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Assumptions and General Information 
 
 

• This document was created as a supplement to the instructional videos, which go over this process. Video Link: 
https://tinyurl.com/ELKS-Exporting-Mapping-File 

 

• This document can be found by visiting http://www.CHEA-Elks.org under Accounting Consultants.  This link is 
password protected “AA2019”. 
 

• This document was created for QuickBooks Pro (Desktop Edition) users. It was not intended to be used with 
QuickBooks Online, or any other accounting systems. 
 

• M & M (Morrison & Morrison CPA Inc.) will represent the accounting company who you will send all reports to 
related to this new accounting systems. 

 

  

https://tinyurl.com/ELKS-Exporting-Mapping-File
http://www.chea-elks.org/
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Preparing your QuickBooks accounts 
 
The fastest way to create your account mapping file is to edit existing QuickBooks accounts.  Once you put the new 
account number you can add the mapping standard ELKS account number in the BANK ACCT. NO. or NOTES or Account 
No. field. 
 
Go to the Grand Lodge Website and print out the new chart of accounts.  All accounts MUST be changed to the new 
numbers.  Remove all dashes and periods in all numbers.  Example: 30160 Social Activities this account will have 
subaccount numbers list them as 3016001 (this way gives you 99 numbers) or 30160a (this way gives you 26 letters).  
The mapping number for each will be “30160”. 
  
Now you are ready to take you chart of accounts to excel to help you figure out the mapping.  Once every account has 
been modified, you’re ready to create mapping file to send to “Morrison & Morrison. 
 
Let’s get started. 
 
Open Chart of Accounts by Going to Lists → Chart of Accounts. 
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Once the Chart of Accounts is opened Right-Click in the center of screen → select Customize Columns 
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→ Click on Bank No. / Note then Click on Add → Click on Move Up or Down depending on where this was placed on the 
right-hand screen and put under name. 
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So, as you are adding the Bank No. / Note you can see if you missed one or coded one wrong.  Now you screen should 
look like this: 
 

 
 
You can now export your chart of accounts to Excel so you can map out the numbers before making the changes into 
QuickBooks.  This is done in case you encounter any duplicate number problems, as you don’t want to merge any 
accounts unless you are sure they should be merged.   
 
First create a NEW GROUP in the memorized reports.  I would call it “M & M REPORTING” as you will have other reports 
that you will send on a regular basis.   
 
On the bottom of the screen:  → Click on Reports then Click on Account Listing. The Chart of Account Listing will 
generate.  This will produce a report which can be customized to fit the requirements of M & M. 
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Click Customize Report: 
 

 
 
 
On the DISPLAY tab, please clear all check marks and only select (left margin), Account, Type, Acct. # and Bank No. / 
Note columns, as shown on the screenshot below: 
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Now memorized this new report for future use and call it “ACCOUNT LISTING-MAPPING” under the Group “M & M 
REPORTING”.  Once you have this report memorized at top of screen → Click on Excel→ Click on Create New 
Worksheet→ Click on Export. 
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Now you are ready to start figuring out the mapping.   
 

 
 
When you print out the worksheet (print using gridlines).  In column “F” pencil in the mapping number.  You will have 
some account numbers that you can’t find so assign a number as close as you can.  Once you have mapped out all the 
accounts create a backup before changing any account numbers that needs to be changed  and adding the mapping 
numbers.  Be careful when merging an account together.    If you have to restore because something went wrong, you 
can start over again with the backup.   
→ Click on FILE→ Click on BACKUP COMPANY→ Click on CREATE LOCAL BACKUP and follow the remaining steps. 
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Right-click or “CTRL E” on every account you will be mapping, and Edit Account: 

 
 
IMPORTANT: Note field will vary based on the Account type. You may see Bank Acct. No. or Note or Account No. 
description.  They are just note fields. This is where you must enter the corresponding Standard ELKS account number. 
In the screenshots below you see examples of filled out note fields:  
 

 
 
Don’t forget to Save & Close, and repeat for every account that must be mapped. 
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Exporting account mapping file from QuickBooks for M & M: 
 
From the Memorized Report List click on the report we made “Account Listing-Mapping” and it will produce the report 
which we be customized to fit M & M requirements. 
Click Customize Report: 
 

 
 
We only need to export three columns: Left Margin, Lodge Account Number and the Notes field which represents 
standard ELKS GL Account number.  To do that, on the DISPLAY tab, please clear all check marks and only select (left 
margin), Acct. # and Bank No. / Note columns, as shown on the screenshot below: 
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Now your Account Listing report is ready. 
This is how your data should appear before it is exported to a file: 
 
 

 
 
Memorize this report as a new report in QuickBooks in case you have to resend another mapping file.  Name this file 
“LodgeNumber Mapping” and put under the grouping reports “M & M REPORTING”. 
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Locate Excel drop-down button on the top-right side of the report → Create New Worksheet. 
 

 
 
Select “Create a comma separated values (.csv) file” → Export 
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Save it to a folder where you can later find it. 
We recommend naming your file “LodgeNumber Mapping.CSV”  
For example, 0001 Mapping.CVS 
 
See screenshot below - saving 0001 Mapping.csv file to my Desktop: 
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Finalizing changes to the Mapping file in Excel 
 
Please locate the file created in the previous step and open it in Excel. 
 

 
 
You must replace the column headers with the following values: 
 
LodgeNumber LodgeGLAccount ElksStandardGLAccount 
 
These values must be typed (or better yet, copied) exactly as shown below: 
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Next, type your Lodge number if every field under LodgeNumber column header, starting with cell A2. 
If your Lodge number starts with a zero, please type apostrophe, followed by the lodge number (see example below). 
 

 
 
Make sure to copy the Lodge number value to every row, as shown below: 
 

 
 
IMPORTANT: Please make sure there are no other rows with dates or any other values.   If there is blank row you must 
delete that line. Only data allowed in this file is the header row with column names, followed by multiple rows with 
values for these columns (Lodge Number, Lodge GL account, and corresponding Elks standard GL account). Most likely 
there will be one or two rows with report date at the top or at the bottom. If you find these rows – please delete them. 
 
If you have more than one set of books (General, Bingo, or Restricted Accounts) you must send it as one file.  You will 
need to follow the steps above for each set of books then create one file by cutting and pasting.  After you have 
completed this to one file, then you will email to M & M. 
 
Once the header values are correct, and all rows have correct Lodge number value, SAVE the file, and send it to 
adaptive@elks.cloud.  After you have submitted the file, they will let you know if they encounter any problems, if they 
did, they will let you know what the ERRORS were.  You will then correct and resend until it is successful. 
 
 

mailto:adaptive@elks.cloud
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When sending the file to adaptive@elks.cloud the subject line needs to have:  
YOUR LODGE NAME WITH THE NUMBER: MAPPING (i.e.  Lodge 0001-MAPPING). 
 
Once the final MAPPING file has successfully been processed with M & M email the confirmation showing it was 
completed to me.    Also send the final chart of accounts you created in the memorized report list named “ACCOUNT 
LISTING-MAPPING”.  Should you need further help or have questions please email:  CHEAAcctg@yahoo.com. 
 
From 
Debra Mello 
CHEA FRS Coordinator 
CHEAAcctg@yahoo.com 
530-219-0030 

mailto:adaptive@elks.cloud
mailto:CHEAAcctg@yahoo.com
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