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Introduction

Typographical Conventions

Before you start using this guide, it is important to understand the terms
and typographical conventions used in the documentation.

For more information on specialized terms used in the documentation, see
the Glossary at the end of this document.

The following kinds of formatting in the text identify special information.

Formatting convention Type of Information

Triangular Bullet(>) Step-by-step procedures. You can follow these
instructions to complete a specific task.

Special Bold Items you must select, such as menu options,
command buttons, or items in a list.

Emphasis Use to emphasize the importance of a point or for
variable expressions such as parameters.

CAPITALS Names of keys on the keyboard. for example,
SHIFT, CTRL, or ALT.

KEY+KEY Key combinations for which the user must press and

hold down one key and then press another, for
example, CTRL+P, or ALT+F4.






CHAPTER 1

Master License

FaithWorks™ ACMS for Windows (Automated Church Management
System) Master License Agreement

l. License:

In exchange for paying license fees and applicable taxes arising under
this Agreement ("Agreement™), T & S Consulting (T&S) grants to the
Customer a non-assignable and nonexclusive license to use the T&S
Software designated under this Agreement ("Software") for the initial
period and for additional periods, if renewed. All Software is the
copyrighted property of T & S and is licensed for use with the supported
operating system designated by the Customer.

Il. What T&S will do:

1. T&S will send the Software to the Customer and after the
Customer pays the license fees, T&S will authorize the Customer
to use the Software for the full license period.

2. T&S will set the license beginning date to give the Customer a
free thirty (30) day trial period for installation and testing. If a
shipment delay shortens the trial period, the Customer can call
T&S for an extension. The Customer will not owe license fees
for Software returned promptly after the trial period.

3. T&S will help the Customer by telephone or in writing solve
specific problems installing and using the Software. T&S does
not guarantee that it will solve every such problem or correct
every bug or error.

4. As the Software is updated, T&S will provide updated copies of
the Software to the Customer.

5. T&S warrants that it has the right to license the Software to the
Customer. T&S warrants that the Software will substantially
conform to its current published specifications. If the Software
does not substantially conform to those specifications, T&S will
choose either to make it conform or to refund the current license
fee paid by the Customer for the Software. Distribution media
will be replaced if defective upon delivery to the Customer.

6. If claims of copyright, patent, trade secret or other proprietary
rights violations arise from the Customer's use of the most current
versions of the Software provided to the Customer, the Customer
agrees to immediately notify T&S in writing and permit T&S to
control any resulting litigation or settlement.
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V.

What the Customer will do:

The Customer will pay all fees arising under the Agreement
according to T&S's invoices, including any applicable taxes
unless Customer provides acceptable proof of tax exemption.

The Customer will use all reasonable efforts to allow use of the

Software only:

1.

V.

on Customer-controlled hardware authorized under this
Agreement or Customer-controlled back-up hardware to which
the Software has been moved because the authorized hardware is
temporarily inoperative; and

by the Customer's employees and any contractors or consultants
performing work for the Customer on the Customer's premises.

Customer will implement procedures to validate input accuracy,
output accuracy and correctness of results, and to establish back-
up plans adequate for Customer's needs.

So that the Customer can properly update and distribute

information needed to keep the Software functioning properly and account
for authorized hardware, the Customer will:

1.
2.

V.

keeps records of where workstation Software is used; and

designate installation and technical support contact(s) and other
information as specified on the applicable forms provided by
T&S; and

explain the terms of this Agreement to those affected by it.

If the Customer believes the Software is being used in violation of
this Agreement, Customer will promptly notify T&S in writing
and will cooperate in T&S's investigation and resolution of the
situation.

If this Agreement or any Software licensed under this Agreement
is canceled or not renewed, the Customer will discontinue use and
destroy all useable copies of the Software, in whatever form, and

notify T&S in writing.

The Customer will use its best efforts not to permit anyone having

access to the Software to:

1.
2.

modify, reverse engineer, or de-compile the Software; or

mask, modify, or suppress any copyright notices or other
proprietary rights notices, or fail to properly label any authorized
copy; or

use the Software outside the United States or Canada; or
timeshare, rent, or otherwise use the Software except as
specifically permitted in this Agreement.
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VII.

General License Terms:
Limitations of Liability:

THE CUSTOMER AGREES THAT T&S'S LIABILITY TO
THE CUSTOMER BASED ON THE PARTIES' AGREEMENT
AND/OR USE OF ANY SOFTWARE PRODUCT WILL NOT
EXCEED THE CUSTOMER'S CURRENT-YEAR LICENSE
FEE PAID FOR THE SOFTWARE PRODUCT DIRECTLY
RELATED TO THE LIABILITY.

THE CUSTOMER AGREES THAT T&S WILL NOT BE
LIABLE FOR ANY DAMAGES WHATSOEVER
(INCLUDING WITHOUT LIMITATION, DAMAGES FOR
BUSINESS INTERRUPTION, LOST PROFITS OR DATA,
OTHER CONSEQUENTIAL DAMAGES, OR OTHER
PECUNIARY DAMAGES) ARISING OUT OF THE
CUSTOMER’S USE OR INABILITY TO USE THE
SOFTWARE OR DOCUMENTATION EVEN IF T&S HAS
BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES.

THE CUSTOMER FURTHER AGREES THAT T&S WILL
NOT BE LIABLE FOR ANY CLAIM OR DEMAND AGAINST
THE CUSTOMER BY ANYONE ELSE.
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B. THE CUSTOMER'S REMEDIES AS DESCRIBED IN
SECTION I1(5) OF THIS AGREEMENT ARE EXCLUSIVE.

C. The Customer may make a non-supported copy of the Software
to meet its security, installation, and restart and recovery needs.

D. This Agreement is governed by the laws of the State of South
Carolina. If any part if this Agreement is held to be unconscionable or
otherwise invalid, that part will be omitted, but the balance will remain in
full force and effect. The Customer and T&S consent to jurisdiction of
the state and federal courts sitting in Richland County, South Carolina, in
connection with any suit or action brought regarding the Software which
is subject of this Agreement.

E. Any Software licensed under this Agreement may be renewed for
additional periods if T&S and the Customer agree. License fees for any
additional periods may differ. Fees for any additional periods or for
hardware changes which result in additional license fees will be billed
under the hardware's then -current license fee schedule. The Customer
can cancel this Agreement or any Software licensed under it during any
license period for any reason. During any license period, T&S can cancel
this Agreement or any Software licensed under it and take other action if
the Customer has not complied with this Agreement. T&S will provide
written notice giving the Customer thirty (30) days to correct the problem
before canceling this Agreement or any Software licensed under it.

F. This Agreement, its supplements, and invoices arising under it
constitute the complete and exclusive statement of the parties’ agreement
about the Software, which supersedes all prior communications relating
to the subject matter of this Agreement, whether written or oral.
Additional or conflicting terms on any current or future Customer
purchasing documents are rejected. This Agreement can be modified
only in writing signed by both parties. Both T&S and the Customer have
read this Agreement, understand it, and accept its terms.
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= Income
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= Reports
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ACMS Main Menu Icons
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- Add Income, contributions, donations, interest, etc.

- Add and update Membership (Individuals)

- Add and update Membership (Couples, Groups, Churches, etc.)
- Add and update Checks

- Add and update Charges

- Add and update IDT(s) - InterDepartmental Transfers

. ] - Posted Income reports menu

. ] - UnPosted Income reports menu

- Membership reports menu
- Membership birthdays, anniversaries, etc. reports menu

- Print Labels

] - Print year-end Membership Contribution Statements

Ll

| st

=

X

- Checks report menu

- Charges report menu
- Expenses report menu
- Master Reports menu

- Budgets menu

= . Print user defined Labels

. . Print user defined Labels with selected fields

In This Chapter

FRALUIES ...t 13
10 1] S 14
Church Information..........cccceeveveeiie i, 17
ACMS USEIS ..vveiiiiiieei ettt ettt 19
Setting Up ACMS for Windows .........ccceevverevsvsinneninnnas 23
INCOmME/ContribULIONS........c.ccoviiiiiiccee e 47
ChECKING c.vevveveee et 61

Bank ReconCiliation ..........ccoceevvevee i 81
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MeMDBErShIP ..c.oovcerece e

Features

Security

= User Login and Password access security

Church Administration & Management

= Manages all Church income and expenses

= Manages individual Departments (Auxiliaries) income and expenses

Congregation & Membership

= Members
= Visitors
= Groups

= Businesses

Budgets
= Income
= Expenses

= Department expenses

Reports
= [ncome
= EXpenses

= Department income & expenses

= QOverall Church income statement

= Individual Department income statement

=  Membership

» Bank & Department income statement

» Year-end membership contribution reports
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Login

= Click the windows Start icon “

=  Click All Programs

= Click the T & S Consulting group T &S5 Consulting

= Click the ACMS for Windows icon B ACMS for Windows
=  The ACMS for Windows Login window will open

NOTE: The default User Id is Admin - The default Password is Admin

User Id: ADMIN

‘0'3 Change My Password ‘

[ ok ] [ Cancel ]
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= Click OK

opynght © 1992-2010 T & S Consulting LLC, Columbia S,

Edit Income Checking Membership Attendance Browse Codes Budgets Reports  Labels  Utilities Window Help

$2a @ e xa|MaMeu
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Church Information

= Click Utilities on the ACMS menu.
= Click Church Information and System Data

/& Systern Data Will Be Changed
Detail |

ACMS License Information

Licenze Humber:  {SC20090621-001

Anniverzan: 12/31/2010

Seed: |j| I r I

ACMS Version: |Updated: Updated By | |
Church Information

Church: » Church Phore: W Church Famx: IW
Address 1 [ 109 Fairlavin Court Address 2: | Suite 31

City, State. Zip: | Columbia [SC [29203-1808

Church Email |Pastor@FirlehurchUSA.org =

Bishop, Elder Information

Bishop: | Rewerend John E. Rightfellow

Elder: | Reverend Bettie Keeper

Elder Address: |12 Summer Dirve

City. State. Zip: [Calumbia [SC [29203-1234
Pastor Information

Pastar: | Fieverend Better Doright

Address: | 321 Heaven Highway

City. State. Zip: [Calumbia [sC [292038777

Current Trangactions Month

" January " April " July v October
" Februam " May " Awgust " Mowvemnber
" March " June " September December

Church "Website: |www_FirstChurchUSA.org

Epizcopal District: | 7th

Elder District: | Colurbia
Elder Title: | Senior Elder
Elder Phone: | [203])555-1211

Elder Cell: [[B03]555-2121

Title: | Pashar
Pastor Phone: | [303)555-4545 Pastor Cell: | (303)555-6928

Pastor Email: |BetterD oright@FirstChurchlUSA org

Fizcal rear Month End

" January Al " July " Ochaber
" February 7 Map 7 Bgust " Movemnber
" March = June " September ™ December

\f’ [1]4 |>< Cancel| ‘? Help |
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Window Information Sections

Church Information - Every church should complete this section

= Church

= Church Phone

= Church Fax

=  Address 1

= Address 2

= City, State, Zip
= Church Email

= Church Website

Bishop, Elder Information - This section is for AME, AME Zion, PAW, Church of
God, United Methodist and others with Bishops

= Bishop
=  Episcopal District
= Elder

=  Elder District
=  Elder Address
= Elder Title

= City, State, Zip
=  Elder Phone

= Elder Cell

Pastor Information - Every church should complete this section

= Pastor
= Title
= Address

= Pastor Phone

= Pastor Cell

= City, State, Zip
= Pastor Email

Current Transactions Month (reserved for future release)

Current Tranzactions Month
" January " April iy " October
" Februarny " May " August " Maovember
" March " June " September  { December
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Fiscal Year Month End (reserved for future release)

Fizcal rear Month End

= January = Apr 7 July " Oectober
" February 7 May " August " Movember
" March " June " September ¢ December

ACMS Users

NOTE: Use this module to grant access to the ACMS for Windows
system.

= Click Utilities on the ACMS menu
= Click ACMS Users

£\ Browse the Users File =3
By Userld |
— User Rights —
Dgt%?agt;d | todule File Browse |Insert Update [Delete |ReportsPost . ||
. ACME ACCESS SYSTEM - .- v 2 M [~ |

: ACMS BANE STATEMEMTS [+ = 7l = = =
ACMS BANKS [ = [+l = | =
ACMS BUDGET DERPARTMENT |7 = = = F =
ACMS BUDGET EXPENSES [+ = 7] [+ [ =
ACME BUDGET INCOME [ = = = | =
ACMS CH&RGES [+ = [+ = = =
ACMS CHECKS [ = [l = | =
ACMS CLEAR CHECKS [+ = = = | =
ACMS CLEAR MULTIPLE CHECHZ = [+ [+ = =

ACME COMTRIBUTION STATEKE = = = [ oo

ACMS COMTRIBUTIONS ADD [[#] = 7] = [ "I
ACME COMTRIBUTIONS POSTER = = = [ =
ACMS CONTRIBUTIONS UNPOSL = 7l = = =
ACMS DEPARTMENT CODES [ = [l = [l =
ACMS DEPARTMENT GROUPS [+ | Il = | |
ACMS DEPOSITS = = [+ [+ = =
ACME EXFPENSE CODE GROUP| I = = | k-
| |ACMS EXPEMSE CODES [+ = [+l = = =
j | |&ACHS FUND CODES [ = = = [l =
| |ACMS HOUSEHOLDS [~ = Il = = =

] | |ACKS INTERDEPARTMENTAL [ = [l Il el -

},J Change |K| Delete | |
+ Close | ? Help |
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Window Actions

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window

Add/Update ACMS User Profile

A Record Will Be Added [

ACMS User Prafile |

Userld: |THOMASL Password: |PASSWORD Security Level: 3 Range1-3(1 = lowest. 9 = highest)

putded kB Updated Updates By: [ ADWIN]

~ User Rights
MName Of Module Mame Of File Uzer Rights to Records | Updated -

Browze |lnzert  |Update  [Delete  Heportz  |Post B
STSTEM - = - - M = ;
BAME STATEMENTS [ = [ [ k= F~ [10/03/2010[ADMIN

ACMS BaMES = = [+ [+ = 2 100322000 ADMIN
ACMS BUDGET DEFARTMEMT [ = [ [ k= F~ [10/03/2010{ ADMIN
ACMS BUDGET EXFEMSES = = [+ [ = 2 10/03/2000| A0MIN
ACMS BUDGET INCOME [+ = [ [ F F~ [10/03/2010{ ADMIN ||
ACMS CHARGES = = [ [+ = - 0/03/2000 80MIN L |
ACMS CHECKS [+ = [ [ F F~ [10/03/2010ADMIN
ACMS CLE&R CHECKS = = [+ [ = - 100322000 ADMIN
ACMS CLEAR MULTIFLE CHECKS [ = [ [ k= F~ [10/03/2010 ADMIN
ACMS COMTRIBUTION STATEMEMTS [/ = [+ [ = - 100322000 A0MIN
ACMS CONTRIBUTIONS ADD [ = [ [ k= F~ [10/03/2010 ADMIN
ACMS COWTRIBUTIONS POSTED = = [ [ = 2 10/03/2000| A0MIN
ACMS COMTRIBUTIONS UMPOSTED [ = [ [ F F~ [0/03/2000[A0MIN -+

] Insert | "] Ehange | ﬁl Lelete | .

|f£|; Grant User Rights to All + 0K |>( o] | ? Help |
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User Id - User login ID (up to 8 characters)
Password - User password (up to 8 characters)
Level - User security level (0-lowest, 9-highest)

Window Actions

|§& Grant User Rights to All |

- click this button to give the user access

to all ACMS for Windows modules.

NOTE: It is easier to Grant User Rights to All and adjust as needed
afterwards.

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Help - open ACMS help for this window
OK - save and exit

Change ACMS User Password

NOTE: The user can change their password during the ACMS Login
process.

) ACMS for Windows Login

User Id: THOMASL
Password: IW

a#

‘[% Change My Password

Mew Passwoard:
Confirm Password:

\c’ 0k | >< Cancel |

When logging in, enter your current ACMS for Windows User ID
and Password

Click Change My Password

New Password - Enter your new password

Confirm Password - Enter your new password again
Click OK
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CHAPTER 3

Setting Up ACMS for Windows

T & S Consulting cannot offer specific accounting advice, nor can we
teach basic accounting skills. However, these instructions should guide
you through the process of setting up and using the software to provide
the required financial and membership reporting for your church officers
and congregation. Also included are some data examples of how some
churches have set up their accounts to optimize the reporting capabilities
of the software.

When starting, it is most important to note that the Membership and
Reference Files (Browse Codes) should be as completely set up as
possible before attempting to work in the other areas.

There are 9 (nine) main areas in the ACMS for Windows software. They
are:

Income

Checking (Expenditures, Bank Reconciliation & Deposits)
Membership

Browse Codes (Reference Data)

Budgets

Attendance

Reports

Utilities

User Rights
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Browse Codes (Reference Data)

From the ACMS for Windows Main Menu, click on Browse Codes (see

above).

The Browse Codes (Reference File data) section allows users to enter
information that will be used repeatedly throughout the system in the

Membership, Income and Checking sections. The Reference File data
feature eliminates tedious duplicate data entry. This area includes the

following:

)

Departrment Codes
Fund Codes

Expense Codes
Expense Groups Codes

Class Codes

Status Codes
Department Groups
Zip Codes

Vendors

Banks Accounts

Account Types

RelationShip Codes
Age Groups
Marital Status

Officer Contribution Codes

Group 2 Codes

Systern Defaults




Chapter 3  Getting Started 25

The following table will give you examples for setting up your Reference
File data.

Reference File Description Example(s)
(selection)

Account Types List of Type of Bank Checking
Accounts
Savings

Money Market
Certificate of Deposit
Mutual Fund

Cash

Bank Accounts List of Church Bank Wachovia — General Fund
Accounts
Wachovia — Building Fund
BB&T — Money Market
BB&T -CD

Petty Cash

Department List of Main Church 100 — Church Operations
Groups Areas
200 — Church Choirs

300 — Church Ministries
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Department
Codes

List of Church
Auxiliaries

NOTE: All
Departments Codes
must be a part of a
Department Group.

If you want to track the
budget, expense and
income for an area of
the church, this is the
way do it.

100 — Church Administration
110 — Cash Expenditures
125 — Savings

150 - Building Fund
175-CD#1

176 —-CD # 2

200 — Sunday School

300 — Missions Ministry

400 - Senior Choir

410 - Youth Choir

Fund Codes

Types of Monies
received by the church.

HINT: Usually listed
on the Sunday
envelopes.

100 — Tithes

101 - Regular Offerings

150 - Building Fund Offerings
200 - Sunday School Offering
300 — Missions Offerings

400 — Anniversaries

900 — Interest

9999 - IDT

Expense Groups

List of Expense Groups

100 — Salaries & Compensation
200 — Administrative & General
300 — Maintenance & Repairs
400 — Insurance & Taxes

500 — Utilities
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Expense Codes

List of Types of
Expenses

NOTE: All Expense
Codes must be a part of
an Expense Group.

101 - Pastor’s Salary

102 - Pastor’s Housing

103 — Pastor’s Travel

200 — Bank Service Charges
225 — Electricity

226 — Water

300 — Church Insurance

500 — Maintenance — Building
501 - Maintenance — Van
600 — Supplies — Office

601 — Supplies — Church

602 — Supplies — Kitchen

Relationship Relationship of an Spouse
Codes individual to the head
of household Son
Daughter
Mother
Father
Grandson
Age Groups Congregation Age Infants
Groups
Youth
Teens

Young Adults

Elderly
Status Codes Congregation Status A — Member
Codes
D — Deceased

P — Probationary

V - Visitor
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Class Codes Congregation Class 1 - Deacon 1
(Deacon, Ward or 2 — Deacon 2
Tribe for Baptist)
3 — Deacon 3
(Steward for AM.E.)
Marital Status Congregation Marital S —Single
Codes
D - Divorced
M — Married
W - Widow
X — Separated
In This Chapter
Bank ACCOUNLS ...o.veveieiieiciese e 29
Departments ........cocvviiiiieiie 32
Department GroUPS .......cveveereerieie e e seee e 35
FUNAS ..o 36
EXPENSE GrOUPS...c.vveiiiieiieiie ettt 39
EXPENSE COUES ....vecveiviciecie sttt 41
ClASSES....viivieie sttt 43
SEALUS ..t 45
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Bank Accounts
= Click Browse Codes on the ACMS menu.
= Click Bank Accounts
. A Browse Banl: hccouﬁis . J
By Code |
o || Bank D] Mame Aect. No. Date Phone Mo Contact Title

(pened Clozed

1 Wachovia - General Fund 32
2|BBET - Buiding Fund 123 456 789 543
3|BB&T -CD B78 901 344 GEE
4 |Wachovia- CD 333233324 444
h|BBET - Savings 123 456 789 444
& | amenTrade - Mutual Funds | 123456-01

4 | A
Ingert I Change I Delete I

Cloge | Help |
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Recommendations

Add all of the Church's bank accounts to ACMS. This should include:

=  Checking Accounts

= Savings Accounts

= Money Market Accounts

= Certificate-of-Deposit (CD)
= And any other bank account

Window Actions

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window

Add/Update Bank Accounts

= From the Browse Bank Accounts screen click Insert or Change

A Adding a Bank Account Record @

Bank Account ‘Departmenta azzighed ta thiz Bank Account |

Caode: i ¥ Active

Account. Mo | 123456789 Account. Type: |1 J|Ehecking

M arme: »| BBLT - in In |

Date Opened: | Date Closed: |

Contact: | Title: |

Phone Mo:  [[0000000-0000 Fax Mo [[0000000-0000

Address 1 |

Addrezs 2 [

City: [ State: [ Zp| L
Added: |06/21/2009 [ADMIN Updated: | 06/21/2009  |ADMIN

Ok | Cancel | Help |
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Tabs
=  Bank Account - Detail information

= Departments - List of Departments for the associated with the selected Bank
Account

Window Option

] |_ lookup is available for the field

Required Fields
=  Code - Automatically assigned by system

= Account Type -FChecking, savings, etc.
= Name - Name of Bank

Window Actions

» (OK - save changes and exit

= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window




32 ACMS for Windows Automated Church Management System
Departments
=  Click Browse Codes on the ACMS menu
=  Click Department Codes
24 Browse Department Codes @
Departmert Codes | Department Names |
Y Department Bank. Department Group Dfficer 1 ~
Code M ame Code| Mame g
100 Church Operations via - [General Fund Church Administration
125| Savings 5 - Savings Restricted Funds
150/ Building Fund 2|BB&T - Building Fund Church Administration
160|1CD 1 3|BB&T - CD Restricted Funds
161|CD 2 4|\ achovia - CD Restricted Funds
162|CD 3 4|\ achovia - CD Restricted Funds
190/ Mutual Funds B[ AmernTrade - Mutual Funds Restricted Funds
200 Sunday School 1| achovia - General Fund Church Administration
210 Children's Church 1|'Wachovia - General Fund Church Administration
230| Tape Ministry 1| achovia - General Fund Church Administration
300| Mizzions 1| achovia - General Fund Church Administration
500| Adult Choir 1| achovia - General Fund Church Administration
510)%outh Choir 1| achovia - General Fund Church Administration
520/ Ushering Committee 1|'Wachovia - General Fund Church Administration
B00| Program Committes 1| achovia - General Fund Church Administration
£10| Murturing Cornmittee 1|Wachovia - General Fund Church Admiristration
£20|Altar Committes 1| achovia - General Fund Church Administration
30| Bratherhood 1|'Wachovia - General Fund Church Administration
40| Sisterhood 1| achovia - General Fund Church Administration J
1 M=

Ingert ] Change | Delete |

Cloze ‘ Help ]




Chapter 3  Getting Started

33

Recommendations

Add all of the Departments (Church's Ministries) to ACMS. A
Department is any unit you want to track detail Contributions and
Expenditures on. This would include:

Church Operations
Sunday School
Missions

Building Fund
Adult Choir

and others

Window Actions

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record

Print - print a listing on all department codes
Help - open ACMS help for this window
Close - exit Browse window

Add/Update Department Code

Click Insert or Change to access the Update Department screen
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& Changing a Department Code @
Detall |Tithea;"lncu:ume]
Department Information -
Dept. Code: [100 Dept. Name:| Church QOperations| |
Dept. Group: {100 __J Group Mame: | Church Administration
Bank Information -
Mame: |‘Wachovia - General Fund Opened:
B ank: 1 J Acch Moo | 333 233 324 441 Phaone Mo
Department Officers’ Information
Officer 1: | Officer 1 Title: |
Officer 2 | Officer 2 Title: |
Officer 3 | Officer 3 Title: |
Officer 4: | Officer 4 Title: |
Added: 06/21/2003  ADMIM Updated: 06/21/2009  ADMIN

] | Cancel Help

Tabs

= Detail - Department information

= Tithes/Income - Contributions, Donations & Income records for the selected
department

Window Option

] [_ lookup is available for the field

Required Fields
= Dept Code - 3 digit identity code
= Dept Name - name of the department, ministry, auxillary or account

= Dept Group - [Tgroup the department will be associated with - Example:
Church Administration, Outreach Ministries, etc.

= Bank- [Tbank account where funds received will be deposited

Window Actions

= OK - save changes and exit
=  Cancel - abort adding or changes and exit
=  Help - open ACMS help for this window
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Department Groups

NOTE: Department Groups are used to group like ministries or events.

= Click Browse Codes on the ACMS menu

= Click Department Groups
/X Browse Department Groups (=3

Department Group Codes |
2 Department Group Qfficer 1 Qfficer 2
Code| Mame Fame Title Iame Title

100
200

a00

Church &dministration
Qutreach Miniztries

Restricted Funds

[

2] Insert ‘}d Change | m Delete 1

~ Clos |‘? Help |

Window Actions

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Help - open ACMS help for this window
Close - exit Browse window
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Funds

= Click Browse Codes on the ACMS menu

= Click Fund Codes

A Browse Fund Codes

Code |Tite ] Lookup Fund Code:

w

10
110
150
200
300
400
410
a00
E00
200
300
2000
2000
2001
2002
3000

|

Enda Title | Mot a Donation

Offerings

Lowe Offering

Building Fund Donations
Sunday School Offerings
Mizziong Offerings
Wwomen's Day

Men's Day

Youth Activities

Church Anniversary
Tape Salez

Scholarzhip

kM emorialz

Interest

Returned Check,
Returned Check Fee
IDT-InterDepartmental Transfer

I

2l

Inzert

‘ Change | Delete |

& Print

Cloze ] Help ]
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Recommendations

Add the different types of Contributions, Donations and Income to ACMS.
This would include:

Tithes

Offerings

Missions Donations
Building Fund Donations
Adult Choir Dues

and others

Window Actions

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Print - print a listing on all codes

Help - open ACMS help for this window
Close - exit Browse window

Add/Update Fund Code

Click Insert or Change to access the Update Fund screen

P )

& Changing a Fund Code [
Fund Code Detal |

Code: 100
LG [Tithe:s] |

Thiz Fund is WOT a Donation [

Added: [06/21/200 Added By [ADMIN
Updated:|06/21,/200 Updated By: | ADMIN

ak. | Cancel I Help |
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Tabs

=  Fund Code Detail - General information

Window Option

Thiz Fund iz NOT a Donation [
= - Check this option if the funds received
are not tax deductible. i.e. T-shirt sales, Christmas Savings, Advance
Payments for Trips where the membership is responsible for paying for their
trip cost.

NOTE: Any Fund Code classified This Fund is NOT a Donation will not
be listed on the membership's Tax Contributions statement.

