&5

%

[N

# #
$
I & %
(
)
*
+
" #
]
#
/
0 23
1
23

We've added a lot to Rakefet since the last CDasde Receivables

Those of you who have downloaded intermediate u Lots of improvements have been made to seeni-
dates from our Web site already have most of the niautomatic Allocate Payments function

features, but if you haven't, you will be surprisatdthe

number of changes. As always, most of them we 1) Double-clicking a payment amount cell now au
made as a result gour suggestions. Keep them com matically allocates as much of the check as passid
ing, towishlist@rakefet.com pay off the balance for that line.

Here are just a few of the new features (kdp / 2) Holding the mouse over the name pops up a limt
What's New and the detailed change list on our websi taining the family's address.
for more):

3) You can now enter donations in accounts thatato
Database have a balance.
It is now possible téag database entries from the Re-
lationships Queries function This is a tremendous 4) UK users can now link Gift Aid declarations
increase in the capabilities of the Relationshipcfions, Semiautomatic Allocate Payments.
since it allows you to take actions -- such astprinlet-
ters, coding, billing, etc. -- on the basis of tiglaships.  5) A right mouse-click menu has been added to a
for modifications of memo for each line, etc.
Individual salutation fields have been added for all
adults and children. You can use this featurddd tet-
ters with informal nicknames, Hebrew names, etc. family as well as by receipt number.
By popular demand, thAddress Book report (140)
now includes two entries for families in which mem-
ber 1 and 2 have different last name¢the member 2
entry is "see member 1").

General Ledger

It's now possible tanake accounts inactiveeven if
they have transactions. Inactive accounts will &yt
pear on various lists for account selection, etc.

School stuff Journal Entries now use the standard account selec
TheClass List report (163) now can include cell phone box which includes incremental search.
numbers and family email addresses. More flexibih
selecting fields to include in this report has bedded.  Payables
Finally, you canrmerge multiple invoicesfor one ven-
A new Classes report(164) that displays information dor to print a single check.
about classes has been added.

A post-without-printing option has been added
The Filter now allows you teelect an arbitrary set of check printing functions.
school classemstead of one or all.

Per-check totals have been added toMteedor Detail
A function has been addedua-enroll tagged students report (451).
from school.
Miscellaneous
Font sizes and browser row heights have been i

creasedthroughout Rakefet for improved readability.

Scheduling
A Scheduling Mavenhas been added sutomatically
add or delete recurring events

I've left out a number of changes because of spiate
Mishloach manot feature tations. Every change, including minor report nfied
You can determine who has the ‘Reciprocate for Mis cations, bug fixes, performance improvements, \eiit.
loach Manot’ flag set, and you can clear all ofther a be found on our change list. Just goatew.rakefet.
subset with one click. comand click the link for Change List.

The Cash Receipt list (248) can now be sorted by
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Dear Lise, ted on it. Last week the pro- Change Account Numbers
The couvert feature of tax de gram chair asked me for a lis feature in Maintenance to
ductibility is pretty cool. of all the people who had paic merge them into the maste
Whenever we have a journz so he could get a head cour accounts, of course, income
dinner, | just enter the fair mar. and was very annoyed that th into income and expense intc
ket value of one dinner ancreport was sprinkled with expense. Naturally, if every
then for each ticket purchase, payments in parentheses. |year you have a scholar in
indicate how many dinners thethere a better way to handle residence or a journal dinner

check covers. | really thought this? you would keep those ac-
had it nailed. Then we had | counts active for purposes o
silent auction. We're selling comparison.

different items at different Dear Ora,
prices—sometimes the pur We call this in the trade a clo-
chaser really gets something fc aca account. A cloaca is ai
less than it's worth, but some orifice in simple life forms
times two people get into a bid used for both ingestion anc
ding war and we end up sellin¢excretion. Good for amoebae
some tacky mess for well ove not so good for synagogue
its fair market value. Any sug- bookkeeping. Make a sepa
gestions? rate expense account and lin

o

Dear Melissa,

| created a letter template on
slow afternoon and added ir
some classy graphics in the

the income account and the header—a scanned photo
expense account to a fund graph of our synagogue an

Dear Alba, Running 256 for only that ON€ Of the preschool kids
The total fair market value of fund will tell you your net just 9nting the Hanukkah can-
the transaction is arrived at b'as easily as the cioaced/€S: | made one copy and i
multiplying the couvert by the method, but you will also looked great!! When | ran the
number of units. So set thihave the option of looking at |€tt€r for everybody
couvert of the Silent Auction the income by itself or the (Naturally, on a crazy Friday
income account to $10 (or $10 expenses. morning), the computer kept
if you're auctioning really locking up. What does the
pricey stuff) and vary the num- | applaud your desire to keef COmputer care how many let
ber of units in each item to ar your chart of accounts from t€rs I'm printing?

