The Church Executive™ — Contributions

Introduction

These notes are based on the
Jan 26/12 update.
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The Church Executive™ is able to record all of the weekly contributions (donations) from the entire
congregation. All of this data is handled via several tables and modules in the program:

» church envelope assignments

»  Sunday school envelope assignments
» weekly services

» weekly contributions

» contribution categoties

An envelope is assigned to a family (or individual within a family). As such, two additional tables
record information related to an envelope:

» family demographics
» person/individual details

For each envelope you can (optionally) identify the following:

»  stewardship
» PAR (Pre-Authorized Remittance)

For each weekly donation you can (optionally) identify:

» method of payment (cash, cheque, etc.)
» sub-category

For each service you can (optionally) identify the following:

» liturgical positions

» Hymns/chorus’ sung
» scripture readings

» attendance

[these last four items are not required for contributions but are certainly related
to weekly services|
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Figure 1
Contributions “flow diagram” showing relationships of tables
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Terminology

Contributions

Envelope number

Category

Year

Quarter

Service

Unit numbet

any monies received by the church as donated by an individual (or family). May also be referred to
as donations.

a unique number assigned to an individual/family on an annual basis which is used by the church
to record the contributions received by that individual / family.

An individual that gives a one-time donation also requires an “envelope” and a “family” entry. All
monies must be assigned to an “envelope” and every envelope must be linked to a “family” for
address purposes.

a fund which a contribution can be allocated to. Your church can define up to 18 special ‘main’
categories (plus a General fund) for tracking the contributions. Each ‘main’ category can have
dozens of sub-categories.

a calendar year, from January to December.

a quarter of one calender year. The four quarters in a year are January—March, April-June,
July—September, and October—December.

Statements are generated to each individual on a quartetly basis.

any number of individual services can be created during the week where either contributions are
received and need to be recorded and balanced or you wish to identify an “order of service” such
as hymns, liturgy positions and attendance.

a unit number is unique for each family. There cannot be two identical unit numbers assigned to
two different families. The unit number is used by The Church Executive™ to maintain and organize
the family demographic data and to provide the necessary links to the related tables
(i.e. Individual/Person, Church envelopes, Ministry records, etc.).
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Pre-requisites

Current year

Contribution
Categories

Church Envelopes

All contribution records are assigned to envelopes and a specific weekly service which is based on
the current year.

It is very important that the current year, as noted on the respective
contribution-related screens, is correct before proceeding. To change the
current yeat you use the Look-Up Tables module.

Year: 2008

In the months of December and January you will likely be switching between two different
contribution years (see page 8 on switching years). Remember that contributions are based on a
calendar year. A typical church would perform the following functions near the end of one year and
the beginning of the next year:

» assign envelopes (and numbers) (in late November/early Decembet?) for the next year
» enter contributions received for this year (December)

» enter contributions received in the new year (January)

> print yeat-end income tax receipts/statements (in Januaty) for the previous year

You may allocate any contributions to one of 19 ‘main’ categories (including a General Fund), each
of which can have additional sub-categories (optional). In order to identify the category which a
contribution has been donated to, a contribution code must first be defined.

The contribution codes are defined via the Look-Up Tables module. Each calendar year has its own

set of contributions codes. This allows you to have special projects from year to year to which
monies can be pledged and donated to.

you will need to record the church envelope assignments (envelope numbers and the
family/individual assigned to that number) so that quartetly statements and receipts can be
generated.
A quarterly statement summarizes all of the weekly contributions received by an envelope number
on a quartetly basis. The statement prints the address of the unit number assigned to the envelope
number. Thus, up to six different tables are accessed when a quarterly statement is printed:

@ weekly contributions (with envelope number, category and amount of donation)

@ weekly services (with service date, time and description)

® church envelopes assignment (with envelope number, unit number and individual’s name)

@ family demographics (with unit number and mailing address)

® contribution codes (with category and short description)

®

optionally, envelope stewardship (with envelope number, category and pledge details)

All six of these tables need to be available with the respective information for the proper data to be
printed on a quattetly statement.
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Receipting Producing year-end receipts of envelope donations is an important part of the church. There are
a couple of pre-requisites that need to be defined, via the Look-Up Tables module:

These items would typically be identified only once, but can be modified as the need arises.

@ select Look-Up Tables from the Main Switchboard Look-up Tables

@ select System from the list of radio button (near the bottom of the right-hand ' Defaults
column). % Suckem

The right side of the screen displays a 6-tabbed control:

Church Igther defaultsl Default Eieldsl Beceiptingl Logo Imagesl Mu:u:lu_lesl

Tax number

On the 0hurch tab, ldentlfy your TaX fegistration Tax no. 12345679-394-294
number.

Receipting tab

The Receipting tab has a number of Church | Dther defaults | Default Fields  Beceipting | Loga Images | Madules |
default settings that apply to receipts.

] — Receipting
These include:
Mext Receipti |2D1 1am
> next receipt number. Many — Guarterly statement

churches will use the current
Size I'I1" 'I Type IYTD detailz 'I

year as a ‘prefix’ to the receipt

number (SuCh as 2011001 for Per: signature name |John Sith

2011 receipts and start with title: [Ervvelope Secretary
2012001 for 2012 recelpt_s)' contact phone # |258-9999

Other churches run a sequential

set of numbers that continue on Show pledges? [ r:Pledge title IYr:F'Iedge

from one year to the next. The MISC FUMDS title IMISCELL.I’-\NEUUS
choice is yours.

— Stewardzhip/Pledges

» size and type of quarterly Per: signature name |
statement to use as a defanlt (this title |
can be overridden when printing contactphone # [
statements).

>

» name, title and contact phone number of “envelope secretary”.

» if your church uses “Pledges” (stewardship), do you want this information to appear on the
statement?

Logo Images tab

» if you have a scanned  Receipt signature |
image of your signature
and would like this
printed on receipts, you can identify the full path and file name to the program.
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Procedure

Adding contributions to The Church Executive™ program is relatively straightforward if the following
steps are followed:

®

enter the Families in your church and assign a unique unit number to each family. This is best
performed in the Family Demographics module.

or...

As donations are received throughout the year (say, on a specific Sunday), you can create a new
“envelope” and related “family” mailing information directly from the Weekly Contributions
module, via a New Envelope button. See page 42.

or...

As one-time donations are received throughout the year (say, for a funeral service), you can create
the one-time donation, a new “envelope” and related “family” mailing information in one
convenient dialog box, through the Envelopes module, via a One-time donate/receipt button. See
page 18.

ensure that the current year is correct. Changing the year is done via the
Current Year

Look-Up Tables module. See page 8.

enter the individuals in your church who have received envelopes. This

includes assigning both a unit number and name to the envelope number. See

page 11.

Envelopes

or...

Alternatively, you can assign an envelope from the Family module while adding a new family
(on the Envelope(s) tab control, then Assign Envelope button).

develop a list of contribution categories (codes) for the
current calendar year. This is performed via the Look-Up
Tables module. See page 9.

Contribution Categories

Although it is best to have a set of contribution categories in place before the start of the year,
you can add new categories as the year goes on, if a specific event dictates such.

In most cases, you will likely use the same set of contribution categories from one year to the
next. However, if needs dictate, in a new year you can delete a category for that year only or add
a new category. In fact, you could re-shuffle all of the categories from one year to the next ...
but this is not necessarily recommended.

develop a list of services where contributions will be received. :
Services

An Add Services button will create an entire set of weekly services for the current

year in one operation. See page 39.

record the weekly contributions. See page 40. o
Y pag Weekly Contributions

This step does not have to be done weekly, rather you can enter

the contributions at any time (as long as it is before the quarterly statements or year-end

receipts are printed). With that said, I suspect that neatly ezery church will enter their weekly

contributions within a day or two after the service has been completed.

After recording the weekly contributions you may print a weekly summary report which lists
all of the donations received for that week (sorted by envelope number). This report also
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includes a summary of the donations given to each contribution category. The report is then

checked against the actual total donations received for that service to check for accuracy of data
input.

at the end of each quarter, a quarterly statement can be printed for all
. . 2 . . Statement

envelopes which summarizes the contributions received during that quarter.

after the year has been finalized, tax receipts are prepared (see page 20) and

printed for all envelopes (see page 33). Tax Receipt

The Church Executive™
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Current Year Ensuring that the “current year” is correct is an important step in working with contributions. You
can only view data that is within the current year (if you want to view other years, you will need to
first switch to that year).

Each user that logs into The Church Executive™ can be working with a different year, although this
will likely only happen near the end of the calendar year when another user may be preparing for
the next contribution year or at the start of a new year when another user may be finalizing
information from the previous year.

