MWC Graves Sold Report Training

The Maplewood Cemetery Financial Process

Introduction
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CEMETERY

Welcome to Graves Sold Report Training!

The MWC Quarterly and Annual reports are important and required to present the status of the MWC
Association. This training document will take you through the process of completing this report.

Below is a sample of the quarterly business report:

Business Report  as of 12/1/2023 YTD 2023
o \'J Vv o x
Checking: Key Bank General Savings: Vanguard (3} T PM Accounts: Vanguard KeyBank(pm) °M ’;‘T‘;“”“‘
Balance Forward S 20,615.13 | |Balance Forward 5 129,700.97 | 5 150,316.10 [Balance Forward 5 352,350.00 | 5 $352,350.00
Receipts/Deposit 5  126,691.57 | |Receipts/Deposits Receipts/Deposits 3 5
Expenses $  111,82057 Expenses Expenses s 5 -
Balance 5 35,334.13 | [Balance 5 142,465.33| 5 177.799.46 |Balance S 359,155.98| § - $359,155.98
YTD2023 $27,483.36 YTD2023 56,805.98
Net Income - YTD 2023
Business Report Yo 2022 Last Year FY 2022) A"E"“::a[r"j =k Donati F
Grave Sales 50 25 a3
Interments - Full {total) 1752} 16 (a4} 43 i
Intarments - Cremated 35 28
Foundations 35 13 - Div/int
o 8%
Section Availability # Graves Income - YTD Met Income
C 4 Donations 5 2,132.74
D 13 Foundation Income | § 13,744.00
[ 2 Diwfint 5 7,980.77
H 1 Income 5 30,300.00
J 420 Grave Sales s 48,500.00
K 248 5 103,637.51
Total Available: 689 [
Total Sold: J &K 337 = |}&K: (since 6/2013) 33%
* includes Buy-Bocks | Donation Notes: ¥et Flag Holders (All $ 6.449.00
[since inception] $$forTrees (All]  § 15,417.00

This is a complex report
to generate and
requires multiple
sources. More details
on how to create this
report are provided in
the ‘Business Reports’
training.

Grave Sales, the actual number of graves sold, in the report year are more difficult to compile. This document
focuses on how to report the GRAVE SALES. Multiple ‘tools’ are required. Some of that data will also be used
to report the Section Availability numbers.

Information needed for this Grave Sales report requires data from:

e QuickBooks Online (QBO)

e MWC Admin

e MS Access database
e MS Excel
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Graves SOLD vs. Grave SALES

It turns out that these are 2 different items that make a big difference on how we report our inventory of
graves and how we allocate Permanent Maintenance (PM) for Grave Sales. Both values are needed for our
quarterly and annual reports for MWC and NYS.

e QuickBooks Online (QBO)
o Provides the Grave Sales amount.
o Grave Sale Income Report: reports all the funds applied to both the complete purchase and the
monthly payment plans during the report period.
= This is the amount that should be entered in the Grave Sales Income cell of the Business
Report.
e MWC Admin: To provide the Grave Sold count.

Maplewood Mobile Menu The ‘Sold Yr’ button can be used to generate the listing of Graves Sold for
I the year entered. This data must be filtered to produce the actual number
| (/Ma}%tafqod of graves sold. The MWC database that is used contains the names and

graves that each person is recorded as assigned to use.

In many cases, there is more than 1 person assigned to the same grave.

Rev: (20231230)

b Last ‘ » sec-lot | The data filtering needs to be done to eliminate that redundancy and

i) First ‘ , |
provide an accurate grave sold count.

» Photos b IntYr b Sold Yr

Once the ‘Sold Yr’ button has been selected and the desired report year entered, the results will be displayed
on the screen.

Enter ] The results table can then be copied or
‘screen scraped’ and pasted into an empty tab of
Grave Sold Year: E Search an Excel Spreadsheet.
] This data should paste properly in multiple

Searching for: 2023

columns, with the headers, for further analysis.
MWC Database Output Rev. 2

The Results loop begins: 71

Section || Lot || Grave Last First Int | Cre I‘_)u: Dod Mnt || Grave Sold
K 25 (|7 Anticoli Dana Cc 0 2023-11-06
K 25 [|7 Anticoli Matthew C 0 2023-11-06
K 25 |5 Baresse Thomas Cc 0 2023-11-06
K 25 |6 Baresse Noreen C 0 2023-11-06
K 25 |6 Baresse Craig Cc 0 2023-11-06
K 18 || 7 Bouphavong || Phetsamone C 0 2023-12-29
K 18 (|7 Bouphavong | Manida Cc 0 2023-12-29
J 4 22 Brady Kevin 0 2023-05-19
F 207114 Rrooks Norita 0 2023-09-13
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a Here is the Graves Sold