Required Fields

= Code - 1-4 digit identity code
= Title - Description of the Fund Code

Window Actions

= OK - save changes and exit
=  Cancel - abort adding or changes and exit
=  Help - open ACMS help for this window
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Expense Groups
= Click Browse Codes on the ACMS menu
= Click Expense Groups Codes
/A Browse Expense Code Groups @

#[| Code
100 5 alari Compenzatiarn
200] Adminiztrative & General
00| Matenial & Supplies
400| Corventions & Training
500 M aintenance & Repairs
B00| Insurance & Taxes
T00| Aszets
200| Outreach Miniztries

000 InterD epartmental Transfers

4|:|

[ 2] Insert ]

b
ha-' LChange J m Delete ]

("] Frint List

[\f Cloge H‘? Help ]
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Recommendations

Add the different types of Expense Groups to ACMS (see above)

Window Actions

Insert - add a new record

Change - update the highlighted record

Delete - remove the highlighted record

Print - print a listing on all codes

Help - open ACMS help for this window

Close - exit Browse window

Add/Update Expense Group Code

Click Insert or Change to access the Update Expense Group window

A Changing an Expense Group Record

Expenze Group Detail ]

Expense Group Detail

EXE)

Code: 100 TitlE:| Salaries & Compensation

Added: [06/21/2009 ADMIN |

Expense Codes

Updated:[05/21/2009 [ADMIN |

Group|  Code

100 102
100 103
100 104
100 105
100 130
100 140
100 14
100 145
100 145
100 150
100 151

Title
Paztor's Salary
Paztor'z Housging

Pastor's Medical Insurance

Faztor's Retirement
Pasztor's Travel
Custodian
Secretary

Church Clerk
Organist

Pianist

Federal Taxes
State T axes

ko | LChange é| Delete

[v oK

]D( Cancel ] [‘? Help ]
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Expense Codes Window Section Option

Insert - not available
Change - update Expense Code
Delete - delet Expense Code

Required Fields

= Code - 1-4 digit identity code

=  Title - Description of the Expense Group Code

Window Actions

= OK - save changes and exit
=  Cancel - abort adding or changes and exit
= Help - open ACMS help for this window

Expense Codes

= Click Expense Codes

Click Browse Codes on the ACMS menu

2\ Browse Expense Codes
Code iDegcriptiDn 1 Tupe Expense Code to begin

# Expenze

Compenzation
Salaries & Compenzation
Salaries & Compenzation
Salariez & Compenzation
Salariez & Compenzation
Salaries & Compenzation

Pa alary
102| Pastor's Housing
103| Pastor's Medical Insurance
104| Pastor's Retirement

105| Pastor's Travel

130| Custodian

140| Secretary Salaries & Compenzation
147 | Church Clerk, Salariez & Compenszation
145| Orgarist Salariez & Compensation
146| Pianist Salaries & Compensation
1580|Federal T axes Salaries & Compenzation
157 | State T axes Salariez & Compenszation

160| Elder Stipend

165| Guest Speaker
166| Guest Minizter

170| Conzulting Services

Salariez & Compenzation
Salariez & Compensation
Salaries & Compenzation
Salaries & Compenzation

201 | Garbage Adrminiztrative & General

202 Electricity Adminiztrative & General
4 [l P
|':| Print Listing by Expense Code [_UJ Ingert ] ['}:,J LChange ] m Delete ]

|':| Print Listing by Expense Group

[\f Cloze ”? Help ]
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Recommendations

Add the different types of Expense Code to ACMS (see examples above)

Window Tab (Sort) Options

/X Browse Expense Codes

= |
Code |Description | 101’ Type Expense Code to begin

= Code - sort by expense code
= Description - sort by expense description

Window Actions

= Insert - add a new record

= Change - update the highlighted record

= Delete - remove the highlighted record

= Print Listing by Expense Code - print a listing on all expense codes
= Print Listing by Expense Group - print a listing on all expense codes
= Help - open ACMS help for this window

=  Close - exit Browse window

Add/Update Expense Code

= Click Insert or Change to access the Update Expense Code window

A Changing an Expense Code @

Expenze Code Detail |

Ewxp Code: 10
Title: [Pastor's Salary |

Group Code: | 100 [.][Salaries & Compensalion |

Added: 06/21/2009 fdded By ADMIN
Updated:  [DB/21/2009 Updated By |ADMIN

[\( ] H>< Eancel] "? Help ]
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Classes

Required Fields

= Exp Code - 1-4 digit code
= Title - Description of the Expense Code
= Group Code - 1-4 digit code

Window Actions

= OK - save changes and exit
= Cancel - abort adding or changes and exit
=  Help - open ACMS help for this window

= Click Browse Codes on the ACMS menu
Click Class Codes

,-;'1 Browse the Class Codes file
1] Clasz Code

#|| Clasz Codel Title Leader Added) Added By pda
1.0 Class . g9, 05/ /2
2.0|Clazs 2 06/21,/2003 [ ADMIMN 0E/21/20
2.0|Clazs 3 06/21,/2003 [ ADMIMN 0E/21/20
4.0/Clazs 4 06/21,/2003{ADMIMN 0E/21/20
5.0|Clazz & 06/21/2003 [ ADMIMN 0E/21/20
E.0|Clazz B 06/21,/2009 [ ADMIN 0E/21/20
7.0/ Clazs 7 06/21,/2003 [ ADMIMN 0E/21/20
B.0|Clazz 8 06/21/2003 [ ADMIMN 0E/21/20
9.0/Clazz 4 06/21,/2003 [ ADMIM 0E/21/20
10.0|Class 10 06/21/2009[{ADMIN 0E/21/20
11.0|Clazs 11 06/21,/2003 [ ADMIMN 0E/21/20
120|Clazz 12 06/21/2003 [ ADMIMN 0E/21/20
13.0|Claz= 13 06/21,/2003[ADMIMN 0E/21/20
<] | i

(%] Wigw |_ 2ol Inzert '}d Change | M Delete

\f Cloge | ? Help
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Recommendation: Classes can be used to track membership assigned to:
Classes (AME); Deacons, Tribes, Wards, etc. (Baptist)

Window Actions

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window

Add/Update Class Code

Code - any valid number from 0.1 to 99.9 (required)

= 10-Class1

= 2.1-Class 2A

= 2.2-Class 2B

= 3.0-Class3

= 99.0- Visitors

= Title - description of the class (required)

= Leader - name of class leader(s) (multiple names can be entered)
= (OK - save changes and exit

= Cancel - abort adding or changes and exit
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Status

Status Codes are used to categorize membership. For example: A -
Member; V - Visitor. Each member/individual's profile has an active
indicator to designate active/in-active. This eliminates the need for an
Active and In-active membership status.

= Click Browse Codes on the ACMS menu
= Click Status Codes

/A Browse Status Codes (23w

Statuz Codes

Code] Title

£

Child Of Member
Deceazed
izitor

Eelw By

| 2
2] Insert | }d Change | %l Delete |

= Select | v Clase | ‘? Help |

Window Actions

= [nsert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Help - open ACMS help for this window
Close - exit Browse window
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AgeGroups

Age Groups are used to categorize membership by ages.

Click Browse Codes on the ACMS menu
Click Age Groups

/A Browse Age Groups

By Age Group Cade

5 Age Group

Code | Description

Youth: 1 to 12 pears old
Teens: 13to 18 pears old
Young Adults: 19 to 35 years
Adults: 36 to B4 pears old
Elderly: B5 years and over

Lo piid ) I o R S

[« |

Ba Update Individuals

Individuals in highlighted Age Group
| Age Range | Lastname, Firstnarne Age Date_ of|La
Minimum|[ M aimum Birth

1 12

13 18
13 35
3 B4
[3] 9533
2l

o Inzert | \h.l Change |%| Dielete |

+ Close |‘? Help |

Window Actions

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Help - open ACMS help for this window
Close - exit Browse window
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CHAPTER 4

Income/Contributions

You can also view the online video at www.T-S-
Consulting.com/HelpOnline/ACMS - Adding Contributions.html
http://www.T-S-Consulting.com/HelpOnline/ACMS - Adding

Contributions.html"

Income should include:

Donations & Contributions

Refunds

Interest from Banks

Refunds from Ministries

and any funds received by the church

Click the Add Income icon $ OR

Click Income on the ACMS menu

Income

Add Income

—— ]

Browse Posted Income

-

Click Add Income
Click Add Contributions on the Add Contributions and Income Menu

ﬁ Add Contributions and Income Menu

Esl

1. Add Confributions

. Review | Post Contributions

Ipa

3. Reports - Unposted Contributions




48

ACMS for Windows Automated Church Management System

=  The Add Current Income window will open

Step 1 - Select a Contributor

Add Current Income ]

MemberVisitor/Group Information

Id Ho_ = I | E] M arne:

To add contributions for a person or @dress; -

group, click on the lookup button City. State. Zip: |

above or type their Id. No. Class: ! 0.0

Received Fund Amoun Department Bank
Code| Title Code| Title:

Total Contribution: | 0.00 i.:han-;s Dielete

To add contributions for another person or group, click on the lookup ’ E xit ][ Help

button above or type their Id. Mo. in the Member, Visitor, Group
Information section above.
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Window Options

r lookup is available for the field
Total Contributions - total for the selected Member/Visitor/Couple/Group

Window Actions

Insert - add an income record

Change - update the highlighted record
Delete - remove the highlighted record
Exit - exit the window

Help - open ACMS help for this window

Select Member/Visitor/Couple/Group

Click r lookup contributor

Last, First, Full ame 1|.;|_ M. ;

ﬁ Adding Contributions/Income -

Select a Member/Visitor/Couple/Group/Business @

i Type Individual's Last Mame to begin searchl

#|| IdMo. § Last, Firzthame Claz Address Information
Address City State | Zip Code

7| InterDepartmental Transfer 0.0

5| Public Offerng 1.0

6| 5Stone, Deacon Soloman & Ella 0o

2Williarz, Johnny & Louize 0.0]32 Morth Irby Street Colurnbia =1
1|Doe Jdr., John E 2.0/123 South Congaree St. | Columnbia SC

4 Heniny, b an s 0.0 41 Main Skreet Columnbia

3|Willingharm [, Happy O 0.0 22 Hart Avenue Colurnbia SC

k

[ Inzert ] [ LChange ][ Delete ]

[ Select J [ Cloze ][ Help ]
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Window Options

= Red & Yellow Names - Couples, Groups and non-individuals
= Black & White Names - Individuals
=  Select - return the highlighted record's value to the previous window

Window Actions

= Insert - add a new record

= Change - update the highlighted record

= Delete - remove the highlighted record

= Select - select the highlighted record and return to the previous window
=  Close - close the window

=  Help - open ACMS help for this window

NOTE: If you are looking up an individual, start typing the last name.
ACMS will advance to the first person with the typed last name.

If the Member/Visitor/Group/Couple is not listed, they can be added from
this windows. Click Insert to Add a new Member - See Add Membership
via Contributions (on page 56)

Lookup an Individual

= Start typing the individual's lastname
= Highlight the individual's name

Lookup a Couple/Group
=  Press the Home key on your keyboard - this will take you to the top of the
list

= Couples/Groups are displayed in Red & Yellow

= Highlight the desired name

= Click Select

=  The system will take you back to the add current income screen



Chapter 4 Getting Started

51

Add Current Income |

MemberVisitor/Group Information

Marne:

IdNu.:lidE]

|Mary W. Henry

To add contributions for a person or Sk

|41 Main Street

group, click on the lookup button

City, State. Zip: |Columbia SC 29203

above or type their 1d. No. Class: 0.0
= Received Fund Amount Departrment Bank
Code| Title Code| Title:
Total Contribution: 0.00
To add contributions for another persaon or group, click on the lookup l E zit ][ Help
button above or type their Id. Mo. in the Member, Visitor, Group
Information section above.
=  Click Insert to add an income record
= The Adding a Current Income Record window will open
A Adding a Current Incorme Record @
Detail |
Member/Visitor Information
Id. Ma. |4 |Mary W. Henry
Income Detail
Date Received:|  08/02/2009 Amount: | 100.00
Dept Code: - E] | Church Operations
Fund Code: | 100 [L.] |Tithes
Bank Code: | 1 [..] [wachovia - General Fund
fecount Moo 333 233 324 441
Added: 080242009 Added By: |ADMIN
Updated: |D8/02/2009 Updated By: |ADiIN
[ 0k ] [ Cancel ] [ Help
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Step 2 - Enter the Fund Information

= Date Received - enter the date the funds were received

= Amount - enter the amount of the contribution

= Dept Code - should be the Department which controls these funds - Click
rto lookup available codes or type in the code

= Fund Code - should be the type of funds listed on the envelope or statement
- Click [Tto lookup available codes or type in the code

= Bank Code - should be the Bank where the funds will be deposited

Note: The Bank Code displayed is listed in the Dept Code record - this
code will be completed when the dept code is selected.

= Click OK to save

Record A [

= Click Yes to add another record for the current
Member/Visitor/Couple/Group

= Goto Step 2
= Click No to exit and select another Member/Visitor/Couple/Group
= GotoStepl

Note. The system will retain the previous record’s Date Received, Dept
Code, Fund Code and Bank Code.

= |f all contributions have been entered, click Exit
=  Go to Review / Post Contributions

In This Chapter

Review / Post Income and Contributions..............cccccevveeee. 53
Add Membership via Contributions...........cccccevevieiivennnn, 56
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Review / Post Income and Contributions

Review Contributions

When you finish keying income/contributions, the next step is to review
transactions for accuracy

= Click the Add Income icon s OR

= Click Income on the ACMS menu

Income

Add Income

Browse Posted Income

|
|

=  Click Add Income
= Click Add Contributions on the Add Contributions and Income Menu

Step 3 - Review Contributions

24 Add Centributions and Income Menu (=3

1. Add Contributions ]
3. Reports - Unposted Contributions |

. Review | Post Contributions |

Ipa
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=  Click Review / Post Contributions
/& Browse UnPosted Contributions/Income
Name | Diept, Code | Fund Code | 1d. N |
| | Type Individual's Last Mame far quick lookup.
S b emberSfisitor Departrment | Bank
1D Full Mame | Cod [ Title In]
ill lohhiny Lize 100 Church Operations W ac
2[williams, Johnny & Lovize 104034200 Mizzions Offerings Mizzionz 1
2|"williarnz, Johnny & Louize 10/0342010 Sunday Schoal Offeri | 200| Sunday School 1| ache
2[williams, Johnny & Lovize 104034200 Building Fund Donati | 150|Building Fund 2|BBET -
<] | 2
':%J Query 2ol Inzert | B:J Change | m Delete |

Date Of Deposit: % Postlncome
Total Contributions: 27500]| [ Report(s) ¥ Cose | P Hep |
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Window Actions

Date of Deposit - enter the date the funds are ready for deposit

Post Income - move the transactions to a history file and create deposit
records

Query - set a filter on the current records
Print - open the Un-posted Income Reports Menu

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Close - close the window

Help - open ACMS help for this window

Post Contributions

When you are finished reviewing the current income records, you can
post the transactions to the history or permanent file.

NOTE: The Total Contributions should equal the amount counted and
deposited

Enter a Date-of-Deposit
Click Post Income
The Post Income to Permanent File window will open

Processing Records

Post Income to Permanent File

0% Completed

Date of Deposit

Date of Deposit: 10,03,2010

This iz the date the funds were or will be

deposited. Ifthiz is not correct, Cancel!

< Post Now \;’X """ Cancel |

Click Post Now
Click Cancel to abort and post later
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Add Membership via Contributions

NOTE: If the individual or non-individual is not listed, they can be added

without leaving the Add Income/Contributions module

Willingham I, Happy D 0.0 22 Hart Avenue Columbia

Iy Adding Contributions/Income - Select a Member/Visitor/Couple/Group/Business @
Last, First, Full ame ||.;|, Mo, |
I Type Individual's Last Hame to begin search!
¢l 1dMo. | Last, Firsthame Claz Address Information
Address City State | Zip Code
5|Public Offering 0.0
E|5Stone, Deacon Soloman & Ella 0.0
2"illiams, Johnny & Lovize 0.0{32 Marth Irby Strest Calumbia SC 29203
1\ DoeJr., John E 0.0/123 South Congaree 5t | Columbia SC 29203
Hetiny, b any ' 0.0/ 41 Main Street

« | |
Inzert I Change I Delete I
Select l Cloze | Help i
= Click Insert on the Adding Contributions/Income - Select a
Member/Visitor/Couple/Group/Business window
Add new record ]

.
£
Ig
|

-

|| &re vou adding an individual?

-
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= Click Yes if you are adding an individual
= Click No if you are adding a couple, group, church, etc.

Adding an Individual to Membership

i Adding a Member/Visitor Record
Detail |
— System Information
Id Mo :I1— [T ChurchiGroup/Business

— Detail Information
First Name:lJ.:.hn InitiaI:IE_ Last Mame: |D|:.e ¥ Active
Title: | [Mr. Mrs. Or] Suffis: |Jr_ [Sr. Jr. 1]
Address 1: 123 South Congares St. Address 2 | Apartment 12
City, State: [Columbia [SC Zip: [29203 ]

—Grouping -Gender
Status Code:| 4, _! Member ¥ Male (” Female
HouzeHald: _I [ Head of HouseHold) - Envelope No.——
Clags: 0o _J




58 ACMS for Windows Automated Church Management System

Window Option

. |_ lookup is available for the field

Required Fields

=  First Name - Individual's first name
= Last Name - Individual's last name

=  Status Code - Fmembership classification - i.e. A - Member, V - Visitor,
etc.

Window Actions

» OK - save changes and exit
= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window

Adding a Couple/Group/Business/Church to Membership

Z& Adding a Member/Visitor Record (3]
Detal |

System Information

ldMo:| 2 Mame: |williams, Johnny & Louise [v Church/Group/Business

Detail Information

¥ Active
Address 1: [ 32 North Irby Street Address 2 |
City. State: [ Columbia [SC Zip: [29203 i
Grouping
Statusz Eu:u:le:| W _J |"Jisitur
Envelope No.
Clazz: n.a J 0

] | Cancel |
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Window Option

] |_ lookup is available for the field

Required Fields

= Name - Fullname of the couple, group, business or church - i.e Doe, Deacon
& Mrs. John Doe, Wachovia Bank, Antioch Baptist Church

Window Actions

» OK - save changes and exit

= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window
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CHAPTER 5

Checking

In This Chapter

VENUOIS ..o 61
CRECKS ..ttt e 63
ChAIGES ..ot e 70
IDT(s) - InterDepartmental Transfers...........cccoceveveveieinnns 72
[T o101 | SRS 76
Vendors

NOTE: A Vendor is any individual or company that is paid for goods or

services.

= Click Browse Codes on the ACMS menu

= Click Vendors

,-;1 Browse Vendors

M ame ‘Eude | | | Type Wendar Name to begin search.

Contact
John E. Doe

Code] Mame

]
1
3w achovia
4w ateree Utilities

Address 1
121 kain Street

T & 5 Conzsulting Harold E. Faust 109 Fairlaver Court Columbia SC |29

Columbia

2l

2] Insert | },J Change | M Delete |

~ Cloze |‘? Help |
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Window Actions
= Insert - add a new record
= Change - update the highlighted record
= Delete - remove the highlighted record
= Help - open ACMS help for this window
= Close - exit Browse window
Add/Update Vendor
Jiy Adding a Vendor Record @
Wendor Detail |
Wendor [D: El Mk [w ‘ Last Payment: :l
M ame:; [John D. Baptist SSM /Fed 1d:[
Vendor Contact ! Address
Caontact: |
Address 1; [12 DoRight Avenue Phaone: [[803)798-3000
Address 2 | Fax [[203)786-8907
City, State: | Columbia | [SC |
Zip: 29202 .| Zp4f1234
Vendor Account Information
Dept No: | 100 _..| [Church Dperations |
Expense Code: | m J [Pastor's Salary |
Regular Payment: IW
Added: Added By:
Updated: Updated By:

~ 0K |?< Eanu:e|| ‘? Help |

Name - fullname of the company/indivudual (required)
Dept No - default department number (optional)
Expense Code - default expense code (optional)
Regular Payment - default payment amount (optional)
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Checks

Checks should be added to ACMS as they are written. This process will
minimize the errors associated with missing checks, outstanding checks
and ACMS ending balances during the Bank Reconciliation process.

NOTE: If you are transferring funds, please see Add and Update IDT(s
(see "IDT(s) - InterDepartmental Transfers" on page 72))

= Click Checking on the ACMS main menu
= Click Checks

Checking | Membership Browse Co

Checks i
Charges
10T

e Wl

Deposits

Bank Statements

Clear Multiple Checks
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The Browse Checks window will open

2 Browse Checks =
Check No. ‘Eﬁpense Code, Datel Type Check Number, press Tab keyl
- Check Date Faid To dmount | _Cleared Expense Department Bank
IDT| Murmbes Wb | Code Title Code Title Code |Bank

< |

ol

(A auery | g PrintCheck(s)

Cloze ‘ Help I

Window Actions

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Query - set a filter to view specific records

Print Check(s) - print check(s (see "Posted Income Reports" on page 177))
starting with the highlighted check

Help - open ACMS help for this window
Close - exit Browse window
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Add/Update Check
= On the Browse Checks window, click Insert or Change
Z4 Update the Checks File ==
Check Detail
First Church Of America, USA
109 Fairlawn Court Chk No- l—m
Columbia, SC 29203-1805 Date: 0770472009
Paid To: |ATET .| Amount: 523.11
Dept Code: 100 ...| Church Operations IDT No:
Expense Code: | 204 _...| Telephone
Bank Account: |1 J Wachovia - General Fund 333
Date Cleared:
Memo: |
Added: | 0740442009 |ADMIN Updated: |07/04/2009 [ADMIN

0K | Cancel | Help
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Window Option

. [_ lookup is available for the field

Required Fields

=  Chk No - Check Number
= Date - Date of the Check

= Paid To - [_ The Vendor the check is to be paid to
=  Amount - The amount of the check

=  Dept Code - [_ The Department/Ministry responsible for the expense
= Expense Code - [_ The type of expense

= Bank Account - [_ The bank account the check will be paid from

Window Actions

» OK - save changes and exit
= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window

Print Check(s)

= Click Checking on the ACMS main menu
= Click Checks

Checking | Membership Browse Co

Checks i

e, W

Charges
10T

Deposits
Bank Statements

Clear Multiple Checks
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= The Browse Checks window will open
24 Browse Checks
Check Na. iEHanSE Code, Datei | Type Check Number, press Tab keyl
& Check Date Paid To Amount  |_Cleared Expenze Department
IDT|  Mumbe kS | Code Title Code Title
4933| 05/31/2009|5CEEG 306.55(F 06/09] 202|Electricity 100 Church Operations
m| 5000 05/31/2009)'wWateree Ltiites Be.00(R 0B/09| 205 \wWater 100| Church O perations
] BO01| 0B/ /2009(ATET 52311+ 06/09| 204|Telephone 100 Church Operations
= 1 B 002| 06/M/2003First Church OF Americ B00.00(F 06409 9000( 10T {nterdepatmental 1 perationz
RO03 0EANA2009 T &5 Consulting ARR.00 F 0609 170 Consulting Services 100 Church Operations
5004| 06/10/2009)wateree Ltilities 5800k 206\ ater Church Operations
! 5005| 0B/29/2009|ATET #2112 204 Telephone 100| Church O perations
1 h006| 06/29/2003|5CELG 459.44|F1 0B/09) 202| Electicity 100 Church Operations
KN 2

Irisert | Change I Delete I

Quauery | ¢ printcheck(s) |

Cloze |

Help I
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= Highlight the check to be printed

NOTE: If you are printing more than 1 check, you will need to only
highlight the first check number. In this example, we will print checks
5003 through 5006.

= Click Print Check(s)
= The Progress window will open

Progress...

Check(s) to be printed

First Check No.: L O03
Last Check No.: L 006

: Bank Information

BankMame:  Wachovia - General Fund

Bank Acct. Mo 333 233 324 441 Bank D 4

Type of Checks: |7 {1 = Standard, 0 = TrueType)

MOTE: To change Type of Checks, on the ACMSE Main Menu, click on
Ltilities. Mext click System Defaults. Inthe Checking System Defaults
section, change the Type of Checks code to another selection.

Preview‘ Cancel ‘
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= Enter the last check number in the Last Check No. field

REMEMBER: We are printing checks 5003 through 5006.

= Click Preview

0BA0122009
T & & Consulling T
THREE HUNDRED FIFTY-FIVE AND 0000
T & & Consuling
109 Falrizwn Court
Cokeriola, SC 29203
ConsuRing Senices
050122009
T & & ConsuRting ]
THREE HUNDRED FIFTY-FIVE AND 00400
Depanment  Church Oparations
Expanzs Corsulling Sences
Memna:
060152009
T & & Consulting T

THREE HUNDRED FIFTY-FIVE AND 00100

Depanment  Church Opargtions
Epense ConsuRing Sendces
Miema:

= Click the printer icon I = to print the check(s)
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Charges

NOTE: Charges will include the following:

Bank Service Charges, Cash Payments, Debits Transactions and

Automatic Withdrawals to your Bank Accounts.

= Click Checking on the ACMS menu.
» Click Charges

Checking | Membership Browse Co

S AN

Checks

Charges

10T

Deposits

Bank Statements

Clear Multiple Checks

The Browse Charges window will open

k-

24 Browse Charges/Cash Transactions @
Date of Transaction ‘ Enter Date to begin search!
Sys D DT Date Tranzaction Expenze Department Bank D
Paid Cleared) Paid To Amount] Code| Title Code| Title

2

Close ]

Help ‘
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Window Actions

= Insert - add a new record

= Change - update the highlighted record

= Delete - remove the highlighted record

= Query - set a filter to view specific records
= Help - open ACMS help for this window

= Close - exit Browse window

See also Clear Charges (on page 86)

Add/Update Charge
= On the Browse Charges window, click Insert or Change
A Update a Charge/Cash Transaction @
Tranzaction Detail |
Chrg Sys |D: |17
Date: % DT Me: [
Paid Ta: |'W'au:hwia J
Amaunt; [ 187
Dept Mo: | 100 J |Ehurch Dperations
Expense: | 208 J |Bank Service Charges
Bark: [1 J |'w/achovia - General Fund
Date Cleared: |
Added: | 07 /0442009 | ADMIN
Updated |07/04/2009  |ADMIN

0k | Cancel Help
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Window Option

. |_ lookup is available for the field

Required Fields

= Chrg Sys ID - Automatically assigned by ACMS
= Date - Date of the Charge

= Paid To - |_ The Vendor the charge is to be paid to
=  Amount - The amount of the charge

=  Dept Code - |_ The Department/Ministry responsible for the expense
= Expense Code - |_ The type of expense

= Bank- |_ The bank account the charge will be paid from
= Date Cleared - Automatically defaulted to the date of the charge

Window Actions

= (OK - save changes and exit
= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window

IDT(s) - InterDepartmental Transfers

InterDepartmental Transfers (IDT(s)) are funds moved from:

= One Ministry to another Ministry - i.e. Church Administration to Missions

= One Bank Account to another Bank Account - General Fund to Building
Fund

IDT(s) will automatically post to the following modules

= Income/Contributions - added for the receiving Department/Ministry

= Deposits - a deposit record is added ONLY WHEN the transferring and
receiving banks are different

= Charges - a charge record will be added ONLY WHEN the Check Written
option is NOT selected

= Checks - a check record will be added ONLY WHEN the Check Written
option is selected
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= Click Checking on the ACMS menu.

= Click IDT

!Checking Membership  Browse Co

Checks
Charges
10T

Deposits

Bank Statements

Clear Multiple Checks

= The Browse IDT(s) window will open

A EIOWSE]DT[Sj-
DT Ma |IDT N, Depll | Type IDT Mo. to begin lookup!
DT Mo, Date Amaun tember/Group Transtemed From Transtemed To Chi Mo f

|d Ma. | Full Mame Dept| Mame

1 07/04/2003 7 InteiDepartmental Transter 100 Church Operations

Exp| Dept| Mame Fund
9000 150 Building Fund 000

2

Insert I Change | Delete I

%| Query |

Cloze | Help |
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Window Actions

= Insert - add a new record

= Change - update the highlighted record

= Delete - remove the highlighted record

= Query - set a filter to view specific records
= Help - open ACMS help for this window

= Close - exit Browse window

Add/Update IDT

= On the Browse IDT(s) window, click Insert or Change

24 Adding an IDT (23]

InterDepartmental Transfer Detail \
-Transaction

IDT Ho.: 1
i | IlimerDeparimental Transter

MemberNisitor Id.

Description/PayTo: |First Church O1 America, USA

D ate: 7042008 Amount; 500.00 Check Written: [v Check No: 5002
-Transferred From:

Department: | 100 ;HChuru:h Operal ons : k-

Espense Code: | 9000 .. |[C7-nterdeparimenta Transter Deposited. | 07/04,/2009
Bank Out: | 1 |wachowvia - General Fund

-Transferred To: Added: 074042009
Department: | 150 _..|[Budng Fund Added By, |ADMIN

Fund Code: | 9000 .|| C7-mierDeparimenta Transier Updated: | 7/04/2009
Bank In: | 2 |BB&T - Bu dng Fund | Update By | ADRAIH

(] | Cancel I Help |
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Window Option

|_ lookup is available for the field

Required Fields

IDT No. - Automatically assigned by ACMS

Member/Visitor ID - |_ Select the InterDepartmental Transfer record from
the available records

Description/Pay To - This field is defaulted to your church's name

Date - Date of the transaction

Amount - The amount of the transaction

Check Written - select this option if a check will be written for the
transaction

Check No. - Enter the check number if a check will be written

NOTE: If Check Written is selected, a check will be created
automatically by ACMS and posted to the Checks module.

TRANSFERRED FROM

Department - |_ The Department/Ministry transferring the funds
Expense Code - |_ The expense code description must begin with IDT

Bank Out - |_ The bank account the funds will be transferred from

TRANSFERRED TO

Department - |_ The Department/Ministry receiving the funds
Fund Code - |_ The fund code description must begin with IDT

Bank In - |_ The bank account the funds will be transferred to
Date Deposited - The date the funds were prepared for deposit

Window Actions

OK - save changes and exit
Cancel - abort adding or changes and exit
Help - open ACMS help for this window
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Deposits

Deposits are added automatically when contributions and income are
posted to ACMS. This process will minimize the errors associated with
missing deposits during the Bank Reconciliation process.

