ChurchKeeper/ExpenseKeeper Getting Started Guide

Table of Contents
ChurchKeeper Page
I Installation/Launching/Logging In Instructions. 2
Il. The Main Menu. 3
lll. Understanding and Using ChurchKeeper
with Integrated help. 4
IV. Membership Management. 6
V. Contribution Management. 7
VI. Reports/Statements. 8
ExpenseKeeper
I Installation Instructions. 10
Il. Logging In/Using Help. 11
lll. Financial Books. 12
IV. Transacting Business. 13
V. The Main Menu. 14
VI. Reports. 15

How to Order. 16



ChurchKeeper

I. Installation/Launching/Logging In Instructions.

ChurchKeeper is available from our website: www.ChurchKeeper.com

Step 1) Visit our website, and click on the link: Free Trial.

Step2) Download the free trial of ChurchKeeper. You will be prompted for a
Username and Password. The Username is trial password is trial (both lowercase).

Step3) Follow the instructions and install ChurchKeeper on your computer.
A shortcut will be placed on your desktop, which can be launched to run
ChurchKeeper.

To run ChurchKeeper, click the icon on your desktop. You will be prompted for a
User Name and Password: The User Name is Master and the Password is Pastor.

@PleaseSignIn = @

L ChurchKeeper - Church
o Management System

Trial Users: User Name: Master Password: Pastor

[ Forgot Password? J




Il. The Main Menu

The Main Menu gives each user access to programs and reports within ChurchKeeper. The two most
common are the Congregation WorkBench (used for maintaining your membership), and the

Contribution WorkBench (used for maintaining contribution activity for your membership and
visitors).
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Menu options at the top give access to the appropriate functions in ChurchKeeper. For
example: to enter members/visitors use the Congregation WorkBench, and to enter
contributions use the Contribution WorkBench.



Ill. Understanding and Using ChurchKeeper with
Integrated Help

ChurchKeeper has integrated help to assist you in understanding and using the
program. To help get started we suggest you use the Help Me Get Started icon on
the Main Menu.
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2] Help Getting Started = -5 |=s]
Select Help Subject

‘What does the main menu do? E‘ «

Text of Help (Click MultiMedia for a Slide Show)
ChurchKeeper's Main Menu -

The main menu of ChurchKeeper is the control center for |=
all options. Each option will activate a screen or prompt

and performs the associated process. The main menuis —
broken into pulldowns. The pulldowns are: Files, Daily
ﬂ Options, Letters, Tools, Pictorials, Reports/Labels,
Graphs, System, and Help.

Full Screen

To help you get started we will go over some of these

¢ |-
' MultiMedia Help
SlideShow Close Help
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Launching this option displays a screen where a topic can be selected and text help
is displayed. Clicking the multimedia slide show will activate sound and screens to
explain more about each option. Context sensitive help is available on each screen
by clicking the question mark.

£%1 Contribution WorkBench Defaults =RE=R ==
Contribution WorkBench Defaults

@ Contribution Entry Users with Un-posted Batches
O Edit Posted Contributions User Entered  Logged On -

I 4 L1} F
“*Note User's with un-posted batches
must sign on to open their batch

@ Contribution Date = B

~~fault Fund —> |- ||Building Fund
ult Service — |+

'er = Locate

Selecting this option will display help for the topic as follows:

Help LB

- &

Hide Back Print  Cptions
Congregation WorkBench [¢

Type in the keyword to find:
Selecting Congregation WorkBench
from the Daily Options of the Main

ener/ - Menu activates the

Accessing | | CONGREGATION

feoms s e e WORKBENCH

Activities

poricivibe [ Dy Dt

Anniversaries Congregation WorkBench

Assigned Envelopes Report

Assignments Contribution WorkBench

Attach Entries to Auiliares from Work Benct
Attach Entries to Support Files from WorkBe

Attaching Pictures
Atendance The CONGREGATION
;&ttengance EPEroup Araery:isr?eport WORKBENCH is a very powetfill
endance Personal Reco
Attendance Progressive (20 Day) Repot — tool that n.lanages the master
Al e de e e Mo C{)ﬂge I ﬂe-
Display | Tndvicuals families/comnanies/oronmns
— 4 mn b




IV. Membership Management.

Membership/Contributions are maintained using the Congregation Workbench

from the Main Menu.