Switching Years There are two methods available for switching to a different contribution year:
O a“temporary” switch of years that is only remembered while you are in the program. Once you
porary ¥ y y prog y
leave the program, this “temporary” year is forgotten. The next time you log into the program,

your default year will be restored.

With that said, this is the quickest method to switch to, and view data from, another year.

Press Shift-F3 from anywhere in the program.

The Switch Years dialog box will appear. Set new default current year: | -1
Select the new year to switch to from the drop- Clase
down list.

® 2 “permanent” switch of years, making the new year the defanlt year for all future sessions.

With that said, the new year is “permanent” until such time that you switch to another year.
However, using this method ensures that the next time you log into the program, this new
default year is still remembered.

A user changes their default year via the | Uset | Contributions | Logo Images |
LOOk—Up Tables module. Userld DEMO

Usger name IDemo

Pazzword |

Current Year |2I]IJ4 hd I
[Alternatively, you can click on the E-mail/Dutook version [38 <]

Look-Up Tables icon the Toolbar.]
Frinter available? ILaser vI ‘iidth IN,I'P. vI
@ select the User defaults radio button. Envelope pifing? [Errvelops #10 -]

@® from the Main Switchboard, select
the Look-Up Tables module.

® Select the new year to make as the
current default year from the Current [
Year drop—down list. eq: C:\Program Files\Internet Explorerilexplore

Internet Browser Program Path:

You will be prompted to confirm
this switch of years.
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Contribution Codes

There is also a Codes
button on the Weekly
Contributions screen that
will take you directly to the
Contributions Codes
module.

Codes I

Annual contributions are assigned, on a weekly basis, to various contribution categories (or
sometimes called funds). Codes are used to maintain this list.

Each year can have a different set of codes (i.e. categories or funds) from any other year.

Code 0 (zero) is reserved for the “General Fund”.

Contribution categories (codes) are maintained via the Look-Up Tables module.

@® from the Main Switchboatd, select the Look-Up Tables module.

[Alternatively, you can click on the Look-Up Tables icon the Toolbar.|

@ click on the Contribution Codes button.

fig Church Executive{tm) - [Contribution Codes]
J File Edit Wiew Insert Format Records Tools Window Help

Conttibution Cades |

=10l x|
==l

| B -

PR s

813 T H[T[d o s

D@t SOB

>

Using Year: 2011

Code [0 Sub [
Short IGeneraI

Dezcription IGeneraI

Taw deductible? [V

Account I - I

= Code O [zero] iz rezerved for the "General Fund™

= Only codes 1-18 appear on the quarterly statement [sub codes do
HOT appear - they are totaled with the 'main’ code).

Record: I<| 4 || 1 |b| |He| of 13 (Filtered)

Add new code | Report | Save |

Al categaories for this year
[double-click Code to view and edit detailz]

Code [Sub(  short  [TaxDeduc
¥ 0 General
| 2 is=ion
| | = Open
| | = Sun School
| | s D. Thestre
| 7 Building F
| | 8 BeefDinner
| | 9 MemoryTree
| 10 White Gift
| 1 Misc
|| 12 Memarial G
|| 13 Fail Fun F

14 Werm By F

Record: |<| 4 || 1k |b| |He| of 13

[Shart name

Foe[ T

Figure 13
Contribution Codes

This screen only shows the current contribution year. To view another year, you must switch years (see

page 8).

The list on the right side is the complete list of contribution category codes for the current year; the
left side shows only one of these entries. Clicking on one of the items in the list on the right side
will display the details of that entry on the left side of the screen.
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Add new category

Code

Sub

Short

Description

Tax deductible?

Account

A new contribution category is added by clicking on the Add new code button (near  add new cade |
the upper right corner) or clicking the New Record button (either in the lower left

corner or along the Toolbar at the top of the screen).

via Toolbat: via Record selector:

M 4 » »@ Record: 14| 4| 1zee L[_»@F 3908

This will present you with a blank entry form.

This is the ‘main’ contribution category code nuniber. Code ID—
Code 0 (zero) is reserved for the General Fund.

Only codes 1-18 are allowed.
A sub-code, if desired. - I_

A short form heading for this contribution category. This is the name that | §hagt IEDIIectiDn
appears on weekly contribution input forms and prints on quarterly and
stewardship statements.

Full-length description of Deseription |I3 eneral Fevenue
this contribution

category.
Are donations assigned to this contribution category tax deductible? Tax deductible? W

Account number that monies assigned to this contribution category are ' pecount |4|:|1|:| .I
posted to ... if you are using the accounting featutres of the program.

If you are not using the accounting module of The Church Executive™ then leave this field blank.

The Church Executive™
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Church Envelopes

Envelope numbers

Family Unit numbers

All donations are assigned to specific envelopes (i.e. an envelope nunber).

fig Church Executive{tm) - [Church Envelopes] i |EI|1|

J File Edit Yiew Insett Format Records Tools ‘Window Help _|- _Iﬁ' ll
% E i (218 2 BT M O e W EHECEE T SEE NS

M- R -

» S
Using Year: 2011 Datashest | Buick Find l:ll'lf Find [durmp) | Add | Bepaort | Save |

— Motes | PaR | Stewardship (2011) | Contrbutions (2011 ]

EnvMo

Status IAc:ti\.-'e - I
Unit |32 - I Person I

Title I - I

First name |Jim ahd Mancy

Last name ISmith

Alternate address [use this instead of Family Unit addresz)

— Stewardship/Fledge

Tem IMontth - I
Start ID‘I -Jat-11

# vears |2 - I
Family address:
Lenghh [24 monihs 123 Main Street
Fledge tatal $ [ 500.00 innineg, MELROEST D
Envelope utiliies | One-time donate/receipt DCielete envelope |
Record: 14 | 4 || 1 | 4] |He| of 250 (Filtered)
[Envelope number e e
Figure 23

Church Envelopes

An envelope is linked to either a family or an individual within the family. This allows multiple
people in the same family to either share or ‘own’ their own envelope.

Most envelopes will be receiving donations on a fairly regular basis — weekly or monthly. In some
cases, a donor will only donate once or twice a year.

One-time donors must be assigned an “envelope”, which is also linked to a “family” for receipting
purposes (so a family entry is first required).

Obviously, the first time your system is setup, you will need to record and identify all church
envelopes. An envelope can be assigned at anytime throughout the year, either to a new regular
donor or to a one-time donor.

Year-end procedures allow you to move forward the current list of envelopes to the next
contribution year and then modify this new list completely independent of any other year.

Typically, regular donors will receive a box of contribution envelopes on a yearly basis. These will
be assigned numbers, starting with 1 (one).

One-time donors will be assigned an envelope number (a requirement as noted above) within a range
of numbers that may be ‘away’ from the regular donors. For example, you may say that envelope
numbers starting with number 700 (and over) are for one-time or non-regular donors. [the range
of numbers that yox choose is completely up to yoz|

Regular donors in your church will already have a Family unit number. However, one-time donors
and non-regular donors will 7o be in your system — but they st be, in order to receive a receipt.

The Church Executive™
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Envelope Fields

As with an envelope number, you will want to maintain a range of Family unit numbers strictly for
these one-time/non-regular donors. By default, this range begins at 7,000 but yox can define a new
range if you wish.

Knowing what the Family unit number is, is only required at the time the new donor is extered into
the system and linked to the envelope number. From then on, you will be using the envelope
number to assign any new monies that may happen to come along.

Env No The envelope number assigned to this envelope. ErmMo I-I—
Status The status of this envelope. Chats Im
This status is #of the same as the Family status or Person status.
Only three choices are available (this is one of the rare drop-down fields within the program that
cannot be modified):
» Active
»  Visitor
» Delete
The Delete status is on/y used when you want to delete this envelope. In order for an envelope to
be deleted (along with all of its donations for the current year !), the envelope status must first read
Delete.
Unit The Family unit number that this envelope belongs to. Unit |3255 - I
This field is required because the address of this envelope (i.e. family) is required for printing
purposes on a quarterly or stewardship statement.
Person Optional. The specific individual person number within this family unit. Person I_
Title The Title field is the mailing title for this envelope, used on mailing ' Tie I - I
labels, envelopes, and quarterly or stewardship statements.
First name The first name of this donor. Bl ez I
Last name The family name of this donor. Last name IThE Harris Family
Stewardship/Pledge These fields are only visible if this feature of the program has been invoked by you, as defined via
the Look-Up Tables | System defaults.
Term What is the Term of this pledge by this envelope. T Im
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Start What is the starting date of this pledge. Shart OT-Jar11

# years How many years has this envelope pledged for? The drop-down list g years m
provides values of 1, 2, 3, 4 or 5, but you can enter any number of full
years.

