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1.0 INTRODUCTION

1.1 ABOUT 3C TECHNOLOGIES LTD

3C Technologies Limited is a software house that delivers cost-effective, high quality and customized
software solutions and services to a varied range of clientele. The company also provides intelligent
form processing solutions as well as Document Archiving solutions to its clients.

1.2 OUR VISION

To transform Companies, Communities and Continents through effective delivery of value added ICT
products and services

1.3 OUR MISSION

To make a positive impact on the businesses of our customers through the best possible customer
service, quality of products and competitive pricing.

1.4 GETTING STARTED

The 3C Church Manager is a fully integrated system designed for church administration and
finance. It is very secure, it ensures confidentiality of information, it runs offline, and it is easy

to use.

This document provides introductory setup and operating information for the 3C Church

Manager Software. To run the software, the user must have a username and a password.

NB: In this manual, arrows are used to illustrate corresponding stages in procedures for clarity
purposes.
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1.4.1 LOGIN
F T Login

nt
Member wanage™me
e

| et
LOCATL CHURCH TECHRDLOGIES

Password 2
[ Remember Me
3
Forgot Your Password?
A /

After loading the page, you are welcomed with a Home screen

To Login;
1. Click on Login. (At the top right side of the page)

2. Type in your Email Address(Username)
3. Type inyour Password
4. Click on the Login button to login

(A correct username and password grants you access; incorrect credentials deny you access. Therefore, check that
your username and password are typed correctly.)
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2.0 ADMINISTRATOR MENU

1
THE ADMINISTRATOR MENU
Home Adminstrator- Setup= Transactions-= SMS - Report=

EERLRIOLE
Create User Group

Create User

Configuration

Backup

Upload Member
Upload Attendance
Push Data

The Administration Menu of the 3C Church Manager has Seven (7) modules:

The administration menu gives the user access to the seven modules.
1. Create User Group

Create User

Configuration

Backup

Upload Member

Upload Attendance

Push Data

NouswWwN

To open this module, Click on Administrator at the top of the webpage, close to the home menu.
Clicking on a preferred module will take the user directly to the module interface where the user will have
access to other specific functionalities.
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2.1 CREATE USER GROUPS
2.1.1 TO ADD A NEW USER GROUP

Quick Search: Search Role Name:
uick Searel 3 o \
Roles / 4

PDETEGT  Show All 5

Listof Role Permissions
Role Role Description

AdrinRole Administrator m ﬁ

somerole somerole g Q“‘ ﬁ

detailPerArcount
logr

tranzacti

To create a “New User Group”
1. Click on the Administrator menu.
Select “Create User Group” from the drop down.
Click on the ‘Add new group’ button.
Enter a Role Name. (Role name refers to the name of the group)
Enter a Description if any.
Select from the list of Existing Rights the rights you want to give to the user group by clicking on the
check box by an item (rights you want to give).
7. Click on the ‘Submit’ button to save.

ouhkwnN
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2.1.2 TO EDIT EXISTING USER GROUP

User Groups
Show All

Role Role Description

ICtrainess theyare good m
auanunt DEFAULT /)
st DEFAULT

Rale

Role Name:

Description:

Aftendance

Althorized to check attendance of members

4 —
( ﬁ \\

Permissions

onename Wuser ¥department Fministry

chart members contributiontype acountsetup
ENErImESsagE Incomesniries axpenditureantries singesntries

membercantrivution Uutipleentries craditpurchase nayables
¥aitendance pledee naypledge sms-receint
sme-birthday ste-gefieral sms-personalised Jsme-pledze

sms-ahsertees final-accounts Jtransaction-epors member-reparts

configuration uplozd-attendance upload-mermber transaction-eports-

transattionperperiod

transaction-reports- transaction-reports- finzl-accounts- final-2cconnts-
detailPerdccount titheAndOfferings trizlbalanceSearch incomeexpenditure
fingl-acounts-balancesheet member-reports-memberlist member-rports. " member-eports-
membercontribution contributionstatement

MEMEr-Teparts: member-feports- MEMoer-rearts-receint member-reports-
contributioregister paymentperperiod absenteersport
MEner-Teparts- member-reports- MEMBEr-reports- member-reports-
detallecmemberpledze memberattandancestatistics membershipstatistics generalitatistics
MEMaer-T2anrts member-feports- cashlookup [checkbalance
Pledgesummary contributorsresister pushdats Dol
MEMaEr-T2p0rts- ss-churchattendance memoer-reporis-membenetals
churchattendancereport

To Edit an existing User Group:

1. Click on the Administrator menu.

2. Select “Create User Group” from the drop down.
3. Click on the Edit icon of a given record.
4

Enter the change in Role Name and Description you wish to apply. (Role name refers to the name of

the group)

5. Select from the list of Existing Rights the rights you want to give to the user group by clicking on the

check box by an item (rights you want to give).
6. Click on the ‘Submit’ button to save.
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2.1.3 TO DELETE EXISTING USER GROUP

racetemple.2cprojects.org says
Home Adminstrator= Setup~ Transactions = g P pro} St

Are you sure to delete this item?

i ” Cancel }
Juick Search: I !

v

User Groups

Add new data Show All

List of Role

Role Role Description
3C trainees they are good
account DEFAULT

To delete an existing User Group:
1. Click on the Administrator menu.
2. Select “Create User Group” from the drop down.
3. Click on the Delete icon of a given record.
4. Click on the OK button in the pop up menu to delete.
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2.1.4TO SELECT/SEARCH FOR EXISTING USER GROUP

Quick Search: welfare m\
| I |

* User Groups

Addnewdata [EESTEA
List of Role

Role Role Description

Welfare Welfare of members /g
5

To Select or Search for an existing User Group:
1. Click on the Administrator menu.
Select “Create User Group” from the drop down.
Enter the name of User Group in the Quick Search space provided.
Click on the Search button to search.
You can click on the view button to view the details of the group searched for.

vk wns
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2.2 CREATE USER
2.21TO ADD A NEW USER

User
Users 3
AiNewtier SR y
. 4 username:
List OF Users /
5 Password:
User
Phone No: D2 dan00
0 Q @ ﬁ 6 ) 2400000t
Francis a @ ﬁ Acccount State: Select 3 User State
i,
U 'é' ﬁ Ser Role Selecta User Leve

o — 23

The User Module is used by the administrator to create Passwords and Usernames.

To create a “New User” :
Click on the Administration menu.

Select Create User.

Click on the “Add New User” button.

Enter the Name.

Enter the Username.

Enter the Password

Enter the Phone Number.

Select the Account State.

Select a User Role to be assigned to the user.

10. Click on the ‘Submit’ button to save user’s details.

W oo NOUL Pk WN R
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2.2.2 TO EDIT EXISTING USER

Search Users:

. m
Users

Add NewUser [SiGERN

User

admin

Euro Heads

Mantel

Jonathan

Do Bn o
-

User

— Name:

username:

Password:

Phone No:

Acccount State:

— User Role

admin

admin

‘ 0243210304

Active

Attendance Group

To Edit an existing User:

1.

vk wN

Click on the Administrator menu.

Select “Create User” from the drop down.
Click on the Edit icon of a given record.
Enter the changes to be effected.

Click on the ‘Submit’ button to save.
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2.2.3 TO DELETE EXISTING USER

Home Adminstrator- Setup~ Transactions =

Search Users: |

=

Users

Add New User Show All

List Of Users

gracetemple.3cprojects.org says

Are You sure to delete this item?

.

User

admin

Euro Heads

Manuel

Jonathan

Jayson

(oNolololol

DEDEE

To delete an existing User:
1. Click on the Administrator menu.
2. Select “Create User” from the drop down.
3. Click on the Delete icon of a given record.
4. Click on the OK button in the pop up menu to delete
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2.2.4 TO SELECT/SEARCH FOR EXISTING USER

Add New User Show All

Search Users: | _ m\
4
Users

List Of Users

User

admin

Euro Heads

Manuel

Jonathan

H-N--N-

HoMolono

To Select or Search for an existing User:
1. Click on the Administrator menu.
Select “Create User” from the drop down.
Enter name of User in the Quick Search space provided.
Click on the Search button to search.
You can click on the view button to view the details of the user searched for.

vk wnN
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2.3 UPLOAD A MEMBER

Select File: | Choose File | Nofile chosen

Added Data

The Upload Member functionality enables the user to load member information in large batches onto the
software.

The software has been configured to load the data from a specific excel template provided by 3C Technologies
LTD.

To Upload Member Information:

Click on the Administrator menu.

Select Upload Member.

Click on Choose File and select the excel document which has the data you want to upload.
Click on the Fetch Data button.

After data has appeared in the table below, click on the Process Data button.

vk wnN e
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2.4 UPLOAD ATTENDANCE

SelectFile: | | Choose File | No file chosen

FetchData | [

Added Data

The Upload Attendance functionality enables the user to load Attendance Information in large batches onto
the software.

The software has been configured to load the data from a specific excel template provided by 3C Technologies
LTD.

To Upload Attendance:

Click on the Administrator menu.

Select Upload Attendance.

Click on Choose File and select the excel document which has the data you want to upload.
Click on the Fetch Data button.

After data has appeared in the table below, click on the Process Data button.

uhwnNeE
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2.5 PUSH DATA

Push Statistical Data
=

Branch Code Indicator Value
7250 Crerall Membership 29
7250 Totzt Adult Membership 12
7250 Youth Membership(Total) 19
7250 Youth Membership(Males) 12
7250 Youth Membership(Females) 7
7250 Teenagers (Totall 18
7250 Teenagers (Mzles) 5
7250 Teenagers (Femazles) 5
7250 Young AdulisiTotal) B
7250 Young AdultsiMales) 7
7250 Young Adulis{Females) 2
7250 Orther Adults| Total) a
7250 Oither AdultsiMales) a
7250 CtherAdultsiFemales) a
7250 Children Membership (below 13yrs} 10

The Push Data module enables easy transfer of data from the Assembly to the District for management and
control purposes. Ensure that your pc is connected to the internet.