2 ChurchKeeper - Church
Daily Options
Congregation WorkBench

Contribution WorkBench

Files

s

Help Me Get
Started

Welcometo

Letters Tools Pictorials Reports/Labels  Graphs

System  Help

.

Selecting this option will activate the Congregation WorkBench. The WorkBench is
a powerful tool, and has many church building features. Detailed help is available
throughout to assist in management of membership.

& Congregation Workbench: Today's Date: Tuesday, March 24, 2015 [ = ==
Info | More H Notes H Picture H Family ‘ Locate
= = - il (|38 % j b4 ==
< 8 S || #|i. 2| S &
Prev ﬂext_ Add | Chg || Del |Brow| Qry | rint |[EvLal| Let |Com Spec An:h_r_ Plg _anl Coun|| Exit
"Adams, Samuel A | Adams, Samuel A | Adams, Sarah M ] Seaih, |§I
Name Status: Visitor Last First ~| =
Adams Adams Samuel
Last | Envelope Member Since Adams Samuel
First Samuel |90000 |v 09/15/2004 | Adams  |Sarah
Doe Jane [
Middle A Prefix Mr. I Suffix Jr. I Doe Tonn Msg
Loose Call g
Member of the family: Adams, Samuel A. o
(I I T
Address Record Type 1 @
Street 123 Main Street ® Person :‘ Help
O Company
Zip Help Me Members
City Your City | state ST | 11111 | 2222 Get ]
Started (\feimber Families
— 2|
Other

2]




V. Contribution Management.

The Contribution WorkBench is designed for ease of use and fast entry of
contributions. Once this option is selected from the Main Menu, contributions can
be entered for members and visitors.

3 Contribution WorkBench Defaults [ = |2 ]
Contribution WorkBench Defaults

@ Contribution Entry Users with Un-posted Batches
o Edit Posted Contributions User Entered Logged On -

I 4 n 2
“*Note User's with un-posted batches
must sign on to open their batch

@ Contribution Date — B

Default Fund —> |+| | Building Fund
Default Service —> |~ | Sunday Morning W

Default Giver — |Locate

Detailed help is available throughout to assist in the entry of contributions.



VI. Reports.

High level end user reports are available in ChurchKeeper. These reports related
to the management of membership and contributions are available from the Main
Menu.

ters Tools  Pictorials |Repor|5.flabels Graphs Systemn  Help

Roster

LContribution Reports 4

Labels/Mail Merge

User
Envelopes

File Listings )
Birthdays

Membership/Anniversary

Scheduled Assignments

Attendance

Membership Profile
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One of the most requested reports are contribution statements. These statements
can be generated for all members/visitors or for just an individual. Different
options allow for statements to be printed in summary or detail.

# ChurchKeeper - Church Manogement Syster T

Edit  Find

Report Preview - weontrpl.frc =)

o b M| 100% -] (B 38 k& &

Go to System/Setup & Enter Your Church

rest Your Street
Church City, ST
Contribution Report
54 For Period: 01/01/2015 to 12/31/2015 Time:  14:26:26
M. Date:  03/24/2015
Mr. SamnﬁEdam; Jr.
123 Main Strdét
Your City, ST 11111 2222 Page 1
Contribution Detail
Contributor: Mr. Samuel Adams Jr.
Envelope #: 90000
---- Datg -——-—— —————————— Fond -----—--—— —————— Service ----———--- -—-— Ref # -- -- Amount -—-—
03/01/2013 100 Building Fund Sunday Moming Worship 11:00___ 10.00
03/02/2015 100 Building Fund Sunday Moming Worship 11:00... 20.00
03/05/2015 SAMPLE Special Improv Sunday Moming Worship 11:00...  test 10.00
03/05/2015 100 Building Fund Sunday Moming Worship 11:00... 200.00
03/05/2013 TEST2 Sunday Moming Worship 11:00___ 100.00
03/07/2015 200 General Fund Sunday Moming Worship 11:00... 10.00
03/07/2015 100 Building Fund Sunday Moming Worship 11:00... 10.00
05/08/2015 100 Building Fund Sunday Moming Worship 11:00... 10.00
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ExpenseKeeper
I. Installation Instructions.