Length The length of this pledge. This should be consistent with the Zer of the | gnaihy [24

rnariths
pledge. That is, the length will be something like this (if you are only
recording one-year lengths):
Term Length
Weekly 1-52
Monthly 1-12
Quarterly 1-4
Semi-annual 1-2
Annual 1
Pledge total $ What is the total pledge for the complete length? Pledge tatal § Im
Notes A Tab control on the right half of the Church Envelopes screen is used to list any miscellaneous

notes about this envelope.

Notes | PaR | Stewardship (2004) | Annual contiibutions (2004) |

Figure 36
Tab control on Church Envelopes screen
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PAR A Tab control on the right half of the Church Envelopes screen is used to identify any automatic,
regularly-scheduled (eg. monthly) deposits of donations from identified church envelopes.

The title of this tab control Entries in this portion of the envelopes is used to generate a batch of weekly contributions (see page
may vary from that 43,
illustrated, depending upon

a System default that you

have identified. In this

example, PAR is short for
Pre-Authorized Remittance.

Motes PAR | Stewardship (2011) | Contibutions (2011 |

— Pre-&utharized Remittance [PAR]

Freguency IMu:unthI_l,J - I
Start |2Bdan-12 Dratelz] I

Account # |1 23545

|dentify up to & different categornies...

Categary  Amount
I BO.00  General

10,00 Mission
25,00 Building Fund

I

|7
|
|

Lef Lef Lef L] L]

Figure 37
Church Envelopes: PAR tab control

Frequency The frequency of withdrawals from the member’s account and  Froqency Im

deposits to your church service.

Start The start date of money removal from this member’s account. Start |-| B-tay-04

Date(s) Datefs) |

Account # The member’s bank account number from which gzcoior # |1234 943 3904
monies will be withdrawn.

You may decide 7ot to record the account number in the database, for security reasons.

Categories The total PAR commitment of an individual can be divided up = Category  Amaurt
into five (maximum) different categories. Most people willlikely [0 =] | 5000 Gensral
only use one category (i.e. General donations). =1 [ 1000 Mission
The categories are based on your existing set of contribution =i 1 00 Buiing fund
codes. [ =
I =
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Stewardship A Tab control on the right half of the Church Envelopes screen is used to list any
Stewardship/Pledge amounts assigned to any of the various Contribution codes.

Motes | PAR  Stewardship [2008) Igontributinns )|

The Amt-Term is that
based on the individual’s Code | Amt-Term | Annual |

Description

Term. . 1] 125,00 125.00 General
1 5.00 5.00 Mis=ion and Service

For example, if a donor
pledges a total of $600
over the course of the
yeat (Annual), to be split
on a monthly basis of

$50 per month, the Amt-
Term would be $50 (not
$600) Record: L[L” 1 b | rt|rs] of 2

Figure 43
Church Envelopes: Stewardship tab control

An individual 7zay pledge a regular amount of money to more than one contribution category. For
each pledge, add the entry in a new row.

Only the Code and Amount are required. The Description column is based on the Code that you
have supplied.
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Annual Contributions A Tab control on the right half of the Church Envelopes screen will display the current year’s
complete contributions for the currently selected envelope.

With one exception, information cannotbe added or changed on this screen. Itis to be used only
as a reference tool.

Motes | PAR | Stewardship (2010) Conibutions ey |

SDate | Srv| Cat[Sub| Amount | Pay [TaxD| RctNo

| B | 03-Jan-10 1 ] 52.00
|| 28-Jan-10 1 11 50,00
|| 14-Feb-10 1 0 50,00
|| 14-Mar-10 1 0 50.00
|| 12-Apr10 1 0 50,00
|| 08-May-10 1 0 50.00
|| 25-Jun-10 1 0 50,00
|| 25-Jul10 |1 0 50,00
|| 18-5ep-10 1 0 50.00
|| 10-0ck10 |1 0 50,00

05-Dec-10 | 1 ] 50.00

Record: H|i|| 1 P|PI|P*| of 11
Transher Funds to Total amount $552.00
another envelops

Figure 44
Church Envelopes: Annual Contributions tab control

Edit Under ‘normal’ circumstances, once = ygtes | PR | Stewardship (2010) Cortributions (2070) |
a donation has been receipted, it |

cannot be modified.

SDate | Srv|Cat[Sub| Amount | Pay [TaxD| RctNo
25-Jun-10 1 | 12 200.00 2010048

v

If a donation has been receipted,
either as a one-time donation or via
the year-end Prepare receipts routine,
an Edit button will be displayed in
the lower right corner of the
Contributions tab when the cutsor is
placed on the specific donation row.

This should be used only in
“extreme” circumstances where an
error is spotted after the receipts
have been prepared and printed.

Record: H|i|| 1 h|>||>*| of 1

Transfer Furnds to | Total amount $200.00
another emvelops Edit |
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Datasheet

Catasheet |

Re-assign envelopes

The Datasheet button on the Church Envelopes screen allows you to view all of the church
envelopes in a spreadsheet-type format, with several envelopes in view at the same, rather than
seeing just one envelope at a time.

This view is useful for checking the consistency of data input.

#g Church Executive(tm) - [Envelope DataSheet {"spreadsheet’) Yiew] = |EI |£|
J File Edit Yiew Insert Format Records Tools Window Help i |E||£||
(M- mRloa 8z %av s rnvEient SO0 N

Envelope Datasheet view Sort 1 Edit |

Using Year: 2009 & Envit — n

) NO Edits
" Status
Envllo Lasthame | Firstlame Title Unit Person | Status -

il i 1 Active

| 2 Active

1| 3 Active L

| 4 Active

| o Active

i | G Active

1] T Active

| i Active

| 9 Active

1| 10 Active

| 1 Active

1] 12 Active

| 13 Active

1] 14 Active

1| 13 Active

i | 16 Active

| A 17 Active

|| 18 R SRR 18 sctive [l |

Record: 14 | 4 || 1k |>| |He| of 93 (Filkered)
|Enve|ope number FLTR S

Figure 47
Church Envelopes: Datasheet view

Changes can be made on this screen, 7f the Edit button is first selected.

If no contributions have yet been recorded for the current year, then a ‘Shuffle envelopes’ utility
is available:

Envelope Datasheet view Sort E dit |
Using Year: 2012 " Envit Shuffle envelopes at start of vear. .. .
~ NO Edits
Mame
" Status

Clicking the Shuffle envelopes at start of year... button will display the following options:

Fe-number ————— = "
) | elete unuse |

t ol e ernvelope # 1
% Enw # = |
+ _ i Erv no:

[elete range

You may find it just as easy to manually delete and re-assign the few envelopes that may require
shuffling.

The Church Executive™
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One-time
donation/receipt

One-time donationdreceipt |

Procedure

If your church generates receipts for ‘one-time’ donations throughout the year (such as for
memorial donations after a funeral), you can use the One-time donation/receipt button found at the

bottom of the Envelopes screen.

[Some churches prefer to enter these one-time donations on a specific data, similar to weekly
contributions, but hold off on the receipting until the end of the year.]

This feature provides, in one convenient dialog box, the ability to add all four “pieces” required to
generate a receipt: family unit, envelope number, weekly service and donation.

nit # I?DUU Unused #'5 |
Eree # |1 000 Unused #'5 |

One-time Donation and Receipt

B One-time Donation and Receipt il

Status ICUntribution only 'I
Status IVisitor 'I

[required Fields]

Cloze |

Title Manelz] Laztame
| | |
—Address/contact — Dionationlz)
Sheet I Year: 2011
Mail [ Date | =
City I ;l Frow I ;I
Category  Amount
FCode I m I—
Phone | 1 I I j" I
Cell I I :" I
Total receipt $
Motes
Mext rct# 2011001
Save and Print Receipt
Figure 51

One-time donation and Receipt dialog box

® open the Envelopes module.

click the One-time donation/receipt button (near the bottom of the screen).

Ensure that the Next ret# (shown at the bottom right of the dialog box) is correct. If this is the
first time you are doing a one-time receipt in the new year, the Next rct# may still reflect the
numbering scheme used in the previous year.

If the Next rct# does need to be change, it must first be changed via Look-up Tables | System

| Receipting.

enter all of the necessary data. All fields in blue are required.

click the Save and Print Receipt button (lower right corner). The new family, envelope,
donation, and service (if the latter is a new date) will all be saved. A receipt will be displayed in
a preview mode from which it can then be printed.

The Church Executive™

18

Contributions



Envelope Utilities Three different “maintenance” routines are available via the Envelope utilities button (lower left of
screen). These are detailed here.

