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The Nazarene Treasury System

ON SCREEN HELP — After installing and logging into NTS, press thg key, found in the upper left corner
of your keyboard, to access the on-screen helg. file

. INSTALLATION: (Please choose all default directories during tis¢allation process)

1. Insert the NTS Installation CD into the comput&he 6. ClickNEXT on the 3 boxes that appear.

install should begin automatically. If so, go tefs®. 7. Choose Shortcut options, clMEXT, and thedNSTALL .
2. Click theStart button on the Windows Task Bar. 8. ClioK on Borland Database Engine install directory box.
3. Click Run. 9. Click OK if asked to install engine in folder that does exist.

4. TypeD:setup, (D is the letter of your DVD/CD drive.) 10. Cli¢KNISH when the SETUP COMPLETE box appears.
5. Click OK.

11. ForWindows Vista Users: After installing NTS, locate the icon bogcut to run NTS. Right click on the icon or sisat and
then click on Properties. Click on the Compatipitab at the top. Select the "Run this prograraragdministrator" option and
then click OK. Finally, restart your computer

. RUNNING THE NTS PROGRAM:

1. Click theStart button on the Windows Task Bar. 3. Follow the artowhe right with the pointer.
2. Highlight thePrograms or All Programs menu item. 4. Click th&lTS for Windows or The Nazarene Treasury Systenton.

Enter the Password, then Preg&nter> or clickOK..
(The default passwords are: Master passw@@B00 (five zeros)(use this password the first time yan NTS) , Contribution
password=CCCCC’, Counter’s password€OUNT’, Checkbook passwordsHHHH *)

[ll. _Optimizing the Screen for NTS: NTS minimum screen resolution 80 X 600pixels andNormal Font Size. In
almost every case, these setting do NOT need thdeged.

. Click the RIGHT mouse button on an empty arethefDesktop.

. Click Properties.

. Click Settingsand then choose at le&&0 X 600resolution.

. Click Advanced (XP), Appearance (Win Me) orSettings(98), thenAdvanced thenGeneral, (Select onlyGeneral for XP).
. ChooséNormal or Small Fontsin the Font Size box.

. Click Apply, then clickOK.
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IV. NTS FEATURES: The 5 primary features of The Nazarene Treasusgedy are accessed from the Main Screen. The
Church Name should be displayed at the top ofstieen. To access these features, Click the appdiccon or button.

1. Contributions - This feature is used to post contributions angrint contribution reports or receipts.

1. To Post Contributions

1. Confirm that the selectdiate is correct (upper left corner). Change the dateexessary. Right click the right or left
arrow buttons to change the date by one year.

2. Confirm that the selecte&fkerviceis correct (Primary Service Box). Click on thénRary Service box to change it.

3. OPTIONAL: You can chooseRrimary Fund and Type. Select the fund and/or type you want from theesponding
box. All new entries you add will automaticallyeuthe selected Fund and type.

4. Select a Name or Envelope:#Click the name inside the Contributor's Name lboXype in one or more letters of the
contributor’s last name or Type tEmvelope # The name will appear in the large Name box. (feidf screen)

5. ToRecall a prior contribution, press th&space bar>or click on an amount in the recall box to post $ame contribution
as a prior week. Enter a check number if you waustive the check number. Skip steps 6 - 12.

6. Press theEnter> key or Double-click on the selected name or ClitkAdd New Entry button. A new line of
information will appear in the box in the middletb& screen with the current date and servicedfitie and the Fund List
box (yellow) will appear below the Fund Column.

7. Selectund. Double-click Fund or type first letter(s) of thend name and pres&nter>. To add a fund, clicklew
Fund. Type in Fund name. Uncheck Tax Deductible Bduirid is not tax deductible. Clickaveto save the new fund.

8. Enter théb Amount.

9. To specify a contribution as Check, CurrencyinC@oods Credit Card, Debit Card, EFT or Otheesgrthd_eft arrow
key on your keyboard or click inside the Type boxleBethe type with your arrow keys or mouse anah gheess
<Enter>.

10. Type in the Check number or other number ifrddgnot required).

11. ToSave(Post) Contribution Entries: PresBrter> or Click on theSave Change$utton.

12. ToCancel Contribution Entries/Changes: Pre&se> (upper left key on keyboard), or Click tBancelbutton.
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The Nazarene Treasury System

**Note: TheCash (Generic Giver)name has been automatically added to your Nansts Ril Loose or Undesignated
contributions that are received should be crediteitlis Contributor.

2. To Edit Contributions.
1. To change thBate on a line: Double-click thBate column, click on the correct date in the calendar.
2. To change th8erviceor Fund on a line: Click the column and row of tBerviceor Fund, select the correct Service
(pink box ) or Fund (yellow box) from the list whi@appears.
3. To change th& Amount: Click on the Amount column and Enter the corretount.
4. ToSaveor Cancelchanges: (See sections 1.9 or 1.10 above)

3. To Delete Contributions Select the line to be deleted, then
1. Click on theDelete Entry button or press thgeletebutton on your keyboard.
2. Click onOK or press Enter> in the Confirm Delete box that appears.