NOTE: If you are transferring funds, please see Add and Update IDT(s
(see "IDT(s) - InterDepartmental Transfers™" on page 72))

»  Click Checking on the ACMS main menu

,-_'1 Browse Deposits

Sorted By :Date Deposited, Date Received, Bank Code ;

4

("] BepotA  [] RepotE

SyslD Date Deposit Bank
Received tank 10| M amne Acct Mo, [
E 04/415/2009 04, L | 1 "W achovia - General Fund 3. 4 441 W achovi
7| 04/M15/2009| 044152009 ] 2|BB&T - Building Fund 23 456 783 543 BE&T - Bi
5| 05/31/2009| 05/31/2009 175.00|F 0B/30/2009 1| achovia - General Fund 333233 324 41 Church O
4| 0801 /2009| 06/01/2009 BO0.00(  06/30/2009 2|BB&T - Building Fund 123 456 789 543 Building F
2| 06/21/42009| 06/421/2009 170,00\ 063042009 1| achovia - General Fund 333233 324 a1 W achowi.
3| 06/21/2009| 064212009 100.00|F 06/30/2009 2|BB&T - Building Fund 123 456 783 543 BE&T - Bi
1| 07/04/2003| 07/04/2009 0.00(] 2|BBA&T - Building Fund 123 456 789 543 Building F

[.uJ Insert ] ['};,_I Change ]Eﬁ Delet

Qy Guery

[\f Cloze ”"? Help
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Window Actions

= Report A - print Deposits by Bank and Date of Deposit for specified date
range

=  Report B - print Deposits by Bank and Date of Deposit with Detail for
specified date range

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window

Add/Update Department Code

Click Insert or Change to access the Update Deposit screen.

iy Changing a Deposit Record @
Detail |
Deposit Information
Date Bec'd: ] 05731 /2009 E Date of Deposit 1 05/31/2009 E MOTE: Remember to clear your deposits
monthly when you receive your ank
Amaunt [ imoo Date Cleared: | 06/30/2009 7 S

Deposit For. | Church Operations

Bank Information

Bank 1D: | 1 [.][wachova - Genera Fund |
Acch Mo [333233 324 441 | Phone Mo: | [000)000-0000
Deposit Transactions
= |[_Spstem| IDT Na. Feceived Amaount|_Member| Received fiom I D epartment [ Fund Il
Title i
g 2 05/31/2009 0.00 7 InterD epartmental Tranzfe 100 Church Operations 3000 1D TnterD epartment:
13 05/31/2009 150.00 1{John E. Doe, Jr. 100 | Church Operations 100[Tithes
14 08/31/2009 25.00 1{John E. Doe, Jr. 200 | Sunday School 200/Sunday School Offen
Added | [ | Updated: [07/05/2008  [ADMIN |

Total Transactions: [ 175.00] [wf 0K H}( Cance|] ['? Help ]
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NOTE: The amount for Total Transactions should be the same as the
Deposit Amount. In the example above, the Total Transactions are
$175.00 and the Deposit Amount is $175.00.

Deposit Information

= Date Rec'd - date funds were received
= Date of Deposit - date funds were prepared for deposit

NOTE: Date of Deposit should never cross months. For example: Funds
received in March should never have a Date of Deposit in April.

= Amount - amount of the deposit
= Date Cleared - date deposit cleared the bank or financial institution

Report A
Listing of Deposits by Bank Code, Date of Deposit and Date Funds were
received for specified date range.
DepositsByBankAndDate First Church Of America, USA
Deposits by Bank, Date for the period: 4/01/2009 through 6/30/2009
Date of Deposit Amount Date Receivec Date Cleared
Wachovia - General Fund 333 233 324 441
Wachovia - General Fund 04/15/200¢ 215.00 04/15/200¢
Church Operations 05/31/200¢ 175.00 05/31/200¢ 06/30/2009
Wachovia - General Fund 06/21/200¢ 170.00 06/21/200¢ 06/30/2009
Total: 560.00
BB&T - Building Fund 123 456 789 543
BB&T - Building Fund 04/15/200¢ 50.00 04/15/200¢
Building Fund 06/01/200¢ 500.00 06/01/200¢ 06/30/2009
BB&T - Building Fund 06/21/200¢ 100.00 06/21/200¢ 06/30/2009
Total: 650.00

Grand Total 1,210.00
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Report B
Listing of Deposits by Bank Code, Date of Deposit and Date Funds were
received with contribution/income details for specified date range.
Deposits by Bank Code, Date of Deposit & Date Funds received
for Funds received: 04/01/2009 through 06/30/2009
Description Date of Deposil Amount  Received Cleared
\ Bank: 1 Wachovia - General Fund 333 233 324 441 |
| Date of Deposit:  04/15/2009
| Date Received: 04/15/200¢ Wachovia - General Fund 04/15/200¢ 215.00  04/15/200¢ / f‘
9 John E. Doe, Jr. 15.00 Sunday Scheol Offerings Sunday School
10 John E. Doe, Jr. 150.00 Offerings Church Operations
11 John E. Doe, Jr. 50.00 Tithes Church Operations
\ Deposit Date Total (detail transactions) 215.00 | | 215.00 Deposit (cross-check) |
[ Date of Deposit:  05/31/2008 |
| Date Received: 05/31/200€ Church Operations 05/31/200¢ 175.00 05/31/200¢€ 061’30[2005‘
8 InterDepartmental Transfer 0.00 IDT-InterDepartmental Trar Church Operations 2
13 John E. Doe, Jr. 150.00 Tithes Church Operations
14 John E. Doe, Jr. 25.00 Sunday School Offerings Sunday School

| Deposit Date Total (detall transactions) 175.00 | | 175.00 Deposit (cross-check) |
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CHAPTER 6

Bank Reconciliation

4" Clear Multiple Checks

BANK RECONCILATION CHECKLIST

Clear Checks

= Click Checking

=  Click Clear Multiple Checks

= Select Bank Code

= Enter Bank Statement's first check number

= Click OK

= The Clear Multiple Checks window will open

£

Check No. | Lookup Check Mumber: [ | Type check number, press tab key.
Check Diate Check Expenze| Dept] Bank] IDT Mo Memo
Humber Cleared Date| Paid To Amount Code| Code| Cods)
L] 5005 /4| BA0B/2009|ATET h204| 100 1
| 5006 /4| BA09/2009|5CERG 5202| 100 1
] 5007 /7 W ateree Ltiities 1
| 5 (103 e 1
il 5009 I SCEEG £20 1
] 500 A4 1041342009 ' ateree Utilities . 300 1
] 5011 A4 11/14/2009|T & 5 Consulting £5.00 hB02| 230 1
_fh' Clear Marked Checks 1. Enter the |ast date of the bank statement in the Date Cleared field. ~ hdark Record | jjj Wiew All |
2. MARK - Highlight the check to be cleared, press SPACE BAR. B
Date Cleared: |07/31/2011 3. CLEAR - Click the Clear Marked Checks button to clear all marked checks. _|.|-|J Apply Filter | >< Exit |

= Enter the last date of bank statement in the Date Cleared field located at the
bottom left of the Clear Multiple Checks window

Step 1 - Highlight the check to be cleared
Step 2 - Press the SPACE Bar on your computer to Mark or Unmark a check

Repeat Steps 1 and 2 until all checks on the Bank Statement have been marked



82 ACMS for Windows Automated Church Management System

= Click the Clear Marked Checks button to clear all marked checks
=  Click Exit to close the module

Clear Charges

= Click Checking
= Click Charges

NOTE: Charges are the only transactions that you may not know about
prior to receiving the statement from the bank

Charge transmissions are cleared automatically when added to ACMS

=  Add Charges from the Bank Statement

Clear Deposits

= Click Checking

= Click Deposits

= Compare deposits on bank statement to deposits in ACMS

= Make sure the deposit amount & total transactions equal

= Enter date cleared (last date of the bank statement currently working on)
= Close window

Add Bank Statement

= Click Checking

= Click Bank Statements

= Add the bank statement information, if it does not exist, into ACMS
=  Enter bank statement’s first & last day of the month

Enter bank statement amounts for:

Beginning and ending account balances
Total deposits
Total checks

Total charges

Print & review ACMS Bank Reconciliation Report

=  Print ACMS Bank Reconciliation report
= Review ACMS Bank Reconciliation report
= Click OK to save and exit

In This Chapter

Clear ChECKS ......coveiveiieiecie et 83
Clear Charges........covcieieieeee e 86
Clear DEPOSILS .....cveevereereerieieiere ettt 87
Bank Statement ..........cccvevvviviviiece e 89

Print Bank Statement..........ccocvvviiieiiiee e 92



Chapter 6 Getting Started 83

Clear Checks

ACMS has a feature called Clear Multiple Checks which allows you to
clear numerous checks at once.

= Click Checking on the ACMS main menu
=  Click Clear Multiple Checks
= The Clear Multiple Checks Filter window will open

Clear Multiple Checks Filter

Bank Code: = il

Bank Mame: |'"fachovia - General Fund

Account Moo | 333 233 324 441

Bank Statement’s Firzt Check No.:

Lizt only un-cleared checks: u

Q. | Eanu:el|
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Select or enter the Bank Code for the bank statement being used to clear

checks

Enter the First Check Number listed in the cleared checks on the Bank

Statement

Check the List only un-cleared checks box to display only the checks that

have not cleared
Click OK to continue

The Clear Multiple Checks window will open

Clear Multiple Checks

A Clear Multiple Checks

Check Mo, | Lookup Check Number: i Type check number, press tab key.

p—

Wachovia - General Fund |

7/04/2009

First Church OF America, US4

3000

b Check Date Check Expense| Dept| Bank| 10T Mo Memo
Mumbe: Cleared Date| Paid To Amoun Code| Codef Code
v 500 D TI04/2009|ATRT 52311 204 100 1

_flﬂ Clear Marked Checks

Date Cleared: |?J3112[]E]9 |

| 1. Enter the last date of the bank statement in the D ate Cleared figld.
2 MARE. - Highlight the check to be cleared, press SPACE BAR.

3. CLEAR - Click the Clear Marked Checks buttan to clear all marked checks.

+ Mark Record | 134 View Al |

i Exit

rjﬁ Apply Filter

Required Fields

Date Cleared - enter the last date of the bank statement you are reconciling

Window Actions

_'I. Enter the last date of the bank statement in the Date Cleared field.
2. MaAaRE. - Highlight the check to be cleared, presz SPACE BAR.

3. CLEAR - Click the Clear Marked Checks button to clear all marked checks.
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= Date Cleared - enter the last date of the bank statement you are reconciling
= Press Space Bar - mark/un-mark the highlighted record
= Mark Record - mark/un-mark the highlighted record

=  View All - list all checks for the current Bank Account starting with the
check number specified when the clear multiple checks browse was initiated

= Clear Marked Checks - clear the checks that are marked

= Apply Filter - apply a Filter to all checks for the current Bank Account
(cleared and uncleared)

The filter will be based on the Bank Statement Date field and the current Bank
Account

Example, if the Bank Statement Date field is 01/31/2001, all checks displayed
will be for checks cleared on 01/31/2001.

Example, if the Bank Statement Date field is blank, all checks displayed will be
for checks that have not been cleared.

= Click the Apply Filter button to activate the filter
= EXit - exit and close window
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Clear Charges

= Click Checking on the main menu
= Click Charges
=  The Browse Charges/Cash Transactions screen will appear

2 Browse Charges/Cash Transactions
Date of Tranzaction ‘ Enter Date to begin search!
+ | Sys il DT Date Tranzaction Expense Department Bank 1D
Paid Cleared) Paid To Amount] Code| Title Code| Title

2

@J Query Cloze ‘

Help ‘

= Add the transaction(s) from the Bank Statement
= Charge transactions are automatically cleared when they are entered
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Clear Deposits
=  Click Checking on the ACMS main menu
= Click Deposits
A Browse Deposits
Sorted By :Date Deposited, Date Received, Bank Code |
» Deposit |
Amount]  Date Cleared ['ank 10| Name
2 [/ B 1 W ' 441 \Wachaovia -
06/21/2009| 08/21/2009 BBET - Building Fund 123 456 789 54 BE&T - Buic
07/04/2009| 07/04/2009 BE&T - Building Fund 123 456 789 543 Building Fur
[« | I
|msert || Change | [Dielete

%guew | Report A Report B Cloze | Help |
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= Highlight the deposit you want to clear
=  Click Change to open the transaction
=  The Changing a Deposit Record window will open

A Changing a Deposit Record @
Deta | Added | | Updated | |
- Deposit Information
Date 06/21/2009 Date of Deposit: | (05/21/2009 MOTE: Remember to clear your deposits
g : monthly when you receive your bank
Amount 170,00 Date Cleared: statements.
Deposit For: [wachavia - General Fund
Bank Information
Bank: | 1 _..[\Wachova - Genera Fund
Acct No. [333233 324 441 Phene Mo: [(000)000-0000
-Deposit Transactions
a (| System] 10T Mo, Amount| Member| Recerved om Department FLind
Mo, Yisitor |0 Code Title Code| Title

John E. ; 100 Church Dperations 100 Tithes

4 [ 1|John E. Doe, Jr. 200 [Sunday School 200/5unday School Offer
5 06/21/2009 15.00 1|John E. Doe, Jr. 300 |Missions 300 Miszions Offerings
B 06/21/2009 15.00 5| Public Offering 200 [Sunday Schoal 200/5unday Schaol Offer
7 06/21/42009 5500 5| Public Dffering 300 | Missions 300 |Mizzions Qfferings

Total Transactions: 170.00 ]S | Cancel ‘ Help I

= Enter the Date Cleared - the date the deposit cleared the bank
= Click OK to save and exit

Fields

= Date - date funds were received

= Date of Deposit - date funds were deposited

= Amount - total deposit

= Date Cleared - enter the date the deposit cleared the bank
= Bank - bank code where funds were deposited

=  Deposit Transactions - records that make up the deposit

=  Total Transactions - total of the transaction records associated with the
deposit

NOTE: The Total Transactions and Deposit amount should always equal

Window Actions

=  OK - save changes and exit
= Cancel - abort adding or changes and exit
= Help - open ACMS help for this window
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Bank Statement
= Click Checking on the ACMS main menu

!Checking Membership  Browse Co

Checks

Charges
DT

Deposits

Bank Statements

Clear Multiple Checks

= Click Bank Statements
= The Browse Bank Statements screen will open

,{i Browse Eank Statermnents

By Bank, Statement First D ate

Eleared

Statement _Balances

Bank

Beqinning Ending
0E; 03 15,001.05

Firzt D ate

0E01 2009

Deposits

1 Wwachovia - General Fund

Chec

<] | l
Inzert Change | Delete |
%I Query | Cloze | Help |
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= Click Insert to add the Bank Statement information

NOTE: If the statement has already been added, highlight it and click

Change to update it

=  The Adding or Changing a BankStmt Record window will open

P

& Adding a Bank5tmt Record

Detail |

- Bank Information

Earliest Transaction Date

Bank Code. Name: 3 1 |...||wachaovia - General Fund

Account Mo.: 1333233 324 41

Statement Firzt D ate: 06/01 /2009

Please enter a starting
date for ACMS account
transactions: Checks,

Deposits and Charges.

Statement Lazt Date: 063042009 Earliest Tranzaction D ate: 0E/01 /2008 The system will use

Account Béran ces
B eqginning: 15.001.05  Ending: 17,524 66

Total Cleared

this date when
searching for cleared
and uncleared ACMS
fransactions. The
default is Statement

Deposits: 525531  Checks: 1.544.45 Charges: .00 11| First Date - 365 days.

Total Outstanding

Deposits: 0.00 Checks: 0.00 Charges: 0.00

Added: 07/04/2003 AL Updated: |

7404./2003 | ADIN

&b print Statement |

(] | Cancel | Help

-
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Window Option

] |_ lookup is available for the field

Bank Information

= Bank Code - |TEnter or select a bank code
=  Statement First Date - enter the first date of the bank statement
=  Statement Last Date - enter the last date of the bank statement

= Earliest Transaction Date - the date will default to 1 year prior to the
statement first date

Account Balances

=  Beginning Balance - amount listed on the bank statement
= Ending Balance - amount listed on the bank statement

Total Cleared

=  Deposits - amount listed on the bank statement
= Checks - amount listed on the bank statement
=  Charges - amount listed on the bank statement

Total Outstanding (updated by ACMS)

=  Deposits - amount updated by ACMS after Print Statement
= Checks - amount updated by ACMS after Print Statement
=  Charges - amount updated by ACMS after Print Statement

Window Actions

= OK - save changes and exit

=  Cancel - abort adding or changes and exit

=  Help - open ACMS help for this window

=  Print Statement - print the current Bank Statement
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Print Bank Statement

= Click Checking on the ACMS main menu
= Click Bank Statements

Highlight the Bank Statement to be printed

= Click Change

o

& Changing a BankStmt Record @
Dt |
Bank Information Earliest Transaction Date
Bank Code: | 1 leﬂhmia - General Fund Please enter a starting
Account Mo [ 333233 324 4M date for ACMSE account
Statement Firzt D ate: 0601 /2003 fransactions: Checks,

_ _ Deposits and Charges.
Statement Last D ate: 05/30/2009 Earliest Tranzaction D ate: 0EA01 /2008 The system will use

Account Balances this dat_e when
searching for cleared

Beginning: 16,001.05  Ending: 18,845.20 and uncleared ACMS

Total Cleared transaqinns. The
default is Statement

Depozits: E170.00 Chechks: 221010 Charges: 18,75 First Date - 365 days.

Total Qutstanding

D eposits: 0.00 Checks 31211 Charges: 0.00
Added: 07/04/20039 ADKIMN Updated: | 7/05/2009 |ADMIMN

& Print Siatement | ok | Cancel | Help

= Click Print Statement

Bank Statement Reconciliation 2
Statement Period: 06/01/2009 through 06/30/2009

Bank: Wachovia - General Fund Address:
Acct. No.: 333 City, State, Zip:

[ Cleared Transactions \

Deposits
Date Amount IDT Date Amount DT
05/31/2009 6,000.0C D 06/21/2009 170.0C D
Total: 6,170.00
Charges
Date Amount IDT Date Amount DT
06/30/2009 =19.7¢ [l
Total: -15.75
Checks
Chk. No. Date Amount IDT Chk. No. Date Amount DT
4999 05/31/2009 -356.55 O 5000 05/31/2009 -58.0C O
5001 06/01/2009 -523.11 O 5002 06/01/2009 -500.0C X
5003 06/01/2009 -355.0C ] 5004 06/10/2009 -58.0C ]
5006 06/29/2009 -459.44 1
Total: -2,310.10
[ Outstanding Transactions |
Checks
Chk. No. Date Amount IDT Chk. No. Date Amount IDT

5 005 06/29/2009 -312.11 [ 5



Chapter 6 Getting Started 93

Detail Section

Cleared Transactions - This section of the report will list all deposits, charges
and checks that have been cleared in ACMS.

= Deposits
= Checks
= Charges

Outstanding Transactions - This section of the report will list all deposits,
charges and checks that have not been cleared in ACMS.

= Deposits
= Checks
=  ChargesSummary Section

Bank Statement Reconciliation
Statement Period: 06/01/2009 through 06/30/2009

Bank: Wachovia - General Fund Address:
Acct. No.: 333 City, State, Zip:
Per Statement Per ACMS Variance
Beginning Balance 15,001.05
Cleared Deposits 6,170.0C 6,170.0C 0.0C
Cleared Charges -15.7¢ -15.7¢ 0.0C
Cleared Checks -2,310.1C -2,310.1C 0.0c
Ending Balance 18,845.20 18,845.20 0.0C
QOutstanding Deposits 0.0C
Outstanding Charges 0.0¢
Qutstanding Checks -312.11
ACMS Ending Balance 18,533.09
Current Period Prior Period Totals
Total Checks: -2,207 66 -414 .55 Checks: -2.622.21
Total Charges: -15.75 0.00 Charges: -15.75
Sub Totals: -2,223 .41 -414 55
Total Deposits: 6,000.00
ACMS Beginning Balance 8,586.50
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Reconciliation Summary - This section of the report is a summary of all deposits,
charges and checks keyed into ACMS and listed on the bank statement.

Cleared Transactions

=  Beginning Balance - amount from the Statement received from the Bank

= Deposits
= Charges
= Checks

= Ending Balance - amount from the Statement received from the Bank

Outstanding Transactions

= Deposits

= Charges

= Checks
ACMS Balances

= ACMS Ending Balance - Beginning balance from the Bank Statement plus
Outstanding Deposits and minus Outstanding Checks and Charges

= ACMS Beginning Balance - Beginning balance from the Bank Statement
minus prior period Deposits, Checks and Charges
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CHAPTER 7

Membership

Click the Members/Visitors icon Ig OR

= Click Membership on the ACMS menu
= Click Members/Visitors
= The Browse Members/Visitors (Individuals Only) window will open

/& Browse Members/Visitors (Individuals Only)

Last. First, FullMame I|d, M, ; HDuseHDldi

| Type a Last Mame to begin zearch.

» Last, First Mame

<] |

Willngham 11, Happy D

Fhotograph on File

Clasz:[  20][Class 2 |

Home Phone:
ok Phore:
Cell Phote:
Date of Birth:

Household:

2

3
(%j Query ﬂ Print Queny Ci Print Blank Form “ Update Ages 2] Inzert 1 ;I LChange ! é! Delete i

ﬂ Beports ﬂ Frint Profile

(2] Print Al Profiles 51 Exportto CSV ¥ Close | 9 Hel
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NOTE: Individuals will be displayed in grey if the deceased indicatior is checked on
the individual's profile.

Window Actions

= Insert - add a new record

= Change - update the highlighted record

= Delete - remove the highlighted record

= Query - set a filter to view specific records

= Print Query - print report of the query records

= Update Ages - update the ages for memberships with a date of birth
= Exportto CSV - export membership to Excel CSV file

=  Reports - display membership reports menu

= Print Profile - print profile of the highlighted individual

= Print All Profiles - print profile of the all individuals

= Print Blank Form - print a blank membership profile form
=  Help - open ACMS help for this window

= Close - exit Browse window

In This Chapter
Add/Update Membership .........ccooovvvieveneieiein e 97
Query Membership ......ccccevveeiiiiicc e 106

Assigning Individuals to Officers Contributions Report.... 110
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CHAPTER 8

Add/Update Membership

= On the Browse Members/Visitors (Individuals Only) window click Insert or

Change
A Update S -
Perzonal Infa., Grouping ]F‘hone Mo, Dates, Gender ! Age Groups, Relationship | Ministries/0rganizations ! | John E. Doe, Jr. |
— System Information d
ldMa.:[1 | Name: [John E. Doe. Jr. |
— Personal Information
Firgt Mame: ;!Eﬂ Initial:!E_ Last Marne: iDoe
Title: | Sufix: [Jr.
Addiess 1 [123 South Congaree St Address 2: [Apartment 12
City, State:  [Columbia [5C] Zip: | 29203 ___j {0000
m Select Member Photo
—Grouping - - :
Status Code:;,d\ _._.._“Memhel “.; Active T Deceased C:Aacmsain-Tutonal\KenStone. brp
HouseHold: ; _‘_“ | ™ Head of HouseHold
Clazs: ; 20 _._.Jl[:lass 2 |1- Church/Group/Business
Added: [06/21/2003 JADMIN | Updated: [10/03/2010 |[ADMIN |
\/ (] l >< Cancel i ‘? Help l
Window Tabs

Fersonal Info.. Grouping | Phane Mo., Dates, Gender | Age Groups, Felationship | Ministies/0rganizations
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= Personal Info., Grouping - Member/Visitor Detail information
= Phone No., Dates, Gender - Detail information continued

= Age Groups, Relationship - Detail information continued

=  Ministries/Organizations - Detail information continued

Window Option

. [_ lookup is available for the field

Window Actions

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window

In This Chapter

Personal Info., Grouping - Member/Visitor Detail Information 98
Phone Numbers, Dates, GeNnder .........ccoccoeveeriieneieniennns 99

Age Groups, Relationships.........cccovvieiiveieniiniene e 101
Minitries, Organizations.............ccceevevveveeieie s 103

Personal Info., Grouping - Member/Visitor Detail
Information

TAB - Personal Info., Grouping - Member/Visitor Detail Information

/A Update Members/Visitors File (=3
John E. Doe, Jr. |

Personal Info., Grouping |F'hone Mo., Dates, Gender | Age Groups, Relationship | Ministies/Organizations | |

system information
IdNo. : [ | MName: [John E. Doe. Jr. |

First Mame: [T Initial: [E Last Mame: [Doe
Title: | Suiffis: [Jr.
Address 1: [123 South Congaree St Address 2: |Apartment 12
City, State: [ Colurbia [5C] Zip: {29203 J | 0000
& Select Member Photo
Grouping - - -
Status nge;l B J|Memh8l | ¥ Active T Deceased C:Aacmsywin-T utorial\KenStone. brp
HouseHold: | J| | [ Head of HouzeHold
Class: | 20 Jl[ﬁlass 2 | [T Church/Group/Business
Added: 0642142003 |ADMIN Updated: [10/03/2010 | [ADMIN |

\/ QK |>< Eancel| ‘? Help |
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Window Option

|_ lookup is available for the field

System Information

Id No - system generated
Name - display field only

Personal Information

First Name - Member/Visitor's first name (required)

Initial - Member/Visitor's initial for middle name

Last name - Member/Visitor's last name (required)

Title - Member/Visitor's title. (i.e. Bishop, Reverend, Deacon, Minister, etc.)
Suffix - Member/Visitor's suffix (i.e. Jr., Sr., I, 11, 111, 1V, etc.)

Address 1 - Street address

Address 2 - Apartment Number

City, State - This field will be completed when the zip code field is
completed

Zip - |TEnter or lookup Member/Visitor Zip Code

Grouping

Status Code - |_ Enter or lookup Member/Visitor status in the church (i.e.
A - Member, V - Visitor, etc.)

Active - Member/Visitor is active when checked / Inactive when unchecked
Deceased - Check this box if the Member/Visitor is deceased

Household - Member/Visitor Household Id. (If Head of Household is
checked, ID will be assigned by ACMS.)

Head of Household - Check this box if the Member/Visitor is the head of
their household

Class - |_ Enter or lookup Member/Visitor class assignment (In Baptist
churches this classification is called Districts, Wards, Tribes, Deacons, etc.)
Church/Group/Business - Checking this box will move the current record to
the non-individual list of church membership

Select Member Photo - |TCIick this button to lookup and attach a digital
photo to the Member/Visitor record

Phone Numbers, Dates, Gender

Phone Numbers, Dates, Gender
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Personal Info., Grouping  Phane Mo., Diates, Gender | Age Groups, Relationship | Ministries/Organizations || John E. Doe, Jr.

Phone Humbers, etc. Marital Status

803)798-3000 Cell Phore: | [803]798-3001 Code: [M .| [Married
‘whork Phore:  |[803)783-8307 Extension: |122

Employer. | T 45 Corsulting, LLC

Comrmesits: |Transferred From First B aptist | 0

Home Phaone: -

Important Dates Gender

Date of Birth: 01251975 Date Joined: 05/15/1985 * Male
Date Marnied: 0E/21/1998 Baptized: 0E/22/1985
Date of Death: Bge: 4

(" Female

Phone Numbers, etc.

= Home Phone - Member/Visitor home phone number

= Cell Phone - Member/Visitor cell phone number

= Work Phone - Member/Visitor work phone number

= Extension - Member/Visitor work extension phone number

Important Dates

= Date of Birth - Date Member/Visitor was born - When this field is entered,
the system will calculate the person’s age automatically.

= Date Joined - Date Member/Visitor joined the church

= Date Married - Date Member/Visitor got married

= Date Batpized - Date Member/Visitor was baptized in the church
= Date Died - Date became deceased

= Age - calculated by ACMS

Marital Status

= Code - |TEnter or lookup a Member/Visitor's Marital Status code
M - Married

S - Single

D - Divorced

W - Widowed

Gender

= Male
=  Female
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Age Groups, Relationships

Age Groups, Relationship

Personal Info., Grouping | Phane Mo, Dates, Gender Age Groups, Relationship Ministries#[lrganizatinns]1

rIndividual's Age Group
Age Group:

John E. Doe, Jr.

|

4] J |Yu:uung Adults: 19 to 35 years

rIndividual's Relationship to Head-of-HouseHold

Relationzhip:

Head-of-HouseHold:

-Other Group Assignments

Dfficer Contribution Report;

Group 2

!

1 _Jl Head of Houzehold

I

!

3 __| | Stewards

!

i .