Envelope utilities

= Envelope Utilities i x|

Miscellaneous Envelope Routines

Urnuzed envelope #'s |

Prepare Receipts | Prepare new Contribubion vear

Unused Envelope #’s This button will pop-up a list of envelope numbers that are #of currently assigned to anyone. A
report can be printed from this screen.

Uruzed envelope #'s |

B List Unused Envelope #'s in 2004
o Unused Envelope Numbers 2004
Unused Envelope #'s December 12, 2004
2 2
79 78
143 198
2585 =
610 622
€22 Tz
722 e
] 560
749 941
850 a7
9045000
941 7017
967 TO42- 700
994-6999 8002 and up
7017
7042-7999 :
=Taly L T Flgure 56
" Unused Envelope Numbers report
Repot |
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Prepare Receipts The Prepare Receipts button is used once a_year to prepare year-end tax receipts. This procedure
generates a unique receipt zumber to each envelope holder for all of the donations given in the

Frepare Receipts current year.

New receipting rules introduced by Revenue Canada in January 2005 require several additions and
modifications to charity-based receipts.

Generating receipt numbers is a pre-requisite to printing year-end receipts. Receipts are printed via
the Envelope | Report | Receipt report type (see page 33).
Before preparing receipts, have you...
[d  ensured that 4/ donations for the year have been entered and balanced? If you
have been entering donations on a weekly basis and each week has balanced then

this should be the case.

Even with this in mind, it is quite possible that a keying error has placed a
donation in the wrong category or been assigned to a different envelope.

All effort should be made to ensure that all donations have been assigned correctly
to the appropriate envelope and category.

(d  made a backup of your data? We trust that you have been making backups on a

regular basis (hopefully once a week after the weekly contributions have been
recorded).

Procedure ® open the Envelopes module.

@ click the Envelope Utilities button (lower left corner of screen).

B Envelope Utilities x|

Miscellaneous Envelope Routines

Unuged envelope #'s

Frepare Receipts | Prepare new Contribution year

® click Prepare Receipts button.

The Prepare Receipts button displays this dialog box:
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B3 Prepare receipts for 2011 |

Prepare Receipts

Mew rules introduced in 2004 by Revenue Canada require that a vear end statement contain a
unique serialized receipt number,

This "Prepare Receipts” process, typically done at ™wear end" {in January of the Following
weary, will generate receipk MUMBERS for the selected range of envelopes (bypically ally,

Ay donations that are added after these receipts are generated will receive a different
receipt number {after this routine is run againd. As such it is usually best bo ensure that ALL of
wour donation receipting is completed and balanced BEFORE continuing with this process,

If these are YEAR EMD receipts For printing on a 4th guarter Quarterly Skatement, then all
donations for the current vear For every envelope will be given a receipt number, in
preparation for printing a Quarkerly Statement RECEIPT.

Prepare receipts far, .. Dake

& all envelopes & allof 2011

[ Envelope range I = I ' One service I 'I

Next rctd 2011001 Do ik, For 2011 |
Change |

Figure 59
Prepare Receipts dialog box

Typically, you will generate receipt numbers for a// envelopes that have not yet been receipted
(i.e. one-time receipts generated throughout the year will be ignored during this process). The
Next ret# is the higher of either the default setting provided in the Look-Up Tables (see page 5)
or the highest number already recorded in the database.

If needed, use the Change button found below the Next rct# to change this value.

The speed of generating receipt numbers is based on the number of envelopes and donations
entered for the current year, and the speed of your computer. Most churches will find that it

will take less than a minute (likely just a few seconds) for this routine to be completed.

@ Optionally, limit the number of envelopes that will be receipted by identifying either an
envelope number range to receipt and/or select just one setvice to teceipt.

In most cases, you will not need to identify either of these criteria options.
® Click the Do it, for xxxx button to “prepare receipts”. A confirmation dialog bo will appeat:

Prepare Receipts |

@ ‘fou are about to prepare receipks For the vear 2011,

Are you sure you want ko dao this?

The speed of generating receipt numbers is based on the number of envelopes and donations
entered for the current year, and the speed of your computer. Most churches will find that it
will take less than a minute (likely just a few seconds) for this routine to be completed.
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Prepare New
Contribution Year

Prepare new Conkribution year |

It is recommended that
you make a backup of
your data (c:lcelce_be.mdb)
before preparing the new
contribution year.

Example data from 2009 to
2010:

Before this routine...

2009 envelopes
20009 services
2009 contributions
2009 categories

After this routine...

2009 envelopes
2009 services
2009 contributions
2009 categories
and

2010 envelopes
2010 services
2010 contributions
2010 categories

The Prepare new Contribution year button from the Church Envelopes screen is used to “roll over”
envelopes into a zew year. This routine will copy all of the envelopes from the current year into the
new (next) year, copy the list of contribution codes from the current year to the new (next) year, and
create a set of 52 weekly services for the new (next) year.

This allows you to get “started” in the new year as quickly as possible.

¥ New Contribution Year x|

Create New Contribution Year

Current Year: 2008
Mew Year: 2009

] Ervelopes copied bo new year

[ Contribution cateqories copied ko new vear

Create New Year

Once the new contribution year has been created, you can switch between the current year and the
new year, maintaining data in the respective year as the need arises. That is, you can continue to
work with this year’s contributions (adding weekly contributions, generating receipts, etc.) while at
the same time start preparing a list of envelopes for the new year (that is, add any new envelopes
to the new year, remove any envelopes # the new year).

As such, you will have two sets of data: this year, where new data is added but generally envelope
data is not deleted, and the new year, where preparations can begin for assigning envelopes.

When should the “new year” be created?
The answer varies, depending on how your church maintains envelopes:

*  some churches will prepare the new year as early as November so that they can print labels
for the new envelope boxes for distribution during December services.

If you do prepare the new year before the current year has been completed, you will need
to “switch years” (see page 8) periodically to work (add/edit/delete) with next yeat’s
envelope data and then add contributions to the current year. Remember that each the
envelope and contribution data for each year is kept separate from other years, thus the
“switching years” routine.

*  other churches may not prepare the new year until the middle of January, after the previous

year’s contributions have been balanced and receipts printed.

At anytime you can “switch years” back (or forward) to any contribution year that exists. As the
years go by, more and more years will be available for viewing,.
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Prepare new Year
Procedure

This process will only
take 1 or 2 minutes.

® open the Church Envelopes module.

B3 Envelope Utilities

Miscellaneous Envelope Routines

Unuged envelope #'s

Frepare Receipts | Prepare new Contribution year

@ click on the Envelope utilities button. The following dialog box will appeat.

B3 New Contribution Year

Create New Contribution Year

Curmrent Year: 2012
New Year: 2013

The Following will be done.. .

[ Envelopes copied to new vear
[ Contribution categories capied ta new year

O copy any Stewardship

Create New Year |

Create Weekly Services |

® click the Prepare new Contribution year button. The following dialog box will appeat.

The screen summarizes what will be done. and provides two buttons: Create New Year and a
Create Weekly Services. The latter button is disabled until the new year has been created.

If any data exists for the new year then the two buttons are is not available. Instead, the

following message will be displayed:

Envelope data already exists for the 2012 vear -
this utility is no longer available.

@ Click the Create New Year button. You will be prompted to confirm your selection:

Create New Year

(1 You are shout o
LY

* copy the Envelopes and PAR.
+ copy the Contribution codes
* copy Skewardship

k|

from 2012, creating a new vear of 2013
and create Weekly services in 2013,

Are you sure you want o do this?

Yes | Ma I
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® Click Yes to prepate the new year. When finished (it should be very quick), the following dialog
box will appear:

|x1

Finished creating new wear contribution data.

® Click Ok to display the New Contribution Year dialog box again. This will now enable the Create
Weekly Services button giving you the opportunity to create a service for each week in the new
year (something which you will want to do):

B3 New Contribution Year

Create New Contribution Year Close |

Curmrent Year: 2012

Mew Year: 2013
The Following will be done.. .
Envelopes copied to new year
Contribution categories copied ko new year

copy any Stewardship

@ Click the Create Weekly Services button to display the following dialog box:

B Add weekly services x|

Add weekly services Close |

Day of week ISunday - I Start date  0B-Jan-13
Time of service |1D:30am Service # |1 < I

Theme I 'I

Pastor |

Create a service for each
week im this calendar vear

Enter the appropriate values and click the Create a service for each week in this calendar year button
(this button will be enabled when you have tabbed through the first field). You will be
prompted to confirm this.

Create weekly services for 2010 5”

@ ¥ou are about ko CREATE a service for each week in 2010.

Do you really want to do khis?

Yes
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® Click Yes to create a setvice for each week in the new year. A dialog box will indicate the
completion.