1. Click on the Administrator Menu.

2. Select Push Data

3. Click on Fetch data button.

4. You can check your statistical data and then click on “Push All” button to send the data to the District.
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3.0 SETUP

1
THE SETUP MENU /
Home Adminstrator- Setup> Transactions - SIS - Report-

Ministry

Zone Mame
Dept/Group Name
Chart of Accounts
Cash/Bank Lookup

Member Registration
Contribution Type
Contribution Account

The 3C Church Manager Setup Menu has eight (8) modules namely:

1.

8.

2
3
4,
5
6
7

Ministry Name

Zone Name
Department/Group Name
Chart of Accounts
Cash/Bank Look up
Member Registration
Contribution Type

Contribution Account

The setup menu gives the user access to the various modules.

Clicking on a preferred module will take the user directly to the module interface where the user will have access to
functionalities assigned to it.
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3.1 MINISTRY NAME
3.1.1 TO ADD A NEW MINISTRY

Ministry

Search: " : ;
Addnewdata [EENEA Nothing selecte » Selact Member Name

List of Records Showing 1to 10 of 26 entries

a4
/ 6
Enter Ministry: /

Added Data

= Assembly Name

How to add a Ministry Name

Click on the Setup menu.

Select Ministry Name from the dropdown list.(The Report view will open)
Click on the Add New Data button.

Enter the Ministry Name you want to add.

Click on the Add button to add.

o v » W N oE

Click on the Save button to save.
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3.1.2 TO EDIT EXISTING MINISTRY

Ministry
Show All Search:

Nothing selecte: = Select Memb:
List of Records Showing 1to 10 of & entries

Ministry Name

Children

EVANGELISM

Men

Music

Women

(2]
YOUTH /@

L I,

Ministry

Enter Ministry:

EVANGELISM

To Edit an existing Ministry:

Click on the Setup menu.

Select “Ministry” from the drop down.
Click on the Edit icon for a given record.
Enter the change in Ministry name
Click on the ‘Submit’ button to save.

ukhwnNeE
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3.1.3 TO DELETE EXISTING MINISTRY

gracetemple.3cprojects.org says

Adminstrator- Setup~ Transactions =

Are you sure to delete this item?

s

Nothing selectel =

Ministry
Show All

List of Records

Search:

Ministry Name

Children

EVANGELISM

Select Member Name

Showing 1 to 10 of 7 entries

To delete an existing User Ministry:
1. Click on the Setup menu.
2. Select “Ministry” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
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3.1.4 TO SELECT/SEARCH FOR EXISTING MINISTRY

L] L]
Ministry 3\
Add newdata [ bEA] Search: Mothing selecta = Select lyembe v
List of Records Showing 1to 10 of 6 entries

Ministry Name

Children

EVAMNGELISM

Men

Music

Women

YOUTH

To Select or Search for an existing Ministry:

1. Click on the Setup menu.
Select “Ministry” from the drop down.
Select the criteria for your search.
Enter name of Ministry in the field provided.
Click on the Generate button to search.

vuewN
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3.2 ZONE NAME
3.2.1 TO ADD NEW ZONE NAME

Zone Name —
Show Al Salectitem 7 Enter Value

List of Records

4 6
Zone Name: /
5 ' : .

Added Data

= Lone Name

How to add Zone Name

Click on the Setup menu.

Select Zone Name from the dropdown list.(The Report view will open)
Click on the Add New Data button.

Enter the Zone Name you want to add.

Click on the Add button to add.

Click on the Save button to save.

No v s wDN e

Click on the Generate button to view the report.
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3.2.2 TO EDIT EXISTING ZONE NAME

Zone Name
Show Al ‘ Select [tem " Enter Value | |

ZoneName

BELING % i
Equaterial Guinea ﬂ
GUANGZHOU i
HANGZHOU / 4 o

Zone

4

Zone Name:

Equatorial Guinea

To Edit an existing Zone name:

Click on the Setup menu.

Select “Zone Name” from the drop down.
Click on the Edit icon for a given record.
Enter the change in Zone

Click on the ‘Submit’ button to update.

vk WwnNE
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3.2.3 TO DELETE EXISTING ZONE NAME

racetemple.dcprojects.org says
Adminstrator=  Setupr  Transactions= J Pi.CRi) g say

Are you sure fo delete this item?

.
1 P Cancel I

Zone Name :
Show Al Selectltem 7 Enter Value Generate

Zone Name

Equatorial Guinea /ﬂ

3

BELJING

To delete an existing Zone Name:

Click on the Setup menu.

Select “Zone Name” from the drop down.

Click on the Delete icon for a given record.

Click on the OK button in the pop up menu to delete.

PN E
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3.2.4 TO SELECT/SEARCH FOR EXISTING USER GROUP

Zone Name >
Show All Selectltem ¥

List of Records

Zone Name

I-r, ‘|'| g

BELING

Equatorial Guinea

GUANGZHOU

HANGZHOU

To Select or Search for an existing User Group:

1. Click on the Setup menu.
Select “Zone name” from the drop down.
Select the criteria for your search.
Enter name of Zone in the field provided.
Click on the Generate button to search.

e WwWN
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3.3 DEPARTMENT/GROUP NAME
3.3.1 TO ADD DEPARTMENT / GROUP NAME

Dept/Group Name

LUGREVLETZBE  Show All Select Item v Enter Value Generate
List of Records Showing 1 to 10 of 10 entries

3

Department Name Branch Code

Dept/Group Wame:

Added Data

= Department Name

How to add Department of Group Name

Click on the Setup menu.

Select Dept/Group Name from the dropdown list.(The Report view will open)
Click on the Add New Data button.

Enter the Department or Group Name you want to add.

Click on the Add button to add.

Click on the Save button to save.

o Uk wWNPR
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3.3.2 TO EDIT EXISTING DEPARTMENT / GROUP NAME

Department

Dept/Group Name

Addnewdata L0 Selectfem V| Erterie ity DeptlGrovpName:~ Cha
{ |
List of Records Recel

Department Name Branch Code

Choi 1934 i
Media 1235 i
Men Fellonship 125 B
Profocol 1035 i
Woren Fellaushp 103 B

To Edit an existing Department or Group name:

1. Click on the Setup menu.
Select “Dept/Group Name” from the drop down.
Click on the Edit icon for a given record.
Enter the change in Department or Group name.
Click on the ‘Submit’ button to update.

A

30 | 3C TECHNOLOGIES LIMITED



3.3.3 TO DELETE EXISTING DEPARTMENT / GROUP NAME

joyassembly.3cprojects.org says
Adminstrator= Setup~ Transactions - ey y-=cpre) g sy

Are you sure to delete this item?

Cancel | |
JER
Dept/Group Name 4
Show Al Selact ltem v Enter Value

List of Records Showing 1 to 10 of 6 entries

Department Mame Branch Code
Choir 12345
Media 12345

To delete an existing Department or Group name:
1. Click on the Setup menu.
2. Select “Dept/Group Name” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
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3.3.4 TO SELECT/SEARCH FOR EXISTING DEPARTMENT OR GROUP NAME

Dept/Group Name
Show All Select Item A

List of Records Showing 1to 10 of 5 entries

Department Name Branch Code

Choir 12345 |
Media 12345 |
Men Fellowship 12345 i |
Protocol 12345 |
Wormen Fellowship 12345 0

To Select or Search for an existing Department or Group name:
1. Click on the Setup menu.
Select “Dept or Group name” from the drop down.
Select the criteria for your search.
Enter name of Department or Group in the field provided.
Click on the Generate button to search.

e WwWN
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3.4 CHART OF ACCOUNTS
3.4.1 TO OPEN A NEW ACCOUNT

Chart Of Accounts

Add new data Show All Selectitem ¥ Enter Value

List of Records Showing 1to 10 of 134 entries

Account Name Accont Type Account No.

4\ {
Account Code: elect Account Cod

iy

Account Label:

5 Account Type: Select Account Type

Added Data

= Account Name Account No. Accont Type

The Chart of Accounts is an itemized list of all accounts that the church uses. They are grouped as Income, Expenditure,
Assets, Liability and Equity.
The software comes with a predefined list of Chart of Accounts items. A user can also add a new Chart of Accounts item.
To add a Chart of Accounts item,
1. Click on the Setup menu.
Select Chart of Accounts.
Click on the Add New Data button.

Enter the Account Code.

Enter the Account Type.

2

3

4

5. Enter the Account Label.
6

7. Click on the Add button to add account.
8

Click on the Save button to save account.
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3.4.2 TO EDIT EXISTING CHART OF ACCOUNTS

Chart Of Accounts
Show All

List of Records

Selectlem 7 Enter Value

AccountName AccountType  AccountNo.  Accountlevel  Account Heading

Operating Current Account Asset 1110 1 1100 ﬂE

Ascet 111t 1 1000
3

CashOnHand

Chart of Account Setup
Account Code:
5
Account Label:
6
Account Type:

__ @re

7

10040

ADVANCES TOMEMBERS

Asset

-

To Edit an existing Chat of Accounts:
1. Click on the Setup menu.

Click on the Edit button for a given record.
Enter the change in Account Code.

Enter the change in Account Label.

Enter the change in Account Type.

Click on the Submit button to save account.

NouhswnN

Select “Chart of Accounts” from the drop down.
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3.4.3 TO DELETE EXISTING CHART OF ACCOUNTS

gracetemple.3cprojects.org says

Chart Of Accour Are you sure ta delete this item?

Addnewdata [ISRON] “: Cancel |

List of Records Showing 1 to 50 of 386 entries

Account Name Account Type Account No,

ADVANCES TO MEMBERS Asset 100540/7
3

To delete an existing Chat of Accounts:

Click on the Setup menu.