4. Show Options

1. Check the&show All Servicesbox to show ALL contributions for all Services éatked by default.) Uncheck this option to
view contributions for the selected service only.

2. Check theshow All Datesbox to view all contributions in the current calan year.

3. Click Setupand therShow Env. Numberto view contributors envelope numbers in the dbuator list.

4. Click theShow Totalsbox to view totals for either the currently seéetContributor or the Entire Congregation. The
Service Totals and Fund Totals will summarize afitcbutions taking into consideration the Date &aalvice Options.

5. Click Setup and theshow Env. Numbersto view envelope humbers in the Contributor naiste IClick Hide Env.
Numbersto remove the envelope numbers from the contrildigb

5. To Print Receipts, Labels or Envelopesor one or more contributors, click on one naméhmNames List.
1. Click thePrint button at the bottom of the Contributor names list
2. Double-Click on other names to print. Names will be highlighite green. (Double-click again to de-select names)
3. SelecReceipts Labels or Envelopesin thePrint option box (green)
4. Click thePrint button. (green box)
5. If printing Labels or Envelopes, see sectionlB.below. If printing Receipts, see section 1(hert page.

6. To View/Edit/Add Contributor Information: Changes can be made from either the Contributidetup screens.
1. Making changes from the Contribution screen:
1. ToAdd a new contributor, click thadd Contributor button at the bottom of the Contributors name ligb
View/Edit the information, click the contributor's name hetname list with the RIGHT mouse button.
2. Type in the Contributor’s information.
3. Click theSave Contributor Info button.
2. Making changes from the Setup screen:
1. Click theSetupbutton, then chooddames List
2. ToAdd a new contributor: Click thAdd Name button, enter the Last Name, First Name, Envel{pgtional),
Address, City, State, Zip Code, Phone # and Endaitess, then press th&rter> key.
3. ToSave the ChangesChanges are automatically saved after presdirges> from the Phone # or by clicking the
Save Namebutton at the bottom of the window. (List will safphabetically or by Envelope #)
4.To CancelChanges: Click on th@ancel Changedutton or presalt+C.
5. ToRemove/Add this name from the Active List Double-click theActive? Column. (“Yes’ or ‘No’ will appear)
6. ToShowonly Active or InActive Names: Click the corresponding button below thst.Li
7. ToSort the Names List by Envelope # or Alphabetically:ckiUnclick theSort by Env #box below the List.
8. ToView the Names List for Bifferent Calendar Year: Click the Up/Down arrows next to the Year. (upfedt)
9. ToCopy NamesList from previous calendar year: Click tBepy Names from Previous Yeabutton.
10. ToDelete Names Click theDelete Namebutton or presalt+D. (Delete ALL Contributions for this person first)
11. ToExport the Contribution Names list: Click tlexport button and follow instructions for Section 2.26&low.
12. ToPrint/Setup Labels, Envelopes or a Directory Click corresponding button at the top of theesa.
1. Select Names Double-click thePrint? column or pressspacebar next to Name or clickelect Allbutton. To
quickly find a name, type in the first letter okthontributor’s last name.
2. Click theStart Printing button.
3. ToEdit Label/Envelope information, reposition fields omp different formats, see Checkbook section 2.15.
4. ToStart Printing : Click thePrint Directorys button. (See Checkbook section 2.15)
13. ToCombine 2 Contributors: Click the Combine 2 Contributors button.
1. Select the 2 contributors you want to combime, fiom each list.
2. Fill out the information for the combined cobtrior, name, address, etc. To use the addregstame number
from one of the two contributors you are combinidigk either the "Use Contributor #1 informatioor'"Use
Contributor #2 information" button.
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The Nazarene Treasury System

3. Click theCombine button. Click Yes to combine the two contributorsclick No to cancel.

7. To Enter/Edit Services Click theSetupbutton, then choosgervice List

. Click theNew Servicebutton or press thasert button on the keyboard.

. Enter theService Namethen pressEnter>. The list will automatically save.

. ToSaveService: IfSavebutton is shown at the bottom of the screen; dtickr press<Enter>.

. ToDeleteService: Click thédeletebutton. (Delete ALL Contributions that use Seevitrst).

. Tocopy Servicedrom previous year: Click th€opy Prior Year List button. The Service, Fund and Name Lists will
copy ONLY if there are NO contributions entries foe year.

. To change the order of the Services, click aag @ service up or down in the list to changedisition.

. ToPrint the list of services, click the printer button.

. A new service can be added while entering doution entries. Start a new entry and then clickdea the Service Box.
Click New Service type in Service name and cli€ave

To Enter/Edit Funds: Click theSetup button, then chooseund List.