Individual's Age Group

= Age Group - rEnter or lookup Age Group code
= Select from the available Age Groups records or insert a new Age Group

3 Browse Age Groups

By Age Group Code

® Age Group
Code | Description

1| Infants: Less than 1 year

2| Youth: 1 to ==—qald

3| Teens: 13 to 18 vears old

4 Young Adults: 13 to 35 pears
5

5

Adults: 36 to B4 pears old
Elderly: B pears and aver
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Individual's Relationship to Head-of-Household

=  Relationship - [_-TEnter or lookup Relationship code

Code] Title

Head of Hougehald
Spouse

Father

b cther

San

ncle

Aunt
Grandfather
Grandmother
11| Grandzon

12 | Granddaughter

1
2
3
4
a]
& | Draughter
7
]
g
10

Other Group Assignments (see "Age Groups, Relationships" on page 101)

= Officer Contribution Report - [TEnter or lookup code

Code| Title
Bizhop
Paztar
Stewards

L L ]

5| Clazz Leaders
B | Presidents

7 | Members

8| Vizitors
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Minitries, Organizations

TAB - Minitries / Organizations

= This tab is used to identify the Ministries/Organizations the
Member/Visitor is associated with.

Perzonal Info., Grouping | Phone No., Dates, Gender I A0e Groups, Relationship  Ministries/Drganizations II‘

i3

~ Ministries | Organizations

John E. Doe, Jr.

Ministry/ 0 rganization

tembership Period

teeting [nformation

M ame

Pasition

Start Date

End Dat

Date of Meetin

Time Start | Time Sto

|nzet | Change | Delete I

0k, I Cancel | Help |
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= To add a Ministry/Organization for the Member/Visitor click Insert

=

& Adding a Members Record
kimiztry Member Detail I

—Member Data

Pl inistry: I
Id Mo. :

-]
[

First Name:  |John

=

Initial:

Last Name:  |Doe

Suaffis: IJr. Huome Phane: |[BI33]?‘EIB-3EIEIEI
~ Officer Data
Officer [ Sort Order: l 33
Title: |
—Membership Period Gender-
Start Date: | End Date: I ’7 & Male ( Female
Added: |IZI?£'| 8/2003 |ADMIN UpdﬂtEd:lD?a‘l-l 8/2009 |.-’-'-.DMIN
] 8 I Cancel | Help
= Click the Lookup button rnext to the Ministry field
= The Browse Ministries/Organizations window will open
Z4 Browse !u"linistrisfﬁrganiiaﬁum @
Code |
#|| Code | Miniztn/Organization t eetings
Date Begin End
1| Deacons 1zt Monday of each Month 07:00prn 08:00pm
2| Seniar Chair 3rd Monday of each Month 07:00prn 08:00pm
3 Trustees 2nd Tuesday of each Month 07:00pm 02:00pm
4 Youth Minigty 1zt S aturday of each Month 10:00am 171:00am
5| Mizzions 1zt Saturday of each Maonth 10:00arm 11:00am
<] | 2l
Inzert | LChanage | Delete |
& Frint (Portrait) | @ Print {Landzcape) Select I Cloze | Help |
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= Highlight the Ministry/Organization you want to add to the current
Member/Visitor
= Click Select
24 Adding a Members Record ™|
kiniztry Mermber D etail |
Member Data
Finiztry: | 4 J|Yuuth Minigtry W Active
Id Ma. : 1
Firzt Mame: ]Ju:uhn
I mitial: IE_
Last Mame: |[Doe
Suffis: Jr. Horme Phone: | [203]798-3000
Officer Data
Dfficer [v Sort Order: 1
Title: | President
Membership Period Gender
Start D ate: 1/01/2009 EndDate: [0 (* Male { Female
Added: |07412/2009 |ADMIN Updated:|07/18/2009 |ADMIN

(] 8 | Cancel ‘ Help

Officer Data

Officer - check this box if the Member is an officer in the

Ministry/Organization

Sort Order - Example: 1 = President; 2 = Vice President; 3 = Treasurer; 4 =

Secretary; 99 = Default
Title - President, Vice President, Treasurer, Secretary

Membership Period

Start Date - start of membership period
End Date - end of membership period
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Query Membership

= On the Browse Members/Visitors (Individuals Only) window click Query

| A Browse Members/Visitors (Individuals Only) |
Last, First, Fulb ame ||c|. Na. | HDuseHnldl Envelope Mo, |
I Type Last Hame to begin search.
B Last, First Mame
2
i
4| Henry, b am I Member e
Awillingharn I, Happu D |+ ] & | Member :
g
=
o
=
o
Class| 20 |Class 2
Haorne Phane: | [303)798-3000
Wiork Phone: | [803)783-8907
Cell Phone: | [803)798-3001
Date of Birth: Jan 25,1975
Household:
‘ |:| b
Q) auey (& Printauery | (G updateages | [ Exporttocsv | | Insat || Change || Delete |
i Reports | (g PrintProfile | &% Print AllProfiles | 14 Print Blank Form | | Oese || Hep |

= The Query by Example Settings window will open

Tabs

Saved Quenes  Huery Settings
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» Query Setings - available fields for the query
& Query by Example Settings @

Saved Queries  Huery Settings |

Active [-Mo, 1-es]: O
Firstname: [ e
Lastname: [ M)
Statuz Code: T
Class: l— ]
Gender: | &
Age Group: li ]
HouzeHaold Relationship: [ il
Group 1: l— ]
ZipCode: li ]
Head-ofHouseHold [0Me, 15vest [ [
Date of Birth: | [
Date Joined: | i
Date B aptized: [ i
Date Married: [
Date of Death: [ M
Age: [ &

[ (] ][ Cancel H Clear
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Enter a valid value next to the field you want to include in your query.

- [ The range criteria button is located next to the value keyed. It defaults
to =. You can change this criteria by clicking on the range criteria button.

= Each time the range criteria button is clicked, the value will change. The
available range criteria are:

- I Equal To

|

- Equal To
. |; Equal Tto or Greater Than
. |: Equal Tto or Less Than

. o Not Equal To
= OK - activate query
= Clear - clear the values for all Query fields

» Saved Queries - You can also save queries for retrieval later
= Click on the Saved Queries tab

A Query by Example Settings E

Saved Queriesz |Duer_l,l Settings

Cueny
OCH - Mirzters

<] | i

Query name: [ OCR - Ministers

Load | Delete | Save |
] I Cancel | Clear |
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Load Query

Delete Query

Save Query - New

Save Query - Update

Query name - enter the name to save the current Query

Save - save the setting for the current Query

Load - execute a saved Query

Delete - remove the highlighted Query,

Clear - clear the current Query settings, display all browse records

Highlight a saved query
Click Load
Click OK

Highlight a saved query
Click Delete
Click OK

Enter a name for the Query
Click OK

Highlight the name of a saved query
Click Save
Click OK
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Assigning Individuals to Officers Contributions Report

= On the Browse Members/Visitors (Individuals Only) window click Change

= Click on the Age Groups, Relationship tab

/A Update Members/Visitors File

Personal Info., Grouping iF'hone Ma., Dates, Gender ; Age Groups, Relationship ; Ministries/Organizations ; |

~ System Information
|
[ 1dNo.: [4 | Mame: [John E. Doe, Jr. |

— Personal Information

&S

John E. Doe, Jr. |

Statuz Eode:; A __j | Member

HouseHald: __j |

Class: 20 .|[Class 2
Added  [0/2172009 [ADMIN

|T~7 Active [ Deceased
|T- Head of HouseHold
|§_ Church/Group/Buziness

Updated: [08/07/2010 |[AOMIN___|

First M ame: W—MW Initial:ﬁ“ Last Mame: |IDoel |

Title: {“"w“w Suifis: [Jr.

Address 1: W Address 22 | Apartment 12

City. State:  [Calumbia [5C] Zip: [ 29203 .| Joooo —
a Select Member Photo

—Grouping

C:hvacmewinTutonialh K enStone. brmp

¥ 0K 1)( Eanceli ‘? Help i

Go to the Other Group Assignments section

Personal Infa.. Grouping | Phane Mo, Dates, Gender A8 Groups, Relationship |Ministries.-"DrganizationS | |

Individual's Age Group

Age Group: J|Young Adults: 19 ta 35 years |

Individual's Relationship to Head-of-HouseHold

Relationship: | 1 J|Head of Househald |

Head-of-HouseHold: | |

Other Group Assignments

Officer Contribution R epart: | 3 J|Stewards |

Graup 2 | ] J| |

John E. Doe, Jr.

\/ oK |>< Eancel| ‘? Help |
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= Click on the Officer Contribution Report lookup I_
/A Browse Group 1 Codes ™|

By Code

|| Code

Tile |

1

2
4
a
=
7
a

Bizhop
Fastor

! Stewards

Trustees
Clazz Leaders
Prezidents
Members
Yigitors

] | i

o | }d Change | %l Delete |

= Selact | + Close | IJ) Help |

Select the category
Click OK to save
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CHAPTER 9

Budgets

ACMS provides 3 types of budgets, department, expense and revenue:

1

Budgets Menu - Department, expense, revenue and combined revenue
& expense budget

Department Budget - expenditures for each ministry, department,
event, etc.

Expense Budget - expenditures for each type of expense

Revenue Budget - income or contributions for each type of fund
Beports  Labels Expoi
* Budgets Menu

1

Department Budget
Expense Budget

Revenue Budget
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= Selecting the desired budget
= Enter the budget time frame
= Click “OK”

» The Browse Budget window for the type of budget you selected
(Department Budget, Expense Budget or Revenue Budget) will

appear
/A Browse the Expense Budget (5]
e Bk Budget Period: | 01/01/2009 | Through | 12/31./2009 Transaction Period: | 01/01/2003 | Through 12/31./2009
] Expense Expenze Group Previous Year Current ¥ ear
Code| Title Budgeted Actual Budgeted Actual
5101 | Pastor's Salamy Salaries & Compenzation 1,000.00 975.00 1,200.00 a30.22
5102|Pastor's Housing Salanies & Compenzation 350.00 350.00 500.00 350,00
5103| Pastor's Medical Insurance Salaries & Compensation 0.00 0.00 Q.00 0.00
Pastor's Retirement 0.00 0.00 0.00
-~ 5105 or's Travel Salaez & Compenzaton 10000 10000 15000 0. 00
5130 Custadian nan 0.00 ] n.on
5140| Secretany Salanies & Compenzation 0.00 0.oo 0.00 0.00
5141 | Church Clerk Salaries & Compenzation 0.00 0.oo Q.00 0.00
5145| Organizt Salanies & Compenzation 0.00 0.oo Q.00 0.00
5170| Conzulting Services Salaries & Compensation 300,00 300,00 350,00 333.00
5202 Electricity Administrative & General 300.00 81593 1,000.00 91893
5204 | T elephone Administrative & General 850,00 835,22 1.000.00 92021
5205 | W/ ater Administrative & General 125.00 116.00 175.00 163.00
5802| Supplies - Dffice Material & Supplies 75.00 55.00 100.00 B5.00
1l b
Prink Expenze Create Manthiy Prinat Blank f Inaert Change Dielete
Budget 'ﬁ Budget Reportz Expenze Budget EEE ] ha'l Siee l m == ]
3 PostVearTo-Date < Expart to Excel
( # Transactions F: CEW file [w/ Close ] [‘? Help ]

Click the Post-Year-To-Date button at the bottom left of the screen to
update the selected budget with all posted transactions.

= After the Post-Year-To-Date processing has finished, click once on
the item that you desire to change

= Click the Change button
= Make the desired changes
= Click OK to save changes

NOTE: Do not change the amounts in the field named Actual. They are
updated automatically when you select Post-Year-To-Date

= Repeat these steps until all of the desired changes have been made

In This Chapter

Budgets - Department EXPENSE ......cccovvrervevnnsesiesieinennns 115
Budgets - Expense Detail ..........cccccoveveeiiiiiieeic e 125
BUAQELS - REVENUE ....ocvviieciieie s 134
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Budgets - Department Expense

= Click Budgets on the Main Menu

Budgets | Reports Labels Expo
Budgets Menu

Department Budget
Expense Budget

Revenue Budget

= Click Department Budget

F’1 DepartmentBudéet -lgﬂg .

Budget Period

Beginning Date: |01./01/2009 E
Ending Date: 12/31/2009 E

Please enter Budget Period.
Example: 01012011 - 123172011

l+ 0K | [>< Eancel]
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=  Enter the Budget Period Beginning Date

=  Enter the Budget Period Ending Date

= Click OK

=  The Browse the Department Expense Budget window will open

£\ Browse the Department Expense Budget

Department Cade

Budget Perniod: 01:01,2009| Through:

£ Cepartment Group Previous ear Current ‘r'ear
Code| Mame Code| Mame Budgeted Actuall  Budgeted =

100| Church Operations 100| Church Adrministration 2.500.00 2.019.21 5,000.00 347942 —
125|Savings 900|Restricted Funds 0.00 0.00 0.oo 0.00
150/ Building Fund 100| Church Administration 0.00 0.00 0.00 0.00
160|CD 1 900| Restricted Funds n.ao Qoo 0.00 nan
161|CD 2 900| Restricted Funds 0.o0 0.0a 0.aoa
162|CD 3 900| Restricted Funds n.oo 0.00 naa
190  Mutual Funds 300 | Resticted Funds 0.00 0.aa 0.00
200| Sunday Schoal 100| Church Adrinistration 0.00 0.00 0.00
210| Children's Church 100 | Church Administration 0.00 0.aa 0.00
230/ T ape Ministry 100 | Church Adminigtration 55.00 200,00 E5.00
300 Missions 100 | Church Administration 18.00 150.00 43.00
500 | &dult Chair 100 | Church Adrministration 0.00 0.aa 0.00
510/ Youth Chair 100 | Church Administration 0.00 0.aa 0.00
520| Uzhering Commitiee 100| Church Administration 0.00 0.oo 0.00
E00| Progran Committes 100| Church Adrministration 0.00 0.00 0.00
E10| Murturing Committee Church Adminigtration

E20 00 Church &d ation

B30 100 | Church Administration 0.00 0.aa 0.00
B40| Sisterhood 100 | Church Adrministration 0.00 0.aa 0.00
ER0|Yauth Department 100| Church Adrinistration 0.00 0.oo 0.00

3

-

4 Ll
[j Beport & [j Beport B Monthly Budget Report [.u]

nzert ] h,] Lhange ] m Lelete

]

©

Pt ear-To-D ate

F Export ta Excel CSY file [‘{ Cloze ”‘? Help

|
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Window Actions

Report A - print Department Expense Budget
Report B - print Department Group Expense Budget

Monthly Budget Report - print Department Expense Budget by Month
Post Year-To-Date - automaticall update actual department expenses

Export to Excel CSV File - export the displayed budget data to Excel CSV file

Insert - add a new budget record

Change - update the highlighted budget record
Delete - remove highlighted budget record

Close - save changes to Budget History file and exit
Help - open ACMS help for this window

STOP - If you click the abort E button on the Browse the Department
Expense Budget window, your changes will not be saved to the Budget
History file.

Add/Update Department Expense Budget Amount

Highlight the Department, for example Sunday School
Click Change on the Browse the Department Expense Budget

window

Z4 Changing an Expense Budget Record

Dretail |
Department

Code: | 200 [..]|Sunday Schoal

Group: | 100 []|Church Administration

Current Year
Budgeted:

Actual;

Previous Year

Budgeted: | 000
Actuat | 000

| oK

][ Cancel H

Help
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Current Year

=  Budgeted - enter the budget amount here
= Actual - the system will automatically update this amount when the Post

J:E Post Year-To-Date
Year-To-Date button =

‘is clicked

Previous Year

=  Budgeted - this is the budgeted amount for the previous year
= Actual - the system will automatically update this amount when the Post

E:E Post Year-To-Date
Year-To-Date button =

‘is clicked

= Click OK to save

Post Year-To-Date Expenses

) E:,’i Post Year-To-Date
= Click the Post Year-To-Date button l=. on the
Browse the Department Expense Budget window

= All check and charge expenditures posted will be added to the Actual fields
for the Current Year budget period and exact same period for the Previous
Year budget

Export to Excel
_ . Export to Excel CSV file
= Click the Export to Excel CSV file button on
the Browse the Department Expense Budget window
A Export Browse to C5V File @

CSY File Name: | [BEray iR =1 hr o ate i) I_Jljl:]EEr_[j:Eﬂ E wport 5

‘ E wport ‘ ‘ E it ‘
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=  The default output file is C:\AcmsTemp\xAcmsBudgetDeptExport.CSV

) Ewpart
=  Click the Export button

= When the Export is complete, the Export Completed! window will open

Export completed! &3

=  Click Yes to open the exported file

NOTE: You must have Microsoft Excel loaded on the computer to open
the file

Report A - Department Expense Budget

=  Click the Report A button Mlon the Browse the Department
Expense Budget window

Progress...
Print Department Expense Budget

Budget Period

First Date: 0170172009
Last Date: 1213112009

Type of Report

Dretail I Summary Inciu

3
1
=1
B
(]

Print Copies: 15 [ Preview | [ Cancel
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PrintBudgetDeptExpenses

= Click Preview on the Progress window

First Church Of America, USA

Department Group Expense Budget - 1/01/2009 - 12/31/2009 [excluding IDT(s)]

2008 2008 2009 2008 Percen
Departments Budgetec Actual Budgetec Actual Balance Remaining
100 Church Operations 0.00 0.00 100,000.00 95,000.00 5,000.00 5%
125 Savings 0.00 0.00 10,000.00 8,000.00 2,000.00 20%
150  Building Fund 0.00 0.00 15,000.00 15,000.00 0.00 0%
190  Mutual Funds 0.00 0.00 1,600.00 1,000.00 500.00 33%
200 Sunday School 0.00 0.00 500.00 250.00 250.00 50%
210 Children's Church 0.00 0.00 250.00 225.00 25.00 10%
230 Tape Ministry 0.00 0.00 200.00 190.00 10.00 5%
300 Missions 0.00 0.00 850.00 950.00 -100.00 12% Qver
500 Adult Choir 0.00 0.00 750.00 700.00 50.00 7%
510 Youth Choir 0.00 0.00 500.00 400.00 100.00 20%
520 Ushering Committee 0.00 0.00 150.00 200.00 -50.00 33% Over
600 Program Committee 0.00 0.00 200.00 500.00 -300.00 150% Over
610  Nurturing Committee 0.00 0.00 100.00 50.00 50.00 50%
620  Altar Committee 0.00 0.00 300.00 400.00 -100.00 33% Over
630 Brotherhood 0.00 0.00 150.00 100.00 50.00 33%
640 Sisterhood 0.00 0.00 200.00 300.00 -100.00 50% Over
B50 Youth Department 0.00 0.00 500.00 35000 150.00 30%
700 Vacation Bible School 0.00 0.00 500.00 450.00 50.00 10%
Grand Total: 0.00 0.00 131,650.00 124,065.00 7,585.00 6%
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Report B - Department Group Expense Budget
=  Click the Report B button on the Browse the Department

Expense Budget window

Progress...

Print Department Group Expense Budget

Budget Period

Type of Report
@ Deta

Print Copies:

First Date: 0170172009
Last Date: 1213112009
~ Summary Include IDT(s)
1] Previewl [ Cancel

= Select Detail or Summary on the Progress window
= Click Preview on the Progress window

PrintHudge Dept Groip

First Church Of America, USA
Department Group Expense Budget - 1/01/2009 - 12/31/2008 [excluding IDT(s)]

2008 2008 2009 2009 Parcen
Department Budgetec Actual Budgetec Actual Balance Remalning
100 Church Administration
100 Church Operations 0.00 0.00 100,000.00 96,000.00 6,000.00 5%
1560 Building Fund 0.00 o.00 16,000.00 5,000.00 10,000.00 Bi%
200 Sunday School 0.00 0.00 500.00 250.00 250.00 50%
210 Children’s Church 0.00 0.00 250.00 225.00 25.00 10%
230 Tape Ministry 0.00 0.00 200.00 190.00 10.00 S%
300 Missions 0.00 o.00 850.00 85000 -100.00 0% Ower
500 Adult Choir 0.00 0.00 750.00 700.00 50.00 T
510 Youth Choir 0.00 o.00 500.00 400.00 100.00 20%
520 Ushering Committes 0.0o n.oo 150.00 200.00 -50.00 0% Ower
600 Program Committee 0.00 0.00 200.00 500.00 -300.00 0% Ower
810 Nurturing Committee 0.00 .00 100.00 G0.00 50.00 50%
620 Altar Committes 0.00 0.00 300.00 400.00 -100.00 0% Over
630 Brotherhood 0.00 o.0a 150.00 100.00 50.00 33%
B40  Sisterhood 0.00 o.00 156000 300.00 -150.00 0% Cwver
630 Youth Department 0.00 0.00 500.00 150.00 350.00 T0%
700 Vacation Bible School 0.00 0.00 500.00 450.00 60.00 10%
Group Tetal: 0.00 o.00 120,100.00 104,865.00 15,235.00 13%
200 Restricted Funds
125  Savings 0.0 o.00 10,000.00 8,000.00 2,000.00 20%
190 Mutual Funds 0.00 .00 1,500.00 500.00 1.,000.00 Bi%
Group Total: 0.00 o0.00 11,600.00 §,500.00 3,000.00 26%
Grand Total 0.00 0.00 131,600.00 113.365.00 18.235.00 14%
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Monthly Budget Report

=  Click the Monthly Budget Report button on the Browse the
Department Expense Budget window

= The Browse the Dept Budget Data file will open

/4 Browse the Dept Budget Detail file =]
1] Expensze Code Budget Period: 0170142009 Through 12/31/2009
=l D epartment | Expenze | Budgeted| Actual Expenditures |
Title: Code| Title T Amount

100| Church Operations 5101 | Pastar's Salary D.D 30,22 D.D 0o
100| Church Operations A102| Pastor's Housing n.on 38000 n.on 0o
100| Church Operations 5105 Pastor's Travel 0.00 100.00 0.00 0o
100{ Church Dperations 5170| Consulting Services 0.00 333.00 0.00 3330
100| Church Operations 5202 | Electricity n.on 83099 n.on 0o
100| Church Operations 5204 | Telephone n.on 920.4 n.on 0o
100| Church Operations 5205 | W ater 0.00 115.00 0.00 0o
230| Tape Ministry 200.00 0.00 000 0o
230| T ape Ministry 5802 | Supplies - Qffice 000 B5.00 n.on 0o
300| Migsions 160.00 0.00 0.00 0o
300| Missions 5205 |\ ater 000 43.00 0.0 0o
£20| &ltar Committee 200.00 0.00 0.0 oo
E20| Altar Committee 5202| Electricity 0.00 83.00 0.00 no
i b
"%34) PrintMonths -6 Budget Report B3 Expon

Print Months 7-12 Budget Report

= Click on the Print Months 1-6 Budget Report button to view the first
six months' data

Report Preview
File View Zoom

== ) [
9_-[“ |ia] Poge: [1 5 Across: 5 Do - Zopom: [Page Widh [x

EemNRIBa1 ek First Church Of America, USA
Maonthly Dept Budget for the perlod: 1/041/2009 through 12/31/2008

.ENQ n.ctualnE: pandl.lurn Jln-.l.un
_Dept Code | Description Budgetec | Jan Feb Mar Apr May Jun Teta!

[100 Church Operations |
5,000 .00 oo 000 000 0.00 000 000 0.00
5101 Pastor's Salary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
.!110? Pastor's Housing o0 oo 000 n.on D.[Kl o nn. 00 0.00
5105 Pastor's Travel 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5170 Consulting Senices 000 aoon 000 33300 000 oo0 000 333.00
5202 Electncity 0.00 0.00 0.00 0.00 0.00 o.ou 45544 456,44
5204 Telephone 0.00 . 655 11 000 0o 000 36510 ooo 82021
5205 Water 0.00 0.00 0.00 0.00 50.00 .00 0.00 650.00
SubTotal: £,000.00 555.11 0.00 333.00 50.00 365.10 455.44 1,758.65

(230 Tape Ministry

200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5802 Supplies - Office 000 a.oo0 000 000 000 000 000 0.00

Fage 1ol 2

Lo, Fage Wdth
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=  Click on the Print Months 7-12 Budget Report button to view the last
six months' data

Eile  Miew Zoom

i!;i! |_~, Poge: [1 3| Across: =l Dowr :| Zoom: [Fage Widh [=

P 2y First Church Of America, USA
Monthly Dept Budget for the period: 1/01/2009 through 12/31/2009
2008 Actual Expenditures Jul-Dec Grand
Dept Code / Di ipti Budgetec Jul Aug Sep Oct MNew Dec Taotal Total
100 Church Operations
5,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5101 Pastor's Salary 0.00 0.00 0.00 0.00 0.00 830.22 0.00 830.22 830.22
5102 Pastor's Housing 0.00 0.00 0.00 0.00 000 350.00 0.00 350,00 350.00
5105 Pastor's Travel 0.00 0.00 0.00 0.00 0.00 100.00 0.00 100.00 100.00
5170 Consuling Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 333.00
5207 _Flectricity 000 000 375 55 000 000 000 000 375.56 830.99
5204 Telephone 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00 920.21
5205 Water 000 65 00 000 000 000 000 000 65.00 115.00
SubTotal: 5.000.00 E5.00 7555 0.00 0.00 1,280 22 0.00 1.720.77 3479.42
230 Tape Ministry
200 00 000 000 000 000 000 000 0.00 0.00
5802 Suppbes - Office 0.00 0.00 0.00 0.00 0.00 85,00 0.00 BE.00 B6.00
SBuhTatal- 20000 0. (iR o0 L00 RN 10 RE.NN RA.ON o=

Fage 1ol 2 Lo, Fage Width
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CHAPTER 11

Budgets - Expense Detail
= Click Budgets on the Main Menu

[ Budgets

Department Budget

Expense Budget

Revenue Budget

= Click Expense Budget

 Expense Budget NN conl o= )

|

Budget Period

Beginning Date: ® 01012009
Ending Date: | 123112009

Please enter an Expense Budget Period.
Example: 01012010 - 12/31/2010

Transaction Period

Transaction First Date: | 01012009

Transaction Last Date: | 121312009 @

Please enterthe Transaction Period.

[( oK ”}( GEIr‘lDe||
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Enter the Budget Period Beginning Date

Enter the Budget Period Ending Date

Enter the Transaction Period First Date

Enter the Transaction Period Last Date

Click OK

The Browse the Expense Budget window will open

/A Browse the Bxpense Budget
e | Budget Period: [ 01/01/2009 | Through [ 12/31/2009 | Transaction Period: | 01/01/2009 | Through | 12431/2009
| Expenze | Expense Group Previous Year Current ear |
Code| Title Budgeted| Actual Actual
i 1 i
5102 | Pastor's Housing Salaries & Compenszation 35000 0.o0 50000 350,00
5103 | Pastor's Medical Insurance Salaries & Compenszation 0.00 0.0o 0.0o 0.00
5104 | Pastor's Retirement Salares & Compensation n0.on n.on n.on 0.00
B105| Pastor's Travel Salaries & Compenzation 100.00 n.on 160.00 100.00
5130| Custodian Salaries & Compensation 0.00 0.00 0.00 0.00
5140|Secretary Salaries & Compenszation 0.00 0.0o 0.0o 0.00
5147 | Church Clerk Salaries & Compenszation 0.00 0.0o 0.0o 0.00
5145 Qrganist Salaries & Compenzation n.on n.on n.on 0.00
5170 Consulting Services Salaries & Compensation 300,00 300,00 350,00 33200
5202 Electricity Adminiztrative & General 900,00 5499 1.,000.00 918.99
5204 T elephone Adminiztrative & General 850,00 83522 1.,000.00 9204
5205w ater Administrative & General 126.00 11600 175.00 163.00
5802 | Supplies - Office Material & Supplies 500 R5.00 100.00 E5.00
« [l H
Print Expenze Create Monthly Prirt Blark. i Insert Change Delete
Budget Iﬁ Budget Reports E=penze Budget lead ! ] M =000 ]@ = ]
4 PaostearToDate iy Export toExcel -y
) Transactions CSV file [ Cose |[ Help |
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Window Actions
=  Print Expense Budget - print Expense Detail/Summary Budget

=  Create Monthly Budget Reports - create and print Monthly Detail Expense
Budget reports

= Print Blank Expense Budget - print Blank Expense Budget report

=  Post Year-To-Date - automaticall update actual department expenses

= Export to Excel CSV File - export the displayed budget data to Excel CSV file
= Insert - add a new budget record

= Change - update the highlighted budget record

= Delete - remove highlighted budget record

= Close - save changes to Budget History file and exit

=  Help - open ACMS help for this window

STOP - If you click the abort E button on the Browse the Expense
Budget window, your changes will not be saved to the Budget History
file.