rive at the fair market value. If getting overgrown. One op-

a fruit basket is worth $20,tion is, if you have a few )

you'll enter 2 units and thesmall-scale non-repeating I?ear Cutie, _
goods and service amount wil programs throughout the year 'l keep it quick and sim-
be $20. If the person paid $5(you can have an accoun Pl€-.- When you scan pic-
he’s made a tax deduction c called Misc. Program Income {UT€S, you can scan them fo
$30. If he only paid $20, heand Misc. Program Expense: different types of uses. The
hasn't made a deduction at al that you use for each one different types of uses can
Always assume that the persc Probably all your activity 'ange from posting them on &
paid you at least what the iter takes place during a pretty WeP page to magazine or bill

was worth. short time period, so limiting Poard print. Basically small
_ it to the 6 weeks surrounding {0 really huge and detailed
Dear Lise, a particular program will limit SO. for your purpose, | sug;

When we have a little progran you to that program only, and 98St scanning these pictures
| always record people’s pay not its predecessor or succes @ lower resolution, possibly
ments into the income accour sor. 100-200 dpi, and saving the
and write our expense check graphic files as JPG or JPEG.
out of the same account. | fig A variation on that method is,
ured, why have two account while you're working on the
when one will do? and running program, it can have its own
a Report 256 will always tell accounts, but when you've
me right away what we've net- wrapped it up, you can use th

D
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As if there aren’t enough annoyances and problammsréent in
the hardware and software of our computers, we hadeal
with malware which can be defined as digital vandalism.
There are several types of malware floating arcoddy, and
new versions of them crop up from day to day. Heeesome
of them and how you can protect yourselves agéiesh:

Viruses and wormsare unwanted programs that spread from
computer to computer by email and other means. digtanc-
tion isn’t clear-cut, but one definition is thatrwses may at-
tach themselves other program files on your conmputhile
worms spread from computer to computer without riydratj
programs. Either way, the results of infection @&nhighly
unpleasant. The unwanted program can damage ymia®
ing system, delete files, even wipe out the costarityour
hard disk. One common syndrome is that computetis w
broadband internet connections are turned into ties), con-
trolled by hackers and used to send spam emai pattici-
pate in attacks on websites that the hackers dike’t Many
viruses or worms will access your email addresskbaad
send copies of themselves to some or all of theesdds
there. When this happens they often use someesktlad-
dresses as the ‘From’ address of their emails, whiay fool
the recipients into thinking the malware came freomeone
they know.

A virus or worm may arrive as an email attachmelnictv you
need to click on in order to become infected; e of them
can be spread simply by opening an infected em@ihers
have been transmitted by programs which searclinteenet
for open ports, establish communication, and uplkbadmal-
ware! All you need to do to become infected ishto con-
nected to the internet without protection.

Another form of malware ispyware Spyware consists of
programs which keep track of a user’s behaviorteatsmit a
report to someone somewhere. This can be asiyaigtin-
nocuous as noting web sites visited for marketinggpses, or
as dangerous as logging keystrokes to capture tcozdd
numbers and passwords. Spyware can take the férm o
worm, or it can spread by tagging along with dowadled

software. Wonder why they are advertising freesgrsavers At Transparent Software, we do ALL of these (it
would be a Very Bad Thing if we distributed mal-
ware to our customers), and you should too.

or email icons? What do you think you get alonghwhese
‘freebies’?

2)

3)

4)

5)

6)

7

applies to Windows NT and XP, but there are some
security updates for Windows 98. You can do this b
running the Windows Update function. | personally
do not allow this to happen automatically, prefegrio
know what is happening to my system and when!
Don't use Microsoft Outlook or Outlook Expres
for email. Outlook is the most popular Window:
email client, so it is the biggest hacker targHtyou
must use one of these programs, be absolutelyysure
have installed all the Microsoft security patchesitf.
Install a software firewall A software firewall is a
program that prevents hackers from accessing your
ports from outside and prevents spyware programs
from ‘phoning home’. There is a built in firewat
Windows XP with Service Pack 2, but it only protect
against inbound connections. Turn it off and ilhsta
two-way firewall.

Install an antivirus program that is updated auto-
matically. You must use a program that scans all in-
coming email and programs that you install for vi
ruses. Ours checks for updates once an hour;uf yo
have an antivirus program that is not updated auto-
matically, you are not protected against new andimo
fied viruses which are constantly being created.
Install an antispyware program and run it regu-
larly. You may be surprised at the number of tracking
programs that you have accumulated.

