to deposit – omg I do not have to tell you how a poorly written cheque takes to deposit now

Slide 13 – Payroll
I am going to repeat a point I made earlier and add too it.
Preprint your paycheque and do your Remittance Cheque dated for the last day of the month.   For the most part, the paycheque will be the same amount and you will print up 26 of them.   
Make it a recurring transaction – save yourself some time – see the manual
If you buy the payroll module annually, please stop, it is so expensive and overkill especially for 26 paycheques – do the math – Price of module divided by # of paycheques and then tell me its value.
But, I need it for finding out the source deductions – no you don’t 
But I need it for T4 – not if you get benefits that are not added into the software
But, but, my board says its okay to spend it on the module – tell your board that it would be better to give that money to you – you are worth more than that module.
Slide 14 Source Deductions
Source deductions – use the free one online – subtract the amount of your benefits from your income and check off the box that says taxable benefits, on the next page, put the ltd amounts in Cash, insurable for EI.   If you want to take off more tax than required, feel free to do that.  Calculate, those are your numbers but remember to take off the taxable benefits from your net income (they are withheld by LiRN) 
Slide 15
But my T4 – here is a wonderful little spreadsheet that I have created to give you the numbers for your T4 
Slide 16 
But how do I add in the benefits – I only know what LiRN takes off my grant monthly
Point 1 – calculations – don’t freak out
Point 2 – calculator – will send to Jacquie
Note – the benefits held back on your grant are 3 months behind in calculations, so the calculations are the same for the first quarter.   If you have a salary increase, make sure you get the advice form to Gallagher so that the new amount can be accounted.   
Slide 17
Benefits and the Beatles
· This issue came up last week.  Some parts of your benefits (LTD and ADD) will end when you turn 65 so you can stop deducting them from your paycheque 119 days prior to your birthday.

Slide 18 – questions?




  