Add/Update Expense Budget Record

= Highlight the Expense Code, for example 5101 - Pastor's Salary
= Click Change on the Browse the Expense Budget window
» Update the Budgeted amounts as needed

/& Changing an Expense Budget Record (3]

Detail |

Expense
ExpCode: | 5101 [][Pastor's Salary |

Expenze Group: |Salaries & Compensation |

Current Year

Budgeted: 1.200.00

Actual 830.22
Previous Year

Budgeted: 1.000.00
Actual: liﬂﬂﬂ

[\( Ok ] [>< Eancel] ['? Help J
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Current Year

=  Budgeted - enter the budget amount here

NOTE: Actual - the system will automatically update this amount when

the Post Year-To-Date button is clicked

Previous Year

=  Budgeted - this is the budgeted amount for the previous year

NOTE: Actual - the system will automatically update this amount when

the Post Year-To-Date button is clicked

= Click OK to save and close
= Click Cancel to abort and close

Post Year-To-Date Expenses

E-} Post Yea_r-Tu:u-Date
= Click the Post Year-To-Date button _ Trarsactions

on the Browse

the Expense Budget window

= All check and charge expenditures posted will be added to the Actual fields
for the Current Year budget period and exact same period for the Previous

Year budget

Export to Excel
F E:-cpclr_t to Excel
= Click the Export to Excel CSV file button e tai il on the
Browse the Expense Budget window
& Export Browse to C5V File @

R S RV Tt s T emnpaedi cnsE wpenzeB udgetE wport. C5Y

‘ Ewport ‘ ‘

E xit ‘
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=  The default output file is C:\AcmsTemp\xAcmsExpenseBudgetExport.CSV

) Ewpart
=  Click the Export button

= When the Export is complete, the Export Completed! window will open

Export completed! &3

=  Click Yes to open the exported file

NOTE: You must have Microsoft Excel loaded on the computer to open
the file

Print Expense Budget

Frint Expensze

= Click the Print Expense Budget button Budast on the
Browse the Department Expense Budget window

Progress...

Print Expense Budget

Budget Period

First Date: o01jo1f2009
Last Date: 12312009

Type of Report

™) Summary [TlInclude IDT(s)

©
&
B

Print Copies: 15 I Preview I I Cancel
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=  Select Detail or Summary report
= Click Preview on the Progress window

NOTE: Only Expense Codes with amounts in the Previous Year Budgeted
or Actual OR Current Year Budgeted or Actual will be listed on the report.

= Report Preview

File View Zoom

Page h— ACIOSS h— Doy h— Zoom m

PrintBudgetExpenses First Church Of America, USA
Expense Budget for the period: 01/01/2009 through 12/31/2009
Transaction Period: 01/01/2009 through 12/31/2009
2008 2008 2009 2009 Balance
Expense Budgetec Actual Budgetec Actual Amount Percent

5100 Salaries & Compensation
5101 Pastor's Salary 1,000.00 1,000.00 1,200.00 830.22 69% 369.78 31%
5102 Pastor's Housing 350.00 350.00 500.00 350.00 70% 160.00 30%
5105 Pastor's Travel 100.00 100.00 150.00 100.00 67% 50.00 33%
5170 Consulting Services 300.00 300.00 350.00 333.00 95% 17.00 5%
SubTotal: 1,760.00 1,750.00 2,200.00 1,613.22 73% 586.78 27%

5200 Administrative & General
5202 Electricity 900.00 815.99 1,000.00 91899  92% 81.01 8%
5204 Telephone 850.00 835622 1,000.00 920.21 92% 79.79 8%
5205 Water 125.00 116.00 175.00 163.00 93% 12.00 7%
SubTotal: 1,875.00 1.767.21 2,175.00 2,002.20 92% 172.80 8%

5300 Material & Supplies

5802 Supplies - Office 75.00 55.00 100.00 65.00 66% 35.00 35%
SubTotal: 75.00 55.00 100.00 65.00 65% 35.00 35%
Grand Total: 3,700.00 3.572.21 4,475.00 3,680.42 82% 794.58 18%

Pags1af1 Zoom Pags width
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Print Blank Expense Budget

PrintBudgetExpensesBlank

NOTE: This report is a blank expense listing that can be used to make

notes for an estimated Expense Budget

= Click the Print Blank Expense Budget button .

Browse the Expense Budget window

Progress...

Budget Period

02 Completed

Print Blank Expense Budget

" Include IDTis)

First Date: 0170172009
Last Date: 1243112009
Type of Heport
@ Detail @ Summary [
Print Copies: 1+

| Preview | I Cancel

= Select Detail or Summary on the Progress window

= Click Preview on the Progress window

First Church Of America, USA
Expense Budget for the period: 1/01/2009 through 12/31/2009

2008 2008 2009 2009
Expense Budgeted Actual Budgetec Actual
5100 Salaries & Compensation

5101 Paster's Salary 1,000.00 0.00
5102 Pastor's Housing 350.00 0.00
5103  Pastor's Medical Insurance 0.00 0.00
5104 Pastor's Retirement 0.00 0.00
5105 Pastor's Travel 100.00 0.00
5130 Custodian 0.00 0.00
5140 Secretary 0.00 0.00
5141 Church Clerk 0.00 0.00
5146 Organist 0.00 0.00
5146  Pianist 0.00 0.00
5160 Federal Taxes 0.00 0.00
5161 State Taxes 0.00 0.00
5160 Elder Stipend 0.00 0.00
5165 Guest Speaker 0.00 0.00
5166 Guest Minister 0.00 0.00
5170 Consulting Services 300.00 300.00

SubTotal: 1,750.00 300.00
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Create Monthly Budget Reports

NOTE: This option will create 3 reports for the Expense Budget

= Click the Create Monthly Budget Reports button

7 Create taonthly
1 Budget Beports

on the Browse the Expense Budget window

A Browse the Revenue / Expense Budget Detail Data File

Budget Period: [ 01:01,2009 | Through [ 12,31,2008 | Transaction Period: [01:01,2009 | Through [12:31:2009

1] Expenze Code
Transaction Fund Expense
Tupe Code| Title Code| Title Group Budgeted| YTD Amount konthi
Fevenue | 4100 Tithes 3.000.00 £35.00 0.00
Revenue  |4101|Offerings 2,000.00 1.185.00 h0.00
Fevenus | 4150|Building Fund Donation 0.o0 150.00 0.00
Revenue  |4200| Sunday School Offering 200,00 185.00 25.00
Revenue | 4300| Mizsions Offerings F00.00 R95.00 25.00
Expenze 5101 | Pastor's Salar Salaries & Compenzation 1.200.00 3022 0.oo
Expenze 5102 | Pastor's Housing Salaries & Compensation 50000 350,00 0.00
Expenze 5108|Pastor's Travel Salaries & Compenszation 150,00 100.00 0.00
Expenze 5170| Consulting Services Salaries & Compenszation 350,00 333.00 0.00
Expenze B202 | Electricity Adminigtrative & General 1.,000.00 91899 0.oo
Expenze 5204 | T elephone Administrative & General 1,000.00 920,21 BEE.11
Expenze 5205w ater Adrninistrative & General 175.00 163.00 0.01
uppli i 0

% ot 712 Budger
69 comreont @ vew ) oo ] (7 e ]
T TR TIGRE TE]
= Click the Print Months 1-6 Budget button on the

Browse the Revenue / Expense Budget Detail Data File window
= The following report will be displayed:

PrintBudgetRevenueExpensesi_biontns

First Church Of America, USA
Monthly Revenue/Expense Budget for the period: 01/01/2009 through 12/31/2009
Transaction Period: 01/01/2009 through 12/31/2009

2009 Actual Expenditures Jan-Jun
Fund / Expense Code | Description Budgetec Jan Feb Mar Apr May Jun Total
Income
0001 - Income & Contributions
4100 Tithes 3,000.00 0.00 0.00 0.00 50.00 150.00 65.00 265.00
4101 Offerings 2,000.00 50.00 150.00 150.00 150.00 0.00 0.00 500.00
4150 Building Fund Donations 0.00 0.00 0.00 0.00 50.00 0.00 100.00 150.00
4200 Sunday Schoal Offerings 200.00 25.00 0.00 0.00 15.00 25.00 35.00 100.00
4300 Missions Offerings 700.00 25.00 50.00 0.00 0.00 0.00 70.00 145.00
SubTotal: 5,900.00 100.00 200.00 150.00 265.00 175.00 270.00 1,160.00
Total Income: 5,900.00 100.00 200.00 150.00 265.00 175.00 270.00 1,160.00
\ Expenses |
|5100 - Salaries & Compensation
5101 Pastor's Salary 1,200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5102 Pastor's Housing 500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5105 Pastor's Travel 150.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5170 Consuliing Services 350.00 0.00 0.00 333.00 0.00 0.00 0.00 333.00
SubTotal: 2,200.00 0.00 0.00 333.00 0.00 0.00 0.00 333.00
5200 - Administrative & General
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Frint Monthz

=  Click the Print Months 7-12 Budget button el_lon the
Browse the Revenue / Expense Budget Detail Data File window

= The following report will be displayed:

PrintBudgetRevenusExpenses?_12Months. First Church Of America, USA =
Monthly Revenue/Expense Budget for the period: 01/01/2009 through 12/31/2009
Transaction Period: 01/01/2009 through 12/31/2009
2009 Actual Expenditures Jul-Dec Grand r
Fund | Expense Code / Description Budgetec Jul Aug Sep Oct Nov Dec Total Total
[Income
|0001 =Income & Contributions
4100 Tithes 3,000.00 0.00 0.00 0.00 0.00 175.00 255.00 430.00 695.00
4101 Offerings 2,000.00 375.00 250.00 0.00 0.00 35.00 25.00 685.00 1,185.00
4150 Building Fund Donations 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 150.00
4200 Sunday School Offerings 200.00 0.00 0.00 0.00 0.00 0.00 85.00 85.00 186.00
4300 Missions Offerings 700.00 0.00 0.00 300.00 100.00 50.00 0.00 450.00 595.00
SubTotal: 5,900.00 375.00 250.00 300.00 100.00 260.00 365.00 1,650.00 2,810.00
Total Income: §,900.00 375.00 250.00 300.00 100.00 260.00 365.00 1,650.00 2,810.00
[Expenses \
|5100 - Salaries & Compensation
5101 Pastor's Salary 1,200.00 0.00 0.00 0.00 0.00 830.22 0.00 830.22 830.22
5102 Pastor's Housing 500.00 0.00 0.00 0.00 0.00 350.00 0.00 360.00 360.00
5105 Pastor's Travel 150.00 0.00 0.00 0.00 0.00 100.00 0.00 100.00 100.00
5170 Consulting Services 350.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 333.00
SubTotal: 2,200.00 0.00 0.00 0.00 0.00 1,280.22 0.00 1,280.22 1,613.22

= Click the Budget Performance Detail Report button

h Budget Performance
Detail Report on the Browse the Revenue / Expense
Budget Detail Data File window

= The following report will be displayed:

forman First Church Of America, USA
Revenue & Expense Budget Performance: 01/01/2009 through 12/31/2009 (Detail)
Transaction Period: 01/01/2009 through 12/31/2009

2009 2009 2008 2008
Fund | Expense Code / Description Budgeted Actual Under / (Over) Budget Budgeted Actual Under/ (Over) Budget
\ Income
[4000 - Income & Contributions
4100 Tithes 3,000.00 695.00 230500 23% 2,500.00 222300 27700 88%
4101 Offerings 2,000.00 1,185.00 81500  59% 500.00 250.00 25000  50%
4150 Building Fund Donations 0.00 150.00 (150.00) 0% 0.00 0.00 0.00 0%
4200 Sunday School Offerings 200.00 185.00 15.00 92% 175.00 150.00 25.00 85%
4300 Missions Offerings 700.00 595.00 105.00  85% 500.00 0.00 500.00 0%
SubTotal: 5,900.00 2,810.00 308000 47% 3,675.00 2,623.00 1,052.00 T1%
Total Income: 5,900.00 2,810.00 308000  47% 3,675.00 2623.00 108200  T1%
[Expenses |
|5100 - Salaries & Compensation
5101 Pastor's Salary 1,200.00 83022 36078  69% 1,000.00 0.00 1,000.00 0%
5102 Pastor's Housing 500.00 350.00 15000  70% 350.00 0.00 350.00 0%
5105 Pastor's Travel 150.00 100.00 5000 6% 100.00 0.00 100.00 0%
5170 Consulting Services 350.00 333.00 1700  95% 300.00 300.00 000 100%
SubTotal: 2,200.00 1,613.22 586.78 3% 1,750.00 300.00 1,450.00 17% -
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= Click the Export button Eon the Browse
Expense Budget Detail Data File window

= The following export options will be displayed:

Exported Revenue and Expense Budget Detail

the Revenue /

o s
| Q%! x| W e .
§ o
I
File Mame: |
%";.j & s
@ Frevious E it
Budgets - Revenue
= Click Budgets on the Main Menu
[ Budgets
Department Budget
Expense Budget
Revenue Budget

= Click Revenue Budget

ik Revenue Budget

Budget Period

Please enter Budget Period.

Beginning Date:: I
Ending Date: I

Example: 01/01/2009 - 12/31/2009

| o

K. ] [ Cancel ]
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=  Enter the Budget Period Beginning Date
=  Enter the Budget Period Ending Date
=  The Browse the Expense Budget window will open
24 Browse the Revenue Budget (==
Fund Code | Budget Period: | 01012009 Through I 12312009
Fund Previous ear | Current v'ear
Code| Title Budgeted Azt Budgeted Actua
100{ Tithes 150,000.00 165,000.00 170,000,000 715.00
101 | Offeringz F0,000.00 71.500.00 75,000.00 155.00
10| Love Offering .00 .00 .00 0.00
150 Building Fund Donations 280,00 25200 35,000.00 400.00
200| Sunday School Offerings 2,000.00 1.750.00 250000 215.00
300 Missions Offerings 2.000.00 1.,950.00 2.500.00 70.00
400 Women's Day F00.00 FR0.00 200,00 0.00
N0 Men's Day F00.00 Fra0o 200,00 0.00
B00{ % outh Activities a00.00 400.00 a00.00 0.0o
B00| Church Anniversary 2,000.00 250000 2,500.00 0.00
a00| T ape Sales a00.oo 0000 1.000.00 0.o0
a00| Scholarship 200.00 a00.00 1.000.00 0.00
2000 b emaorialz a00.00 450,00 a00.00 0.00
2000| Interest 1.200.00 1,125.00 1,200.00 0.00
2001 | Returned Check. 0.00 325,00 Q.00 0.00
2002 Returned Check Fee .00 75,00 .00 0.00
[ Ihgert ] [ LChange ] [ Delete ]
|31 Post Year-To-Date l l Export to Excel CSV file ] [ Cloze ] [ Help ]
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Window Actions

=  Report - print Revenue Budget

= Post Year-To-Date - automaticall update actual revenue

= Export to Excel CSV File - export the displayed budget data to Excel CSV file
= Insert - add a new budget record

= Change - update the highlighted budget record

= Delete - remove highlighted budget record

= Close - save changes to Budget History file and exit

= Help - open ACMS help for this window

STOP - If you click the abort E button on the Browse the Revenue
Budget window, your changes will not be saved to the Budget History
file.

Add/Update Revenue Budget Record

= Highlight the Revenue (Fund) Code, for example 100 - Tithes
= Click Change on the Browse the Revenue Budget window

Zk Changing a Revenue Budget Record (3]

Detail |

Fund
Code: | 100 [] |Tithes

Current Year

Budgeted: 17000000

Actual: 715.00
Previous Year

Budgeted: 150,000.00
Actual; 165,000.00

[ Ok l[ Cancel H Help




Chapter 11 Budgets 137

Current Year
= Budgeted - enter the budget amount here

= Actual - the system will automatically update this amount when the Post

~|1%) Post Year-To-Date ‘ _
Year-To-Date button = is clicked

Previous Year
=  Budgeted - this is the budgeted amount for the previous year

= Actual - the system will automatically update this amount when the Post

E:,’i Post Year-To-Date
Year-To-Date button =

‘is clicked

= Click OK to save

Post Year-To-Date Expenses

) E:E Post Year-To-Date
= Click the Post Year-To-Date button =
Browse the Revenue Budget window

= All contributions, donations and income posted will be added to the Actual
fields for the Current Year budget period and exact same period for the
Previous Year budget

on the

Export to Excel

Export to Excel CSV file

= Click the Export to Excel CSV file button‘. on

the Browse the Revenue Budget window

VR RV R T A e T empted cmzBudgetB evenusE spart C5Y

‘ E wport ‘ ‘ E it ‘
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=  The default output file is C:\AcmsTemp\xAcmsBudgetRevenueExport.CSV

.
=  Click the Export button

= When the Export is complete, the Export Completed! window will open

Export completed! N =

|0| Open exported file C:\AcmsTemphsdcmsBudgetR evenueE sport. C5Wnow?

= Click Yes to open the exported file

NOTE: You must have Microsoft Excel loaded on the computer to open
the file

Report - Revenue Budget

= Click the Report button 2on the Browse the Revenue Budget

window

Print Revenue Budget

Budget Period

First Date: 017012009
Last Date: 1243112009

Type of Report
(@ Detail Summary Include IDT(=)

Print Copies: | i+ [ Preview I [ Cancel
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= Click Preview on the Progress window

NOTE: Only Revenue (Fund) Codes with amounts in the Preview Year
Budgeted or Actual OR Current Year Budgeted or Actual will be listed on

the report.

PrintBudgetRevenue

First Church Of America, USA

Revenue Budget for the period: 1/01/2009 through 12/31/2009

2008 2008 2009 2008

Code Revenue Budgetec Actual Budgetec Actual Variance
100  Tithes 150,000.00 165,000.00 170,000.00 715.00 169,285.00
101 Offerings 70,000.00 71,500.00 75,000.00 155.00 74.845.00
150  Building Fund Donations 250.00 252.00 35,000.00 400.00 34,600.00
200 sunday School Offerings 2,000.00 1,750.00 2,500.00 215.00 2,285.00
300  Missions Offerings 2,000.00 1,950.00 2,500.00 70.00 2,430.00
400 Women's Day 700.00 750.00 800.00 0.00 800.00
410 Men's Day 700.00 773.00 800.00 0.00 800.00
500 Youth Activities 500.00 400.00 500.00 0.00 500.00
600  Church Anniversary 3,000.00 2,500.00 3,500.00 0.00 3,500.00
800 Tape Sales 800.00 700.00 1,000.00 0.00 1,000.00
800  Scholarship 800.00 500.00 1,000.00 0.00 1,000.00
2000 Memorials 500.00 450.00 500.00 0.00 500.00
8000 |Interest 1,200.00 1,125.00 1,200.00 0.00 1,200.00
8001 Returned Check 0.00 325.00 0.00 0.00 0.00
8002 PReturned Check Fee 0.00 75.00 0.00 0.00 0.00
Grand Total: 232,450.00 248,050.00 284,300.00 1.555.00 292,745.00
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Posted Income

= Click Income on the ACMS main menu

I
Trcome]

Add Income

[
E Browse Posted Income

=  Click Browse Posted Income

;’A Browse Income @
Spstem Mo. | temberMisitor Id. | Dept. Mo | |dtNo. Date ] 105331 /2008 Type Date to begin search.
System | Date| Received From | Amoun Fund | Department |_Bank |«

IDT] Number Feceived| |d No.| Full Hame Code| Title Code| Title Eank D]
25 05/ 8 4 kam W Henm 100,00 101 Offerings 100 Church Dperations i
L] 26| 05/31/2008 4| W, Heny 252.00 150|Buiding Fund Donations | 150 Building Fund 2t
(] 27 0543172008 4| Mam W, Henm 28,00  200|Sunday School Offerings| 200 Sunday Schoal 1
] 9| 04.15/2009 1|JohnE. Doe, Jr. 15.00| 200|Sunday School Offerings)  200| Sunday School 1
] 10f 04/15/2009 T[John E. Doe, Jr. 150,000 107 | Offerings 100{ Church Dperations 1
] 11| 04/415/2009 1|Jahn E. Doe, Jr. B0.00) 100 Tithes 100{ Church Operations 1
] 12| 04/415/2009 T|John E. Doe, Jr. 50.00( 150 Building Fund Donations | 150 Building Fund 2(t
= al 08/31/2009 7|InterDepartmental Trangl  6,000.00| 9000(IDT-InterDepartmental T 100{ Church Operations 1
] 13) 083172003 T|John E. Doe, Jr. 150,00 100 Tithes 100{ Church Operationz 1)
(| 14 05/31/2009 1|John E. Doe, Jr. 25.00)  200|Sunday School Offerings)  200{ Sunday School M'—
] 15 05431/2009 1|Jahn E. Doe, Jr. 150.00) 100 Tithes 100{ Church Dperations ] =
] 16( 05/31/2009 T|John E. Doe, Jr. 50.00( 150 Building Fund Donations | 150 Building Fund 2(t
] 17| 08431/2009 1|Jahn E. Doe, Jr. 15.00| 200|Sunday School Qfferings)  200| Sunday Schoal 1
] 18| 05/31/2009 3|Reverend Happy D Wil 100.00|  200|Sunday School Offerings|  200{ Sunday School 1
] 19 05/31/2009 3| Reverend Happy D, Wil 5000 101 |Offerings 100{ Church Dperations 1
] 20f 0543172009 3|Reverend Happy D Wil 100.00) 100 Tithes 100{ Church Dperations 1
] 21 05/31/2009 3|Reverend Happy D1, Wil 100.00)  150|Building Fund Donations | 150) Building Fund 2|t
] 220 05431/2009 4| Mam W Henm 200.00) 100 Tithes 100{ Church Dperations 1
] 23| 05/31/2009 4 Mar W, Heny 100.00|  150{Buiding Fund Donations | 150 Building Fund 20t
] 24| 05431/2009 4| Mam W, Henmy 2500 200|Sunday School Offerings)  200| Sunday Schoal 1
= 1| DE/01/2003 7|InterDepartrmental Trans 500.00| 3000(1DT-InterDepartmental Ty 150 Building Fund 2(t
< [ P -

[E Export to Excel CSV file | st | Change | [ Delete |

@Jguery ] @Eeporls‘ [ Close H Help J
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Window Actions

= Export to Excel CSV File - export records to Excel file
= Query - set a filter to view specific records

= Reports - posted income reports menu (see "Posted Income Reports" on
page 177)

= Insert - not available

= Change - update the highlighted record

= Delete - remove the highlighted record - amount must = zero
= Help - open ACMS help for this window

=  Close - exit Browse window

In This Chapter

Query Posted INCOME .....cvevviiieieie e 143
Change Member ID on Contributions..........c.ccoeeveeviieninnnns 148
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Query Posted Income

The Browse Query Button provides a Query button to let the end user
apply a dynamic (run-time) filter to the BrowseBox result set. In other
words, the end user can query the underlying dataset and display the
results of the query in the BrowseBox list.

The default query interface is a dialog with an input field and a
comparison operator button for each list box column.

The end user may provide filter criteria for zero or more fields.
Additional filter criteria result in a more refined search and a smaller
result set (the filter conditions are conjunctive--ANDed together).

= Open the Browse Income window
= Click Query

ﬁ Browse Income
System Mo. | MemberMdisitor 1d. | Dept. Mo | |dtNo. Date | 05/31/2008 Type Date to begin search.

System | Date| Feceived From | Amount Fund | Diepartmeht Bank [ -
IDT] Number Received| [d MNo.[ Full Mame Code| Title Code| Title Eanl D]
25 3 4 bam . Henm 100,00 1071 Offerings 100 Church Dperations i
[ | 4| Marp W, Heny 25200 150{Building Fund Donations | 150 Building Fund 2|t
] 27 05431/2008 4| Mam W, Henmy 2500 200|Sunday School Offerings) 200 Sunday Schoal 1
] 9| 04/15/2009 T|John E. Doe, Jr. 15.00( 200\ Sunday School Offerings|  200{ Sunday 5 chool 1
(| 10 04415/2009 1[John E. Doe, Jr. 180,000 107 | Offerings 100{ Church Dperations 1
] 11| 04415/2009 1|JohnE. Doe, Jr. 50.00| 100 Tithes 100{ Church Dperations 1
] 12| 04/15/2009 T|John E. Doe, Jr. 50.00( 150 Building Fund Donations | 150{ Building Fund 20t
= 8| 05/31/2009 7| InterDepartmental Tranel  6.000.00) 9000|1DT-InterDepartmental Tn - 100{ Church Dperations 1
] 13 08/31/2003 1|John E. Doe, Jr. 150,00 100 Tithes 100 Church Operationz 1
(| 14 053172009 1|John E. Dae, Jr. 25,000 200\ Sunday School Offerings|  200{ Sunday Schaool 1)
] 15 05/31/2009 1|John E. Doe, Jr. 150.000 00| Tithes 100{ Church Dperations 1
] 16 05/31/2009 1|John E. Doe, Jr. 50.00)  150|Building Fund Donations | 150 Building Fund 2|t
] 17 05431/2009 1|Jahn E. Doe, Jr. 15.00) 200|Sunday School Offerings)  200(Sunday Schoal 11
] 18 05/31/2009 3|Reverend Happy D Wil 100.00)  200|Sunday School Offerings| 200 Sunday School 1
] 19 05/31/2009 3|Reverend Happy D Wil 500 101|Offerings 100{ Church Dperations 1
] 20f 0543172009 3|Reverend Happy D Wil 100.00) 100 Tithes 100{ Church Dperations 1
] 21| 05/31/2009 3|Reverend Happy D, Wil 100.00)  150{Building Fund Donations | 150 Building Fund 2(t
] 220 05431/2009 4| bam W Heny 200.00) 100 Tithes 100{ Church Dperations 1
] 231 05/31/2009 4 Maryp W, Heniy 100.00)  150{Buiding Fund Donations | 150 Building Fund 20t
] 24| 05431/2009 4| Mam W, Henmy 2500 200|Sunday School Offerings)  200| Sunday Schoal 1
= 1| DE/01/2003 7|InterDepartrmental Trans 500.00| 3000{1DT-InterDepartmental Ty 150 Building Fund 2(t
4 (s

[® Exportto Excel CSV file | | | Change | | Delete |
@] Query l [Qﬁ Reports ‘ [ Close I [ Help J

= The Query by Example Settings window will open

Tabs

Saved Quenez  Query Settings
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» Query Setings - available fields for the query

& Query by Example Settings @

Saved Queres  Huery Settings |

Mermberisitor 1d. Mo [

Date Received: ]7 D
Department Code: Ii L]
Fund Code: l— [:J
Bank Code: ]— D
DT Ne: [ @

Date Funds were Deposited: 1 D

[ ok ” Cancel H Clear |
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Enter a valid value next to the field you want to include in your query.

- [ The range criteria button is located next to the value keyed. It defaults
to =. You can change this criteria by clicking on the range criteria button.

= Each time the range criteria button is clicked, the value will change. The
available range criteria are:

- [E- Equal To

» = Equal To

. b= Equal Tto or Greater Than
. = Equal Tto or Less Than

. o Not Equal To
= OK - activate query
= Clear - clear the values for all Query fields

Runtime Options

The default comparison operator is ( =), which searches for an exact
match between the BrowseBox field and the corresponding Query input
field. Pressing the comparison operator button cycles through all the
available operators:

Operator Filter Effect

= = browsefield equal to queryvalue

= >= browsefield greater than or equal to  queryvalue

= <= browsefield less than or equal to queryvalue

= <> browsefield not equal to queryvalue no filter

For string fields, you may use the following special characters in the Query input
field to refine your search:

= Symbol Position Filter Effect

= prefix caseless (case insensitive) search
= prefix browsefield contains queryvalue
= suffix browsefield begins with queryvalue

For example:
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= d -matches'd only

= d* - matches'dog’, 'david'

= *d - matches 'dog’, '‘cod

= ~*d - matches 'dog', 'cod’, 'coD’

NOTE: Upon completion of the Query dialog, the current sort order of
the BrowseBox is filtered to match the query. If Query is selected again,
the previous query is available by default. This allows sharing of filters
between sort orders, as well as successive filter refinements.

» Saved Queries - You can also save queries for retrieval later
=  Click on the Saved Queries tab

44 Query by Example Settings X
Saved Cuenes |Duer_l,l Settings
[luerny
LCR - Minizters
| -
Query name: | OCR - Ministers
Load | Delete | Save |

] I Cancel | Clear |
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Load Query

Delete Query

Save Query - New

Save Query - Update

Query name - enter the name to save the current Query

Save - save the setting for the current Query

Load - execute a saved Query

Delete - remove the highlighted Query,

Clear - clear the current Query settings, display all browse records

Highlight a saved query
Click Load
Click OK

Highlight a saved query
Click Delete
Click OK

Enter a name for the Query
Click OK

Highlight the name of a saved query
Click Save
Click OK
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Change Member ID on
Contributions

Sometimes the same person may get added multiple times to the
Membership data file. For example,

John E. Doe, Jr. - Member/Visitor ID 1
John E. Doe, Jr. - Member/Visitor ID 233

Before one of the duplicates can be deleted, the contributions must be
moved to the Member/Visitor ID that you plan to keep.

NOTE: The person changing the contributions' Member/Visitor ID must
have a security level 9.