Select “Chat of Accounts” from the drop down.
Click on the Delete icon for a given record.
Click on the OK button in the pop up menu

PN E
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3.4.4 TO SELECT/SEARCH FOR EXISTING CHART OF ACCOUNTS

Chart Of Accounts i “\
Show Al Select Item v Enter Value

List of Records
Account Name Account Type  AccountNo.  AccountLevel  Account Heading
Operating Current Account Asset 1110 1 1100
Cash OnHand Asset 1111 1 1000

To Select or Search for an existing Chat of Accounts:
1. Click on the Setup menu.
Select “Chat of Accounts” from the drop down.
Select the Criteria for the search.
Enter the value for the Criteria chosen in step 3 above.
Click on the Generate button to search.

vk wnN
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3.5 CASH/BANK LOOKUP
3.5.1 TO ADD A NEW CASH/BANK ITEM

Cash/Bank Lookup
Show All Select Item v Enter Value

List of Records Showing 1 to 10 of 6 entries

Account Name Current Balance

T

4 6
Account Name: Select Account Mame -

Added Data

= Account Name

The Cash/Bank Lookup Module enables the user to set up cash and bank items and to check the balance of an
account.
To Add a cash/bank item;

1. Click on the Setup menu.

2. Select Cash/Bank lookup.

3. Click on the Add new data button.

4. Enter the Account Name.

5. Click on the Add button to add account

6. Click on the Save button to save account.
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3.5.2 TO DELETE EXISTING CASH/BANK ITEM

racetemple.3cprojects.org says
Adminstrator= Setup=- Transactions = g P Pro} g say

Are you sure to delete this item?

Cash/Bank Lookup 4
Show All Select Item ¥ Enter Value

List of Records

FIDELITY BANK

HFC BANK

Showing 1 to 10 of 4 entries

Account Name Current Balance

.00 ﬂ
00 ﬂ

To delete an existing Cash/Bank item:
1. Click on the Setup menu.
2. Select “Cash/Bank lookup” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete
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3.5.3 TO SELECT/SEARCH FOR EXISTING CASH/BANK ITEM

1N
v

3
Cash/Bank Lookup N
—_— Select Item v Enter Value

Account Name Current Balance

FIDELITY BANK 00 0
HFC BANK 00 i |
OMNI BANK -1800.00 0
PETTY CASH 5900.00 0

To Select or Search for an existing Cash/Bank Item:

1. Click on the Setup menu.
Select “Cash/Bank Lookup” from the drop down.
Select the Criteria for the search
Enter value of the Criteria chosen in step 3 above
Click on the Generate button to search.

vk wns
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3.6 MEMBER REGISTRATION
3.6.1 TO REGISTER A MEMBER

Members 3

Add new data

Show All

List of Records

Selectltem 7 Enter Value

Showing 1 to 10 of 26 entries

First Name Last Name Tithe No. Registration No.
Member Registration Member Registration Member Registration Member Registratian
Bel gl Rl Pt .t g REl st Rl Pt el bl Pmi | b
Te St T DepeGrvap Nume: St o ArepoaWordeg Sl sy
FintName: Hanw Addres; Spoue Gt MomberSprws; Seleer St
e Nuoe; Exel At b OrCaidrs: Dot D
Lt [ N Yo Qulstun
Dateof sl S L lusrgzon e
Bhae N Ged | et G PR Syl G4
s Do i MR
o _— Wit Bptied Sl e
J o Rl [ChosiFie Noflecosen
Pptbed By
MemberTipe: St Maoe T Regiritia ¥
Bl Saen i i i
T SdTve T o mie | SR F

The Member Registration Module is used to register members.
To Create/Enter new Member:

1.

Click on the Setup menu.

Select Member Registration.

3. Click on the Add new data button.

4. Follow all labels and fill the template with the entire member’s information.
5. Click on the Submit button to save.

NOTE: The Registration and Tithe Nos. are Mandatory and unique per member
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3.6.2 TO EDIT EXISTING MEMBER INFORMATION

Member Registration

Members

Addnewdata JESIIET Select ltem ¥ Enter Value

Pagel Page2 Page3 Page4

—

. . Title: Mr
List of Records Showing 1to 30 of 3 entries First Name: Ala
Middle Name: KWAMENA
First Name Last Name Tithe No. Registration No. R
Last Name:
Ao KEKYIRE COPABKDCO0L COPABKDCO0L et | EREN
Date of Birth: 1981-11-14
DIANA ADDO MCH21 MCH21 4 _— AR
Phone Nos.{ }: 0264116616
Koio Essuman 102 102
Home Town: GOMOA FOMENA
Nationality: GHANAIAN
3 Member Type: MEMBER
~—
5 Zone:

T Emoen

To Edit an existing Member Information:

Click on the Setup menu.

Select “Member Registration” from the drop down.
Click on the Edit button for a given record.

Enter the changes in the member’s information.
Click on the ‘Submit’ button to save.

vk WwnNE
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3.6.3 TO DELETE EXISTING MEMBER

racetemple.3cprojects.org says
Adminstrator - Setup~ Transactions g pie.sCproj g say.

Are you sure to delete this item?

Addnewdata [ENE Selectltem 7 Enter Value  Generate
List of Records Showing 1 to 30 of 4 entries

First Name Last Name Tithe No. Registration No.

Ato KEKYIRE COPABKDCOO1 COPABKDCOO1 ﬂ
DIANA ADDO MCH21 MCH21 ﬂ
Kolo Essuman 102 102 i |
TONY WIREDU OMV35 OMV35 E

To delete an existing Member:
1. Click on the Setup menu.
2. Select “Member Registration” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
5

Note: However, we admonish you not to delete members but rather change their type of membership to
either a backslider or what best fits the situation. (John 18:9)
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3.6.4 TO SELECT/SEARCH FOR EXISTING MEMBER

Add new data Shaow All Select ltem ¥ EnterValue hera :
List of Records Showing 1 to 30 of 3 entries

First Name Last Name Tithe No. Registration No.

Ato KEKYIRE COPABKDCDO1 COPABKDCOO1
DIANA ADDO MCHZ21 MCH21
Kojo Essurnan 102 102

To Select or Search for an existing Member:

1. Click on the Setup menu.
Select “Member Registration” from the drop down.
Select the Criteria for the search
Enter value of the Criteria chosen (in step 3 above).
Click on the Generate button to search.

vk wnN
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3.7 CONTRIBUTION TYPE
3.7.1 TO ADD A NEW CONTRIBUTION TYPE

Contribution Type

Add Contribution Selectltem

Select Member Name

List of Records Showing 11010 of 10 entries

Contribution Type Contribution Code

Contrbution Type

7
4\
Contribution Tyvpe: Select Contribution Type
Contribution Codes:

Added Data

= Contribution Tvpe Contribution Code

All accounts that must appear on the Tithes Schedule Report are setup here. All items are selected from the

Chart of Accounts. Some chart of accounts items have predefined codes. All other items must be given codes
65997’.

To create/enter a new Contribution Item:

Click on the Setup menu.

Select Contribution Type.

Click on the Add Contribution button.

Key in the Contribution Type

Key in the corresponding Contribution Code
Click on the Add button to add contribution type
Click on the ‘Save’ button to save

NowubkwdeE
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3.7.2 TO EDIT EXISTING CONTRIBUTION TYPE

i
Contribution Type
Show Al Select tem ' Select Member Name  Generate

Contribution Type Contribution Code

AREAWEEK FUND 5000 o

ELECTRICITY EXPENSES 3 7 i

TITHES & OFFERING 1 / g

TRAVEL & TRANSPORT 9 /ﬂ a
3 /

Contrbution Type

Contribution Type: |NSTRUMENT REPAIRS

Contribution CodesT 99

|

To Edit an existing Contribution Type:
1. Click on the Setup menu.
Select “Contribution Type” from the drop down.
Click on the Edit button for a given record.
Make the necessary changes.
Click on the ‘Submit’ button to save.

vk wN
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3.7.3TO DELETE EXISTING CONTRIBUTION TYPE

Adminstrator= Setup - Transactions =

gracetemple.3cprojects.org says
Are you sure to delete this item?

i /n Cancel | i
Contribution Type 4
Show All Select ltem b Select Member Name

List of Records Showing 1 to 10 of 4 entries

Contribution Type Contribution Code

AREAWEEK FUND 5000 E
ELECTRICITY EXPENSES 3 E
TITHES & OFFERING 1 E
TRAVEL & TRAMSPORT 29 E

To delete an existing Contribution Type:
1. Click on the Setup menu.
2. Select “Contribution Type” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
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3.7.4 TO SELECT/SEARCH FOR EXISTING CONTRIBUTION TYPE

. W 3 4
Contribution Type \ \
Show All Select ltem v Select Member Name

List of Records Showing 1 to 10 of 4 entries
Contribution Type Contribution Code
AREAWEEK FUND 5000 E
ELECTRICITY EXPENSES 3 E
TITHES & OFFERING ] ﬂ
TRAVEL & TRANSPORT 99 ﬂ

To Select or Search for an existing Contribution Type:

1. Click on the Setup menu.
Select “Contribution Type” from the drop down.
Select the Criteria for the search
Enter value of the Criteria chosen (in step 3 above).
Click on the Generate button to search.

vk wN
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3.8 CONTRIBUTION ACCOUNT
3.8.1 TO SETUP A NEW CONTRIBUTION ACCOUNT

Contribution Account

f Showe All Select [tem v Enter Value

List of Records Showing 1 to 10 of 7 entries

Contribution Type Payment Mode Acct ToDr Acct To Cr
7
Contribution Type: Mothing selected -
Payment Mode: A
4 Acconnt-DVE: MNothing selected -
Account-CR: Mothing selecte n
FRemarlks:

..

Added Data

# Contribution Tyvpe Favment hlode Acct To Dr Acct To Cr Remarks

The Contribution Account functionality is used to indicate which accounts must be debited and credited
when a contribution or pledge is made by a member.
To Setup A Contribution Account:

Click on the Setup menu
Select Contribution Account
Click on the Add new data button
Select the following from the dropdown lists provided:
i.  Contribution Type
ii. Payment Mode
iii.  Account to debit (DR)
iv.  Account to credit (CR)
5. Enter the Remark
6. Click on the ‘Add’ button to add contribution type

7. Click on the ‘Save’ button to save

PwnNnpE
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3.8.2 TO EDIT EXISTING CONTRIBUTION ACCOUNT SETUP

Contribution Account Setup
Show All Select Item v Enter Value |

Contribution Type Payment Mode AcctToDr AcctToCr
TITHES & OFFERING Cash CASHCLEARING TITHES & OFFERING ﬂ
AREAWEEK FUND Cach CASHCLEARING AREAWEEKFUND ﬂ

Contribution Account Setup

41—

 Contribution Type;

Payment Mode;

Account-DR:

Account-CR:

Remarks;

TITHES & OFFERING
Cash
CASHCLEARING

TITHES & OFFERING

To Edit an existing Contribution Account Setup:
Click on the Setup menu.