File Home Insert Page Layout Formulas Data  Review View Help  Acrobat QuickBooks  Team data paSted Into an EXCQ'
— - T s e O~ M. Fa [F= spreadsheet.
7 H &g @ e h? @B @ FF db

23]
= shot ~ MR~ v [ D
@ Screenshot Recommended o I:[h:l i} Maps  PivotChart ]

PivotTable Recommended Table Pictures Shapes lcons 3D

- PivotTables v Madels ~ Charts @ - |_ - - - Map ~ The IF||ter|ng, prOCGSS
Tables lllustrations Charts G Tours |nVO|VeS creatl ng a PIVOT
~ fx section tab|e.
A E S D E F G H J L
" i 1u] LUIVECG AL ury 1uu L= u T IZIZUZD
. Select all the data
_ 16| 10(McCarthy Rita c 0 1/12/2023 . .
that was pasted into this
48 K 2 7|Morton Geraldine X c 2023] 9/23/2023 0 9/25/2023 b
49 K 22 7|Morton Brian X C 2023| 2/13/2018 0 9/25/2023 tab.
h0 K 10 1] O'Brl.en Donald X C 2023[10/11/2023 0 10/12/2023 [ ] Cllck on INSERT |n
651 K 10| 4|O'Brien Family 0 10/12/2023 .
52 K 10 5|0'Brien Family 0 10/12/2023 the top menu, then Pivot
B3 'Bri 12/
? K 10] 6 OBn.en Family 0 10/12/2023 Table.
54 K 10] §|O'Brien Family 0 10/12/2023
E5 K 10] 9|O'Brien Family 0 10/12/2023
56 K 10| 10|O'Brien Family 0 10/12/2023
57 K 10 11|O'Brien Family 0 10/12/2023
58 K 10| 12|0'Brien Family 0 10/12/2023
59 K 10| 13|0'Brien Family 0 10/12/2023
650 K 12| 9|Pfluke Les c 0 12/26/2023
651 K 12/ 9|Pfluke Linda C 0 12/26/2023
b2 |1 6| 1|Quaring Thomas X 2023[ 1/11/2023 0 1/12/2023
N - v jamin )|
540 il A 1
s |
b6 1T File Home Insert Page Layout Formulas Data Review View Help Acrobat QuickBooks  Team
o7 Z =] =] 75 SmartArt o= :
; iZ B o : i
9 |J PivotTable Recommended Table Pictures ° PivatChart
0 T ~ PivotTables he -
71 J_ Tables lllustrations Charts i
2 I8, i Jfx | section =
: | A B © D E F G H | J K r
Section | Lot | Grave Last First Int Cre | ImtY¥r Dod Mnt Grave_Sold = This pop-up will appear
2 K 25 7| Anticol Dana C 0 11/6/2023 ShOWII’Ig the ra nge you
3 K 25 7| Aol Matthew c 0 11/6/2023 ) . .
= 2 s|Baresse  |Thomas c 0 11/6/2023 selected of this data, including
5 K 25 6[Baresse Noreen C 0] 11/6/2023
6 K 25 6|Baresse Craig C 0 11/6/2023 the top row data headers'
Tk - T|Bouphavong  |Phetsamene = New Worksheet has already
: selectatable orrange T beenselected. (a new tab)
s [ 1 Mz e Table/Range: | Sheet1!SAST:SKST2 (2] = Click OK
R 4 22 Erady Kevin Choose where you want the PivotTable to be placed L )
0 [E 207 4Bronk;-en N:m]a © NewWorksneet [ = Then switch to the New
1K 8 16|Campl Charles (O Existing Waorksheet
o c 16|Campbell | Naomi o . L Worksheet — Sheet 2
13 K 9 11|Clapp Gary -
14 K 9 11 C]app e Choose whether you want to analyze multiple tables 1
15 I 10 8| Connor Nancy X [C] Add this data to the Data Model 1
16 K 25 5|Cordello Mfichael ox cancel | |
_F 211 8|Cordello, St |David X c 2023 7/8/2023] 1] 7/20/2023|
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PivotTable Fields \

Choose fields to add to report:

| Search

[ Int L. Select these fields to be shown in the Pivot Table in the
order shown below.