Microsoft Access EI

Finished - 52 services added.

@ Close out of the various dialog boxes.
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Report

Bepaort |

Criteria

Several types of reports and report criteria selections are available for Church Envelopes.

fyg Church Executive{tm) - [Church Envelopes Report] gy | Dlll
File Edit ‘iew Insert Format Recoeds Tools Window Help 18]
= File Edit Wiew Insert Format Records Tools Window  Hel & x|
b~ 4 2R|o sl FRY AN W S EHCEt SO MND]
Church Envelopes Report Using Year: 2011 Da it |
—Type ¢ Crikeria —Saork
Envelope # I . I Reset | % Envelope number
" Detail conkribution € Last, first name
" Last contribution et e I i I ' Unit number
" Stewardship/pledges Envelopes Envelope Status ' Mail box number
EnvNo | LastName [ Firsthame | [active
 Quarterly statement 200 p—— (i 7 skakus, name
i 387 A
 Receipt ¢ Rk summary b I = = ) & o bo high
 Label  PAR 575 k= . 't i |— 1 & high bo low
et i ra o ik Receipt number 3 hiig
—Details 55 - an w = I = Receipt number
390 - ]
I Print mail box no? 393 = i I™ MO danations rev'd
540 = L
™ Print ¥TD donations? 359 ek = ™" Panies rev'd this year
=86 ) ™ has church mail box
I Print address? 530 . -
403 e L o il | " 1 YTO & ! I
I Last, First name 526 “Ein _. z = A
562 | 5 = I
36 .
16 L e
= . =
[Farm View | e | e
Figure 73

Church Envelopes: Reporting

This reporting screen, like all of the other report screens in the program, is divided into three basic
sections:

» Type (of report desired)

»  Criteria (selecting methods)

»  Sort
Depending on the Type of report you choose, additional reporting options may become available
(and some criteria options may be disabled).

If you do not identify any selection criteria, then a// church envelopes ate selected.

The more selection criteria you identify, the fewer church envelopes will be selected.
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Envelope Assignment This report prints the current list of envelopes that have been —Details

assigned.
g ™ Print mail box no?

Four additional print options are available for this report, as

. Print ¥TD danationss?
noted at the right. r

[ Print address?

[ Lask, First name

ﬁ.f. Envelope Assighment Report 2004
Ervvio Unit Pers Title Fir=t Marre LastMarme H=tus WTO Cong
1 8268 o ¥ & Atk Active S
3 ETE WAr. & Mt Carlos & Dina FRIN it Authre
S 2280 hir. & hirs. Farn & Jeannotte B Active e 48T
5 g2az hr. & hirs. Heath & Suzanne Active Rt
G 287 hlr. & hilrs. Crawid & Cindy Active ik
7 s2oe hr. & hirs. Gem& Lita Active
g 203 hr. & hirs. hdark & WNancy Active
a o204 hr. & hirs. Drawe & Pat Active
10 2205 hir. At Autive
LA 207 hiir. & hiirs. Trava & D arryl Aptive
1z 283 hiiz= Anne Active
13 j=cinc) htr. & hitrs. Fonald & Mella Active
14 205 hlr. & hirs. Frudencio & Thelma Active
15 307 htr. & it Crawid & Louis e Active
1G f=cin =) hr. & hirs. Invwen Z B ethy Active
17 2310 hir. & hirs. Robert & wanne Active
12 312 hr. & hirs. Jozeph &Jacqueline Active
19 313 htr. & hitrs. Wfilliam & Minette Active
) 2505 hlr. & hidrs. len & Christine Active
el 315 htr. & hiirs. Crawid & Irene Active
= =chla) hr. & hirs. Eugene & FRose Active
ec) 317 hilr. & it Crennis Active
24 318 hr. & hirs. Tony & Linda Active
25 319 hts. Fam Aptive
b= ] 322 tr., Z hirs, Jeromino & hilagres Futive
er =cic) hilr=. Joan Active
28 g32q Guy & Therese Futiee
2 325 Marc & Priscilla Active
=0 fcez] Tom & Michela Autive
je3| 2333 Artonio & Ana Maria  ERSalE Active
=z o Craig & hlandy i Ative
jec) j=ckrs AiEe Ze Qlive S

Figure 75
Envelope Assignment report with Mail Box # and YTD contributions

The Church Executive™ 27 Contributions



Detail Contribution

This report prints every contribution, sorted by quarter and setvice, providing a detailed record of
what has been entered into the system. This could be printed for a single envelope in the event of
a discrepancy.

E._‘-. Envelope Detailed Contribution Report 2004
Erved ope # 71 Johin & Monique B ke
Gtr Date Serw Code Sub Arnourt Pay  Category description
1
O4Jan-04 2 o 2500
05Jan-04 2 o) 10,00
18Jan-04 2 a 4000
25Jan-04 2 o 2500
01-Feb-04 2 o) 4000
0%-Feb-04 2 o 4000
22-Feb-Dd4 2 o) 000
25Feb-04 2 o 15100
20-Feb-Dd4 2 o) 000
21-Mar-04 2 a S000
28-Mar-04 2 o S000
Qtr 1 tetal 47500
2
o3-fpr-0d 2 o a00
d-Apr-0d 2 a S000
o2-fpr-0d 2 o 2500
oo-fpr0d 2 o) 10,00
M-fpr-0d4 2 o S000
25-fpr-04 2 a 000
9-May-0d4 2 o G000
0-May-0d 2 a 0000
1ZJun-04 2 a 00 00
Ot 2 total 45000
3
15-Aug-04 2 oz 25000 CH Indiridual Dronation
2ohug-04 2 o 2000 CH
MSep-04 2 oz 150100 CH Indwidual ronation
Ot 3 total 43000
3
Figure 76
Detailed Contribution report
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Last Contribution

This report prints each envelope noting the date of the /st contribution received along with the
yeat-to-date total contributions.

This is useful to judge whether individuals should receive another set of envelopes in the coming

year.
-_.._’-. Envelope: Last Contribution Report 2004
EnwMo Unit Pers Title First Mame LastHamea Staus L==t Date YTD Cond
1 ot B AT REEN N Active 28-Howe04 R
4 280 hir. & hirs. Fern & Jeannett: Ative 21-How-04 R
bl g202 hir. & hitrs. Heath & Suzanne Active 07-Ho-04
[} g2a7 hitr. & hiirs. Cravid & Cindy FAuctive 04 Apr-04
7 282 hir. & frs, Gem Lita Active 28-How04
g 200 hiir. & hiirs. Mlark & Mancy FAuitive 12-Sep04
=] 284 hir. & hirs. Dave & Fat Active 28-Now-04
0 forat &t hitr. Art Actve 21-How04
11 g207 hiir. & hirs. Tracy & Darnyl FAutive 21-Ho-04
12 forat =} hilis= Anne Active A4 H o0
12 230 hr. & hirs. Ronald & Mella Ative 21-How-04
14 2205 hir. & fors, Frudencio & Thelma Active 21-How-04
15 2307 hilr. & hoirs. Dravid & Louis e Actre 21-Ho-04
b= e = hAr. & Mirs, Iniwsn & Bletty Actve 19 How-04
12 g312 htr. & it Jozeph & Jacqueline Active 28-Ho-04
19 2212 hir. & fors, William & Minette Active 28-How04
et} 2505 hilr. Z hoirs. Glan & Christine Active 24 Oet-04
21 315 hiir. & hiirs. Cravid & lrene FAuitive e hiday-0F
=2 =il htr. & hitrs. Eugene & Rose Active 28-Hoe-04
23 @317 hr. & hirs. Dennis Ative 28-Now-04
24 g318 hr. & hirs. Tory & Linda Auctive 07-hlar-0d
25 2319 hits. Pam Actve 28-Howe04
] 322 hr. & hirs. Jeromino & hiil agros Active 28 Ho-04
e g373 hilrs. Joan Active 03 Det-04
bt g3 Guy & Therese FAutive 28-Ho-04
] 325 Marc & Prizcilla Active 14 How-04
=20 35 Tom & Michele FAuctive 28-Ho-04
2 f=cxcc] Antonio & Ana Maria Active 18- Sep04
33 237 Aime & Olive 28-Ho-04
= e Faul & Carol 21-How-04
25 =] Henrny 28-Hoe-04
= 344 Mizhae| & Barb 11-Apr-04
cr) 345 Crennis & Lorr aine M-Jdubld
= 02 Raymond & Kalhy 19 How-04
) =il Eloront | 2 larns b o L
Figure 77

Last Contribution report
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Stewardship/pledges

A couple of different repotts are available for Stewardship/-

Pledges.

The Church summary report includes just the very basic of

information.