Click on the Edit button for a given record.
Effect the necessary changes.
Click on the ‘Submit’ button to save.

uhwnNeE

Select “Contribution Account” from the drop down.
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3.8.3 TO DELETE EXISTING CONTRIBUTION ACCOUNT SETUP

racetemple.2cprojects.org says
Adminstrator= Setup~ Transactions = g B B g3y

Are you sure to delete this itern? 4
1 Carcel | F

Contribution Account Setup

Add new data Show All Select ltem b Enter Value

List of Records Showing 1 to 10 of 3 entries

Contribution Type Payment Mode AcctToDr AcctToCr

TITHES & OFFERING Cash CASH CLEARING TITHES & OFFERING

AREAWEEK FUND Cash CASH CLEARING AREAWEEK FUND
3

To delete an existing Contribution Account Setup:
1. Click on the Setup menu.
2. Select “Contribution Account” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
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3.8.4 TO SELECT/SEARCH FOR CONTRIBUTION ACCOUNT SETUP

Contribution Account Setup \ /
Show All Select [tem tter Value

List of Records Showing 1 to 10 of 2 entries

Contribution Type Payment Mode Acct ToDr AcctToCr
TITHES & OFFERING Cash CASH CLEARING TITHES & OFFERING ﬂ
AREA WEEK FUND Cash CASH CLEARING AREAWEEK FUND ﬂ

To Select or Search for an existing Contribution Account Setup:
Click on the Setup menu.

Select “Contribution Account” from the drop down.
Select the Criteria for the search
Enter value for the Criteria chosen (in step 3 above).

ik

Click on the Generate button to search.
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4.0 TRANSACTIONS 1
THE TRANSACTIONS MENU

/

Home Adminstrator= Setup- Transactions - S5 - Reports-

| ncome Entries

Expenditure Entries

Journal (Single Entries)

Member Contributions
Journal (Multiple Entries)
Credit Purchases
Pawvahbles

Attendance

Make Pledge

Pavy Pledse

The Transaction menu has ten(10) modules, namely:

Income Entries
Expenditure Entries
Journal (Single Entries)
Member Contribution
Journal (Multiple Entries)
Credit Purchases
Payables

Attendance

. Make Pledge

10. Pay Pledge

©® NV A ®WN R
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4.1 INCOME ENTRIES
4.1.1 TO MAKE INCOME ENTRIES

Entries (Income 3
Add newdata Show All Select ltem A Enter Value

List of Records Showing 1to 10 of 22 entries
Trans  Date Account Bank/Cash incomeentries Amount
D Name
Journal Entries (Income; ¥ 13

= Date TWeals Incomus BanlkiCaszh Amioane Recsipe Narratiom Chagus

The Entries (Income) Module is used to record bulk income. E.g. Main Offering.

To record or post an Income
1. Click on the Transactions menu

Select Income Entries

Click on the ‘Add new data’ button.

Select the Transaction Date

Select the Transaction Week

Select the Income Account from the drop down list in the ‘Income A/C’ field.
Select the bank or cash account from the drop down list in the “Bank/Cash” field.
Enter the amount.

W N WD

Enter the receipt number.

=
o

. Enter the narration (Optional but very useful).

=
=

. Enter the cheque number if applicable.
. Click on the “Add” button to add.
. Click on the “Save” button to save.

[ S
w N
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4.1.2 TO DELETE EXISTING INCOME ENTRY

gracetemple.3cprojects.org says

Adminstrator- Setup~ Transactions =
Are you sure to delete this item?
Entries (Income) 4
Show All Select Item v Enter Value
List of Records Showing 1 to 10 of 7 entries
Trans ID Date Account Bank/Cash Account No Amount
1 2(019-02-20 00:00:00.000 TITHES & OFFERING PETTY CASH 400110 4000.00 E
3 2019-02-20 00:00:00.000 TITHES & OFFERING CASH CLEARING 400110 560.00 E
7 2019-02-03 00:00:00.000 TITHES & OFFERING CASH CLEARING 400110 500,00 E
14 2019-02-20 00:00:00.000 TITHES & OFFERING PETTY CASH 400110 E
15 2019-02-20 00:00:00,000 TITHES & OFFERING CASH CLEARING 400110 -560.00

To delete an existing Income entry:
1. Click on the Transactions menu.
2. Select “Entries (Income)” from the drop down.
3. Click on Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.1.3 TO SELECT/SEARCH FOR INCOME ENTRY

H 5
Entries (Income) 3 4\
Sow Select ltem ¥ Enter Value Generate

List of Records Showing 1 to 10 of 7 entries

Trans ID Date Account Bank/Cash Account No Amount

1 2019-02-2000:00:00.000 TITHES & OFFERING PETTY CASH 400110 4000.00 E
3 2019-02-20 00:00:00.000 TITHES & OFFERING CASH CLEARING 400110 560.00 E
7 2019-02-03 00:00:00.000 TITHES & OFFERING CASH CLEARING 400110 500.00 E
14 2019-02-20 00:00:00.000 TITHES & OFFERING PETTY CASH 400110 -4000.00 E
15 2019-02-20 00:00:00.000 TITHES & OFFERING CASH CLEARING 400110 -560.00 E
16 2019-02-20 00:00:00.000 JACK INCOME PETTY CASH 400990 510.00 E

To Select or Search for an existing Contribution Account Setup:
Click on the Transactions menu.

Select “Entries (Income)” from the drop down.
Select the Criteria for the search
Enter value for the Criteria chosen (in step 3 above).

vk wn

Click on the Generate button to search.
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4.2 EXPENDITURE ENTRIES
4.2.1 TO MAKE EXPENDITURE ENTRIES

Entries (Expenditure)

Select Item

Showing 1to 10.of 132 entries

Journal Entries (Expenditure}

12

Diatas

= Diate Expenze A4 Banl/Cash Amcant Vouncher Narration Chegue

The Expenditure Entries Module is used to record bulk expenditure. E.g. Fuel, electricity, etc.
To record or post an Expenditure
1. Click on the Transactions menu
Select Expenditure Entries
Click on the ‘Add new data’ button.
Select the Transaction Date
Select the Expenditure Account from the drop down list in the ‘Expenditure A/C’ field.
Select the bank or cash account from the drop down list in the “Bank/Cash” field.
Enter the Amount.
Enter the Voucher number

© PNV AW

Enter the narration (Optional but very useful).
10. Enter the cheque number if applicable.

11. Click on the 'Add’ button to add expenditure
12. Click on the “Save” button to save.
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4.2.2 TO DELETE EXISTING EXPENDITURE ENTRY

2 : ) gracetemple.3cprojects.org says
Adrinstrator= Setup~ Transactions«

Are you sure to delete this item?

Ve

Entries (Expenditure)
Show All Select ltem ¥ Erter Value

Trans D Date Account Bank/Cash Amount

12 2019-02-20 00:00:00.000 ELECTRICITY EXPENSES PETTY CASH 500225 200.00

To delete an existing Expenditure entry:
1. Click on the Transactions menu.
2. Select “Entries (Expenditure)” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.2.3 TO SELECT/SEARCH FOR EXPENDITURE ENTRY

4 5

. - 3
Entries (Expenditure) \ /
Show All Select [tem b Enter Value |

Trans D Date Account Bank/Cash Amount

12 2019-02-20 00:00:00.000 ELECTRICITY EXPENSES PETTY CASH 500225 200.00 E

To Select or Search for an existing Expenditure entry:
1. Click on the Transactions menu.

Select “Entries (Expenditure)” from the drop down.
Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.

vk wn
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4.3 JOURNAL (SINGLE ENTRIES)
4.3.1 TO MAKE A JOURNAL ENTRY (SINGLE)

Journal (Single Entries) 3

Shawr Al Select ltem v Enter Vali=

Trans D Date Account-Dr Account-Cr Ameunt

Journal Entries (General)

=] Date Account Dr Account Cr Amcnnt Receipt Narration Chegue

The Journal Entries Module is used to move or transfer funds between different accounts. E.g. Transfer of money from
the Petty Cash Account to the Bank.
To Transfer or move funds

Click on the Transactions menu

Select Journal Single Entries

Click on the ‘Add new data’ button.

Select the transaction date

Select the account to be debited from the drop down list in the ‘Account-DR’ field.
Select the account to be credited from the drop down list in the ‘Account-CR’ field.
Enter the amount.

Enter the Voucher number

W oK NOU R WNRE

Enter the narration.

10. Enter the cheque number if a cheque was issued.
11. Click on the ‘Add’ button to add

12. Click on the “Save” button to save.
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4.3.2 TO DELETE EXISTING JOURNAL ENTRY (SINGLE)

racefemple.scprojects.org says
Adminstrator- Setup~ Transactions- g P R gy

Are you sure to delete this item?

Journal (Single Entries) s/
Show All Select ltern 7 EnterValue

List of Records
Trans 1D Date Account-Dr Account-Cr Amount
6 2019-02-20 00:00:00.000 PETTY CASH OMNI BANK 1300.00 ﬂ
10 2019-02-20 00:00:00.000 OMNIBANK 300.00
11 2019-02-20 00:00:00.000 OMNI BANK -300.00 E

To delete an existing Journal entry (single):
1. Click on the Transactions menu.
2. Select “Journal (Single Entries)” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction it does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.3.3 TO SELECT/SEARCH FOR JOURNAL ENTRY (SINGLE)

3

Journal (Single Entries) / )
Show All Selectitem ¥ Enter Value

TransID Date Account-Dr Account-Cr Amount

] 2019-02-20 00:00:00.000 PETTY CASH OMNIBANK 1800.00 ﬂ
10 2019-02-2000:00:00.000 OMNIBANK 300.00 ﬂ
1 2019-02-2000:00:00,000 OMNIBANK -300.00 ﬂ

To Select or Search for an existing Journal entry (single):
1. Click on the Transaction menu.