If you have a broadband (DSL, cable, satelét etc.)
internet connection, use a NAT router. ‘NAT’
means ‘network address translation’. It allows you
make your individual computers inaccessible frortx ou
side of your network.
Be careful Do not click on email attachments when
you are not sure what they are. Remember, thenretu
address of an email containing malware is almost jal
ways faked. Don’'t download free software, screen
savers, etc. unless you know that they are OK.ré& he
is a large amount of ‘freeware’ available whichist
loaded with spyware, but you should research angth
that you want to download to be sure.

1°2}

If the

How can you protect yourself and your organizatigainst t€chnical aspects seem overwhelming, get a profes-

digital vandalism? Here are several steps thatcamutake:

1) Keep the operating system patched You should
make sure that your Windows systems incorpora
Microsoft's critical security updates. This mostly

sional to help you.
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A synagogue is a unique sort of business—and at lsi-
ness, in addition to being a place of worshipit ¢an't func-
tion like a business, the congregants will end apetining
in the dark, or out on the sidewalk! Its speciarecter is the
result of good cooperation and communication betweol-
unteer board members and paid administrative werke
What is the ideal division of labor between theswgrer and
the paid bookkeeper? There is no one answer—ierp
on many factors: the skill level of each one, éimount of
time that each has available, and—let’s face it—ah®unt
of trust that the synagogue places in its emplaydesthis
last, it is possible to err in either directionrediting a dedi-
cated and trustworthy employee like a potentiaéfthiill
result in a high turnover in personnel and the ilitsbto
keep good employees. Misplaced confidence andsenae
of supervision is an invitation to disaster thatusous both
to finances and morale.

A knowledgeable and trustworthy bookkeeper can tbagh
in the receivables and produce the payables. Hsher
should not be a signatory on the checks. Thereldhoe

two signers, and checks should not be signed they are
made out. This gives two board members the oppibytto

approve the expenditure. If the employee is ned @amsu-
pervised, the treasurer may wish to Xerox eachnreoheck
and make the deposit himself, allowing the employeg

the payments into Rakefet from the copy. Whoeetuadly

goes to the bank, payments should be logged it e alate
of deposit. This produces a one to one correldietween
the deposits shown on the monthly bank statemehRake-
fet's Check/Deposit Register (260). A competenbko
keeper can certainly reconcile the bank accounfRakefet
but the treasurer should compare the documentitiom the
bank and from the computer. At this point, (befdre board
meeting), the treasurer can also look at the incan ex-
pense accounts to which the money was allocatedpand
haps say, “I don’t think we should call this a hiteliy ex-

pense; put it against the Seder Pesach.”

| have spoken to many bookkeepers in the coursayojfob

here. The vast majority are intelligent, diligemd scrupu-
lously honest. It has also occasionally been nhappy task
to help a treasurer sort things out after grossrimetence or
outright theft. | will say that in every case d@litherate theft,
this was accomplished, not by finding a way to sipbff the

synagogue’s income, but by the employee writingsélér
checks. This can, of course, be prevented by dgatkia sim-
ple precautions described above. In one instaheeem-
ployee knew that her board members went over tbenme/

expense reports with a fine tooth comb, but simey tdid

not ask her for a balance sheet, her “loaning” éiéthou-

sands of dollars into an asset account went unigetdor a
few months.

One thing is certain: the buck stops at the tnemsudesk. He
must be as familiar with the ins and outs of theagpgue
money as he is with those of his own householdis €an be
accomplished without annoying and insulting microage-
ment, by informed perusal of a selection of repodmbined
with a reality check with the bank statements. oddj proce-
dure is, after the last income and expenses aoeded for the
month, the bookkeeper can e-mail a backup to #eestirer; he
can restore it to the Rakefet he has running orhbime com-
puter and run the reports he will be showing tolibard, an-
ticipating any questions that might arise (“Why vwas tele-
phone bill so high this month?”) and researchirg dhswers.
When he brings these reports to the board meetimgye
month, he will be confident that they are both clead accu-
rate.

What reports should the treasurer bring to a boardmeet-
ing every month?
A good starting point is:
1. A balance sheet (267), backed up with a st
fund summary (252) if your congregation has a s
nificant proportion of its assets in restricteddan
2. An income/expense summary (255) for the last
complete month
3. The budget report that your board feels thetm
comfortable with, probably either a month to date/
year to date (264) for the last complete monthher t

budget progress report (270), either one summarized

by budget category.

Why not the detailed reports subtotaled by category Isn't
that better?

No, it's more than the Sisterhood and Men’s Clytsreeed or
want to know. As the treasurer, you'll have prihtbe detalil
reports, both budget and income/expense, and disdutiem
in your committee. You'll have them on hand at theard
meeting in order to answer questions, but no neeoutden
the entire board with so much detail.

