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iMember Accounting

1 Navigate tohttps://member.freemason.org/

2 Log into your member account

3 Click on "Lodge" on the top right

4 Click on the "$" icon on the left-side menu bar
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How To Create Bills and Add Vendors

I. Secretary Creates Bills & Approves Bills

1 Select "Bills" on the left-side menu list
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2 Click on the "+" sign to add a bill

3 Select a type of bill
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1. Payment to Vendor Bill

5 Select "Payment to Vendor" option if the payment is for non-member
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6 Click on the down-arrow to select a vendor

7 Fill out the required fields (Bill Date, Due Date, Description, Expense Items,
Amount) and click "Add"
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8 Click "Approve Bill"

2. Reimbursement to Member Bill

9 Select "Reimbursement to Member" option if the payment is for a member
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10 Click on the down-arrow

11 Type member's name in the search bar and click on the name
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12 Fill out the required fields (Bill Date, Due Date, Description, Expense Items,
Amount) and click "Add"

13 Click "Approve Bill"
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3. Payroll to Member

15 Select "Payroll to Member" option if the payment is for an officer's salary
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16 Enter Member, Position, Pay period, Bill Date, Due Date, Payroll Amount, and click
"Add"

Notes: If the Lodge uses Paychex, please refer to the Payroll Journal for the
employment tax amount.

• Wages and Salary: Enter Gross Salary

• Employment Taxes: Enter the total of Social Security, Medicare, CA Disability, Federal
Income Tax (if any), and/or CA Income Tax Withholdings (if any).

• Other Employment Taxes: Enter other employee's deductions, such as retirement plan
contributions (if any).
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17 Click "Approve Bill"
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II. Treasurer Pays Bills

22 Select the bill show under "Bills to be paid" on the Treasurer Tools
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1. Print Check with Pre-printed Check Stock

27 Click "Print Check" if have pre-printed check stock and would like to print check
from iMember

28 Select a layout to print check
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2. Print Check with Blank Check Stock

30 Click "Print Blank Check" if have blank check stock and would like to print check
from iMember
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31 Enter Check Number, Check Date, and click "Print Blank Check"

3. Pay Bill

32 Click "Mark Bill as Paid" after printing check or when making payment with a
hand-written check or electronic funds transfer
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33 Enter Check/Payment Date, Check no. , and click "Mark Bill as Paid"
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III. Add Vendor/Payee

39 Go to "Bills" > click on the "+" sign > select "Payment to Vendor"

40 Click on "Add Vendor/Payee"
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41 Enter Vender name, address, contact information, customer number, and click on
"Add Vendor"



Made with Scribe - https://scribehow.com 1

How to Add Manual Receipt/Record
Members' Dues Payment

Secretary Records Dues and Other Receipts

Add Manual Receipt

1 Click "Overview" on the left-side menu list

https://scribehow.com
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2 Click "Add Manual Receipt" on the right-hand side

3 Enter Transaction Date, account to Deposit into, Income Category, Amount and
click "Save Deposit"

Record Member's Dues Payment
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4 Under Secretary Tools, click on "Members Owing Dues"
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5 Click on "View Members Who Owe Dues"

6 Find the member who pays dues and click "Add Payment"
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7 Enter Payment Received Date, Payment Type, Check Number (if applicable), Total
Amount Received, and click "Submit Payment"
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8 Under Secretary Tools, select "Payments to be Paid Over for Operating Account"

9 Select items to pay over to the Treasure to deposit
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10 Click "Pay selected receipts over to Treasurer"

11 Click "Create Payover Receipt for Treasurer"

Treasurer Creates Deposits
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12 Under Treasurer Tools, click on the transaction date

13 Click on "Mark Payover as Deposited"



Made with Scribe - https://scribehow.com 9

14 Enter Deposit Date, upload deposit slip (if needed), and click "Confirm and Submit"
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How to Enter Budget

1 On the left-side menu list, click on Click "Budgets & Reportings"
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2 Click on the "+" sign
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3 Enter Accounting Period Start and End date
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4 Click "Add"

5 Click on the budget amount to edit.
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6 For instance, click on the Fees (membership, degrees,etc.) budget amount to edit,
enter the amount, and click "Save"
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Generating a Financial Report

1 On the left-side menu list, click on "Budgets & Reportings"
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2 Click on a report name

For example: Financial Statement

3 Enter report start date, end date, and click "Generate Report"
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Reconcile a Bank Account in Cashbook

1 On the left-side menu list, click "Overview"
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2 Click "Cashbook" at Treasurer Tools

3 Select an account to reconcile
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4 Enter a date range and click "Filter by Selected Date Range"

5 Click "Reconcile Cashbook"
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6 Enter Statement ending date and Ending balance

7 Check mark a transaction that matches your bank statement
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8 If the difference amount becomes "0", click "Finish Now". Otherwise, click "Save
Draft" and go back to record any missing transaction.
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