Select “Journal (Single Entries)” from the drop down.
Select the Criteria for the search
Enter value for the Criteria chosen (in step 3 above).

vk wnwe

Click on the Generate button to search.
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4.4 MEMBER CONTRIBUTION
4.4.1 TO RECORD A MEMBER CONTRIBUTION

Member Contributions

/ Add newdata Showe All Select item v EnterValoe

Tranz ID Doate Payment Type Payment Mode Amount

Contribution
14

5 Clontribution Type: 1
/F—m'
6 Tithe Code: R

Pay To:
Narration:

9
Chague MNa:

10

Bank Name:

/e

13

12

= Drate Payment Type Payment Alods Aot Pay To Narraticmn Chegue

The Members Contribution module is used to enter contributions made by members. E.g. Tithe, Welfare.
To record a member contribution

Click on the Transactions menu
Select Member Contributions
Click on the ‘Add new data’ button.
Select the Transaction date
Select the Week
Select the Contribution Type from the drop down list in the ‘Contribution Type’ field.
Select the Payment Mode from the drop down list in the ‘Payment Mode’ field.
Select the Tithe Code.
Enter the amount paid.
. Enter the narration.
. Enter the Cheque No. if any
12. Enter the Bank name
. Click on the ‘Add’ button to add.
. Click on the ‘Save’ button to save.

CENDU A WN R
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4.4.2 TO DELETE EXISTING MEMBER CONTRIBUTION

racetemple.3cprojects.org says
Adminstrator= Setup- Transactions = 9 P Proj B

Are you sure to delete this item?

L] L ]
Member Contributions
Shaw All Selectltem v Enter Value

Trans 1D Date Payment Type Payment Mode Amount

1 2019-02-2000:00:00.000 TITHES & OFFERING Cash 560.00

2z 2019-02-03 00:00:00.000 TITHES & OFFERING Cash 500.00

To delete an existing Member Contribution:
1. Click on the Transaction menu.
2. Select “Member Contribution” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.

63 | 3C TECHNOLOGIES LIMITED




4.4.3 TO SELECT/SEARCH FOR MEMBER CONRIBUTION

L ] L]
Member Contributions
Show All Select Hem v Enter Value e -'fr

Trans 1D Date Payment Type Payment Mode Amount
1 2019-02-20 00:00:00.000 TITHES & OFFERING Cash 56000
2 2019-02-03 00:00:00.000 TITHES & OFFERING Cash 500.00

To Select or Search for an existing Member Contribution:
Click on the Transactions menu.

Select “Member Contribution” from the drop down.
Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.

ik
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4.5 JOURNAL (MULTIPLE ENTRIES)
4.5.1 TO MAKE A JOURNAL ENTRY (MULTIPLE)

Journal (Multiple Ent

Show Al Select ltem v Enteryalue

Tranz I Date Account Bank/Caszh Amount

Journal Entries (OpeningBalance)

= Date Account Namie Ty pe Avrmoaant

The Journal Multiple Entries Module is used for movement or transfer funds between different accounts, correction of
errors and entering opening balances. E.g. Money taken from bank for two different expenditures.
To make entries;

Click on the Transactions menu
Select Journal Multiple Entries
Click on the Add new data button.
Select the transaction date

vk wihe

Select account to be debited or account to be credited from the drop down list in the ‘Account-
DR’ field or ‘Account-CR’ field.

Enter the amount.

Enter the Voucher number

Enter the narration.

© 0 N o

Enter the cheque number if a cheque was issued.
10. Click on ‘Add Debit’ or ‘Add Credit’ button (corresponding to number 5 above) to add
11. Click on the “Save” button to save.
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4.5.2 TO DELETE EXISTING JOURNAL ENTRY(MULTIPLE)

racetemple.3cprojects.org says
Adminstrator- Setup - Transacticns - g P pro) g say

Are you sure o delete this item?

Journal (Multiple Entries) 4 “
Show All Selectltem 7 Enter Value

List of Records Showing 1 to 30 of 3 entries

Trans ID Date Account-Dr Account-Cr Amount

& 2019-02-20 00:00:00.000 PETTY CASH OMNI BANK 1800.00 ﬂ

10 2019-02-20 00:00:00.000 OMNI BANK 300.00

e 2019-02-2000:00:00.000 OMNI BANK -300.00 ﬂ
3

To delete an existing Journal entry (multiple):
1. Click on the Transactions menu.
2. Select “Journal (Multiple Entries)” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
5

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.5.3 TO SELECT/SEARCH FOR JOURNAL ENTRY (MULTIPLE)

L -
Journal (Multiple Entries)
Show All Selectltem ¥ Enter Value ;

Trans 1D Date Account-Dr Account-Cr Amount

-3 2019-02-20 00:00:00.000 PETTY CASH OMNIBANK 1500.00 E
10 2019-02-20 00:00:00.000 OMNI BANK 300.00 E
11 2019-02-20 00:00:00.000 OMNIBANK -300.00 E

To Select or Search for an existing Journal entry (multiple):
Click on the Transactions menu.

Select “Journal (multiple Entries)” from the drop down.
Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.

ik wnN e
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4.6 CREDIT PURCHASES
4.6.1 TO RECORD A CREDIT PURCHASE

Credit Purchases 3
iect Item ¥ Enter Value

Trans ID Date Account Bank/'Cash Amount

Showing 1to 10 of 3dentries

12

Credit Purchases

5

Select Crediror: BAMNE DO -

6 e \
7

= Tranz ID Date Account Bank/'Cazh Amonnt

This Credit purchases function is used to enter transactions made on credit.

To Enter a credit purchase
1. Click on the Transactions menu
Select Credit Purchases
Click on the ‘Add new data’ button.
Select the transaction date
Select the Item from the drop down list in the “Select Item” field.
Select the creditor from the drop down list in the “Select Creditor” field.
Enter the amount
Enter a voucher number.
. Enter the narration.
10. Enter Cheque No if any.
11. Click on the ‘Add’ button to add.
12. Click on the “Save” button to save.

©ENOU A WN
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4.6.2 TO DELETE EXISTING CREDIT PURCHASES

' gracetemple.3cprojects.org says

Adminstrator- Setup~= Transactions =
Are you sure to delete this item?
. | /“ Cancel | T
Credit Purchases 4
Add newdata Show All Select ltem v Enter Value
List of Records Showing 1to 10 of 3 entries

Trans ID Date Credited ltem Creditor Amount

& 2019-02-20 00:00:00.000 PETTY CASH OMNIBANK 1800.00 E
10 2019-02-20 00:00:00.000 OMNIBANK 300.00 E
11 2019-02-20 00:00:00.000 OMNIBANK -300.00 ﬂ

/

To delete an existing Credit Purchases:
1. Click on the Transactions menu.
2. Select “Credit Purchases” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.6.3 TO SELECT/SEARCH FOR CREDIT PURCHASES

Credit Purchases \ \ /

Add newdata Show All Select ltem v Enter Value Generate
List of Records Showing 1 to 10 of 3 entries

Trans ID Date Credited [tem Creditor Amount

5 2019-02-20 00:00:00.000 PETTY CASH OMNI BANK 1800.00 ﬂ
10 2019-02-20 00:00:00,000 OMN| BANK 300.00 ﬂ
11 2019-02-20 00:00:00.000 OMN| BANK -300.00 ﬂ

To Select or Search for an existing Credit Purchases:
1. Click on the Transactions menu.

Select “Credit Purchases” from the drop down.
Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.

vk wnwe
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4.7 PAYABLES
4.7.1 TO RECORD A PAYABLE

Payables

Addnewdata [ Select item v EnterValus

Showing 1010 of 34 entries

Tranz ID Date Account Bank/Cazh Amount

Payables 4 \
Date: 6

A
»
5 Select Creditor: BANE OSSN -
Banlk/Cazh: ELHLDIMG - ACCUMULATED CEPRECIATACM 4

7 rrE—— 9
8 MNarratioams: -
Cheque No: /10

= Date Account Banls'Caszh Amcuant

This Payables module is used to make payment for items bought on credit. E.g. payment for fuel bought on credit from
Goil.

To Enter Payables

Click on the Transactions menu

Select Payables

Click on the Add new data button

Select the transaction date

Select the creditor from the drop down list in the ‘Select Creditor’ field.
Select the Bank, Cash from the drop down list in the ‘Bank/Cash’ field.
Enter the amount being paid.

Enter the voucher number.

. Enter the narration.

10. If a Cheque was issued, indicate the Cheque number.

11. Click on the ‘Add’ button to add.

12. Click on the “Save” button to save.

©CENOU AW NP
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4.7.2 TO DELETE EXISTING PAYABLES

racetemple.3cprojects.org says '
Adminstratar- Setup~ Transactions g P B g5y 4

Are you sure to delete this item?

Payables
Show All Selectitem ¥

List of Records Showing 1to 10 of 3 entries
Trans ID Date Creditor Bank/Cash Amount
6 2019-02-20 00:00:00.000 PETTY CASH OMNI BANK 1800.00 E
10 2019-02-20 00:00:00.000 OMNI| BANK 300.00 E
11 2019-02-20 00:00:00,000 OMNI BANK -300.00 ﬂ
3

To delete an existing Payables:
1. Click on the Transactions menu.
2. Select “Payables” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.7.3 TO SELECT/SEARCH FOR PAYABLES

Payables 3\
Show All Selectltem ¥

Showing 1 to 10 of 3 entries

List of Records
Trans 1D Date Creditor Bank/Cash
-] 2019-02-20 00:00:00.000 PETTY CASH OMN| BANK
10 2019-02-20 00:00:00.000 OMNI BANK
1L 2019-02-20 00:00:00.000 OMN| BANK

Amount

1800.00

300.00

-300.00

To Select or Search for an existing Payables:

1.

e W

Click on the Transactions menu.

Select “Payables” from the drop down.

Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.
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4.8 ATTENDANCE
4.8.1 TO RECORD ATTENDANCE OF MEMBER

3
Attendance
Add new data Shiow Al Select Item b Enter Walue

Adember Name Feporting Time Drepartment Time Drate Attended

Attendance 4

e
5 \_’ ghhhzhe
Member MName: Adam ghgfhigth Abcd - Regiztraton ID);
6 Prez r -

= Diate Adember Name Reporting Time Department Time Date Attended

The Attendance module is used to record and track the attendance of church members. Absentee members’ reason(s)
of not coming to church can also be tracked. e.g. Not well, Travelled etc.
To Enter Attendance

Click on the Transactions menu
Select Attendance
Click on the Add new data button.