» Stepl

= Open the Browse Income window

A Browse Income
Systern Mo, Member/Vigitor 1. |DE|:|t. M. | [dt Ma. | Date |

= Click on the Member/Visitor Id. tab
= This will sort the contributions by Member/Visitor ID

= Click Query
= You need to set a Query on the Member/Visitor ID you plan to delete
A& Query by Example Settings @

Saved Queres  Query Settings |

b emberdigitor [d, Mo D

D ate Received: '7 D
Departrment Code; li ()
Fund Code: |
Bank Code: '7 [:|
IDT No.: L

Date Funds were Depozsited: D

ok ” LCancel || Clear |
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=  Enter the Member/Visitor Id. No. in the Query by Example Settings
= Click OK
A Browse Income
Spstem Mo, MemberA/isitor Id. !Dept. Mo l Idt Mo I Date i I Type Member/¥isitor ID to begin search.

System Date Received From Amaoun Fund Department Bank |
IDT| Mumber Received| |d Mo.| Full Hame Code| Title Code| Title Eank D] Mai
L] 2| 0B/21/2009 1|Jahn E. Doe, Jr. E5.00) 100 Tithes 100{ Church Dperations 1wz
] 3| 0B/21/2009 T|John E. Doe, Jr. 100.00 150|Building Fund Donationz | 150) Building Fund 2|BBE
(] 4 06/21/2009 1|John E. Doe, Jr. 20,000 200\ Sunday School Offerings|  200( Sunday School LY
] 5 O 1[John E. Doe, Jr. 300| Missions Offerings 300 Missions 1| a

] : 1 John E. 1

] 1 Do, Jr. ; 1

] 11 041542003 T|John E. Doe, Jr. 50000 100 100 Church Operationz 1
] 12| 04/15/2009 1{John E. Dae, Jr. B0.00) 150|Building Fund Daonations | 150 Building Fund 2|BBE
] 13 05/31/2009 T|John E. Doe, Jr. 150.000 00| Tithes 100{ Church Dperations 1| a
(| 14 05/31/2009 1|John E. Doe, Jr. 25.00)  200|Sunday School Offerings)  200{ Sunday School 1w
] 15 05431/2009 1|Jahn E. Doe, Jr. 150.00) 100 Tithes 100{ Church Dperations 1w a
] 16| 08/31/2009 T|John E. Doe, Jr. 50.00|  150|Building Fund Donations | 150 Building Fund 2|BBE
] 17| 08431/2009 1|Jahn E. Doe, Jr. 15.00| 200|Sunday School Qfferings)  200| Sunday Schoal 1wz

™|

[ Export to Excel CSV file ]

Insert

b

’ LChanae H Delete ]

£hj Guery 7 |25 Reports |

l

Cloge I [

Help J
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=  The Query Results will be displayed
» Step2
=  Click Change

=  The Income will be changed for (John E. Doe, Jr.) window will open

24 Income will be changed for (John E. Doe, Jr.) @

|rizome Dretail |

Member/VisitoriGroup Information

Id. Mo [ |John E. Doe, Jr.

Status: |Member [123 South Congaree 5.

Class: 70 [Courba [sc [29203
Income Information

Syztem Mo |—a“ DT Mo I—
Date Received: | 04/15/2009 S 000 500

Dept Code: | 200 [..]|Sunday Schoaol

Fund Code: | 200 [..]|5unday Schoo Ofierngs
Bank Code: | 1 E]]Wachu'.-a-Genera Fund
Date Deposited: 04/415/2009 Posted

Added: Added By:

Updated: 07842009 Updated By |ADMIM

[ ] J[ Cancel ]l Help ]

= Highlight the Id. No. and type in the number you want to keep
= Click OK

= Go back to Step 2 and repeat until all records gone
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CHAPTER 13

Cancelling a Check

Cancelling a check is sometimes needed if a check has not been cashed and the
normal timeframe for cashing has been exceeded. The normal timeframe for a
check is 90 days. If a check has "VOID AFTER 90 DAYS" printed on the check, the
normal process should be to initiate the Check Cancelling Process. The Check
Cancelling Process is NOT the same as VOIDING a check in that cancelling
requires an adjustment to income. A check should only be voided if the voiding is
completed within the same month the check is issued.

Process for Cancelling a Check

Step 1 - Cancel the Check

On the ACMS main menu

Click on Checks

Click on Checking

The Browse Checks window will open
Type in the Check Number to be cancelled
The Check will be highlighted

Click Change

Add the original Paid To vendor name to the check’s memo for audit
purposes

Change the check’s Paid To vendor name to Cancelled Check
Change the expense code to the Cancelled Check expense code

Put the last date of the current bank statement in the Date Cleared
field

Click OK

Step 2 - Post an Adjustment to Income

On the ACMS main menu

Click on Income

Click on Add Income

Lookup the Member/Visitor 1D for Cancelled Check
Select the Member/Visitor ID for Cancelled Check
Click Insert on the Add Current Income window

The Adding a Current Income Record window will open
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= Enter the last date of the current bank statement in the Date Received
field

= Enter the amount of the cancelled check in the Amount field

= Enter the Dept Code for the cancelled check

= Enter the Fund Code for cancelled check

» Click OK to save

= Click No

= Click Review All

= The Browse Unposted Contributions/Income window will open

= Enter the last date of the current bank statement in the Date of
Deposit field

= Click Post Income
= Click Post Now

Step 3 - Clear the Deposit Transaction

»=  On the ACMS main menu

= Click on Checking

= Click on Deposits

= Locate and highlight the deposit record added by the posting in step 2
» Click Change

» Type the last date of the current bank statement in the Date Cleared
field

= Click OK

Step 4 - Print Bank Reconciliation Statement

= On the ACMS main menu

= Click on Checking

= Click on Bank Statements

= Click on the Bank Reconciliation Statement for the current period
= Click Update

= Click on Print Statement to print the current Bank Reconciliation
Statement

= Review the Bank Reconciliation Statement

NOTE: There should be 2 variances that cancel each other out

» Example: Cleared Deposits 1,213.55
= Example: Cleared Checks -1,213.55
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CHAPTER 14

Attendance

Attendance Type

Attendance data can be tracked for statistics and reporting.

Click Attendance on the ACMS menu

Click on Attendance Types

Attendance types can be as simple as:

One type for Everyone

OR as complicated as:

Adults, Children,

Male Adults, Female Adults, Male Children Female Children
etc.

We recommend keeping it simple and just track the data by Everyone.

A\ Browse the AttendanceType file @

1] Attendance Type

Everone

Alttendance Type Added| Added By |lpdated] Updated By

J2010 ADMIN 02/07/2010 ADMIM

~l
22l Inzert | }d Change | Kl Delete |

\f Cloze | '? Help |
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Services

Services are the types of activities you want to track.

= Click Attendance on the ACMS menu
= Click on Services

A\ Browse the Services file @

1] Service Title

= || Service Title Added Added By |lpdated |lpdated
Bible Study 2010 ADMIMN 030742000 ADkIM
Church Anniversary 02072000 ADMIM 02072000 ADMIM
Church Schoal 02072000 ADMIM 02072000 ADMIM
Paztor Anniverzary 080720010 ADMIM 02072000 ADMIM
Wharship Service 08/07,/2000| ADMIM 02072000 ADMIN
<] | 2

Q Wi | o] Inzert | Baj Change | m Delete |

\( Cloze | ‘? Help |
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Attendance

ﬂ Browse the Attendance file
1] Attendance Date, Service, Tpe | 2] Service Attended 1 3] Attendance Type ; 4] Attendance Date 1

Aftendance

Date| Service
0 Chu one 3
08/07/2010| W orship Service Ewerone 11

oL |

0 ADMIN
08/07/2010 ADMIN | 09/07/2010] ADMIN 1

D

B Export Reports Q Wiew i 2l Insart 1 M Change l M Delete 1 \f’ LCloze 1 ‘? Help 1

-Data Filter Center

Caolumn Operator Walue/E »pression Connecting Operator >< Reset
 SaveQuen
t.* Save bz
Q Load Query
i

[T Case sensitive search for sting Filter Repart

| Bracina e Atandanna fila
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Window Actions

Export - export records to Excel

Reports - print listing of attendance
View - view the highlighted record

Insert - add a new record

Change - update the highlighted record
Delete - remove the highlighted record
Help - open ACMS help for this window
Close - exit Browse window

Data Filter Center

Reset - clear filter

Save Query - save a query setting

Save As - save a query setting to a different name
Load Query - load a saved query

Apply - execute the current filter settings
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CHAPTER 15

Export

Export Features
ACMS provides a special feature designed specifically for exporting query
data to several formats.
Export Format Options
All exported data can be sent to several outputs:
= Printer
= Microsoft Excel
= Microsoft Word
= TextFile
= HTML File
= XML File
Export Data

Click on Exports on the ACMS Main Menu. Select the data you want to
export.

1 Export Charges - export charge data
2 Export Checks - export check data
3 Export Contributions - export contributions data
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4 Export Membership - export membership data

/X Browse Checks [=3]
Check Mo |EH|JBI"ISB Code, Date | I:IT_l,lpe 4 Check Mumber to begin search,
» Check, Date Paid| Date Cleared| Paid To Erpense Department
IDT|  Mumber expTitle dptCode| dptTitle
- 4 933 100 Church Operations
| i il YW ateree Utilities Church Dperations
] 5001 0B/01/2009( 0B/30/2009 ATET RZ311 204| Telephone 100| Church Operations
= 1 5002 06/01/2009) 06/30/2009|First Church Of America, 500,00 9000] DT rterdepartmental T 100| Church O perations
] 5003 06/01/2009 06/30/20039|T & 5 Consulting 300.00 170| Canzulting Services 100| Church Dperations
] 5003 06/01/2008 0B/30/2009|T & 5 Conzulting R5.00 802 | Supplies - Office 230| T ape Ministy
] 5004 0BA0/2009 06/30/2009 % ateree Utilities 40,00 205w ater 100| Church Dperations
] 5004 0BA0/2008( 08302009/ ateree Utiities 18.00 205w ater 300/ Mizsions
] 5005 062972009 ATET 21 204 | Telephone 100| Church O perations
] 5005 0B/29/2009( 0B/30/2009 SCELG 429,44 202 | Electricity 100| Church Operations:
] 5006 0B/23/2009( 0B/30/2009 SCELG 30.00 202 | Electricity 520 Alkar Committee
1 [ P
E Export |~(’ Cloze I | '? Help

Crata Filter Center

Calumn Operatar Walue/E xpression Connecting Operator | >< FReset

+ Save Queny

.6_ Save fs
T

Q Load Query

By s

Caze sensitive search for sting

Data Filter Center

Filter Options
= Reset - clear filter

= Save Query - save the current query settings, you will be prompted
for a Query Name

= Save As - save the current query settings, you will be prompted for a

Query Name
= Load Query - retrieve a saved query
Set a Filter

The Data Filter Center is available for filtering the available data before
exporting. Execute the filter by completing the following steps:

= Double click under the Column section of the Data Filter Center to activate
the available fields list

[rata Filter Center

=l Column
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=  Select the field from the column you want to use in your filter
=  Select the condition from the Operator column

=  Specify the Value/Expression

= Specify the Connecting Operator

In this example, the filter is for all records with the following:
= IDT Number = 1 AND Date Paid = 06/01/2009
= Click Apply to set the filter

D ata Filter Center

| Value/E xpression | Connecting Dpen_a_t_g_rj >< Re:
AND
DONE

| Operator

[ ate Paid

Caze zensitive search for string

Export Filtered Data

The data meeting the conditions of the Data Filter Center query can be

exported.
& Browse Checks [=
Check Ha. ]E:-:pen&e Code, Date ; I:lType a Check Mumber to begin search.
Check Date Paid] Date Cleared) Paid To Amount Expenze Department
IDT|  Mumbe expCode expTitle dptCode dptTitle

[ 5001 06/01/2009) 06/30/2009 ATET 2311 204| T elephone 100{ Church Operations

| 5003 06/01/2009) 0B/30/2009|T & S Consulting RR.00 802| Supplies - Office 230{ Tape Ministry

] 5003 D6/01/2009) 06/30/2009)T & S Consuling 300.00 170| Canzulting Services 100| Church Operations

E Ezport [sf Cloze ”‘? Help
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= Click on the Export button ¢
= The Export Menu page 1 window will open

mper e . [ LT

Columnz Available _Columns Selected
» [
@ Murmber D

Drate Paid
Date Cleared

Paid Ta
@ Amount @
Expense Code

Expenze Title

Dept Code
@l Dept Title
Bank Code
Barnk. Marne
Expense Group Code .
Expenze Group Title i
|® Dept Group Code \L___I

Dept Group Title
4] 4] 4] 2] 0| ee] ] R

ﬂ Mt F@ Select Exit

%
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Select Columns to Export
= Select the columns you want to export

= Click the Next button to display the Export M

Specify the Sort Order for Exported Data - L AT

Export Buttons

- Add column to export list
] - Remove column from export list
] E>] - Add all columns to the export list
‘ - Remove all columns from the export list

- Move column down

- Move column up

= - Total column after exporting

- Next page

- Select from previously saved export lists

@,
=l - Exit export features

Specify the Sort Order for Exported Data

After the columns have been selected for exporting, you can also specify
how you want to sort them in the export output.
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Export Checks T . O
Colurnng Selected
Mumber -
. Date Paid (3

v Date Cleared

_ PaidTo E>
L Amaount

| Enpenze Code

|| Expenze Title .

| Dept Code —
. Dept Title

.| Bank Code

| Bank Mame

ORDER

| Expenze Group Code 2
| Expensze Group Title
. Dept Group Code %

.| Dept Group Title
NIRRT ] 4] 4] 2] v ] 0]

| é Presious E F et E it

= Highlight the column you want to use for sorting and click on the

Add Column button - L

Export Checks

_Colurninz Selected

DT -
... Murnber

. Date Paid D
.. Date Cleared

" PaidTo ®
. Amount

|| Expense Code

| Dept Code e

.. Dept Title

| Bank Code
ank Mame

[ _ Expense Group Code %

a#

ORDER

|| Expense Group Title
| | Dept Group Cods Cls
| Dept Group Title

B a2 v ]m]r - | 4] ] 2] v ] ]

é Previouz ﬂ Mt Exit
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J - Delete sort order

- Specify Ascending or Descending sort order

[? Previous . .

Ll - Go Back to the previous Export Menu options page
[5 Mext .

. o - Go Back to the next Export Menu options page

Specify the Export Output

This window is used to select the output for the exported data. Click on
the desired output.

%! 26 W

[T] iew Expart File

Save Az

File: Marne: |

Q Save

I @ Previous E it
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- Export data to printer

" - Export data to Microsoft Excel file (requires Microsoft

. - Export data to Microsoft Word file (requires Microsoft

. - Export data to Text file

s
b i

" - Export data to HTML file
ML

" - Export data to XML file

View Export File

= Click on the View Export File to view the exported data immediately
after exporting

Save Export Settings
Export settings can also be saved and reused as needed.
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& H E

View Export File
Save Settings
Save bz

File Name:"m |
H save

| @ Previouz Exit

= Click on the Save Settings option

= Enter a name File Name field to save the export settings. In the
example above the filename is Sample.

= Click on the Save icon

= Click on the Exit icon to close and exit -
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CHAPTER 16

Reports

Report Preview Options

File View Zoom Export

@@B Page: |1 Across: |1 Dawern: |1 Zoom: |Page Width :

= File - Pages to Print, Print, Save as PDF, Exit
= View

= Zoom - change page display size

= Export - export report data

" - Print report
] - Close, exit and return

. — Zoom in or out of report preview display
= Pages - go to a specific report page

= Across - display number of pages horizontally
= Down - display number of pages vertically

= Zoom - change page display size

Zoom: [Page Width [~]
Fage Width
B0%% Zoom
/5% Zoom
100% Zoam

200%: Foom |
300% Zoom
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Report File Menu Option

= ReportPreview |
_.E Zoom  Export

Pages to Print... i

Print 1
Save Az PDF

Pages to Print...

Pages to Print...

Pages to Print... - when a report has multiple pages, you can specify which page
or pages you want to print.

When Pages to Print... is selected from the report preview menu, the Pages to
Print options window below will open:

/A Pages to Print ﬁ
Pages to Print;

| Rezet Il Ok || LCancel |

For example, to print specific pages of a 100 page report, you would do

the following:
Report Printing Action Desired Pages to Print Action Required
To print pages 1 through 25 You would enter 1-25
To print pages 1 through 5 and 21 You would enter 1-5, 21-24
through 24
To print pages 5 through 12, 22 You would enter 5-12, 22-44, 59,

through 44, 59, 66 through 77 and 89 | 66-77, 89

NOTE: Each Pages to Print grouping must be seperated by a comma

Click Reset to restore original Pages to Print values
Click OK to continue and return

Click Cancel to abort and return
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Print

= Print- print all or selected pages

Save As PDF

A new feature added to ACMS is the ability to save the current report to a
PDF file.

= Save As PDF - save report to a PDF file

Report to PDF (X

= Click Yes
» The Save Report to PDF File window will open

Save Report to PDF File

Save Repon to PDF File

Current Target Folder and File [

C:vacmzRptetDeposite_ByB ank_Date_Detail pdf

Change Target Folder and File

Save in the following Folder:

E:\.A-::msH phshy

#

Save to the following PDF File:
| Depozsitz_BuBank_Date_Detail pdf

[\f ok ] [?( LCancel I
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= Current Target Folder and File - report will be saved to this location
and file

= Change Target Folder and File - change folder or PDF filename
= Click OK to save to PDF and return
= Click Cancel to abort saving to PDF and return

Exit

= EXit report preview and return

Report Zoom Menu Option

File  View Export
Tile pages
@@ v Page Width
50% Zoom
715% Zoom
100% Zoom

200% Zoom
300% Loom

|
hc
L

Report Export Menu Option

NOTE: The Report Export Data functionality has been added to numerous
ACMS reports.

The Report Export Data feature is only available in the report's preview
mode.

= To use the Report Export Data feature, generate a report
=  The Report Preview window will open

File View Zoom Export

@@B Page: 1 Across: 1 O |1 Zoom: |Page Width :
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= Click on Export from the Report Preview menu

Deposits with Detail Transactions
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The Report Export Data Options window will open

- Print setup

- Export to Excel file (Requires Microsoft Excel)
- Export to Word file (Requires Microsoft Word)

ﬂ - Export to ASCII text file

== - Export to HTML file

="J- Export to XML file

L - Exit Export Options

ACMS Reports Menu

Click on Reports on the Main Menu

Posted Income

UnPosted Income

Checking, Expenses and Deposits
Membership

Master Reports

Profit/Loss Statement

Budgets

Report Members/Visitors/Groups
Report HouseHold

Quarterly Conference

ACMS Codes

IDT(s) by IDT Mo,
Tax/Contribution Statements

Vendor 1099 Report
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In This Chapter

Posted INCOME REPOIS.......cccererieieiie e 177
Unposted INCome REPOIS .......cevevevveseieiereee e 205
Checks and Charges RepOrtS.........cccocvvvereneicenesienieneens 213

MaSter REPOITS ...ouveiiieiie et 223
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CHAPTER 17

Posted Income Reports

=  Click Reports
=  Click Posted Income

4 Posted Income Reports

Reports

1. Income within Specified Dates

. Income by Bank and Fund Code |

=

ﬂ

2. Income by Fund Code

m

. Income by Bank and Dept Code |

3. Income by Department Code

| |

F. Income by Bank, Date, Fund Code |

4. Income for a Specific Fund Code

Itn

. Income for a Specific Dept Code

I=

. MemberVisitor Summary

8. Income by Class

[f=]

. Income for Specific MemberVisitor

=

. MemberVisitor Summary - 3 Months

[==]

. Contributions by Envelope Ho.

|
|
|
|
|
6. Income for Specific Dept, Fund Code |
|
|
|
|
|
. Officers Contributions |

R 0 R

]

Exit

In This Chapter

Income within Specified Dates........cc.cocvvveiveiveivriviinniesennns 178
Income by Fund Code ........cooovviiiiiiiieice e 181
Income by Department Code........coovvvvrvririerierninsnsesennns 183
Income for a Specific Fund Code..........ccceevevveviiieiiciiennns 185
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Income within Specified Dates

= Click on Reports
= Click on Posted Income

= Click on 1. Income within Specified Dates

Processing Records

_(8

Date Ranges
First Date:

Last Date:

MNotes:

026 Completed

b

010142009

1. Please enter dates ranges!

|0543172009

Go ] [ Cancel

= Enter the First Date
= Enter the Last Date
= Click Go to start

Progress..

Income by Dates - A

First Date:
Last Date:

-Date Ranges

il]1.-'l]1.-'2l]l]!]
II]5."31."2I]I]9

A Summary

-Tvpe of Report

W Include IDT(s)

~Motes:

Select type of report!

Print Copies:

13

| Previewl Cancel |
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Report Options

= Summary - preview summary report

= Detail - preview detail report

= Include IDT(s) - check this option to include IDT transactions
= Print Copies - number of copies to be printed

=  Preview - show the report for review

= Cancel - abort report preview

Posted Income by Dates (detail)
received: 1/01/2009 through 6/30/2009

Name/Record No. Date Amount  Department Fund

Received: 06/21/2009

5 Public Offering

6 08/21/2009 15.00 200 Sunday School 200 Sunday School Offerings
7 06/21/2009 55.00 300 Missions 300 Missions Offerings
SubTotal: 70.00
1 DoedJr., John E
3 06/21/2009 100.00 150 Building Fund 150 Building Fund Donations
5 06/21/2009 15.00 300 Missions 300 Missions Offerings
4 06/21/2009 20.00 200 Sunday School 200 Sunday School Offerings
2 06/21/2009 65.00 100 Church Operations 100 Tithes
SubTotal: 200.00
06/21/2009 Total: 270.0C

Grand Total: 270.0C
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Income by Fund Code

= Click on Reports
= Click on Posted Income
= Click on 2. Income by Fund Code

S

026 Completed

Date Ranges

First Date: 80170172009

Last Date: |0543172009

MNotes:
1. Please enter dates ranges!

[ Go ] [ Cancel

= Enter the First Date
= Enter the Last Date
=  Click Go to start

Progress..
Income by Dates

—Date Ranges

First Date: ll]],-'l]h'Zl]l]H
Last Date: ||]5||I'31||I'2I]I]H

~ Type of Report
i Summary ¥ Include IDT(s)

—~MNotes:

Select type of report!

| F‘reviewl Cancel |

e
Ll

Print Copies: 1
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Report Options

Summary - preview summary report

Detail - preview detail report

Include IDT(s) - check this option to include IDT transactions
Print Copies - number of copies to be printed

Preview - show the report for review

Cancel - abort report preview

Posted Income by Fund Code (detail)
received 1/01/2009 through 6/30/2009

Fund/Record Date Amount  Member/Visitor/Group Department
100 Tithes |
2 06/21/2009 65.00 Doe, Jr, John E 100 Church Operations
SubTotal: 8500
150 Building Fund Donations \
3 06/21/2009 100.00  Doe, Jr, John E 150 Building Fund
SubTotal: ~ 100.00
200 Sunday School Offerings ‘
6 06/21/2009 1500  Public Offering 200 Sunday School
4 06/21/2009 2000  Doe, Jr., John E 200 Sunday School
SubTotal: 3500
300 Missions Offerings
7 0B/21/2009 55.00  Public Offering 300 Missions
5 DBf21/2009 16.00  Doe, Jr., John E 300 Missions
SubTotal: 7000
Grand Total: 270.00
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Income by Department Code

= Click on Reports
= Click on Posted Income

= Click on 3. Income by Department Code

Processing Records

_(8

Date Ranges
First Date:

Last Date:

MNotes:

026 Completed

b

010142009

1. Please enter dates ranges!

|0543172009

Go ] [ Cancel

= Enter the First Date
= Enter the Last Date
= Click Go to start

Progress..

Income by Dates - %

First Date:
Last Date:

-Date Ranges

il]1.-'l]1.-'2l]l]!]
II]5."31."2I]I]9

A Summary

-Tvpe of Report

W Include IDT(s)

~Motes:

Select type of report!

Print Copies:

13

| Previewl Cancel |
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Report Options

= Summary - preview summary report

= Detail - preview detail report

= Include IDT(s) - check this option to include IDT transactions
= Print Copies - number of copies to be printed

=  Preview - show the report for review

= Cancel - abort report preview

Posted Income by Department Code [Including IDT(s)]
received 1/01/2009 through 6/30/2009

Dept Code [ Record No. Date Amount Member/Visitor/Group Fund Code
\\100 Church Operations
27 06/21/2009 65.00  Doe, Jr., JohnE 100 Tithes
SubTotal: 65.00
Lﬁu Building Fund
37 06/21/2009 100.00  Doe, Jr., JohnE 150 Building Fund Donations

SubTotal:

100.00

Lzuu Sunday School

6~ 06/21/2009

4 06/21/2009
SubTotal:

15.00 " Public Offering
2000 Doe, Jr, JohnE

35.00

Lauu Missions

77 06/21/2009

5 06/21/2009

SubTotal:
Grand Total:

55.00 Public Offering
15.00 Doe, Jr., John E

70.00
270.00

200
200

300
300

Sunday School Offerings
Sunday School Offerings

Missions Offerings
Missions Offerings
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Income for a Specific Fund Code

Click on Reports

Click on Posted Income

Click on 4. Income for a Specific Fund Code

Processing Records

026 Completed

Date Ranges

First Date: 80170172009
Last Date: 0%#3172009

MNotes:
1. Please enter dates ranges!

Go ] [ Cancel

Enter the First Date
Enter the Last Date
Click Go to start

Progress...

Income for Specific Fund Code

Date Range [ Fund Code

First Date: 017012009
Last Date: 0643042009
Fund Code:

[ 150 |

-. Type of Report
 Summary

v Include IDT(s)

Motes:-
Selectfund code, type of report!

Print Copies: 1 ot PrEViEW1 Cancel ]
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Report Options

Fund Code - Enter or lookup Fund Code
Summary - preview summary report
Detail - preview detail report

Include IDT(s) - check this option to include IDT transactions

Print Copies - number of copies to be printed
Preview - show the report for review
Cancel - abort report preview

Posted Income received 1/01/2009 through 6/30/2009
for Fund Code 150 - Building Fund Donations

Fund / Record No. Date

Amount  Member/Visitor/Group

Department

150 Building Fund Donations

3 06/21/2009

SubTotal:
Grand Total:

100.00 Doe, Jr., John E
100.00
100.00

Income for a Specific Department Code

Click on Reports
Click on Posted Income
Click on 5. Income for a Specific Dept Code

150 Building Fund

Processing Records -_

026 Completed

Date Ranges

MNotes:

First Date: 80170172009

Last Date: 0%;3172009

1. Please enter dates ranges!

Go

] [ Cancel
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= Enter the First Date
= Enter the Last Date
= Click Go to start
Progress...
Income for Specific Dept Code
Date Hange | Dept Code
First Date: 017012009
Last Date: 06/30f2009
Dept Code: 300 .. |
Type of Report
" Summary ¥ Include IDT(s)
Notes:
Select Dept code and type of reportl
Print Copies: 1 e Preview| Cancel |
Report Options
= Dept Code - Enter or lookup Dept Code
= Summary - preview summary report
= Detail - preview detail report
= Include IDT(s) - check this option to include IDT transactions
=  Print Copies - number of copies to be printed
= Preview - show the report for review
= Cancel - abort report preview
Posted Income received 1/01/2009 through 6/30/2009
for Department: 300 - Missions
Dept/ Record No. Date Amount  Member/Visitor/Group Fund Code / Name
300 Missions
7 6/21/2009 5500 Public Offering 300 Missions Offerings
5 6/21/2009 15.00 Doe, Jr, Jehn E 300 Missions Offerings
SubTotal: 70.00
Grand Total: 70.00
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Income for a Specific Dept, Fund Code

Click on Reports
Click on Posted Income
Click on 6. Income for a Specific Dept, Fund Code

Processing Records -

026 Completed

Date Ranges

MNotes:

First Date: 0170172009
Last Date: 0%;3172009

1. Please enter dates ranges!

Go

] [ Cancel

Enter the First Date
Enter the Last Date
Click Go to start

Progress...

First Date:|0101/2009 Last
Dept: 150 |

: Type of Report
" summary | D

-MNotes:
1. Please select Dept and Fu
2. Specify type of report!

Print Copies: 1 &

¥l

Income for Specific Dept and Fund Code

Date Range, Dept and Fund Code-

Date: |06430/2009
Fund:[gpoo0 _]

| M Include IDT(s)

nd Codel

Preview] Cancel ]
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Report Options

= Dept Code - Enter or lookup Dept Code

=  Fund Code - Enter or lookup Fund Code

= Summary - preview summary report

= Detail - preview detail report

= Include IDT(s) - check this option to include IDT transactions
=  Print Copies - number of copies to be printed

=  Preview - show the report for review
= Cancel - abort report preview

Posted Income received 1/01/2009 through 6/30/2009 (detail
for Dept: 150 - Building Fund and Fund: 9000 - IDT-InterDepartmental Transfer

Dept !/ Record No. Date Amount Member/Visitor/Group Fund Code / Name
150  Building Fund
1 6/01/2009 500.00  InterDepartmental Transfer 9000 IDT-InterDepartmental Trar
SubTotal: 500.00
Grand Total:  500.00

Income by Member-Visitor Summary

= Click on Reports
= Click on Posted Income
= Click on 7. Member/Visitor Summary

Processing Records -

026 Completed

Date Ranges

First Date: 80170172009

Last Date: 0%#3172009

MNotes:

1. Please enter dates ranges!

Go ] [ Cancel
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= Enter the First Date
= Enter the Last Date
=  Click Go to start

Progress... T !