Grave_Sold
[] Days (Grave_Sold) —

— ona '

Drag fields between areas below:

Filters Columns

Rows % Values

»

Section ~

Lot v

Make sure that the fields are selected in this order.

Grave -

Last ~
First - —
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Refresh Change Data
Source v

i3
File Home Insert  Page Layout Formulas Data Review View Help  Acrobat  QuickBooks  Team
PivotTable Name: | Active Field: +Z Expand Field — Group Selection E‘? @ = D]
[PivotTablel | [First | &H Ungroup =~
' ' -= Collapse Field Insert_Insert
E Options  ~ @ Field Settings Slicer  Timeline e
FivotTable Active Field Group Filter
AB v fx | Patricia
A B C D EW . n
. tions
2 PivotTable Mame: | PivotTablel
3 |Row Labels ~ | Sum of Lot Sum of Grave .
e 934 7 Layout & Format  Totals & Filters  Display  Printing Data
5 | =Grieger 934 7 Display
[ =lrma 467 a B show expand/collapse buttons
4 11_;{1;2023 a67 4 B show contextual tooltips
e = Patricia 467 3 Show properties in tooltips
9 11/4/2023 467 3
10 (2F 1115 51 B Display field captions and filter drop downs
11 = Brooks 207 4 B Classic PivotTable layout [enables dragging of fields in the grid)
12 =IMorita 207 4 Show the Values row
13 9/13/2023 207 4
Show items with no data on rows
14 =lConnor 40 k] . X
Show items with no data on columns
15 =INancy 40 8
16 4/28/2023 40 8 Display item labels when no fields are in the values area
17 =ICordello, Sr. 211 8 i
18 = David 211 8 O sortAteZ
= 7/20/2023 a1 8 © sort in data source order
20 =l Costner 207 3
21 =ILolita 207 3
22 9/13/2023 207 3
23 =/Ferera 224 16
24 = anthony 112 g
N5 ~ Jx  =IF(Ds<"",1,0)
A B = D E F S K L
4 | Section - | Lot -~ | Grave ~ | Last ~ | First ~ | Grave_Sold
5 @D -1 467 =13 = Grieger = Patricia 11/4/2023
6 =14 = Grieger = Irma 11/4/2023
7 |2F =1 40 =18 = Connor = Nancy 4/28/2023
3 =112 =& =Ferera = Anthorny 4/18/2023
el = Mary 4/19/2023
[i] =113 =6 = Klumpp = Carolyn 9/1/2023
11 = Robert 9/1/2023
|2 = 207 =13 = Costner = Lolita 9/13/2023
13 =14 = Brooks = Norita 9/13/2023
14 =211 =& = Cordella, Sr. = David 7/20/2023
I5 (2 H =15 =13 = Day = Timothy 9/6/2023
16 =1 -4 =22 = Brady = Kevin 5/19/2023
|7 25 =11 =Quaring = Angelina 2/8/2023
13 =6 =1 = Quaring = Cindy 1/12/2023
19 = Thomas 1/12/2023
1] =2 = Quaring = Cindy 1/17/2023
4 =10 =21 = Rybinski = Erin 11/7/2023
p2 =1 Steven 11/7/2023
P3 =22 =Theis = David 11/7/2023
o4 =123 =Theis = Maonica 11/7/2023
PS5 = Scott 11/7/2023
P6 =125 = Gaskill = Frederick 5/1/2023
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PivotTable Analyze

Data

Alt Text

&

Cancel
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Design
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Clear
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E
=
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CEME

| prefer to use the
‘Classic PivotTable’
view.

The next step is to
add a filter to the
pivot table to get
the actual count of
the graves sold.

 ——

The filter is this
equation that will
eliminate the
redundancies.