Select the Date

Select the member name from the drop down list in the Member Name field.

Select Yes to indicate that member attended or No to indicate that member did not attend service in the
Present field

7. Enter the Reported Time (optional)

8. Enter the Departure Time (optional)

9. Enter the remarks (Optional)

10. Click on the ‘Add’ button to add.

11. Click on the “Save” button to save.

R
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4.8.2 TO DELETE EXISTING ATTENDANCE RECORD

gracetemple.3cprojects.org says

Adminstratar = Setup- Transactions
Are you sure to delete this item?
| = - =
Attendance 4
3
Add new data = [l Selact Item v Enter Value

List of Records

Date Attended

Member Name

ASHIDAM LORETTADODOO

AMA GRACE YEBOAH

Andy Rezzion

AKOSAH GLADYS ABIGAIL

AMAGRACEYERBOAH

Reporting Time

1900-01-01 18:09:00.000

1900-01-01 00:00:00.000

1900-01-01 23:00:00.000

1900-01-01 00:00:00.000

1900-01-0100:00:00.000

Department Time

1900-01-01 00:00:00.000

1900-01-01 00:00:00.000

1%00-01-01 00:01:00.000

1900-01-01 23:53:00.000

1%00-01-01 00:05:00.000

201%-01-29 00:00:00.000

2019-01-28 00:00:00.000

2019-01-28 00:00:00.000

2019-01-28 00:00:00.000

201%-01-01 00:00:00.000

To delete an existing Attendance record:
1. Click on the Transactions menu.
2. Select “Attendance” from the drop down.
3. Click on Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.
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4.8.3 TO SELECT/SEARCH FOR ATTENDANCE RECORD

Attendance

Add new data Show All

List of Records

Member Mame

ASHIDAM LORETTADODOCO

AMA GRACEYEBOAH

Andy Rezzion

AKOSAH GLADYS ABIGAIL

AMAGRACEYEBOAH

Select [tem

Reporting Time

1900-01-01 18:09:00.000

1900-01-01 00:00:00.000

1900-01-01 23:00:00.000

1900-01-01 00:00:00.000

1%00-01-01 00:00:00.000

Y Enter Value

Department Time

1900-01-01 00:00:00.000

1900-01-01 00:00:00.000

1900-01-01 00:01:00.000

1900-01-01 23:53:00.000

1%00-01-01 00:05:00.000

Date Attended

201%-01-29 00:00:00.000

2019-01-28 00:00:00.000

201%-01-28 00:00:00.000

201%-01-28 00:00:00.000

2019-01-01 00:00:00.000

To Select or Search for an existing Attendance Record:
Click on the Transactions menu.

vk wnwe

Select “Attendance” from the drop down.
Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.
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4.9 MAKE PLEDGE
4.9.1 TO ENTER A PLEDGE MADE

3

Make Pledge

Trans [D¥ Fledge Date Payment Type Amount Sent

Malke Pledge
G

Drate Pledged:
/ 5
Weels: -
6
I =

7 Tithe Codes: MEmMEy -
|

—— - — 8

Added Data

- Date Payment Type Pagament M ode Amennt Pay To Narration Chegue

The Make Pledge Module allows the user to enter pledges made by church attendants.

Click on the Transactions menu

Select Make Pledge

Click on the ‘Add new data’ button.

Select the Date the pledge was made.

Select the week

Select the Pledge Type from the drop down list.
Select the Tithe Code of the attendant from the drop down list.
Enter the Amount Pledged.

. Enter a Narration.

10. Click on the ‘Add’ button to add.

11. Click on the “Save” button to save.

©CONOUAWN R
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4.9.2 TO DELETE EXISTING PLEDGE MADE

racetemple.3cprojects.org says
Adminstrator= Setup~ Transactions~ g P Pro) 9 53¥

Are you sure to delete this item?

Make Pledge 4
Show All Select [tem v Enter Value

List of Pledges Showing 1to 10 of 1 entries

Trans 1D Pledge Date Payment Type Amount

1 2019-03-11 00:00:00.000 AREAWEEK FUND 50.00

To delete an existing Pledge made:
1. Click on the Transactions menu.
2. Select “Make Pledge” from the drop down.
3. Click on the Delete icon for a given record.
4. Click on the OK button in the pop up menu to delete.

Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.9.3 TO SELECT/SEARCH FOR A PLEDGE MADE

Make Pled 5
ake Pledge '~
Add new data [RGGTIE Selectltem ¥ Enter Value
List of Pledges Showing 1to 10of 1 entries

Trans 1D Pledge Date Payment Type Amount

1 2019-03-11 00:00:00000 AREAWEEKFUND 50,00

To Select or Search for an existing Pledge made:
1. Click on the Transactions menu.

Select “Make Pledge” from the drop down.

Select the Criteria for the search

Enter value for the Criteria chosen (in step 3 above).
Click on the Generate button to search.

vk W
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4.1.0 PAY PLEDGE
4.1.01 TO RECORD PLEDGE PAID

3
Pledge Paymen
Addnewdata  pEERERE Select e . ——_—

Showing 1to 10.0f 11 entries

Trans ID Date Paid Payment Type Amount Sent

Payw Pledge

14

»
4 Drate of Pledgead: L

ek »

& Diate Payment Type Payment Node Amount Pay To Narration Chegue

The Pay Pledge Module enables the user to record pledge payments made by church members.

Click on the Transactions menu

Select Pay Pledge

Click on the Add new data button.

Select the Date the pledge was paid.

Select the Week

Select the Pledge Type.

. Select the Payment Mode.

(This automatically populates the ‘Pay To’ field based on earlier account setup entries).
8. Select the Tithe Code of the member.

9. Enter the Amount paid.

(This amount will be deducted from the outstanding balance).
10. Enter a Narration.

11. Enter the Cheque Number if payment was made by cheque.
12. Enter the Bank Name borne on the cheque.

13. Click on ‘Add’ button to add.

14. Click on the “Save” button to save.

I
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4.1.02 TO DELETE EXISTING PLEDGE PAID

racetemple.3cprojects.org says
Adminstrator= Setup~ Transactions = g P proJ g sy

Are you sure o delete this item?

! /n Cancel I F

Pledge Payment
Show All Select ltem v Enter Value

List of Records Showing 1to 10 of 1 entries

/ﬂ

Trans ID Date Paid Payment Type Amount

3 2019-03-12 00:00:00.000 AREAWEEK FUND 100.00

-

To delete an existing Pledge Payment:

1. Click on the Transactions menu.

2. Select “Pay Pledge” from the drop down.

3. Click on Delete icon for a given record.

4. Click on the OK button in the pop up menu to delete.

5.
Note: Deleting any transaction only reverses the transaction. It does not remove the original transaction
from existence. This will enable management to effectively monitor transactions thus enforcing
transparency.
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4.1.03 TO SELECT/SEARCH FOR PLEDGE PAID

Pledge Payment
Show Al Selectitem 7 Enter Valug

List of Records

Trans ID Date Paid Payment Type

3 2019-03-12 00:00:00.000 AREAWEEKFUND

Showing 1to10 of 1 entries

Amount

10000 ﬂ

To Select or Search for an existing Pledge Payment:
Click on the Transactions menu.

Select “Pay Pledge” from the drop down.
Select the Criteria for the search
Enter value for the Criteria chosen (in step 3 above).

vk wnN e

Click on the Generate button to search.

82 | 3CTECHNOLOGIES LIMITED




5.0 SMS 1
THE SMS MENU

»
Home Adminstrator- Setup~- Transactions = M5 Report=

Sms Receipts

Smis Birthday Message
Sms General Messaze

Sms Personzlised Message
Sms Pledge Reminder
Smsto Absentees

Prepare SMS Message
Check Credit Balance

The SMS menu is made up of eight (8) functions namely:

Sms Receipts

Sms Birthday Message
Sms General Message
Sms Personalized Message
Sms Pledge Reminder

Sms to Absentee

Prepare Sms Message
Check Credit Balance

0 N W» kA WN R

To open the sms menu, click on SMS at the top of the webpage.

Note: In all of the sms functionalities, know that the message would be sent to all people shown in the tray after
your search. In order not to send the message to specific people, check the box by their names and click on the
Delete icon to remove their names from the tray. When message is sent, the name of the person to whom it has
been sent would drop in the table at the bottom.
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5.1 SMS RECEIPTS

S\ - 4 5 6 7
Send S Receipts to Members / \ /
From Cigte To Date Select Payment Type - Schedude Dizte g
Added Data Mo of records:
= Feceipt Date Alember Name Payment Type Amount Paid Phone Number

_

& FReceipt Date Adember Name Payment Type Amount Paid Phone Number

e

The Sms Receipts is used to send acknowledgement to members for a particular payment or contribution made.

To send Sms Receipts:

Click on the SMS menu

Select Sms Receipts

Select the Start Date in the ‘From Date’ field.

Select the End Date in the ‘To Date’ field.

Select the Contribution Type, E.g. pledge.

Select a Schedule Date to send sms.

Click on the search button.

Click on ‘Send SMS’ button to send the SMS Receipt to the selected members in the list.

N L AW
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5.2 SMS BIRTHDAY MESSAGE

3
Send Birthday SMS to Memberi/ / 4 5
Enter Birthday Period Schedule Diate

= Birth Daie Alember Name Member Age Phone No

_

= Alember Name Phone No Adember Type Departmant Alarital Status

SMS Birthday Messages

The SMS Birthday Messages module enables the user to extract all members whose birthdays fall within a
certain number of days from the current system date.

To send SMS Birthday Messages

Click on the SMS menu.

Select Sms Birthday Message.

Enter the Birthday period.

Enter the Schedule Date to send SMS.
Click on the Search button.

Click on the ‘Send SMS’ button to send.

oOukwWNPE
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5.3 SMS GENERAL MESSAGE

Send SMS to Members

# Afember Name Phone No Adamber Type Department Adarital Statuz

The SMS General Message module is used to send bulk messages to church members. It is normally used to remind
members about an upcoming event or program.