Print Member/Visitor Summary

-Date Hanges

First Date: ||]1I|II]1||I'2I]I]9
Last Date: |I]E,|I3I],|I'2I]I]9

¥ Include IDT(s)

~ Type of Report
o (¥} :

i | Detail
" Print Summary without Totals

—Motes:

1. Please enter date ranges!
2. Selecttype of report!

Print Cupies:l 1= Previewl Cancel |
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Report Options
= Dept Code - Enter or lookup Dept Code
= Summary - preview summary report
= Detail - preview detail report
= Print Summary without Totals - preview summary report without totals
= Include IDT(s) - check this option to include IDT transactions
=  Print Copies - number of copies to be printed
=  Preview - show the report for review
= Cancel - abort report preview
Posted Income - Member/Visitor Summary [Including IDT(s)]
received 1/01/2009 through 6/30/2009
Member ID Tithe No. Date Amount Department Fund
7 InterDepartmental Transfer |
8 5/31/2009 6,000.00 100 Church Operations 9000 IDT-InterDepartmenta
1 6/01/2009 50000 150 Building Fund 9000 IDT-InterDepartmenta
SubTotal: 6,500.00
5 Public Offering
7 6/21/2009 55.00 300 Missions 300 Missions Offerings
6  6/21/2009 15.00 200 Sunday School 200 Sunday School Offeri
SubTotal: 70.00
1 Doe, Jr., John E
4 6/21/2009 20.00 200 Sunday School 200 Sunday School Offeri
3 6/21/2009 100.00 150 Buiding Fund 150 Building Fund Donati
5 6/21/2009 1500 300 Missions 300 Missions Offerings
2 6/21/2009 65.00 100 Church Operations 100 Tithes
SubTotal: 200.00

Grand Total: 6.770.00
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Income by Class

Click on Reports
Click on Posted Income
Click on 8. Income by Class

Processing Records

q

Date Ranges
First Date:

Last Date:

MNotes:

b

026 Completed

010142009

|0543172009

1. Please enter dates ranges!

Go ] [ Cancel
Enter the First Date
Enter the Last Date
Click Go to start
Progress.. T !
Income by Class Code
- Date Ranges
First Date: I|]1|||'|]1|||'2|]|]9
Last Date: Il]ﬁ,'3|],'2|]|]9
— Type of Report—
" Summary ¥ Include IDT[s]
¥
- Specific Class Code
Class Code: I _|
Select specific Class Code or

leave blank for all classes!

Print Copies:

1%

Preview{ Cancel |
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Report Options

= Summary - preview summary report

= Detail - preview detail report

=  Class Code - Enter or lookup Class Code

=  Print Copies - number of copies to be printed

=  Preview - show the report for review

=  Cancel - abort report preview

Posted Income by Class Code (detail)
received 01/01/2009 through 06/30/2009

Class No. Member/Visitor Name  Record No. Date Amount Fund Code
1.0 Class 1 Leader(s)
| Public Offering |
6 06/21/2009 15.00 200 Sunday School Offerings
7 06/21/2009 55.00 300 Missions Offerings
SubTotal: 70.00

Income for Specific Member

= Click on Reports
= Click on Posted Income

= Click on 9. Income for Specific Member/Visitor

Processing Records

Date Ranges

MNotes:

First Date:
Last Date:

026 Completed

»
05/31/2009

1. Please enter dates ranges!

Go ] [ Cancel
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Enter the First Date
Enter the Last Date
Click Go to start

Progress... . k. = !

Print Income for Specific Memberf¥isitor

—Date Ranges

First Date: ||]1|||'|]1|||'2|]|]g Last Date: ||]ﬁ|||'3|]|||'2|]|]g
— Type of Report

" Summary % Detali [ Print Grand Total

— Specific Member, Visitor or Group

Member, Visitor Id Mo. ; | 4 | |

Member, Visitor Name: lJolm E. Doe, Jr.

Select specific Member, Visitor, Group or
leave blank for everyone!

Print Copies: I 1 —ﬂ F"rt:vit:wl Cancel |
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Report Options
= Summary - preview summary report

= Detail - preview detail report

=  Print Grand Total - check this option to include the grand total on the report
= Member, Visitor ID No. - Enter or lookup Member/Visitor ID No.

= Print Copies - number of copies to be printed

=  Preview - show the report for review

= Cancel - abort report preview

Posted Income received from John E. Doe, Jr.
received 1/01/2009 through 6/30/2009

Id No | Member, Visitor Date Amount Fund Code Department Code
\ 1 John E. Doe, Jr.
2 06/21/2009 65.00 100 Tithes 100 Church Operations
3 06/21/2009 100.00 150  Building Fund Donations 150 Building Fund
4 06/21/2009 20.00 200 Sunday School Offerings 200 Sunday School
5 06/21/2009 15.00 300 Missions Offerings 300 Missions
SubTotal: 200.00

Income by Member Summary - 3 Months

= Click on Reports
= Click on Posted Income
= Click on A. Member/Visitor Summary - 3 Months

Processing Records

0% Completed

Starting Date for 3 Months Report

Month: [4 ~ Example:1,2,3,4 5etc
Year: |(2009 Example: 2000, 2001, et

Go | Cancel
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=  Enter the Starting Month
=  Enter the Starting Year
= Click Go to start

Progress...

Print Member/¥isitor Summary [3 months]

02 Completed

Date Range

FirstDate:  |04/0142009
LastDate:  |D6f30/2009

Scope of Report
* |ndividuals Cnly [+ Include IDT(s)
" Include Groups
Membership Status Group:
Status Code: | =
Status Title: |

3] Clear Status Code |

Notes:
Leave status code blank to print all Status Groups.

Print Copies: 14 Cancel

Report Options

= Individuals Only - exclude groups, couples, churches, businesses, etc.
= Include Groups - print everything
= Include IDT(s) - include IDT(s) transactions

= Membership Status Group - If a Membership Status Group is selected, all
transactions printed will be for that group only.

=  Print Copies - number of copies to be printed
= Preview - show the report for review
=  Cancel - abort report preview

Posted Income - Member/Visitor Summary (3 Months)
received 04/01/2009 through 06/30/2009, [Status Group - ALL]

Name of Contributor APR 2009 MAY 2009 JUN 2009 Total
InterDepartmental Transfer 0.00 6,000.00 500.00 6.500.00
Public Offering 0.00 0.00 70.00 70.00
Doe, Jr., John E 265.00 175.00 200.00 640.00

Total: 265.00 6,175.00 770.00 7,210.00
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Income - Officers' Contributions

The Officers Contributions report is created based on the Other Group
Assignments (see "Age Groups, Relationships" on page 101) in the TAB -
Age Groups, Relationships section of the Add/Update Membership module
= Click on Reports

= Click on Posted Income

= Click on C. Officers Contributions

Processing Records ___

026 Completed

Date Ranges

First Date: 80170172009

Last Date: 0%;3172009

MNotes:

1. Please enter dates ranges!

Go ] [ Cancel

= Enter the First Date
= Enter the Last Date
=  Click Go to start

Progress..

Print Officer Contribution Report

Date Range and Data Selection

First Date: 04;0172009
Last Date: 064302009

» ¥ : Include All Contributors on the report?

| Print Copies: 1 Go | Cancel|
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Report Options

= Include All Contributors on the report? - Check this option to include
everyone on the report.

=  Print Copies - number of copies to be printed
=  Go - preview the report
= Cancel - abort report preview

Officers Contributions
for the period 4/01/2009 - 6/30/2009

Tithes Offerings Building Sunday Missicns
Fund School Cfferings
Donations  Offerings

Total
Stewards |
Doe, Jr., John E | zas.nn| 1E{|.DD| 15‘.3.nn| aa.n{| 15.nn| | | | | | | 640.00 |
Public Offering | | | | 15.D{| 55.00 | | | | | | | 70.00 |
Total: 265.00 150.00 150.00 75.0C 70.00 0.00 0.00 0.00 0.00 0.00 0.00 710.00

Income by Bank and Fund Code

= Click on Reports
= Click on Posted Income
= Click on D. Income by Bank and Fund Code

Processing Records -

026 Completed

Date Ranges

First Date: 80170172009
Last Date: 0%;3172009

MNotes:

1. Please enter dates ranges!

Go ] [ Cancel
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= Enter the First Date
= Enter the Last Date
=  Click Go to start

Progress...

Posted Income by Bank, Fund Code

Type of Report —
» ﬁ“

" Detail

MNotes:
1. Select type of reportl

Print Copies: 1y Preview | Cancel

Report Options

= Summary - preview summary report

= Detail - preview detail report

=  Print Copies - number of copies to be printed
=  Preview - show the report for review

=  Cancel - abort report preview

Posted Income by Bank, Fund Code (summary)
received: 4/01/2009 through 6/30/2009

Bank Name/Acct No. Amount
| 1Wachovia - General Fund 333 233 324 441 |
‘ 100 Tithes ‘ 265.00
‘ 101 Offerings ‘ 150.00
‘ 200 Sunday School Offerings ‘ 75.00
‘ 300 Missions Offerings ‘ 70.00
‘ 9000 |DT-InterDepartmental Transfer ‘ 6,000.00
BankTotal: 6,560.00
| 2BB&T - Building Fund 123 456 789 543
‘ 150 Building Fund Donations ‘ 150.00
‘ 9000 IDT-InterDepartmental Transfer ‘ 500.00
BankTotal: 650.00

Grand Total: 7.210.00
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Income by Bank, Dept and Fund Code

Click on Reports
Click on Posted Income

Click on E. Income by Bank and Dept Code

Processing Records

-m

Date Ranges
First Date:

Last Date:

MNotes:

b

026 Completed

010142009

|0543172009

1. Please enter dates ranges!

Go ] [ Cancel

Enter the First Date
Enter the Last Date
Click Go to start

Progress..

.

Posted Income by Bank, Fund Code

~ Type of Report—

»ﬁ';

™ Detail

—~MNotes:

1. Select type of reportl

Print Copies: 1

L3

-

Preview Cancel
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Report Options
= Summary - preview summary report

= Detail - preview detail report

= Print Copies - number of copies to be printed
= Preview - show the report for review

= Cancel - abort report preview

Posted Income by Bank, Dept, Fund Code (detail)
received: 4/01/2009 through 6/30/2009

Bank Code Date Amount  Member/Visitor/Group Id. & Name Fund
‘ ' Wachovia - General Fund 333 233 324 441 ‘
| 100 Church Operations
04/15/2009 50.00 1 Doe, Jr., John E 100 Tithes
05/31/2009 150.00 1 Doe, Jr, JohnE 100 Tithes
06/21/2009 65.00 1 Doe, Jr, John E 100 Tithes
04/15/2009 150.00 1 Doe, Jr., John E 101 Offerings
05/31/2009 6,000.00 7 InterDepartmental Transfer 9000 IDT-InterDepartmental Transfer
Dept Total: 6.415.00

200 Sunday School

06/21/2009 15.00 5 Public Offering 200 Sunday School Offerings
04/15/2009 15.00 1 Doe, Jr, John E 200 Sunday School Offerings
05/31/2009 25.00 1 Doe, Jr, John E 200 Sunday School Offerings
06/21/2009 20.00 1 Doe, Jr, John E 200 Sunday School Offerings

Income by Bank, Date, Fund Code

= Click on Reports
= Click on Posted Income
=  Click on F. Income by Bank, Date, Fund Code

Processing Records ___

0% Completed

Date Ranges

First Date: 0170172009
Last Date: 0543112009

MNotes:
1. Please enter dates ranges!

Go ] [ Cancel
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= Enter the First Date
= Enter the Last Date
=  Click Go to start

Progress...

Posted Income by Bank, Fund Code

Type of Report.
" Detail

MNotes:
1. Select type of reportl

Print Copies: 1y Preview | Cancel
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Report Options
= Summary - preview summary report

= Detail - preview detail report

= Print Copies - number of copies to be printed
= Preview - show the report for review

= Cancel - abort report preview

Posted Income by Bank, Fund Code (summary)
received: 4/01/2009 through 6/30/2009

Bank Name/Acct No. Amount

| ! Wachovia - General Fund 333 233 324 441 ‘

| Date Received: 04/15/2009

| 100 Tithes ‘ 50.00
| 101 Offerings ‘ 150.00
| 200 Sunday School Offerings ‘ 15.00

DateTotal: 215.00

| Date Received: 05/31/2009

| 100 Tithes ‘ 150.00
| 200 Sunday School Offerings ‘ 25.00
| 9000 IDT-InterDepartmental Transfer ‘ 6,000.00

DateTotal: 6,175.00

| Date Received: 06/21/2009

| 100 Tithes ‘ 65.00
| 200 Sunday School Offerings ‘ 35.00
| 300 Missions Offerings ‘ 70.00

DateTotal: 170.00

BankTotal: 6,560.00
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CHAPTER 18

Unposted Income Reports

=  Click Reports
=  Click UnPosted Income

Reports

24 UnPosted Income Reports

55

1. Income by Name of Contributor

ra

. Income by Fund Code

I

. Income by Department Code

. Income for a Specific Fund Code

e |1

. Income for a Specific Dept Code

G. Income for Specific Dept, Fund Code

BB B e

7. Income by Bank, Fund Code

]
]
]
]
]
I
|

In This Chapter

Unposted Income by Name of Contributor.............ccccco.... 206
Unposted Income by FUNd.........cccccovviiiiiiiininccene e 207
Unposted Income by Dept........ccoivverercieiesinsese e 208
Unposted Income for a Specific Fund Code.........c.cccecveeee. 209

Unposted Income for a Specific Dept Code ...........cccvevenee. 210
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Unposted Income by Name of Contributor

= Click on 1. Income by Name of Contributor

Report Options

Progress...

!}ﬂI

Motes:
1. Please enter report dates!

2 Selecttype of report!

Type of Report

(7 Detail

Print Copies: |

15 [Preview] | Eancel|

= Summary - preview summary report

= Detail - preview detail report

=  Print Copies - number of copies to be printed

= Preview - show the report for review

= Cancel - abort report preview

UnPosted Income by Name of Contributor

received 6/21/2009

Id. No. | Name Date Amount Fund Code / Description Department Code / Description
1 Doe, Jr., John

6/21/2009 65.00 100 Tithes 100 Church Operations
6/21/2009 100.00 150  Building Fund Donations 150 Building Fund
6/21/2009 20.00 200 Sunday School Offerings 200 Sunday School
6/21/2009 15.00 300 Missions Offerings 300 Missions
SubTotal: 200.00

Grand Total: 200.00
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Unposted Income by Fund

Click on 2. Income by Fund

Progress...

Type of Report

@ () Detail

MNotes:
1. Please enter report dates!

2. Selecttype of report!

Print Copies: | 1 %] [F"rt:view] | Cancel |

Report Options

Summary - preview summary report

Detail - preview detail report

Print Copies - number of copies to be printed
Preview - show the report for review

Cancel - abort report preview

UnPosted Income by Fund Code
received 6/21/2009

Fund Code Date Amount Member/Visitor/Group Id. & Name Department
100 Tithes
06/21/2009 65.00 1 Doe, Jr., John E 100 Church Cperations
SubTotal: 65.00
150 Building Fund Donations
06/21/2009 100.00 1 Doe, Jr., John E 150 Building Fund
SubTotal: 100.00
200 Sunday School Offerings
06/2172009 20.00 1 Doe, Jr, John E 200 Sunday School
SubTotal: 20.00
300 Missions Offerings
06/21/2009 15.00 1 Doe, Jr., John E 300 Missions
SubTotal: 15.00
Grand Total: 200.0C
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Unposted Income by Dept
= Click on 3. Income by Dept

Progress...

Type of Heport
> | @ * Detail

Motes:
1. Please enter report dates!

2 Selecttype of report!

Print Copies: | 1 & [Preview] | Cancel |

Report Options

= Summary - preview summary report

= Detail - preview detail report

=  Print Copies - number of copies to be printed
= Preview - show the report for review

= Cancel - abort report preview

UnPosted Income by Department Code
received 6/21/2009

Dept Code Date Amount Member/Visitor/Group Id. & Name Fund Code / Description
100 Church Operations
06/21/2009 65.00 1 Doe, Jr, JohnE 100 Tithes
SubTotal: 65.00
150 Building Fund
06/21/2009 100.00 1 Doe, Jr., John E 150 Building Fund Donations
SubTotal: 100.00
200 Sunday School
06/21/2009 20.00 1 Doe, Jr, John E 200 Sunday School Offerings
SubTotal: 20.00
300 Missions
06/21/2009 15.00 1 Doe, Jr, JohnE 300 Missions Offerings
SubTetal: 16.00

Grand Total: 200.00
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Unposted Income for a Specific Fund Code
=  Click on 4. Income for a Specific Fund Code
Progress...
Type of Report
@ *) Detail
MNotes:
1. Please enter report dates!
2. Selecttype of report!
Print Copies: | 15 [F"rt:view] | Cancel |
Report Options
= Summary - preview summary report
= Detail - preview detail report
= Print Copies - number of copies to be printed
= Preview - show the report for review
=  Cancel - abort report preview
UnPosted Income by Fund Code
received 6/21/2009
Fund Code/Name Amount
100 Tithes SubTotal: 65.00
150 Building Fund Donations SubTotal: 100.00
200 Sunday School Offerings SubTotal: 20.00
300 Missions Offerings SubTotal: 15.00

Grand Total: 200.00
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Unposted Income for a Specific Dept Code
= Click on 5. Income for a Specific Dept Code

Progress...

(7 Detail

Motes:
1. Please enter report dates!

2 Selecttype of report!

Print Copies: | 1 & [Preview] [Canc&l]
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Report Options
= Summary - preview summary report

= Detail - preview detail report

= Print Copies - number of copies to be printed
= Preview - show the report for review

= Cancel - abort report preview

UnPosted Income by Department Code
received 6/21/2009

Dept Code Date Amount  Member/Visitor/Group Id. & Name Fund Code / Description
100 Church Operations
06/21/2009 6500 1 Doe, Jr, John E 100 Tithes
SubTotal: 65.00
150 Building Fund
06/21/2009 100.00 1 Doe, Jr., John E 150 Building Fund Donations
SubTotal: 100.00
200 Sunday School
06/21/2009 20.00 1 Doe, Jr, John E 200 Sunday Schaool Offerings
SubTotal: 20.00
300 Missions
06/21/2009 15.00 1 Doe, Jr., John E 300 Missions Offerings
SubTotal: 15.00

Grand Total: 200.00
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CHAPTER 19

Checks and Charges Reports

The Checks and Charges reports combine the transactions generated by
checks or charges.
= Click Reports
= Click Checking, Expenses and Deposits
Beports | Labels Utilities User Rights Window Help

Posted Income

UnPosted Income

Checking, Expenses and Deposits b Checks and Charges
Membership , Checks
Charges

Master Reports Deposits

=  Click Checks and Charges

Processin.g Records H

Adding Charge Records to Expense File..

02 Completed

First Date: | 0440172009

Last Date: | 06/30{2009

| Cancel |
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Enter the First and Last dates for the reporting period

ﬂ Expense Reports Menu (Cash, Checks,etc.)
Current Report Data-

First Date: 04/01/20089
Last Date: 06/30/2009
Reports

(]

EE 1. Expenses within Specified Dates

2. Expenses by Expense Code

3. Expenses by Department Code

[E=3

. Expenses for a Specific Expense Code

15}

. Expenses for a Specific Dept Code

. Expenses for 5pec Dept, Expense

I~

. Expenses by Department Group

& e
[=r]

[==]

. Expenses by Expense Group

]
|
|
|
|
|
|
|

Exit

In This Chapter

Expenses within Specified Dates.........cccocevevvvvervivcnennn, 215
Expenses by EXPense COUE ........ocuverereinenienenie e 216
Expenses by Dept COUe.......covvveieriiiiiiieeeseeee e 218
Expenses for a Specific Expense Code.........cccceevevvvvivennnen. 220

Expenses for a Specific Dept Code .........cccoevvvrvenirenenienns 221
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= On the Expenses Reports Menu click 1, Expenses within Specified Dates
Print Expenses by Check No.
-Date of Expenses- =
First Date: eS| 04701/2009
Last Date: ] 06/30/2009
Type of Report
& Detail ¢ Summary W Include IDT(s)
~ MNotes:
1. Please enter date of expenses!
2. Select type of repor!
Print Copies: 13 Previewl Cancel ‘
Report Options
= Detail - preview detail report
= Summary - preview summary report
= Include IDT(s) - check this option to include IDT transactions
=  Print Copies - number of copies to be printed
= Preview - show the report for review
= Cancel - abort report preview
Skt e First Church Of America, USA
Expenses by Check Number for the period: 04/01/2009 through 06/30/2009
Chk. No Paid To Date Amount Expense Code Department Code
First Church Of America, USA 05/31/200¢ §,000.0C  900CIDT-Interdeparimental Transfer 125 Savings
Wachovia 06/30/200¢ 1575 200 Bank Service Charges 100 Church Operations
4999 SCE&G 05/31/200¢ 35655 200 Electricity 100 Church Operations
5000 Wateree Utilities 05/31/200¢ 55.00 200'Water 100 Church Operations
5001 AT&T 06/01/200¢ 52311 200Telephone 100 Church Operations
5002 First Church Of America, USA 06/01/200¢ 500.00  900C |IDT-Interdepartmental Transfer 100 Church Operations
5003 T &S Consulting 06/01/200¢ 355.00 100 Consulting Senvices 100 Church Operations
5004 Wateree Utilities 06/10/200¢ 52.00  200Water 100 Church Operations
5005 AT&T 06/29/200¢ M2 200Telephone 100 Church Operations
5006 SCE&G 06/29/200¢ 45944 200 Electricity 100 Church Operations
Grand Total 8,637.96
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Expenses by Expense Code

= On the Expenses Reports Menu click 2, Expenses by Expense Code

Print Expenses by Check No.

—Date of Expenses

First Date: # I 04j01;2009

Last Date: | 0643042009

~ Type of Report
¥ Detail © Summary ¥ Include IDT(s)

—~Motes:

1. Please enter date of expenses!
2. Select type of report!

Print Copies: I 1 —ﬂ Previewl Cancel |
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Report Options

= Detail - preview detail report

= Summary - preview summary report
= Include IDT(s) - check this option to include IDT transactions
= Print Copies - number of copies to be printed
=  Preview - show the report for review

= Cancel - abort report preview

ExpenseByCode First Church Of America, USA

Expenses by Expense Code for the period: 04/01/2009 through 06/30/2009

Expense Code Chk. No Paid To Date Amount Department Code / Description
‘ 170 Consulting Services ‘
5003 T & S Consulting 06/01/2009 35500 100 Church Operations
SubTotal: 355.00
‘ 202 Electricity ‘
4999 SCE&G 05/31/2009 356.55 100 Church Operations
5006 SCE&G 06/29/2009 45944 100 Church Operations
SubTotal: 815.99
‘ 204 Telephone ‘
5001 AT&T 06/01/2009 52311 100 Church Operations
5005 AT&T 06/29/2009 31211 100 Church Operations
SubTotal: 835.22
‘ 205 Water ‘
5 000 Wateree Utilities 05/31/2009 58.00 100 Church Operations
5 004 Wateree Ultilities 06/10/2009 58.00 100 Church Operations
SubTotal: 116.00



216 ACMS for Windows Automated Church Management System

Expenses by Dept Code

= On the Expenses Reports Menu click 3, Expenses by Department Code

Print Expenses by Check No.

—Date of Expenses

First Date: # I 04j01;2009

Last Date: | 0643042009

~ Type of Report
¥ Detail © Summary ¥ Include IDT(s)

—~Motes:

1. Please enter date of expenses!
2. Select type of report!

Print Copies: I 1 —ﬂ Previewl Cancel |
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Report Options

= Detail - preview detail report

= Summary - preview summary report
= Include IDT(s) - check this option to include IDT transactions
= Print Copies - number of copies to be printed
=  Preview - show the report for review

= Cancel - abort report preview

ExpenseByCode First Church Of America, USA

Expenses by Expense Code for the period: 04/01/2009 through 06/30/2009

Expense Code Chk. No Paid To Date Amount Department Code / Description
‘ 170 Consulting Services ‘
5003 T & S Consulting 06/01/2009 35500 100 Church Operations
SubTotal: 355.00
‘ 202 Electricity ‘
4999 SCE&G 05/31/2009 356.55 100 Church Operations
5006 SCE&G 06/29/2009 45944 100 Church Operations
SubTotal: 815.99
‘ 204 Telephone ‘
5001 AT&T 06/01/2009 52311 100 Church Operations
5005 AT&T 06/29/2009 31211 100 Church Operations
SubTotal: 835.22
‘ 205 Water ‘
5 000 Wateree Utilities 05/31/2009 58.00 100 Church Operations
5 004 Wateree Ultilities 06/10/2009 58.00 100 Church Operations
SubTotal: 116.00
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Expenses for a Specific Expense Code

On the Expenses Reports Menu click 2, Expenses for a Specific Expense
Code

Progress...

Print Expenses for Specific Expense Code

Date of Expenses [ Expense Code

First Date: 410112009

Last Date: 06430{2009
Expense Code: UJ

Type of Report

v Detail " Summary
Print Copies: 15 Prt:vit:w| Cancel |
Report Options

ExpenseForSpecificCode

Expense Code - enter or select an Expense Code

Detail - preview detail report

Summary - preview summary report

Include IDT(s) - check this option to include IDT transactions
Print Copies - number of copies to be printed

Preview - show the report for review

Cancel - abort report preview

First Church Of America, USA

Expenses for the period: 4/01/2009 through 6/30/2009

for Expense: 205 - Water

Expense Code Chk. No. Paid To Date Amount Dept Code
205 Water
5000 Wateree Utilities 05/31/2009 58.00 100 Church Operations
5004 WWateree Utilities 06/10/2009 58.00 100 Church Operations
SubTotal: 116.00

Grand Total: 116.00
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Expenses for a Specific Dept Code

= On the Expenses Reports Menu click 5, Expenses for a Specific Dept Code

Progress...

Print Expenses for Specific Dept Code

0% Completed

Date of Expenses [ Dept. Code

First Date: 40142009
Last Diate: 0643042009
Dept Code: 100 J

Type of Report
+ Detail " Summary [+ Include IDT(s)

Print Copies: 1

Report Options
=  Expense Code - enter or select an Expense Code
= Detail - preview detail report

= Summary - preview summary report

= Include IDT(s) - check this option to include IDT transactions
=  Print Copies - number of copies to be printed

=  Preview - show the report for review

=  Cancel - abort report preview

ExpensesFarSpeciiclept First Church Of America, USA
Expenses for the period: 04/01/2009 through 06/30/2009
for Department: 100 - Church Operations

Dept. Code Chk. No. Paid To Date Amount Expense Code
100 Church Operations
Wachovia 6/30/2009 1675 200 Bank Service Charges
4999 SCE&G 5/31/2009 356.55 200 Electricity
5000 Wateree Utiities 5/31/2009 58.00 200 Water
5001 AT&T 6/01/2009 523.11 200 Telephone
5002 First Church Of America, USA 6/01/2009 500.00 9000 IDT-Interdepartmental Transf
5003 T & S Consulting 6/01/2009 355.00 100 Consulting Services
5004 Wateree Utilities 6/10/2009 58.00 200 Water
5005 AT&T 6/29/2009 312.11 200 Telephone
5006 SCE&G 6/29/2009 459 .44 200 Electricity
SubTotal: 2,637.96

Grand Total: 2,637.96
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CHAPTER 20

Master Reports

The Master Reports pull together all of the financial information into a
series of reports designed to give different views of the church's finances.

Click Reports on the ACMS Main Menu
Click Master Reports

& Master Reports Menu

J. Regular Income Statement

4. Department Income Statement { Summary)

5. Department Income Statement {Detail)

&. Department Profit'Loss Statement

L Dally ncome Statement Always REVIEW Department
8. Class Report Beginning Balances after
- creating a new report!
5. Data File
10. Bank Income Statement {Summary)

Reports Current Report Information
1. Create a New Report Start Date: 05:01,2009
2. Review Department Balances End Date: ] 05131:2009

Created: 06i21:2009
Added By: ADMIN

Process Status: Completed

NOTE

11. Bank Account Profit'Loss Statement

12. Quarterly Conference Summary

)

In This Chapter

Master Reports - Create a New Report.........ccccoecvrveeiieennn 224
Master Reports - Review Department Balances................. 224
Master Reports - Regular Income Statement...................... 227
Master Reports - Department Income Statement (Summary) 227
Master Reports - Department Income Statement (Detail) ..228
Master Reports - Department Profit/Loss Statement.......... 230
Master Reports - Daily Income Statement............c.ccceeueeee. 231
Master Reports - Bank Income Statement (Summary)....... 232
Master Reports - Bank Profit/Loss Statement..................... 233

Master Reports - Quarterly Conference Summary ............. 234
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Master Reports - Create a New Report

NOTE: If the report has already been created and the data used for the
reporting period has changed you must create a new report to update the
current report information.