The Church details report includes a breakdown of each

pledge to each contribution category.

The Individual statement includes a year-to-date listing of
contributions and a comparison to the pledges made by
the individual. For this report you can also select a

message to printed on the statement.

— Stewardship type

& cChurch summary

" Church details

" Individual staterent

" YTD Variance

—Pledaging
Select

' Pledged only Message

" all envelopes

The YTD Variance report lists selected envelopes and the year-to-date contributions compared
to their pledged amount, calculated to the same time period.

o Stewardship Report 2004
Criteria: Onlhy'ple dged enelopes
----- — Stewardship --—-— FAR
Erdlo  Status Full name Stat  Term Length start
1 Active s Wieekly 52 15-May04
3 Active e & Mrs. Carlos & Dina orthly
4 Ative Mr. & Mrs. Fern & Jeannette Morithly
5 Artive AHEE MTAN M. & Mrs. Heath & Suzanne Guartedy
Figure 79
Stewardship: Church Summary report
‘_.._*. Stewardship Report 2004
Criteria: Only'pledged envelopes
-------- Sterwardship -------- PAR Contributions for 2004
Emvio Status  Full name Stat  Term  Length sttt et oz Qt3 Q4 Vear
1 Active  The Harris Family, il ek by 5215 May-D4 15400 137.00 =200 OO0 45600
0 Caollection 1000
2 Seminarian 1.00
5 Hymnak 100
3 Active  ALMEIDA, M. & Mis. Carlos & Moty
0 Collection a000
4 Active  AMINOT, Mr & Mrs. Fern &dea Mharthiby £5.00 65,00 8500 00 296500
0 Caollection 2500
Figure 80
Stewardship: Church Details report
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. St Bernadette Parizh 2004

’u_u_lAl 820 Cottorsnood Road
Winnipeg, MB R2J1G1 Ermel ber 1
(204) 2521951 rvelope numbet:
Website: v sthernadette shavhiz.ca
E-mail; sthernpo@shawhiz.ca

8265 -

. Pund gt 1 Qtr 2 [1]F ] ntr & Tr:Total Tr:Pledge
TE"“' WEEkIy 0. § 153 00 1z7.00 &5.00 .00 56 .00 SEZ0.00
Length: 532 weeks. 1. n_on

2. a_on S2._00
2. a.on
d. o.on
- o._on Sz_0n
Total 154_an 137 .an H&.00 ™o0a S6_00

Figure 81
Stewardship: Individual Statement report
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—Pledge ws Contribuked ——
¥ Received is shork

= Given in excess

0 all

# weeks of giving |14

The YTD Variance report requires that you indicate the total number of weeks of giving that have
actually been entered into the database via the Weekly Contributions module. This is required for
calculation purposes.

‘_.._*. Pledge Variance Report 2005
Criteria: Contributiors received year-to-date is SHORT of pledge; Onby 'pledged enwelo pes
Ersdo Full name Amourt  Term Petvesk PledgeyTD RewdvTD atiance
1 5000 Weekly 50,00 T50.00 44500 -302.00
2 1000 Weekly 10,00 150.00 105.00 -45.00
956 13000 Guarterly 3240 457 .50 26000 =227 50
3 10000 Annual 182 25485 -25.85
3 1200 Weekly 13.00 223.00 100.00 -125.00
5 \ 210000 Annual 40,35 BO5.7T 30.00 Sa7T
7 dpiezatin, feen i PR T 1400 Weekly 14.00 210.00 200.00 -10.00
1535 iR R T 5 A 8000 Weekly g0.00 1,200.00 1,000.00 -200.00
10 1000 Weekly 10,00 150.00 15.00 -135.00
12 500 Weekly 5.00 7500 30.00 -45.00
a73 25000  Guarterly 6240 93750 25000 65750
14 1000 Weekly 10,00 150.00 110,00 -40.00
949 3700 Annual 7. 10817 10847
17 1000 Weekly 10,00 1:30.00 120,00 -30.00
1023 40000 Annual 769 11:35.38 100.00 -15.35
18 25000  Guarterly 62.50 937.50 25000 658750
19 20800  Annual 4.00 E0.00 36.00 -24.00
21 500 Weekly g.00 120.00 g5.00 -35.00
22 1200 ‘\Weekly 1200 180.00 100.00 -50.00
959 150000 Guarterly 37500 562500 1,50000 412500
933 2000 tonthly 167 2300 -25.00
23 1000 Weekly 10,00 1:30.00 2000 -130.00
937 LIRS o E T - 7200 Weekly 7200 1,080.00 G73.00 -405.00
29 Pt FEL R 1,30000  Annusl 2500 375.00 300.00 -75.00
30 ol 27500 Guarterly 6375 103 25 27500 75625
qar Zonn  nnms Rl 7242 BrirXi o)
Figure 83

Stewardship:

Stewardship Variance report
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Quarterly Statement

Several options are available when printing Quarterly statements.

— Skatement

S Totaly ——
cive |11" ;I ummary Total §
* 4l donations

Type ' TCr details |
I i~ pll kax-deductible
Cuarker IS *I " Cnly 'General (0}

¥ Show pledges?
[ otr's Misc Funds: lisk only donated funds?

Select Mezzage |

[ Bold the Courier Fant items?

™| Print signabure imagey

» Two different Sizes of statements

»  Four different Types. Two of the types also allow you to include a user-defined message to pass
along to the congregation.

»  Select a specific Quarter to base the statements on.

» Include Pledge information, if applicable. This is only available if you have enabled the
Stewardship/Pledge module.

» The middle section of the quartetly statement/receipt lists a summary of the Miscellaneous
Funds (categories 1 through 18) received in the current quarter (thus, an individual would require
each of the four quarter’s statements to see all of the details for the entire year). An option is
available to have eitherall of the major 18 codes listed, regardless of any funds that were donated
by the individual, or print only those major/sub codes where monies wete received.

» acouple of sections of the statement summarize the donations received using a “Courier” font
(this font is used so as to align the numbers in the best possible format, rather than using a
proportional font that may align larger numbers not so nicely). However, some laser printers
will print this Courier font in a “light” appearance. If this is the case with your printer, you can
force this information to be printed darker (i.e. bold).

» if you have scanned your signature, and identified this file name and path to The Church
Executive™, you can have this signature printed on the receipt, saving you time (and wrist
problems?). This option is not enabled if you have not identified the scanned image file (see

page 5).
Select Message
Use this button to create (and select) a user-defined message to appear on the statement or receipt.

You can create and save an unlimited number of messages that can be re-used (or modified) for
future statements.
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Receipt

Several options are available when printing Receipts.

— Skatement
Size 11" | © Receipt?

Tvpe YT details ;l [ Isthis a
I duplicate? " all tax-deductible

Summary Totald ——

& all donations

W Printenva: | Only 'General (0}

¥ Show pledges?

geleclilesa0s | [ otr's Misc Funds: lisk only donated funds?

[ EBold the Courier Fant items?

™| Print signabure imagey

- )
» The Receipt? checkbox is selected. Tax Receipt
»  Select the Is this a duplicate? (receipt) to have * DUPLICATE * printed at the

top of the receipt.

» Include Pledge information, if applicable. This is only available if you have enabled the
Stewardship/Pledge module.

» The middle section of the quartetly statement/receipt lists a2 summary of the Miscellaneous
Funds (categories 1 through 18) received in the current quarter (thus, an individual would require
each of the four quarter’s statements to see all of the details for the entire year). An option is
available to have eitherall of the major 18 codes listed, regardless of any funds that were donated
by the individual, or print only those major/sub codes where monies were received.

» acouple of sections of the statement summarize the donations received using a “Courier” font
(this font is used so as to align the numbers in the best possible format, rather than using a
proportional font that may align larger numbers not so nicely). However, some laser printers
will print this Courier font in a “light” appearance. If this is the case with your printer, you can
force this information to be printed datker (i.e. bold).

