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Section 1 Contents

Getting Started

Page

Entering Organization/Site license information 1-1
Organization: 1-2

Form G1 Name, Street and E-mail Addresses

Fed ID, MN Tax ID

CEO, Gambling Manager and

‘Prepared By’ Names and Phone numbers
Site(s): 1-3
Schedule-B2 (and -A, if any) Name,
Operation type, Lease terms,
Local sales tax rate
Financial records — add/create new records 1-4
Starting Points 1-5
Profit Carry Forward, Worksheet-E totals YTD,
Checking balance, Start-bank totals,
CD/Savings and Bingo inventory (if any)
Entering Inventory (Old-Beginning Inventory) 1-6
Add an Invoice (Reading a disk-file or entering manually) 1-7
Enter Deals 1-9
Game Information (price/play, plays, etc) 1-11
Activity - Entering closed deal results 1-12
Correcting entry errors 1-14
Bingo Occasion reporting (Standard, Linked or Bar) 1-15
Site Physical Inventory  (LG846) 1-16
Tracking/Audit Form (LG861)
Site Inventory Log (LG847) [print an example to see if it is useful] 1-17
Activity Reporting Form (Gleason) [ “ “ “ ]
Backup/Save your information (your data files) 1-18
Restore/Reload from Backup files  (and an aid to experimenting!) 1-18
E-mailing backup files 1-19
Month-end (“to do”) check list 1-21
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Add/create Financial Records
Save as (“*”) Outstanding and/or In-Transit
Never ever delete a “lost” or “un-cashed” check

Use/Line and Site numbers
Use/Line 34, 35, 39 Required deposits and Approved adjustments
System Use/Lines: 80, 81, 82, 89, etc.

Invoice(s) Paid
Sales tax and Other expenses

Dividing expenses among Sites
Shadow “Pay-To” and repeated “Comments”

Site Accounts

Real account or artificial/matching ...
Deposits after month end ...

“TJA” or “7C” interest to a Site account

Checkbook Reconciliation
Update account balances
Clear outstanding checks/deposits
In-transit verses after-month-end ...

Quicken and QuickBooks
Multi-Site Allocation

View/Edit Financial records
Show all “Use/Lines” or “One”
Show all “Sites” or “One”
Find “Check #” ...

Find “Pay-To” characters ...
Find “$xx.xx” amount ...

Financial
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View/Edit Invoices
Show Bingo invoices only?
Show for one-Site or all-Sites?
Print Invoice Summary Report

Edit an invoice

Adding a New Invoice (or Credit Memo)
Enter manually or Read from a distributor’s disk file
Bingo paper invoice
Sales Tax, Other Costs, Gambling Tax
Credit Memo

Enter Deal Information
“Game information” vs “Deal information”
Enter manually or Read from a distributor’s disk file
Duplicate serial numbers

View/Edit Deal Record (or Correct Entry Errors)
The date “01/01/2000”

Game Information (price/play, plays, etc)
Last Sale Prize(s)

Audit an Invoice
Return a deal
Move a deal

Deals assigned to “000”

Storage-Box assignment/contents

Inventory
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Enter Closed Deal Results
Deposits (in the deal record & in the check register)
Duplicate serial #’s
Loss deals & reimbursement checks (no check, no loss)

Paddle Wheel (30 number)
Merchandise prizes cost & profit
Merchandise prize log (LG830)

Partial deal Results
Cash registers & Dispensing machines
Paddle Ticket sessions
Experiment!
Report example: Month’s activity

Merchandise Prizes
“3B” Paddle Ticket prizes
“8B” Tipboard prizes
“99” or “2B” Raffle drawing prizes
Schedule-F lines 11C, 11D, 15, 19 ...

Storage Boxes & Initials
“Initials” in deal records (up to 5 characters)
Storage-Boxes for played-game results

Raftle Reporting
Basic principles
Multi-month income
Multi-month prizes
Tax Exempt (form ER and reporting)

Raffle Tickets as inventory

Bingo Activity
Enter a session/occasion results (Standard, Linked or Bar-Op)
Mega Bingo
Bingo inventory/goods used
Activity summary report

Activity
Page
4-1
4-3
4-4
4-6
4-7
4-8
4-10
4-11
4-12



Lawful Gambling Records & Reports

Section 5 Contents

About form G1 and all schedules

Tax Return, etc

Must do G1 before doing schedule-F, must do schedule-F before printing G1

From 1 to 12 months
With “date printed” ...

Schedule-B2
Using “Initials”
For “progressive games”
For a “funds loss” report
For a “defective game” report
From 1 to 12 months
With “date printed”
Landscape or Portrait
Mfg-Form # or Names

Schedule-C
Establishing your own “programs”
History report, for any period ...

Site Shortages

Pending Deposit

Shortages made good

Bar-Op Rent reported and funds withheld
Unsold Ticket Refund (G7430)
Gambling Control Board (GCB) Rating Worksheet
Worksheet Cash Shortage (CS)
GCB Fiscal Year report

Report to members

Annual Goal

Revenue and GCB e-Files
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Organization Performance Report
For 1 to 12 months
As Year-to-Date

Site Performance Report
For 1 to 12 months
As Year-to-Date

Tax Return (form G1) 6 month summary
Any six month period

Funds Reconciliation (Schedule-F) 6 month summary
Any six month period

Site Rent Calculation
Based of “Site License Information”
Examples

Management
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Page
Test Check amount verses Invoice totals 7-1
Test Invoices for valid Paid-By check numbers 7-1
Archive Old Records 7-2
Change reports “Heading” 7-4
Change your printer alignment 7-4
Appendix

Google: Gleason’s software or goto:  www.Gleasons-inc.com
Information Required for Record Keeping

Reconciling the Bank Statement and the Check Register
Month-End Check List

Printed Records (Recommended)

How to handle schedule-F when the difference is not Zero
(or the same as the month before).

Misc. report examples:
Invoice History report
LG861 Tracking/Audit form
Statement of Assets & Liabilities
Statement of Revenue & Expenses

Organization Performance report