=  Click 1. Create a New Report on the Master Reports Menu

1. Create a New Report i

= The Processing Records window will open

Processing Records

Stepl - Copy IncomefContribution records

02 Completed

Date Range
First Date: =

Last Date: | 05312009

| Go l | Cancel

=  Enter the First Date of the report period
=  Enter the Last Date of the report period

NOTE: Master Reports should be created for complete months. For
Example: the first day of month and the last day of a month.

=  Click Go

Master Reports - Review Department Balances

NOTE: Always review the Department beginning balances. If the
beginning balance for a department is not correct, highlight the
department and click Change to enter the correct beginning balance. If a
department is not listed in the Browse Department Balances window,
click Insert to add it to the report. When you have completed updating
and adding department balances, click Exit to return to the Master
Reports Menu.

= Click 2. Review Department Balances on the Master Reports Menu

2. Review Department Balances ]
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=  The Review Department Balances window will open

A Review Department Balances - Final Step (MstrDat2)

First D ate, Last Date, Dept. Mo, i

Period | D epartment | Bank
Firat D ate Code| Title: Code| Name
0 0543 100 Church Dperations vig - General Fund

Amounts :

£31£2DE|9 Savings B|BBET - Savings 11,255.0!3 1 X
05/01/2003| 08/31/2008| 150|Building Fund 2|BBE&T - Building Fund 225.000.00 228.250.00 0000
05/01/2009| 05/31/2009| 200|Sundaw School 1w achovia - General Fund 5,250.00 5.415.00 0.00/09
Inzert ] [ Change ] ’ Delets ]
NOTE [ Est |[ Hep |

Please review the above department data. The balances
for each Department will be included on your reports.

Add a New Department and Balance

= Click Insert

i Adding a Master Data 2 Record

Detail ]

First D ate: i 05012009 LastDate: [ 05312000
Dept. Mo s" D

Dept. Mame: I

Beginning Amt.: l 0.00 Ending Anmt.: 0.00
Indebtedness: I 0.oo

Bank: [__ =)

Bank Mame: |

|Jpdated: ! 08072009

[ Qk. J[ Cancel I[ Help
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=  Click the lookup button |--Inext to Dept. No.

& Adding a Master Data 2 Record @
Detail |
First D ate: 05:01.20049 Last Date: 05312009
Dept. Mo $|1 Hi’ D
Dept Name:  |cD 2
Beginning Amt.: 0.00 Ending &t 0.00
Indebtedness: ] 0.00
Bank. ] 1 ()
Bank Mame: | achovia - General Fund
Ipdated: 1 08072009
[ (] ] [ Cancel I [ Help

=  Enter the Beginning Amount
= Click OK

A Review Department Balances - Final Step (MstrDat2)

First Date, Last Date, Dept. Mo ]

225.000.00

25,000.00

5,250.00

05/01/2009 05/ 03 CD 2
05/01/2003| 05/31/2008| 200|Sunday School

‘wachowia - General Fund
Wachovia - General Fund

1
5
05/01/2003] 05/31/2003] 150| Building Fund 2|BBET - Building Fund
o 1
1

® Period Department Bank Amourts d
First Date Last Date | Code| Title: Code| Mame Beginning Ending] _Indebtednes:
05/01/2009| 05/31/2009| 100|Church Dperations wachovia - General Fund 25.444.00 31.634.45 0.00j09
05/01/2009| 05/31/2009| 125|5avings BBA&T - Savings 151,255.00 145,255.00 0.00/09
225,250.00 0.00/09

0.00
5.415.00 0.00j09

Inzert ][ Lhange ][ Delete ]

HNOTE

Please review the above department data. The balances
for each Department will be included on your reports.

NOTE: The CD 2 department record has been added.

=  Click Exit to close and update the ending balances
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Master Reports - Regular Income Statement

= Click 3. Regular Income Statement on the Master Reports Menu

J. Reqular Income Statement

= The Progress window will open

= Click Go

Master Report
Incoma Statameant

Master Income Statement 05/01/2009 through 05/31/2009

Progress...

Print Reqular Income Statement

Print Copies:

ﬂ:[Gu

] [ Cancel ]

First Church Of America. USA

Reverend Better Doright, Pastor

Beginning Balance
Total Income

Total Expenditures

Ending Balance

Tithes 600.0C
Offerings 5.0C
Building Fund Donations 250.0C
Sunday School Offerings 165.0C

Total Income

Electricity -3566.5¢
Water -58.0C
Total Expenditures

Profit (Loss):

Master Reports - Department Income Statement (Summary)

431,949.00

1,020.00

-414.55
605.45

432,554.45

=  Click 4. Department Income Statement (Summary) on the Master Reports

Menu

4, Department Income Statement { Summary) ]
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= The Progress window will open

Progress...

Print Summary Dept Income Statement

- St o
Print Copies: i \ Go ] ICanceI]
= Click Go
Masser Repos First Church Of America, USA
Dept Summary Reverend Better Doright, Pastor
Department Income Statement 05/01/2009 through 05/31/2009
Beginning Transferec Transferec Ending
Balance Out In Expenses Income Balance
100 Church Operations 25,444 00 000 6,000.00 41455 60500 3163445
125 Savings 151,255.00 -6,000.00 0.00 0.00 0.00 145,255.00
150 Building Fund 225,000.00 0.00 0.00 0.00 250.00 225,250.00
161 €D 2 25,000 00 000 0.00 0.00 0.00 2500000
200 Sunday School 5,250.00 0.00 0.00 0.00 165.00 5,415.00
Total: 431,949.00 -5,000.00 6,000.00 -414.55 1,020.00 432,554.45

Master Reports - Department Income Statement (Detail)

= Click 5. Department Income Statement (Detail) on the Master Reports Menu

5. Department Income Statement {Detail) ]
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=  The Progress window will open

Progress...

Printing Detail Dept Income Statement

Report Filter Options
Dept Code: | LJ

NOTE
Select a Dept Mo. to limit report to a specific Dept.
Leave Dept Code biank to print all Departments.

Print Copies: 1 [F‘rt:vit:wl [Ean{:el ]
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Report Filter Options

=  Department Code - select a Department Code OR leave blank to print all
departments

=  Print Copies - number of copies to be printed
=  Preview - show the report for review
= Cancel - abort report preview

e First Church Of America, USA

Statement (Detail) Reverend Better Doright, Pastor

Department Income Statement (Detail) 05/01/2009 through 05/31/2009

‘ Church Operations ‘

Church Operations (Income)

May 31, 2009
Tithes 600.00
Offerings 5.00
|IDT-InterDepartmental Transfer 6,000.00
Total 6,605.00
Total Income 6,605.00
Church Operations (Expenses)
May 31, 2009
Electricity -356.55
Water -58.00
Total -414.55
Total Expenses -414.55
Brought forward from April 30, 200¢ 25,444.00
Total Income 6,605.00
Total Expenses -414.55
Balance on hand for May 31, 200¢ 31,634.45

Master Reports - Department Profit/Loss Statement

= Click 6. Department Profit/Loss Statement on the Master Reports Menu

. Department ProfitiLoss Statement ]
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=  The Progress window will open
Progress...
Print Department ProfitfLoss Statement
Print Copies:| il Go ‘ | Cancel |
= Click Go
Maste 1 H
ki OO First Church Of America, USA
Reverend Better Doright, Pastor
Department Profit (Loss) Statement 05/01/2009 through 05/31/2009
| Church Operations
Beqginning Balance 25,444.00
Total Income
Tithes 600.0C
Offerings 5.0C
IDT-InterDepartmental Transfer 6,000.0C
Total Income 6,605.00
Total Expenditures
Electricity -356.5¢
Water -58.0C
Total Expenditures -414.55
Profit (Loss): 6,190.45
Ending Balance 31,634.45

Master Reports - Daily Income Statement

= Click 7. Daily Income Statement on the Master Reports Menu

7. Daily Income Statement
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= The Progress window will open

Progress...
Print Daily Income Statement
Print Cupies:| hE [ Go | [ Cancel |
= Click Go
MR Ronne First Church Of America, USA
Reverend Better Doright, Pastor
Daily Income Statement 05/01/2009 through 05/31/2009

Beginning  Transferec Transferec Ending
Balance Out In Expenses Income Balance
Balance @ Thursday, April 30, 2009 431,949.00
Sunday, May 31, 2009 431.849.00 -6,000.00 6,000.00 41455 1,020.00 432 554 45

-6,000.00 6,000.00 -414.55 1,020.00

Total:

Master Reports - Bank Income Statement (Summary)

Click 10. Bank Income Statement (Summary) on the Master Reports Menu

10. Bank Income Statement { Summary) ]

= The Progress window will open

Progress...

Print Bank, Dept Summary Statement

Print Copies: 15 ‘ Go | |Canc&|l
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Master Report
Bank, Dept Income Statement

= Click Go

First Church Of America, USA

Reverend Better Doright, Pastor
Bank, Department Income Statement 05/01/2008 through 05/31/2009

Beginning Transferec Transferec Ending
Balance Out In Expenses Income Balance
Wachovia - General Fund Checking
100 Church Operations 26,444.00 0.0 6,000.00 -414.55 605.00 31,634.45
161 CD2 25,000.00 0.0 0.0C 0.0¢ 0.0C 25.000.00
200 Sunday School 5,250.00 0.0 0.0C 0.0¢ 165.00 5.415.00
55,694.00 0.0l 6,000.00 414.55 770.00 62,049.45
[ BB&T - Building Fund | checking
150 Building Fund 226.000.00 0.0 0.0C 0.0¢ 250.00 226.250.00
225,000.00 0.0 0.0 0.0 250.00 225,250.00
| Wachovia - CD | Certificate Of Deposit
161 CD2 25,000.00 0.0 0.0C 0.0¢ 0.0C 25,000.00
25,000.00 0.0 0.0 0.00 0.0 25,000.00
[BB&T - Savings | savings
125 Savings 151,255.00 -6,000.00 0.0C 0.0¢ 0.0C 145,255.00
151,255.00 -6,000.00 0.0 0.00 0.0 145,255.00
Total: 456,949.00 -6,000.00 6,000.00 414.55 1,020.00 457,554.45

Master Reports - Bank Profit/Loss Statement

Click 11. Bank Account Profit/Loss Statement on the Master Reports
Menu

11. Bank Account ProfitiLoss Statement ]

= The Progress window will open

Progress...

Print Bank Acct. ProfitfLoss Statement

Print Copies:||

i+ [ Go ][Eancel]
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= Click Go

" s .
it I First Church Of America, USA
Reverend Better Doright, Pastor

Bank Account Profit (Loss) Statement 05/01/2009 through 05/31/2009

| Wachovia - General Fund

Beginning Balance
Total Income

Tithes 600.0C
Offerings 5.0C
Sunday School Offerings 165.0C
IDT-InterDepartmental Transfer 6,000.0C

Total Income
Total Expenditures

Electricity -356.5E
Water -58.0C
Total Expenditures

Profit (Loss):

Ending Balance

Master Reports - Quarterly Conference Summary

30.694.00

6,770.00

-414.55
6,355.45

37,049.45

= Click 12. Quarterly Conference Summary on the Master Reports Menu

12. Quarterly Conference Summary q

= The Progress window will open

Progress...

Quarterly Conference Financial Surmrmary

Report Date: Wrierlis]| | Quarter: | third Start Date:| 050142009 End Date: | 058/31 /2009

Fieport Header 1: | African Methodist E pizcopal Church

Feport Header 2: | Seventh Epizcopal Digtrict

Feport Headsr 3: | [State of South Cardling]

Repart Title: | Quartery Corference Financial Summary Feport

To change the Elder's information:  Click on Utilities on the b ain Menu above, then click on System Data

Elder. |Reverend Bettie Keeper Elder Phone: |(803)555-1211

Elder Title: [Seniar Elder Elder Cell:  |[803)555-2121

Elder District: | Columbia Elder City: | Columbia

Elder Address:  [12 Summer Dirve Elder State: [SC Elder Zip: 292031234

-

Frint Copies: 1= [ Go

|[ Cancel |
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= Click Go

Seventh Episcopal District
(State of South Carolina)

Columbia

Reverend Bettie Keeper, Senior Elder

Home: (803)555-1211

QUARTERLY CONFERENCE FINANCIAL SUMMARY REFPORT

African Methodist Episcopal Church

12 Summer Dirve - Columbia, SC 29203-1234

Cell: (803)555-2121

Report Period: 05/01/2009 - 05/31/2009

Date.  08/09/2009 Church: First Church Of America, USA Pastor. Reverend Better Doright Quarter:  third
Boards Amount Income Balance
Clubs Total Brought For This Total Total| Transfered| Transfered For This
Organizations Indebtedness Forward Quarter Revenue| Disbursements Qut In Quarter
Church Operations 0.00 25444.00 605.00 26,049.00 -414.55 0.00 6,000.00 31,634.45
Savings 0.00 151,255.00 0.00 151,255.00 0.00 -6,000.00 0.00 145,255.00
Building Fund 0.00 225,000.00 250.00| 225,250.00 0.00 0.00 0.00 225,250.00
cDh2 0.00 25,000.00 0.00 25,000.00 0.00 0.00 0.00 25,000.00
Sunday School 0.00 5,250.00 165.00 5,415.00 0.00 0.00 0.00 5,415.00
Total: 0.00 431,949.00 1,020.00| 432,969.00 -414.55 -6,000.00 6,000.00 432,554.45
Signature: Signature:

Reverend Better Daright, Pastor

Signature:

Reverend Bettie Keeper, Senior Elder

Quarterly Conference Secretary

Date:
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CHAPTER 21

Labels

= Click on Labels on the Main Menu

Labels _

Labels (Membership)
| Labels (Birthdays)

Labels (Anniversaries)

Browse Labels

Labels with Selected Fields

In This Chapter

Labels - Membership........cccoviviieiieiecce e 238
Labels - Birthdays .........ccccvivriviereriirsiese e 242
Labels - ANNIVEISAIIES........ccvieveeereeiviece e 243
BrowseLabelS........coovviiiviiiiiii e 245

Labels with Selected Fields..........coceeveveeivii v 248
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Labels - Membership

=  Click Labels on the Main Menu
= Click Labels (Membership)

' A Browse the Label Types File

Label Type |

)

b

Label Type

Margin

Ayery 5160

ey 5160 - 12 Pitch

|

Fart Size

0

Insert | Change | Delete |

Select a label type, or click insert and add a new user defined label.

Select |

Cloze |

Help |
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= Highlight and select a Label Type

Processing Records

02 Completed

—Membership Filter- - Members/Groups ———
¥ Individuals only

" In-active " Groups, Businesses, etc.
Al Al

—aelect a Membership Status Code

=l

NOTE: Select a specific Membership Status code to limit
report to & single Status code group.

Process | Cancel

» Label Options

Membership Filter

= Active - Active Membership only
= In-Active - In-Active Membership only
= All - Active and In-Active Membership

Members/Groups

= Individuals Only
= Groups, Businesses, Couples, non-Individuals
= All - Everybody and group

Select a Membership Status Code

Select a Membership Status Code
R -

Code Title

A Member

C Child Of Member
D Deceased

V Visitor

. Frocess I Lancel
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= Click Process to continue

= Alist of the Membership data extracted will display in the Browse
Members/Visitors Labels and Statements window

| Z& Browse Members/Visitors Labels and Statements .
Last, First, FulMame | LoakUp Last Name: |
|| Print | Full Name Clazs| Address Cit State | Zip
I o= e Jobn E 2.0 outh Congaree 5 Columbia SE 23203
- Heriry, Mary W 0.0/41 Main Street
= YWillimgham NI, Happy D 0.0/ 22 Hart Avenue Coalumbia SC 29203
<« | |
E E | Query | LChange I Delete |
_(‘I'ﬂ Mark All | _xfﬂ UnMark All | Exit and Preview Labels | Help |
Change Window Option

= Highlight a membership record
= Click Change to check or un-check the membership record
= The window will change to Edit mode

;i Browse Members/Visitors Labels and State

Last, First, Fullame | LookUp Last Name: [_

1= : Hery, kary 'af
[~ Wfillingharn [, Happy D

Frint |
Notice the second check mark IIIw inext to highlighted membership Doe
Jr., JohnE

| Print
= Uncheck the second check mark ="  to remove the membership record
from the label to be printed

= Click on any name that is not highlighted to reset the window
= The window will change to Browse mode

Last, First, FullM ame I LookUp Last Mame: r_

Print | Full Mame |
[ DoeJr., John E
[+
[~ Willingharn 11, Happye D
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=  Notice the membership Doe Jr., John E is now unchecked

Delete Window Option

= Highlight a membership record
= Click Delete to remove the membership record

Other Window Option

. e|markan | Mark all membership records

UnMark All | .
= ﬂ A - Un-mark all membership records

Exit and Preview Labels

Exit and Preview Labels

| - Close windows and preview labels

# I\CFUPI FITYICTW

File  View Zoom

%Ej Eage: |1 H Across [1 & Down: [1 4 Zoom: [Page Width [+

Mary W. Henry Reverend Happy D. Willingham,
41 Main Street 22 Hart Avenue
Apartment 22 Columbia, SC 29203
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Labels - Birthdays

=  Click Labels on the Main Menu
=  Click Labels (Birthdays)

Progress...

Membership Birthdays

Please select a month!

Month: | ﬂ

Members' Status Gender
» | & Al | & Al

" Active " Male

" In-Active " Female

@ Labels

Print Copies: 1. Prﬂview‘ Cancel

Please select a month!

=  Leave the Month blank to print all birthdays

= Select a specific month to print membership with birthdays during the
selected month

Members' Status

= Active - Active Membership only
= In-Active - In-Active Membership only
= All - Active and In-Active Membership

Gender

= All - male and female membership
= Male - male only membership
=  Female - female only membership

. g Labels

|- print list on labels
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Labels - Anniversaries
=  Click Labels on the Main Menu
= Click Labels (Anniversaries)
' A Browse the Label Types File ==
Lahel Type |
#|| Label Type Page Label tdargin Fort Size
Avery 5160 26250 9
ey 5160 - 12 Pitch 85000 105000f 262500 1.0000) Q50000 00280 "
] | 2
Insert | Change | Delete |

Select a label type, or click insert and add a new user defined label.

Select |

Cloze |

Help |
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= Highlight and select a Label Type

Progress...

Select Month: LI
Print Anniversary Date on Labels |+

—Member Status ——————— Gender
o Al & Al
 Active T Male
" Inactive " Female
Print Copies: 1 L G0 Cancel

» Label Options

Please select a month!

= Select a specific month to print membership with anniversaries during the
selected month

Mdanuay

1 January
|2 February L
3 March L
4 April
5 May
G June
B 7 Juty
18 August
|9 September
Im Cctober 1
11 Movember L
. 12 December
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Members' Status
= Active - Active Membership only

= In-Active - In-Active Membership only
= All - Active and In-Active Membership

Gender
= All - male and female membership
= Male - male only membership

=  Female - female only membership

Print Anniversary Date on Labels |+

= Check this option to print the anniversary dates on the labels

=  Click Go to continue

= Alist of the Membership with anniversaries for the selected month will
display

% Report Preview

File View Zoom

%Ej Fage: 1 Acrozs: 1 = Diown: |1 Zoom: |Page Width :

John E. Doe, Jr. Mary W. Henry

123 South Congaree St. 41 Main Street

Apartment 12 Apartment 22

Columbia, SC 29203

Anniversary: 1/10 Anniversary: 1/31
BrowseLabels

ACMS has a module for custom labels. Listed below are 2 sample Avery
Labels.

Labels are defined as follows:

Page
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= Width

=  Height
Label

= Width

= Height
Margin

= Width

=  Height
Font Size

= Click Labels on the Main Menu
=  Click Browse Labels

A Browse the Label Types File

Label Type |

£

Label Type

Avery 5160

dywery 5160 - 12 Pitch

4 |:|

1.000

Font Size

1

3

’ |rsert ][Ehange_” Delete ]

Select a label type, or click insert and add a new user defined label. [ Cloze l ’

Help ]

Window Actions

= Insert - add a new record

= Change - update the highlighted record
= Delete - remove the highlighted record

= Help - open ACMS help for this window
= Close - exit Browse window
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Add/Update Label
= On the Browse the Label Types window, click Insert or Change
A& Changing a Lbl5ize Record @
Detai |
Example
Label Type:»“m | Avers 5160
Fage Size Label Size: 1" % 2 5/8"
PEIQE wafidth: 2.5000 PEQE HEIght 10.5000 Labels per sheet: 30
Label S5ize :
2 : Page "idth, 85000
Label "fidth: 26250 Label Height: 1.0000 Page Height: 10,5000
] Label \width: 2 6250
feage W arain. Label Height: 1.0000

Top Margir: 0.5000 Left Margin: 01250 Top Margin:  0.5000

Left targin: - 01250

Font Size
Faont Size: q Fange: Bto 12
Added: |06/21/2009 |ADMIN Updated: |06/21/2003 |ADMIN

[ (] 4 ][ Cancel H Help

= Label Type - name of the custom label
Page Size

= Page Width - measured in inches

=  Page Height - measured in inches
Label Size

= Label Width - measured in inches

=  Label Height - measured in inches
Page Margins

=  Top Margin - measured in inches

=  Left Margin - measured in inches

Font Size

= Font Size - range 8 - 12
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Labels with Selected Fields

= Click Labels on the Main Menu
= Click Labels with Selected Fields

Information to be Printed

Select Fields to print

# [V

Print Address 2

[] Print Group Contact
Print City State Zip

[ Print Phone Mo

[] Print &t Phone Mo

(o) (e

= Select Label Type

ZA Browse the Label Types File

Label Type l

b

Label Type
| Width

85000 105000) 26250

Ayery 5160

ey 5160 - 12 Pitch

1.0000) 05000 01250

1

Select a label type, or click insert and add a new user defined label.

| 2
Insert l Change | Delete |
Select I Cloze | Help |
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Highlight and select a Label Type

Processing Records

02 Completed

Membership Filter Members/Groups

» [G,A n.re i@ Individuals only
() In-active () Groups, Businesses, etc.
5 A @ Al

Select a Membership Status Code

=l

NOTE: Select a specific Membership Status code to limit
report to & single Status code group.

Process | |

» Label Options

Membership Filter

= Active - Active Membership only
= In-Active - In-Active Membership only
= All- Active and In-Active Membership

Members/Groups' Status

= [ndividuals only - Include individuals only

= Groups, Businesses, etc. - Include non-individuals only

= All - Include individuals and non-individuals

Select a Membership Status Code

= Select a Membership Status Code to print a specific membership group or

leave blank to print all

Select a Membership Status Code

| |

Code Title

A Member
C Child Of Member
. D Deceased
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= Click Process to continue

= Alist of the Membership data extracted will display in the Browse
Members/Visitors Labels and Statements window

A Browse Members/Visitors Labels and Statements ==
Last, First, FulMame | Looklp Last Name: |
#| Print | Full Mame Class] Address Cit State | Zip
P Doc U Jobhn E 2.0 123 South Congaree 5 Columbia 5C
-+ Henm, Mary 'w 0.0 41 Main Strest
21 |willingham IIl, Happy D 0.0/ 22 Hart Avenue Columbia SCo 29203
4 [ b
m [ Change ] [ [Dielete ]
_rl‘ﬂ Mark All l j’ﬂ UnMark All Ezit and Preview Labels I l Help ]
Change Window Option

= Highlight a membership record

=  Click Change to check or un-check the membership record
= The window will change to Edit mode

24 Browse Members/Visitors Labels and State
Last, First, Fullame | LookUp Last Name: [_

: Henm, kan w
Willingharm I, Happy D
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Frint |
= Notice the second check mark [FZTTv inext to highlighted membership Doe
Jr., John E
Print

= Uncheck the second check mark ._I“’ to remove the membership record
from the label to be printed

= Click on any name that is not highlighted to reset the window
= The window will change to Browse mode

Last, First, FullM ame | LookUp Last Mame: f_

Fririt § Full Mame |
[ Doe Jr.. John E
[+
[~ Willingham 111, Happye D

Notice the membership Doe Jr., John E is now unchecked

Delete Window Option
= Highlight a membership record

= Click Delete to remove the membership record

Other Window Option
= MI- Mark all membership records
] _"fﬂ Lo M e A | Un-mark all membership records

Exit and Preview Labels

Exit and Preview Labels

- Close windows and preview labels

% Report Preview

File  View Zoom

Page: [1 2] Across: [T =] Down: [T 2] Zoom: [Page Width [

John E. Doe, Jr. Mary W. Henry
123 South Congaree St. 41 Main Street
Apartment 12 Apartment 22

Columbia, SC 29203
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CHAPTER 22

Utilities

In This Chapter
License UPate........ccevveveervrinieiiise s sn e 254
System Defaults .........ccooeiiiiiiiice 255

License Update

The License Update module is used if your ACMS for Windows license
has expired. An Access Code can be mailed to the customer or a
technician is able to assist with reactivation via a telephone support call.

= Click Utilities on the ACMS menu
= Click License Update

~ Update Licenze

¢ . . . . .
Access Code:

Format: 1234A.5678B.ABCDE.FGHSU.9DTBC.D9999
~ System Values
Master License:  |$C20090621-001 | Release:|2007.11.10.3.f |
Church: [Fitsi Chuich Of America, USA |
Address 1: |1I]!] Fairlawn Court |
Address 2: |5uitt: N |
City, State, Zip:  |Columbia |SC ||29203-1805 |

ACMS Seed: [0 ] 12/31/2010
Last Update: 064212009 |:|
~ACMS Addon Modules
[T Payroll Management System I License Active |:|
[T Asset Management System I License Active |:|

ﬁ Registration ¥ OK | K Cancel
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= Access Code - enter update ACMS License Access code supplied the
Technician or listed on the document received from T & Consulting

= Registration - print ACMS Registration Form
» QOK - save changes and exit
= Cancel - exit without saving changes

System Defaults

System Defaults

Member and Check Defaults

Member Defaults, Check Defaults, ACMS Add-ons, Report Defaults |Quarterly Conference Reparts |

Congregation Address Defaults — S 'EXDOI‘( Files to the Folder below: ——————
M embership City: S | | C:hacmsRpts
Membership State: SC Membership Zip Code: 29223

Checking System Defaults

Mest Check No: 5004

Tupe of Checks: 1 (1 =Standard [Quickbook Style). 0 = TrueType]
ACMS Addons
I~ Payral ™ Asset Management [ Graphs

Quarterly Conference Report Period Defaults

Period: third
First Date: 740142003 @ Last D ate: 9/30/2003 @

Added: [06/21/2009 |[ADMIN Updated: |06/21/2009 || ADMIN




Chapter 22  Utilities

253

Congregation Address Defaults

= Membership City - default for membership
= Membership State - default for membership
=  Membership Zip Code - default for membership

Exported Files to the Folder Below

= Exported files are stored in this folder

Checking System Defaults

= Next Check No. - next check number
= Type of Checks - this should ALWAYS be set to 1

ACMS Addons

= Payroll

= Asset Management

=  Graphs

Quarterly Conference Report Period Defaults
* Period

»  First Date

= Last Date

Quarterly Conference Reports

Member Defaults, Check Defaults, ACMS Add-ons, Repart Defaults Quarterly Conference Reports
~Quarterly Conference Detail Report _—————

Greeting: ® F’le the members of the <DEPARTMENT> beg leave to make our report.

Heading: To the Presiding Elder, Officers and Members of the <PERIDD: quarterly conference.

Spiritually: Come thou with uz. "We will do thee good. O give unto the Lord, for ke iz good; for his mercy endureth forever.
Pzalm 107:1
Remarkz: Thank. you to all for your continued support to this church and it's growing ministries.

Quarterly Conference Financial Summary Report

Feport Header 1: |African M ethodist Episcopal Church

Report Header 2: | Seventh E pizcopal District

Report Header 3 [[State of South Carcling)

Fieport Title: Cuarterly Conference Financial Summary R eport

QC Secretary: | Secretary Title: |Quarterly Conference Secretary
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Quarterly Conference Detail Report

Greeting
Heading
Spiritually
Remarks

Quarterly Conference Financial Summary Report

Report Header 1

Report Header 2

Report Header 3

Report Title

QC Secretary - Quarterly Conference Secretary
Secretary Title - Official Conference Title
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Glossary of Terms

A
ACMS for Windows

ACMS for Windows is the total solution
software suite of the Automated Church
Management System designed, developed and
distributed by T & S Consulting, LLC.
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