» if you have scanned your signature, and identified this file name and path to The Church
Executive™, you can have this signature printed on the receipt, saving you time (and wrist
problems?). This option is not enabled if you have not identified the scanned image file (see

page 5).
Select Message

Use this button to create (and select) a user-defined message to appear on the statement or receipt.
You can create and save an unlimited number of messages that can be re-used (or modified) for
future statements.
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St. Bernadette Parish - Receipt No. 4613

-

‘ Ervelope number: 1 |

2004 - Quarter 4

Charitable Receipt:
2004 Tax Deductible Amount § 55200

Brian Chappell
ek TV

BI65 - Carada Rewe e Agewcy Www cE-arcgocaciartes) Dak pivked: Jay 52005
2004 - Quarter 4
. GEMERAL FUND MISCELLAMNE OUS FURDS
Errvelope number; 1
L 1100 Category Famd Qer 4 Pledge
Oct 17 11.00 1. HCFD ¥
Do 24 1100 Z_ Zeminarian 1300
oo 21 1100 #_ Eldg
Hev 7 .00 2. Yourh Gx
How 1% a0 5. Hymmals 1200
How 26 100
Genersl Misc Tatal B Tee
atr.1 % 15400 % ooo & 15400
2% 137.00 0.0o 137.00
3% &3.00 .00 a3.00
4 % .o .00 7700
Tatal § 436.00 % aoo % 456.00
You are pledging VWeekly for 52 weeks,
2004 Yearly Summary
Fund e 1 e 2 ier % Itr 4  Yr:Total Yo:Fledge Thank-you Summaries of each of the three
i: ¥ lsa.00 L27.00 §5.00 7700 qsg:gg s20.00 quarters so far fhis year and details of your
z. a.00 S&_00 third guarter (Tly o Septe raber) contributions
z' g'gg are shown. Pleass contar L ¥ Esiapelil
5 o o0 £z 00 LIRS 5 weith any questions shout
Tetal 154.00 127.00 55.00 77.00 45E .00 this staterment P.S. [t 15 wery helpful for the
accurate processing of your contribution
etrelopes if the narme and amount is printed in
the space provided. If you peefer, wou may
print the arount under the flap.
Figure 86

Receipt (with many of the possible options selected, including print Signature as scanned image,
“Message” selected)
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Labels

Two types of Church Envelope information can be includes on

four different sizes of labels

An Envelope box label type prints the current contribution
yeat, the envelope box number, and the name assigned to

each envelope.

A Mailing label prints the standard mailing address
information for each selected envelope.

—Label type

¥ Envelope box
" Mailing label

—Label size
% Zcolx 10 row (2508 = 1)
 Zroolx 7 rowidx 1113
™ Zrol xS rowidx 2
2 col x 10 row (4 3 1)

2004 #1

2004 #5
AparEEE BT M. & Mra. Heath &
Suzanne

2004 #a

AL M. & Mrs. Mark & Nancy

2004 #3
F WG Mr. & hrs. Carlos & Dina

2004 #6

2 M & Mra David & Cindy

2004 #9

T Mir. & Mrs. Dave & Pat

2004 w4
¥ Mr. & hirs. Fem & Jeannette

2004 ®7

x Mr. & hrs. Gem & Lita

2004 #10

L My, At

Figure 88

Church Envelope Labels: Envelope Box type

: ¢ it (Envat 1)

Winnipeg, MB R2J 265

Mr. & Mre. Heath & Suzanne
Fedk g Envit 3)
Winnipeg, MB R2J 11

Mr. & Mrz. Matk & Mancy 88 &
[Env# 8]

WG S

Winnipeg, MB R2M 244

M. & Mrs. Carlos & Dina &l
(E nvit 31

Bretofis B ST PR
Winnipeg, MB R28H 31

Mr. & Mrs. David & Cindy Sdiess

L

Minripeg, MB R2J 325

M. & Mrs. Dave & Pat 3068 (Envit 9)

g e

Winnipeg, M F2J 273

Mr. & Mrs. Fern & Jeannete o 5
(Er 41

26 Penfold Cres.

Winnipeg, MB R2J 154

Mr. & Mrs, Gem & Lita-#% - {Emad 7)
A e
Winnipeg, MB R2J 34X

T e YRR Y
Winnipeg, MB R2H OR1

Figure 89
Church Envelope Labels: Mailing
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Ret summary The Rct summary is a useful report to print either before or after the receipts ate printed. It
summarizes the amounts of each receipt.

ﬁ.’-. Receipt Summary Report 2010
RECEIPTED: Mon-

Rotho  Emvflo Mame Address Deductible  Deductible Tatal

2010049 1 nm = L] = "
FR——_——

2010050 3 " Em = = = "

n =

2010031 4 ol o} = L] =
=

2010052 5 n n = ", E
e Bl U

2010053 E = = =u mim i & "
LB} n

2010054 g = m = =u N oo -

—
2010055 10 n T "
n

FAEE A

2010036 11 = B = el B 5

.

Figure 90
Receipt summary report
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Weekly Services

All donations are assigned to specific envelopes for a specific service. Thus, a service must exist.

You can define as many services as needed on any given date. Thus, each day of the week can have
several different services. With that said, most churches will likely have only one service per week
and add a couple of “special” services throughout the year, as needed.

=l
JETEY|

Am Church Executive{tm) - [Weekly Services]

J File Edit Wew Insert Format Records Tools Window Help

Pastar

-y meos/tliiTavact o iy @it S0E 0O

4 Using Year: 2009 Datasheet | Editing! Stopgditl Beport | Save |
Date Srv  Time
134pe03 | Sun I 1 |1D:DDam Liturgy positions I Chorus.fﬂpmnsl Sc:ripturel A;tendancel Qontributionsl
Theme  |Easter = Camrunion? [~

Position [

Unit [ Persen

Guest? [ »

Sermon |A Time for Renewal

Organist p’-(

[] Posted?

il

S [l 1T

B & 7
I2 E i
19|20 21
26 27 28

April 2009

I
W T Ee S
havd s
S RECI {1 B 4]
15 16 17 18
22 23 24 25

29 30

Comment

El

Record: |<| 4 || 1k |DI|D¥| of 1

Contributions |
Add single service |

Drelate service |

Service Exists

Add Services |

Jan  Feb Mar  Apr May Jun
Jul  Aug Sep Ot Mow Dec

Record: I<| 4 ” 20k |>| |He| of 57 {Filkered)

|Liturgica| position

1 o o [

Figure 91
Weekly Services

A Tab control on the right half of the screen provides for additional information to be recorded for
each service.

Liturgy positions | Chorus/Hymns | Scripture | Attendance | Contributions |

View an existing Service
ll November 2004 _FI

S MTWTF 5
1 2 3 4 5 &

A calendar at the lower left of the screen is used to switch to
another service and to add a batch of new services for the
year. Double-click on a blue date to view the details of that

. 8 9 10 11 12 13
service. 14 15 16 17 18 19 20
. . . . 2122 23 24 25 26 27

To see the services in another month, either click the red EI 59 a0

arrows to the left of the current month’s name or click once
on the month abbreviation at the bottom of the calendar.

Setvice Exists

Add Services |

Jan Feb Mar Apr May Jun
ul Aug Sep St Mow  Dec
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Add service

Any number of
individual services can be
created during the week
where either
contributions are
received and need to be
recorded and balanced or
you wish to identify an
“order of service” such
as hymns, liturgy
positions and attendance.

You can either a single service or multiple services
Single Service

You will add a single service if another service is required on a Sunday where one already exists
(perhaps an evening service) or you need to record contributions received on another day of the
week (such as a Christmas Eve service or a monthly deposit of donations received via a Pre-
authorized remittance type of system).

@  click either the Add single service button or the Add record button (lower left ~ add single service
corner of screen). This will “blank” the screen and place the cursor in the
Date field.

@ enter the new information for the desired service.

Multiple Services
This option will create a service for every week on a specified day of week (usually Sunday).

@ click the Add Services button (found within the calendar) to display the following = Add Services |
dialog box.

B Add weekly services ll‘
Add weekly services Close |

Day of week ISunday - I Start date 04-Jan-03
Time of service |1D:Dﬂam Service # I‘I hd I

Theme I hd I

Fastor |

Create s service for each
vyeek in bhis calendar vear

@ Enter the appropriate values and click the Create a service for each week in this calendar year button
(this button will be enabled when you have tabbed through the first field). You will be
prompted to confirm this.

If a service, with the same service number, already exists on the specified date, it will be “skipped””.
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Contributions

All donations are assigned to specific envelopes via the Weekly Contributions module.