To send Sms General Message

Click on the SMS menu

Select Sms General Message

Select ‘All’ from the first dropdown list.
Click on the search button.

Select the ‘Send SMS’ button to send.

RAEE
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5.4 SMS PERSONALIZED MESSAGE

\3 A

Send Persona\?d SMS to Members
Select item - Select Minsstry > Enter Valus Schedute Date
Added Data No of records: 0

& Adember Name Phone No Mfember Type Department Nlarital Statu:

= Adember Name Phone No Alember Type Drepartment Alarital Statuz

The SMS Personalized Message module is used to send customized SMS messages to church members.
To send Sms Personalized Message

Click on the SMS menu

Select Sms Personalized Message

Select ‘All’ from the first dropdown list.
Click on the Search button.

Select the ‘Send SMS’ button to send.

Do
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5.5 SMS PLEDGE REMINDER

3
Send Pledge Reminder to Members /4
From Cate To Date F > - Schedude Date Search

Added Data Mo of records: O

&

= Alember Name Pledge Trype Amount Pledzed Amount Paid Balance Phone Nomber

_

= Aember Name Pledge Type Amount Pledged Amcunt Paid Balance Phone Number

SMS Pledge Reminder

The SMS Pledge Reminder is a functionality which enables the user to send messages to members who have
unpaid pledges within a given date range.

To send Sms Pledge Reminder

Click on the SMS menu

Select Sms Pledge Reminder

Click on the Search button to pull those who have pledge payments outstanding.
Select a Schedule Date to send sms

Click on the ‘Send SMS’ button to send.

Al O
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5.6 SMS TO ABSENTEES

/4 6 5\

V4 3 1
Send SMS to Abt"?ées / l
From Date To Dhate et Payme Schedide [Yate

= Attendance Diate Adember Name FPhone Number

_

& Artendance Date MMember Name FPhone Number

[

The Sms to Absentees module can be used to send SMS messages to absentees of a particular service.
To send Sms to Absentees:

Click on the SMS menu

Select Sms to Absentees

Select the Start Date in the ‘From Date’ field.
Select the End Date in the ‘To Date’ field.
Click on the Search button.

Select the Schedule Date to send sms.
Click on the ‘Send SMS’ button to send.

Noubrwne
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5.7 SMS TO CHURCH ATTENDANTS

5
Send SMS to Church Attendants / 4

grom Date Ta Date ele i . Schedule Date Search

Added Data

# Attendance Date Member Name Phone Mumber

Sent SMS

# Attendance Date Member Mame Phone Number

Here, you can send messages to those who attended church service/ program often to thank them for coming.

1. Click on the SMS menu.

2. Click SMS to Church Attendants. (The menu will open)

3. Select on the date to begin from the From Date.

4. Select on the date to end from the To Date.

5. Click on the Search button.

6. Click on Send SMS button to send message to attendants.

Note: Remove unwanted recipients by checking the box before their name and clicking on the Delete button before

sending the message.
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5.8 PREPARE SMS MESSAGE

Prepare Message 3
Add newdata Select Itemn v Eriter yalie

List of Records

Mezzage Body

REWVIVAL REVIVALE!

Prepare MMessage

e
Nleszage REVIVAL REVIVALL! Chars:0

//' Pages:
Cost-0

4

This is where you type in the messages you would like to share with the members of your church. To prepare this
message;

1. Click on the SMS menu.

2. Select Prepare Sms message. (The menu will open)

3. Click on the Add new data button.

4. Enter the message you would like to later share.

5

Click on the ‘Save’ button to save.

Note: You can only keep one message in the tray at a time. Also, the cost of the message can be seen at the right side

of the page before you save.
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5.9 CHECK CREDIT BALANCE

Home Adminstrator- Sefup= Transactions = GBS -

i_CH EC?EJ?AL#.NCE | 1350

4

The Check Credit Balance Module is used to check the SMS credits balance on the system at any point in
time.

The SMS credits are used to effect SMS transactions and are recharged periodically by purchase through
bank payments, Mobile Money transfers or online payment platform. —
3csms.3cprojects.org/clientlogin

Ensure that your pc is connected to the internet.

Click on the Sms Menu.

Select Check Credit Balance

Click on the ‘Check Balance’ button to check the balance of your SMS account.
Sms Units left would show in the space to the right side of the button.

PN e
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5.0 REPORTS MENU
THE REPORTS MENU

Home Adminstrator~ Setup~ Transactions - EME - Reports r/

Transactional Reports-

Final Accounts -

Member Reports =

The Transactional Report menu
has three (3) report types namely:

1. Transactions per period
2. Detailed Transactions Per Account.

3. Statement Of Tithes and Offerings

To open the Reports Menu, Click on Reports at the top of the page.
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6.1 TRANSACTIONAL REPORTS
TRANSACTIONAL REPORTS MENU

Home  Admirstrator  Setup=  Transactions-

M5

/

1

—

. «
Transactional Reports> | Transactions Per Perind

Final Accounts+

Member Reports=

Detailed Transactions Per Account
Statement Of Tithes and Offerings

The Transactional Report menu
has three (3) report types namely:

1. Transactions per period
2. Detailed Transactions Per Account.
3. Statement Of Tithes and Offerings
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6.1.1T”TRANSACTIONS PER PERIOD

ansaction Type - Date From Date Ta

TEE CHLRCH OF PENTECOOGT Frinfad 2y -3FINTEL
SNTEX 5 6 ot D AT
TRANSACTIONS PER FERIOD

ReportPeriod: 0 To O

To generate a Transaction per period report

Click on the Reports Menu

Select Transactional Reports

Click on Transactions Per Period from the Report Title tray.
Select the Transaction Type.

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".
Click on the “Generate” button to generate the report.

NNk W=
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6.1.2 DETAILED TRANSACTIONS PER ACCOUNT

T T e

Select A

Aot Mg

1= - Daie From

THE CHLRCH OF FENTECOST 4

SFINTEX

e

HREA

DETAILED TRANSACTIONS PER ACCOUNT

Account Name

Account Code -0

dddsadsad fdsafifefs

N

P e el Tiols S Vonrles Te Dt B e G

ate 1o

Report Period: @ To O

Printed By - SPINTEN

Ering Carie ACTRA

To generate a Detailed Transaction per account report

NoupsrwnNE

Click on the Reports Menu
Select Transactional Reports
Click on “Detailed Transactions Per Account” from the Report Title tray.
Select Account Name
Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".
Click on the “Generate” button to generate the report.
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6.1.3 STATEMENT OF TITHES AND OFFERING

6
Drate From Diate To -/
THE CHNRCE OF PENTECOST 4 5 .
SENTEX Brirt Dane A0T0A

by

2

STATEMENT OF TITHES AND OFFERINGS

ReportPeriod. OTo O

To generate a Statement of Tithes and Offerings report

Click on the Reports Menu

Select Transactional Reports

Click on “Statement of Tithes and Offerings” from the Report Title tray.
Select the report Start Date from the field labeled “Date From”.

Select the report End Date from the field labeled “Date To".

Click on the “Generate” button to generate the report.

S e
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6.2 FINAL ACCOUNTS
THE FINAL ACCOUNTS MENU

1
Home  Admirstrator.  Setup=  Transsctions=  SMS« Reports» /
2

Trizl Balance

Income & Expenditure Report
Balance Shest

The Final Account menu has three (3) report types namely:

1. Trial Balance.
2. Income & Expenditure Report.

3. Balance Sheet.

To open this menu;
1. Click on Reports.

2. Select Final Accounts.
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6.2.1 TRIAL BALANCE

Date From Diate To

THE CHIR.CH OF PENTECOST “\\\\\\\\\\\\\\\ ‘K\\\\\\\\\\\\\\\\\\
SEINTEX 5
T

ECCRA

TRIAL BATANCE

Mame:
FeportPeriod: O0To ©

Dehir Credit Drebit Credit

Prinbad By - SPINTEL
Frint Coge JA0TRA

Dehit Credit

To generate a Trial Balance

Click on Reports.

Select Final Accounts.

Click on “Trial Balance” from the Report Title tray.

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".
Click on the “Generate” button to generate the report.

S
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6.2.2 INCOME AND EXPENDITURE

Back

Diate From Diate To ['5 _' _- " !
THE CHIRCH GF DENTECOSET \ 4 \ 5 Friched By - SRIMTEN
SFINTEX Frint Cae AT
ACCRA
INCOME AND EXFENDITURE
Feport Period: 0 To

Account Code _ Acconnt Label Amount(GHS): Amount(CHS)

q

To generate an Income and Expenditure Report

Click on Reports.

Select Final Accounts.

Click on “Income and Expenditure Report” from the Report Title tray.
Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".

Click on the “Generate” button to generate the report.
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6.2.3 BALANCE SHEET

Back

THE CHURCH OF PENTECOST
SPINTEX 4 5 Printed By - 20
ACCRA / Print Daate -

Date From Date To

BATANCE SHEET
As At
As At As A
Account Code Account Name Amount GHS Amount GHS
Asset
Total-Asset 0.00 0.00

Current Period Excess of Income over Expenditure 0.00 0.00

FExcess Income over Expenditure B/F 0.00

Total Liability and Equity 0.00 0.00

To generate an Income and Expenditure Report

Click on Reports.

Select Final Accounts.

Click on “Balance Sheet” from the Report Title tray.

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".
Click on the “Generate” button to generate the report.
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6.3 MEMBER REPORTS
THE MEMBER REPORTS MENU

1
2
Home Adminstrator- Setup~ Transactions = SSMS - Reports>

Transactional Reports =

Final Accounts «

Member Report ~ Membership List
Member Detail Report
Summary Member Contribution Statement

Detailed Member Contribution Statement
Contribution Register

Contributors Register

Recsipt

Payment Per Period

Absentes Report

XG‘ Church Attendance Report
Detailed Member Pledge Statement
Piledge Summary Per Member
Member Attandance Statistics
Church Membership Statistics

General Statistics

11

rr

The Member Report menu has Fifteen (15) Report Types namely:

Membership List.

Member Detail Report

Summary Membership Contribution Statement.
Detailed Membership Contribution Statement.
Contribution Register.

Contributors Register.

Receipt.

Payment Per Period.

Absentee Per Period.