ExpenseKeeper is available from our website: www.ExpenseKeeper.com
Step 1) Visit our website, and click on the link: Free Trial.

Step2) Download the free trial of ExpenseKeeper. You will be prompted for a
Username and Password. The Username is trial, password is trial (both
lowercase).

Step3) Follow the instructions and install ExpenseKeeper on your computer. A
shortcut will be placed on your desktop, which can be launched to run
ExpenseKeeper.

K

Expensekesper




ll. Logging in/Using Help.
To run ExpenseKeeper, click the icon on your desktop. You will be prompted for a
User Name and Password: The User Name is Admin and the Password is Admin.

-1 Welcome to ExpenseKeeper = @

@ ExpenseKeeper
. Copyright 2013, Stellar Dav Produc

User Name |ADMIN |

Password == |

Forgot Password? ]

Trial Users: User Name: Admin Password: Admin

To activate HELP from anywhere in the system, Press
F1 on your keyboard, or click the Questions Mark

Help is available throughout ExpenseKeeper. The Help Me Get Started provides context
sensitive help. Selecting this option activate the getting started help screen.

47 Help Getting Started o | ]
Select Help Subject
- [EETITTOR |
Text of Help
Welcome to ExpenseKeeper - Financial Management il
Software

ExpenseKeeper is a very easy to use financial
management software program.

ﬂ After Launching ExpenseKeeper, you will receive a

signon screen, which prompts for a User Name and

Full Sc
e ocreen | password

11

Close Help




lll. Financial Books.

The Financial Book screen is displayed when ExpenseKeeper is launched. Financial
books may be created and opened.

&) Open Financial Book

Open Financial Book

Select book and click 'Open’ \ —
SAMPLEBUSINES10/09/2013 Open Backup

SAMPLEHOA 10/09/2013

SAMPLENONPRC10/09/2013 New | JRestorl
SAMPLEPERSON]10/09/2013 ecene

i Delete Copy Book

Rebuild Files

This is a sample Business Financial
Book. A chart of accounts and
preferences have been set up for Business
use. Sample Data has been keyed to get

an understandine of how to nse.

Help Me Get

Started

A list of financial books are displayed and can be opened to transact business. Help is
available on each screen by clicking the question mark. Sample books are provided to
assist in understanding ExpenseKeeper.

’Ep Help
- & [
Hde  Back Pt Optons
Opening a Financial Book
Type in the keyword to find After Signing into ExpenseKeeper, you are prompted with the open book dialog.
|
| We provide you with three financial books so you can leam the in’s and out’s of this software. One for ¢
Accessing F We recommend vou work with one of these books until you get familiar with the software.

Account Budgets
Account Ranges

focts
Adding Bark Accourts

Adding Fay To's = 5

g/ Deketing Accourts Open Financial Book

Bank Accourts

Bank Statement 2

Book Names Select hook and click 'Open’

s SampleBusiness  [04/212003 = R

Catogon fostto) SampleNonProfit (0472172003 - 1
ety Dhtn SamplePersonal  |04/21/2003 tew | mesore |

Change Transaction Fostings

g:nmgemég:;k Accourts B Delete Rebuild Files

Charges

Char of Accaurts - | Exit
Check Formats

Check Register '

Chacks Book Description _ Edit
Classes

Creating a Shoricut :
Creating Budgets @
Creating Charges i

Creating Checks :
Creating Debits Help Me
Crezting Deposts Get Starte
Crecit Card Payments
Credit Card Report
Creditors

Creditors Statement o




IV. Transacting Business.

Business is transacted from the Checks prompt. From this screen you are able to write
checks, enter debits, deposits, etc.