Hm Church Executive{tm) - [Weekly Contributions] - IEI Iil
J File Edit Wiew Insert Format Records Tools Window Help _IEILI_
M- [s ool TEV AL L > ixvEHieEtSOBNS)
: . —Service
Weekly Contributions —— | Report |
ear Serv
[ ‘Remember’ categoryipay 2009 03-May-09 1 10:00am | categories Env List
Code[sub]  Short EnvHio | <
Envel I 'I
S —This Envelope Lask Envelope LA General A 25.00
Ur”ame---l = | Envi 1 Envg 100 S M‘?‘_S - .00
| | 2 Biuilding | | 5 24.00
gategoryl 'II 'I o Z0.00 o 1.00 | | 3 Sunday Sch | | & 20,00
1 500 1 34.35 4 Memarial 2 10.00
Arnount I — —
o 5 | s Cradle | = 75.00
Pay bype I vI Total £L5_00 Total 3E.35 || [ Bakeless || 29 500
9 GST | | 35 10.00
NewEn\reIopeI Input/Edit I | | 43 10,00
| =0 10.00
51 1000 =]
Calendar IService Attendance | Envelope name
Pay type
PayType | Amount
il May 2009 _}I Multiple services For o 120735
May 3, 2009 — :
SMTWTEFS Bl CH 154.00
12 Jan 1 10:00am
2 | 11:30am
3|4 5 6 7 8 9 Fab Auw
10 11 12 13 14 15 16 Mar  Sep
17 18 19 20 21 22 23  Apr Ot
24 25 26 27 23 29 30 May Mow Record: 14| 4 [
a1 Jun Drec
Codes I Total amount $274.35
Form iz R e e e e
Figure 97

Weekly Contributions

The screen is divided into several sections:

» the current Service is identified near the top/middle
» data input occurs at the top left (or, alternatively, in a spreadsheet-type format via an
Input/Edit button)
» details of the current envelope being entered and the last envelope completed are displayed
in the middle of the screen
» asummary of total donations by contribution category and by pay type are shown on the right

side

» alist of each envelope that has contributed in this current service is noted on the right side
» a Tab control in the lower left corner of the screen allows you to switch to another
date/service (Calendar), enter the attendance for the current setvice, or have the ownet’s
name of the envelope displayed as data input occurs.
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Selecting a service

Entering Contributions

The current service that contributions will be assigned [—Service
to is noted at the top middle of the screen. Yaar .

2009 21-Apr-09 1

Before entering any new contributions be very |
mindful of the current service.

Use the calendar at the lower left of the screen to swifch to another service. Double-click on a blue date
to view the details of that service.

To see the services in another month, either click the red = calendar | servics attendance | Envelops name
arrows to the left of the current month’s name or click once on
the month abbreviation at the bottom of the calendar. 4] aprilzoos |

S MTWTF &
1 2 3 4 Jan Jul
5 6 7 & 9 10 11 Feb Au

Only services in the current calendar year are shown on the

calendar. Switch years if you wish to view another year (see 1z 13 14 15 16 17 18 Mar Sep
page 8). 19 70 21|22 23 24 25 Apr Oat
26 27 28 29 30 May  Mow

Jun Crac

If a service does not yet exist on a date that you wish to record
contributions, it must first be created in the Weekly Services
module (see page 39).

The Weekly Contributions is “ready” to have new contributions added to the current service at all
times. Simply start entering the required information.

(For working with pre-authorized remittance type contributions see page 43)

Envelope This is the envelope number. You can use the drop-down list to select Ervelope Iﬁ
an envelope from the listing.
ar name. .. I -]
Alternatively you can enter (or select) the name of the envelope user.
Internally, The Church Executive™ will store the envelope number.
If an envelope does not appear in the listing, it must be added to the Envelopes module (see page
11 or page 42 to add a new envelope “on the fly”).
The Envelope number field will default to the last entry that was recorded during this session. This
allows you to quickly add a second contribution (such as to a different category) for the same
envelope.
Category Enter the contribution category that this contribution is to be rategary I | I -]
assigned to. Optionally, you can record a sub-category.
To create a new category see page 9.
Amount Enter the amount of the contribution. Amaunt § I—
Pay type Optionally, enter the type of payment received (eg. cash, cheque, etc.) Pay bype I -]
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Add new envelope

Mews Envelope I

Defaults

Generally, new envelopes are added either via the Envelopes module or the Family module prior
to working with contributions. However, a new envelope (and family entry) can be added “on the
fly” while working within the contribution module.

1  click the New Envelope button, found just below the contribution entry fields. This will display
the Add New Envelope dialog box:

B Add New Envelope : LI‘
Add new Donor Envelope Save [and close) | e |
Ervetlo |139 Unuzed #5 I Statugs I\.r‘isitor 'I (required fislds]
Title Firsth ame Lazth arme
| | | |
— Optional [recommended)]
Sheat I Year: 2009
I ail |
City I ;l Prow I ;I
PCode I
FPhaore I ;I I Uit I?DDU Unuzed #'sI
Cell I
Motes

This one screen is used to actually work with two different modules (tables) at the same time:
envelopes and family, thus speeding up the initial entry of both. You may want to go back add
additional information to either of these modules after the current week’s contributions have
been completed.

Note that the address is optional, but it is strongly recommended that it be recorded at this
time. Remember that an address is required to generate a tax receipt.

2 enter the information for each field.

3 click the Save (and close) button to save the new envelope (and family).

This Add New envelope dialog box presents four defaults, three of which you can change, if needed:

* next envelope number (EnvNo)

* envelope Status

* next family Unit number

* current year (cannot be changed on this dialog box)

If you are not quite sure about the envelope number and family unit number, use the Unused #s
Unused #'s button to the right of each of the respective fields to view a current listing of
unused numbers in each of the categories.
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Input/Edit The Input/Edit button on the contributions screen serves three purposes:

Input/Edit | *  view the current week’s contributions in “grid” or “spreadsheet” type view. This allows you
to see all of the week’s data at a glance.

*  enter a batch of pre-authorized remittance-type contributions very quickly.

*  allow the deletion of an entry.

B Weekly Contributions - ‘Fast' Inpuk 5'
“Y'ear Sery PAR batch [16) |
2009 19-Apr-09 1 10:00am
Cakegory ID il I Sub I = I Pay bype ICP. = I T |
EnvNo | Amount | FullName | Code | SubCode| PayType
id 1 20.00 K o CA
[ 2 1} CH
[ 2 1 CH
L 2 2 CH
[ 5 0 CH
L 10 1} CA
| 21 1} CA
| 29 1} CA
[ kil 1} CH
J] 35 a CH
L a7 1} CA
L 37 2 CA
] 41 . 1} CH
] 44 20.00 BidiuiEu e GERGWETE: | 0 ChA
an 40 nn A Al e v n ~u B
Record: L[;” 1 Mﬁl of 17
Tatal amount $234.00

PAR batch(nn) The PAR batch (nn) button will automatically create entries for all of the currently defined PAR
contributions that have been previously recorded (and maintained) in the Church Envelopes module
PAR batch (16 | (see page 14).

This is a very quick way to work with a large batch of regularly received donations.

You will be prompted to confirm this process:

x|
\ij) ‘'ou are sbout to create a contribution list of 16 PAR entries For this service,

Are wou sure you want ko do this?
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ﬁ.f. Weekly Conftributions
[rate: Mow 7, 200 [Service: 2, Time: 900 am]
Enublo 0. General Other Total

1 o ll.00 CH .00 1

a8 1] 10.00 CH 10.00 5

a o lo.00 Ca 10,00

11 o lo.00 Ca 10,00 11
14 1] 10.00 CA 10,00 14
12 ] 10.00 C& 10,00 12
22 1] 10.00 CA 10.00 =
23 o sS.00 Ca 5.00 pec]
22 1] 10000 CH 02 Z00.00 H 200,00 ]
kel 1] 10.00 CH 10.00 =0
33 o lo.00 Ca 10,00 je<]
> ) 1] 20.00 CH 30.00 e
25 o Z0.00 CA 20.00 25
a0 ] Z0.00 CA 2000 40
44 o lo.00 Ca 10,00 44
95 1] 10.00 CA 10.00 45
a7 o 12.00 CH O 12.00 H 25.00 4
9 o 1l5.00 Ca 15.00 8
&5 1] .00 CA peun} 55
a5 o §0.00 CH a0.00 55
a0 1] 000 CA 40,00 &0
g2 o 15.00 CH 15.00 =
(€] o 0.00 CH 30.00 =]
(=) o sS.00 Ca 5.00 =]
67 o lz.00 Ca 1200 =1}
Tz 1] 20 .00 CH 40,00

T3 o Z0.00 Cca 20.00

Figure 111
Weekly Contributions: Envelope summary report

ﬁ.f. Weekly Contributions Summary
[rate: How 7, 2004 [Service: 2, Time: 900 am]
Code D escription Total Code
1] General Revenue §,053.50 1]
01 Offering Envelopes £21.00 01
oz Inclivicual Donation 3,375.00 oz
04 Loose collection 385.01 04
11 Haly Cross Food Depat 10,00 11
12 Food Basket 15.00 12
14 Development and Feace a5.00 14
16 =t Raphael Centre 2500 16
Total Contributions $12,522.51
Paytype Cash 3,765.51
summary  cpeq e 875700
Atendancs:
Ahdd: 55 Other 1: Oth3:
A2 Murs: Othz: Othek
Fhit: Ot
Total Akt O

Figure 112
Weekly Contributions: Summary of week
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