10. Church Attendance Report

11. Detailed Member Pledge Statement.

12. Pledge Summary per member

13. Member Attendance Statistics

14. Church Member Statistics

15. General Statistics

LN RWDNE

102 | 3CTECHNOLOGIES LIMITED



6.3.1 MEMBERSHIP LIST

e Meiee / 7
Sedect Type V\Ea— Wafue ministry/Group - Datz From Datz To i =

TEE CHURCH OF PENTECOST 4 5 Eriread & SEINTEX

EPINTEX Erint e AOCRE

SCCRA

MEMBER LIST

Mame: Aszzmbly

Feport Period: 0 To
4 3

To generate a Membership List

Click on Reports.

Select Member Reports.

Click on “Membership List” from the Report tray.

Select criteria you want to search by.

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To".
Click on the “Generate” button to generate the report.

NouswN e
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6.3.2 DETAILED MEMBER REPORT

To generate a Detailed Member Report:

Click on Reports.

Select Member Reports.

Click on “Detailed Member Report” from the Report tray.
Select Member Name from the drop down list

Click on the “Generate” button to generate the report.
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6.3.3 SUMMARY MEMBER CONTRIBUTION STATEMENT

4
THE CHLRCH OF FEXNTECOST 5 7
SRINTEX
ACCRA
SUMAIARY MFAIRFER CONTRIEUTION STATEMENT
Member Mame:
Report Period: To
PAYMENT TYPE oo
TOTAL 0.0
4 F

To generate a Summary Membership Contribution Statement

Click on Reports.

Select Member Reports.

Click on “Summary Membership Contribution Statement” from the Report tray.
Select Member Name from the drop down list

Select Contribution Item from the drop down list

Select the report Start Date from the field labeled “Date From”.

Select the report End Date from the field labeled “Date To”

Click on the “Generate” button to generate the report.

PNV R WN PR
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6.3.4 DETAILED MEMBER CONTRIBUTION STATEMENT

7
Member Mame - Contribution fem - Date From \E'."‘E To
?Htmrm:annamm_r\ 4 \
A 5 6
SPINTEX
TR
DETAILED MEMEBER CONTRIBUION STATEAMENT
Wiemner Mame: FeportPeriod 0 To O
Type Of Contribution:
TOTAL GHS 0.00

Frimpag By: SFINTEX

Prirt Braie ACTRE

To generate a Detailed Membership Contribution Statement

Click on Reports.

Select Member Reports.

Click on “Detailed Membership Contribution Statement” from the Report tray.
Select Member Name from the drop down list

Select Contribution Item from the drop down list

Select the report Start Date from the field labeled “Date From”.

Select the report End Date from the field labeled “Date To”

Click on the “Generate” button to generate the report.
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6.3.5 CONTRIBUTION REGISTER

5 6

TEE CHLRCH OF PENTECOST Frictad B SRINTEX
SPINTEX 4 Print Cate (ADCRA,
SRS

CONTRIBUTION REGISTER

Contribution Type - Report Period: O To
No MemberName Jummry February March  Aprl May  Jume  July  Avsust  Sepiember  October Nov  Dee  Tofal

To generate a Contribution Register

Click on Reports.

Select Member Reports.

Click on “Contribution Register” from the Report tray.

Select Contribution Type from the drop down list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”
Click on the “Generate” button to generate the report.

NouprwnNE
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6.3.6 CONTRIBUTORS REGISTER

- 4 R EATT T
Contribution Type I Jate T | : |
I
EHECHLRCH OF PENTECOST 4 \ \ 6 Frinted By SPINTEX
5

SEINTEX

ACCEA

Front Dan= ACCRA

CONTRIBUTORS REGISTER
Contribution Type : FeportPeriod: 0 To

To generate a Contributors Register

Click on Reports.

Select Member Reports.

Click on “Contributors Register” from the Report tray.

Select Contribution Type from the drop down list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To”
Click on the “Generate” button to generate the report.

NouprwnNE
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6.3.7 RECEIPT

Contribution [ter = Payment Categor - Date From Drate To

IHE CHIRCH OF PENTECOST 4 \ 5 8

SPINTEX

ECCRA

:
%

Member Mame:

ReportPeriod: 0 To O Report Period;. @ To O
Receipt Maomber : TextSox Receipt Date : TextBox
Banlk : TextBox Bank : TextBoo
Cheque No : TexiBox Banl : TextBox
Narration : TextBaox Banlk : TextBox

To generate a Receipt

Click on Reports.

Select Member Reports.

Click on “Receipt” from the Report tray.

Select Member name from the dropdown list.

Select Contribution Item from the dropdown list.

Select Payment Category from the dropdown list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”
Click on the “Generate” button to generate the report.
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6.3.8 PAYMENT PER PERIOD

er Name - ) Date From Date To
THE CHURCH OF FEVTECOST 5 Frinkad By ZPNTEX
SEINTER 4 7 Prnt Do ACTEA
ACCRA
RECEIPT LISTINGS

Report Period: O To O
1D RECEIPTDATE MEMBERFULLNAME  RECEIPTNO. PAVMENTTYPE  MODE ISSUEDBY  AMOUNT

TOTAL: 0.00

To generate a Payment Per Period

Click on Reports.

Select Member Reports.

Click on “Payment Per Period” from the Report tray.

Select Member Name from the drop down list

Select Contribution Item from the drop down list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”
Click on the “Generate” button to generate the report.
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6.3.9 ABSENTEE REPORT

I:--I?!E E: - - 3 - J = -"‘VIEL\
THE CHIRCH GF PENTECOST
SFINTEX
ACCRA
REPORT ON ABSENTEFES
Report Period: 0 To G
Aszemblhy

7

T

rinbed Sy SPINTEX

rint Dore ACT

28

To generate Absentee Report

Click on Reports.

Select Member Reports.

Click on “Absentee Report” from the Report tray.

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”
Click on the “Generate” button to generate the report.
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111 | 3CTECHNOLOGIES LIMITED




6.4.0 CHURCH ATTENDANCE REPORT

Member Class/Ministry g Date From Date To

REPORT ON CHURCH ATTENDANCE
ReportPeriod: 0 To 0

Assembly/Class:

No Member Name Member Phone No Department.

To generate a Church Attendance Report:

Click on Reports.

Select Member Reports.

Click on “Church Attendance Report” from the Report tray.
Select Member Class/Ministry from the first drop down list
Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To”
Click on the “Generate” button to generate the report.
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112 | 3CTECHNOLOGIES LIMITED



6.4.1 DETAILED MEMBER PLEDGE STATEMENT

THE CHIRCH OF FENTECOST
SPINTEX 4
ATCHRA

AMEMBER DETAIT FD TRANSACTION REEPORT

Adember Name: Report Periad: © To O
Pledge Type : Pledge Type :
TOTATL PAID CHS .00
4 3

To generate a Detailed Member Pledge Statement

Click on Reports.

Select Member Reports.

Click on “Detailed Member Pledge Statement” from the Report tray.
Select Member Name from the drop down list

Select Contribution Item from the drop down list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”

Click on the “Generate” button to generate the report.
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6.4.2 PLEDGE SUMMARY PER MEMBER

THE CHLERCH OF PEXNTECOST
SPINTEX, 4 5

ACCRA

PLEDGE SUAMIARY PER MEAMBER

Fladge Type:

g
F
g
:

=
=
=
=
=
=

Prirbed By - SPINTEX

Prirk Date JACCR0

=
=
=

To generate a Pledge Summary Per Member

Click on Reports.

Select Member Reports.

Click on “Pledge Summary Per Member” from the Report tray.
Select Member Name from the drop down list

Select the report End Date from the field labeled “Date To”
Click on the “Generate” button to generate the report.

NoupsrwnNeE

Select the report Start Date from the field labeled “Date From”.
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6.4.3 MEMBER ATTENDANCE STATISTICS

The Church of Pentecost Holland

Amsterdam

4 Printed By : zdmin

5 6
PIWC Print Date 1Mar 5. 2015
— — 7
Member Class/Ministry - Date From Date To Generate

MEMBER ATTENDANCE STATISTICS

Class/Ministry: ReportPeriod: © To O

The Member Attendance Statistics report displays the statistics of members who were present on a particular service
day.

To generate a Member Attendance Statistics report

Click on Reports.

Select Member Reports.

Click on “Member Attendance Statistics” from the Report tray.
Select Member Class/Ministry in first dropdown list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To”
Click on “Generate” button to view.
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6.4.4 CHURCH MEMBERSHIP STATISTICS

salect tramsaction Period = Date From Date To \ A
IHE CHURCH OF PENTECOST 4 6 Printed By 30
SPINTEX 5 Print Dete (ACCRA

ACCRS

CHURCH MEMBERSHIP STATISTICS

Report Period: O To O

Total Number of Members (Adults and Children) i}
Total Number of Males (Adults and Children) 0
Total Number of Females { Adults and Children) i}
Total Number of AMembers (Adults and Children) 0
Total Number of Members {Adults and Children) ]
Total Number of Adults (1]

The Church Membership Statistics report displays the statistics of members who were present on a particular service
day.

To generate a Church Membership Statistics report

Click on Reports.

Select Member Reports.

Click on “Church Membership Statistics” from the Report tray.
Select Department in first dropdown list

Select the report Start Date from the field labeled “Date From”.
Select the report End Date from the field labeled “Date To"”
Click on “Generate” button to view.
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6.4.5 GENERAL STATISTICS

Back

Groupdl = Select [tem Enter Value
THE CHURCH OF PENTECOST 4
SPINTEX 6

ACCRA

GENERAL STATISTICS

MNamea:
ReportPeriod: 0 To 0O

No  FullName Date Of Birth Age  DayBom Month Born Ministries

Gender

Printed By 50

Print Diate ACCHA

‘Phone No

The General Statistics report displays the applied statistics of members.
To generate a General Statistics report

Click on Reports.

Select Member Reports.

Click on “General Statistics” from the Report tray.

Select Ministry in first dropdown list

Select Item. E.g. Age, Date joined, etc.

Enter value for item selected.

Enter Gender.

Select the report Start Date from the field labeled “Date From”.
. Select the report End Date from the field labeled “Date To”

10. Click on “Generate” button to view.
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