Expense Keeper - Financial Software EI@
Tuesday, March 31, 2015 @
Bookname: SAMPLEBUSINESS
Daily Transactions | Ch~r%/Depneit Regist=- Charge Register
Bank ‘ ’ '
Your National Bank (Checking) [ o |
=1 i
Balance Cale
17993.48 | Check || Debit | Deposit||Charge | Transfer
g DATE
I | PAY TO THE
I | ORDEROF $
I DOLLARS
Z | MEMO

Help is available for each screen by clicking on the question mark.



V. The Main Menu.

The Main Menu gives access to programs and reports within ExpenseKeeper.

Files | Reports System Help
Open Different Book
Accounts
Bank Accounts
Pay To

Categories Expense Keeper - Financial Software
Exit
Daily Transactions Check/Deposit
Bank
National Bank Checking Account ||| = -
Balance .
1584444 | Check | Debt
PAY TO THE
ORDER OF

These options can be used to set up bank accounts, a chart of accounts, vendors or
pay to, and access reports. Once each option is selected, help is available for that
option by clicking on the question mark. For example setting up bank accounts.

471 Bank Accounts EI
Bank Accounts

& ExiT]
Ch Del | |(Brow || Print | | Exit

Bank Number 1 Use As Default Bank

Bank Account Name National Bank Checking Account |

Last Check Number 8
Balance 15844.44 |
Reconciled Balance 17539.67 |

Income Account
10000 | 00000 | Contributions
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VI. Reports

Reports are available from the Main Menu. Examples are: Income/Expense, Bank

Statement, Transaction Register, etc.
1 Expensekeeper Open Book:
Files System  Help

Bank Balances

Income/Expense

g:’:‘l}lslr;:;a;t;n Register Expense Keeper - Financial Software
Check Register
Creditor Statement
1039 Vendors Daily Transactions I:
Employee Reports [
Bank
National Bank Checking Account
Balance
15844 .44 |
PAY TO THE
ORDER OF

Once the option is selected help is available for each report by clicking on the
question mark.

Date Range for Income/Expense Report

Income/Expense Fummje-

Report Type Show Budgets

@ Income & Expense @ No
) Income Only ) Yes

) Expense Only ) Yes with Comparison

Show Subaccts Budget Year

@ All Categories () Select Category I

@ All Banks ) Select Ballkl

From | To
For Dates—= lo4/01/2015 |B‘ 0410712015 | B

Date to Use—> © Transaction Date ) Inc/Exp Date |

["| Show Accounts with Zero Balance Show Net Income on Report

Accounts to Show @ Active ' Inactive I

["| Show Beginning/Ending Balance on Report

) Print ===
@ Display & ‘ ﬁ ‘ [z |
Email Report

Run Report

Exit




Sample Income/Expense Report.

Windmill Church
Income/Expense Report
for Period:
040772015 01/01/2013 to 04/01/2013
Budget Year
Based on: Transaction Date 2013
Actual Budget Comparison

Account Number Account Name Amount Amount to Actual
16000 Contributions 350000 350000
10100 Tithes & Offerings 1200.00 23000.00 -23800.00
10200 Building Fund 33000 10000.00 9630.00
10300 Love Offerings 23000 200000 -1730.00
10400 Missions 290.00 1000.00 -710.00
10500 Other Income 202.00 202.00
10000 Total Contributions 5792.00 38000.00 -32208.00
Income Total 5792.00 38000.00 -32208.00
60000 Payroll 608.00 -608.00
60200 Offiice Payroll 10000.00 10000.00
60300 Staff Payroll 3000.00 500000
60400 Federal Withholding 750.00 750.00
60500 Social Security 730.00 730.00

How to Order.

ChurchKeeper and ExpenseKeeper can be ordered online via PayPal by clicking on
Pricing/How to Order from our website www.ChurchKeeper.com or by calling our
offices at 800/673-5204.