Add this equation
in column N,
repeat the
equation to the
end of the table
data.
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M5 ~

46
47
43
49
50
51
52
53
=4
55
56
57
58
59
&0
&1
62
63

65
66
67
68
69
70
71
72
73
74
75

76 |Grand Total
[

The accurate count of the graves sold in report year 2023 is shown here:
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=11

=112

=116

=17

=21

=122

=123

=125

fi

=

=IF(D5<="",1,0)
D

=8 =0'Brien

=9 =0'Brien
=10 =Q'Brien
=11 =Q'Brien
=12 =Q'Brien
=13 =0'Brien
=117 = Eller

=19 = Pfluke
=18 = Kerr

=3 = Edkins

=17 = Bouphavo

=12 = Lapp

=13 = Lapp

=17 = Maorton

=18 = Kleemann
=19 = Kleemann

=I5 = Baresse
=G = Baresse
=7 = Anticoli

E
=IFamily
=IFamily
S Family
S Family
S Family
S Family
=Carl
=llanet
Ziles
Slinda
= Barbara
= Ray
=S Neil
= Phyllis

ng ='Manida
=IPhetsaman
= Darwin
=IShirley
=IBrian
sGeraldine
=Cole
=l lack
= Thomas
=Craig
=INoreen
S Dana
= Matthew

=18 =Cordello, 5r. =@ Anthony

= Keady
=19 = Cordello

= Lori
= Michael

F
10/12/2023
10/12/2023
10/12/2023
10/12/2023
10/12/2023
10/12/2023

3/28/2023
3/28/2023
12/26/2023
12/26/2023
8/21/2023
8/21/2023
1/31/2023
1/31/2023
12/29/2023
12/29/2023
8/31/2023
8/31/2023
9/25/2023
9/25/2023
8/31/2023
8/31/2023
11/6/2023
11/6/2023
11/6/2023
11/6/2023
11/6/2023
11/6/2023
11/6/2023
11/6/2023

Gh1|J

K
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Wrapping Up:

Once all the required data is plugged into the appropriate data cells, the Business Report should be ready to
capture.

The area of the report used for distribution will be visible if the Print Area is set up properly. It is
recommended that the Print Area of the report also be ‘screen grabbed’ using a tool like MS Snipping Tool to
save the image as a PNG format image. This makes the overall quarterly meeting minutes easier to create.

Business Report  as of 12/31/2023 FY 2023
o= Vv \Y o=
Checking: Key Bank General Savings: Vanguard (3} GE'mLT PM Accounts: Vanguard Key Bank [PM) B A‘:_I'_:;unt
Balance Forward 5 2061513 | |Balance Forward 5 129,700.97 | 5 150,316.10 [Balance Forward 5 352,35000 (5 5352,350.00
Receipts/Deposit $ 12669157 | |Receipts/Deposits Receipts/Deposits 3 5
Expenses 5 11182057 | |Expenses Expenses 5 - 5 -
Balance 5 3533413 | |Balance 5 142,465.33| §  177,799.46 |Balance 5 359,155.98[ § - §359,155.98
YTD2023 527 48336 YTD2023 56,805.98
Net Income - FY 2023
o s Last Year [FY 2022) Average [past 52 Donations Foundation
: years) 2% Income
Graves SOLD (8} 52 25 43 129
Interments - Full {total} 18{56) 16 (44) 43 [combined)
Interments - Cremated 38 28
Foundations 35 15 -
Section Availability # Graves Income - YTD Met Income
C 4 Donations ] 213274
D 13 Foundation Income | 5 13,744.00
E* 2 Diviint 5 15,827.00
H 1 Interment Income 5] 35,350.00
] 420 Grave Sales [$) 5 45,000.00
K 2459 5 117,053.74
Total Available: 689
Total Sold: 1 &K 337 - | J & K: {since 6/2013) 33%
* Includes Buy-Bocks |Donation Motes:  ¥Wet Flag Holders (Al $ 6.449.00
[zince inception] $% for Trees [All) % 15.417.00

Conclusion: The Graves SOLD X $1,200 (current price of a full grave) = $62,400. That is NOT the actual grave
sale income of $49,000 that was received. It is important to be able to calculate and report Graves SOLD vs.
Grave Sales accurately.

Remember that grave sale payment plans may run over the FY boundaries. Graves that were sold and placed
in the payment plan that were purchased in a previous year will not be counted as GRAVES SOLD in this FY but
will count as GRAVE SALES income.
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Other Reference materials: All are on the MWC Admin website.

Reports/NYS Cemetery Div

cemeteries-101-basics

cemeteries-101-accounting-basics
Not-For-Profit-Corporation-Law-Article-15-Public-Cemetery-Corporations
NYS public cemetery regulations

NYS treasurers-manual-final-100611

YVVVY

Reports/Training

MWC Treasurer QBO Training

MWC Treasurer Training

MWC Sales Training

MW(C Business Reports

MWC PM Reports

MW(C Grave SOLD Reports (this document)

YVVVVVY
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