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Accounting & Payroll Phone Number 

and Email Address

Phone Number:  317-225-4609

Email Address: 

accounting@avctechcorp.com

**The fastest way to get help is to use 

these numbers.  If you email or call just 

Brent you risk having to wait ☺.

mailto:accounting@avctechcorp.com


Why use projects/departments?

What projects/departments can do for me?

Projects:  The ability to track expenses and receipts for a specific 
happening in the library. (summer reading, retirement party, story 
time)
Departments: The ability to break down expenses into smaller 
categories for reporting and tracking purposes.  (branches, 
departments, etc.)

 Ability to report on a smaller group of receipts and expenses
 Ability to track things for end of year reporting without adding 

additional accounts
 Ability to track by location/team in library or between branches
 Keeping track of restricted gifts
 Tracking grant money



Setting up the Project/Department

How to setup project/departments

 Click on File Maintenance
 Click on (24)Add/Edit Projects
 Add your projects with a code, name and if any balance

 Click on File Maintenance
 Click on (2) Edit Departments
 Click on (3) Edit Department Appropriations



Using the Projects/Departments

How do I apply a project/department to my vouchers 
and receipts?



Reporting on the Projects/Departments

What reports are available?

 Project Reports
◦ Project Balance Report – this shows a YTD summary of money you have spent and received 

for all your projects along with a net gain or loss

◦ Project Audit Report – This report is pulled by project (or all projects) and shows all vouchers 
and receipts for that project along with a total Gain/Loss for the project

 Department Reports
◦ Department Appropriation Report – This report shows the year’s appropriation, what you 

have spent, the appropriation and the balance
◦ Department Expense Report – shows all voucher numbers, amounts, and totals for the period



Budgeting your receipts

Creating a budget for your receipts

 Go to File Maintenance 27
◦ Add Receipt budget

 Reports:
◦ Receipt Summaries – This year vs Budget – this shows how you are doing for the year based 

on your budget,



Making a vendor inactive

Making a vendor inactive

◦ Click File Maintenance
◦ Click #13 – “Vendors”
◦ Find the vendor you would like to make inactive.
◦ Confirm that you have not spent any money with them this year.
◦ Click the Inactive button 



UC1 Updates in Payroll

The Lesser-Known Reports

 Yearly Summary
 List Single Account (Disbursements, Receipts)
 Paid Invoice Listing
 Non- Appropriation Report
 Appropriation Summary



Find us on Facebook

 Find tips and tricks and new updates on 
our Facebook page.

 https://www.facebook.com/groups/3044
07826989412/?ref=bookmarks#_=_

https://www.facebook.com/groups/304407826989412/?ref=bookmarks#_=_


AVC Webinar Series

 Register now for the AVC Webinar series 
and receive certified LEU’s

https://www.avctechcorp.com/librarywebinar/

Find our documentation at:

https://www.avctechcorp.com/avc-accounting-
and-payroll-how-to-documents/

https://www.avctechcorp.com/librarywebinar/
https://www.avctechcorp.com/avc-accounting-and-payroll-how-to-documents/