What about the Receivables by Family?
Again, that's something that should remain in cotteri—to
cut down on lashon ha-ra if nothing else.

The treasurer and the bookkeeper need to worklegetith

mutual trust, respect and clear communication édeoto keep
your synagogue in the black!
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What's going on in that office?
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Many regards from your friendly tech support gal!
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Keeping on top of your bank reconcilia-
tion is a lot like going to the gym—when

you keep on top of it, it's easy to continue;

4. Sometimes someone expended mameythe
synagogue’s behalf and says he wants to make aidor it
and wants tax credit for it; he may tell you toesrit as a pay-

when you let it go, the temptation is to ment because only a cash payment generates a alomati
take your cue from Scarlett O’Hara* and ceipt. Morally this is correct, but it wreaks hawsith book-

go do something really important, like
take out the trash or water the plants.

A few simple tricks can help you keep this projrom be-
coming an overgrown sea monster. When you go 3pe-
cial/Reconcile Bank Account and select your accokatp
those itchy fingers off your mouse until you've quaned the
Statement Balance to the Computed Balance to #méingt
balance on your paper statement. They should althe
same—because that’'s the number you reconciledniorgh
ago. If your Statement Balance and your Computaidrize
are no longer the same, someone has done somesinice
the last time your reconciled, and, since you'raihole, lay
down your shovel. Starting to tag the items on ¢berent
statement will only get you in deeper. What cooddrespon-
sible for discrepancy?

1. First look at the two handy fieldelow, Cleared
Checks and Cleared Deposits. If you reconcilet! fasnth,
all cleared items went out of the bank rec progrdfthere
are numbers in either field, scroll down till yoeeswhat they
are and figure out why they've been cleared. Diodisrount
the possibility of someone other than you foolinguad
without knowing what they're doing. If these itefnad not
cleared by the time of your reconciliation, unthgr.

2. If you had to edit an item thaidhalready been
cleared, even if you never touched the amount—sayas
allocated to the wrong account or you misspelledoad in
the memo—that item must be reevaluated and wipear in
the bank rec program. If you reconciled succebsfut the
end of May, and suddenly there is a single incaem idated
February, suspect that it was edited. If you retvemdoing it
and you know you didn’t edit the amount, go ahead aear
it. Indeed, when you are doing the editing, yoll gt a
warning message that the item has already beeredled he
best procedure is to immediately go into the bagdk pro-
gram, clear the item, making the Statement Balsagain
match the Computed Balance.

3. Assuming that there is a newfolgstery item in
the bank rec program and you have no idea howtitigoe,
run the check deposit register for the time pednd haul out
the paper bank statement. If the bank says yowditepl
$5378 on February 13, and Rakefet says that, imguthis
item you deposited $5378 on February 13, you cattypcon-
fidently clear the item. If the cleared depositTMOUT the
mystery item is equal to what the bank says waositgd,
then call in Jack Webb and find out who enteresd &imd what
they were trying to accomplish.

keeping. The thing to do is to reimburse him fritva appro-
priate expense account and have him endorse it toagku.
At this point it really is his money and you enieas a pay-
ment or donation from him in his account. Sincei yare
really putting it in the bank, you will not be dgiwiolence to
your bank deposit. Remember, Payments and Dorsatiwan
cash money (or plastic) going into the bank account

5. If someone edited the amount rtem that had
previously cleared, and the new entry is accuthi®, means
that you reconciled last month on the basis oflsefassump-
tion. This is the most difficult tangle to getantbecause you
will need to go back until you've got Rakefet ahe bank in
agreement and then move forward.

6. |If you can't make it make senksgve it for
awhile. If you close the bank rec program, yowstaill re-
main as they are. Sometimes your subconscioustgoesrk,
and the next morning, you easily flush out the mipancy that
was driving you nuts the afternoon before.

7. If nothing helps, and we're taliipennies, it's
probably not worthwhile to continue pulling yourihaut.
Journalize the offending amount into or out of thenk ac-
count (remember a debit makes the bank balancebmy a
credit makes it smaller) and when you clear yourial entry
you'll be in balance. Remember this is a last reaod cer-
tainly should not be happening very often. If yagcountant
sees large adjusting entries every month, sheviélaastroke.

Rosh ha Shana is the time foh@shbon nefesta searching of
the soul with an eye to ethical changes. The éginof the

civil year, while not as spiritual a season, israag time to
sign yourself back up at the gym and keep on togoaf bank
reconciliation. In its humble way, the feeling ygat when
you see the message, “The account is now in balaica

real adrenaline rush. The world has just becoritleamore

harmonious and, who knows? Perhaps the Meshiash
came a little closer.

*As Rhett was walking away into the fog, she faeif herself
with the thought that, Tomorrow is another day.
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