1. Click theNew Fundbutton or press thesert button on the keyboard.
2
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. Enter thé=und Name then press Enter>.

. Enter theTax Deductible statusof the Fund by double clicking in tiie@ax Deduciblecolumn, or click ofax
Deductible column and presg or N.

. Press Enter>. The list will automatically save.

. ToSaveFund: IfSavebutton is shown at the bottom of the screen; kdtic or pressEnter>.

. To change the order of the Funds, click and dragd up or down in the list to change its positi

. ToPrint the list of Funds, click the printer button.

. ToDeleteFund: Click theDeletebutton. (Delete ALL Contributions that use Fuirdtj

. Tocopy Funds from previous year See #7.5 above.
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9. To Setup/View PledgesClick the Pledgesbutton. You must log in witMASTER password to use Pledges.

1. ToAdd a New Pledge: Click the Add New Pledge buttdgpe the new Pledgdamein column 1(i.e. Faith Promise)
Double-click theStart Date column, click on the Start Date in the calend@epeat the above process for Brel Date
column. Type th& Goaldesired.

2. ToLink Pledge td-und(s): Click theFund column next to the applicable year. Double-clieknd on yellow menu.

3. ToCalculate the Pledges: Click th@alculate Pledgebutton inside the bright blue area.

4. Set thePledge Filters Choose the Filter Options that are desired irldlwer-right part of the screen. The available
options are: Pledges/$ Received/Balances >$0,=$0),and ALL.

5. ToEnter/Edit a Contributor's Pledge:  Type the $ Pledged next to the Contributodme.

6. ToSort the Pledge Name List: Double click on the column header for Name, ®iBésl, $ Received or Balance. Double
click on the column header again to reverse therord

7. ToEdit/View a Contributor'sName Link: Click theShow Name Link List button , then choose the corrézme next
to eachYear on the list if an **" appears on that line.

8. ToPrint a PledgeReport:  Click thePrint Pledge Reportbutton.

9. ToView a Contributor'sGiving Record:  Click theShow Giving Recordbutton.

10. To printPledge Recei:

1. Click thePRINT PLEDGE RECEIPT(s) button to the right of the Names list.
2. Choose either to print a receipt for the setbatdividual only by clickingfTHIS CONTRIBUTOR ONLY, , orto
print receipts for ALL names on the list by clicgitheALL CONTRIBUTORS ON LIST option.
3. Choose to print either one or two receipts @a&repby clicking/unchecking ttePER PAGE option.
4. Choose whether to use the name and addresslase#tions from the regular Contributions Recelptslicking
or unchecking th€USTOM LAYOUT option. This is typically used for mailing rectspn windowed envelopes.
5. Click theSTART PRINTING button.
11. ToDeletea Pledge: Click thBelete Pledgebutton. (Deleting WILL NOT delete any Contributionformation)

10. To Print or View Contribution Reports: Click theReports button, then choose one of the following:

Contributor Report : Lists each Contributor with Service, Fund, anéirffount given, and the corresponding $ totals.

Totals Report  Shows the Total $ given for each Fund, sumzedrby Service.

Receipts: Prints a Charitable Contribution Receipt for sieéected Contributors. On this report, you carckjyifind a
single contributor by typing in the first letter thfe contributor’s last name.

Detail Report: Shows detailed contribution information.

Deposit Slip Totals contributions by Type and lists all Checkries with Contributor Name and check number.

***  The following Ranges and Filters can be sat €ontribution Reports: (yellow boxes on left safescreen)

1. SpecifyDate Range Click theStart or End Date buttons and click on the desired date in the GilenDouble-click the
text “Date Range” to select the entire CalendarrYea
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The Nazarene Treasury System

2. SpecifyServiceOption: Each Report (except Receipts) can begquifdr a specific Service or for All Services. Jadect
more than one Service, press and hold dowiCtHRL key and click on each Service to include in theore

3. SpecifyFund Option: Each Report (except Receipts) can begatifor a specific Fund or for All Funds. To s¢lewre
than one Fund, press and hold down@A&RL key and click on each Fund to include in the repor

4. SpecifyNamesOption: For Receipts, double-click on names tectethem for printing or clickselect All Names For
other Reports: Select a Contributor’s Name fromligtefor a Contributor specific report. To selewbre than one
Contributors Name, press and hold down@iéRL key and click on each Name to include in the repor

5. Set theAmount Filter: (Receipts and Detail Reports) Type the deskrédnount in theAmounts> box to show only
names that have given more than the amount specifias filter can also be set to show Amountsesglthan) an
amount by clicking the text “Amounts >".

6. SelecReport Format: (Contributor/Totals Reports) Click ttsHOW ITEMIZATION box to show the full detail of
Funds given to by each Contributor/Service, orickdhe SHOW ITEMIZATION box to show only Totals. (Receipts)
Select the QUARTERLY box to show contribution tsthly quarter (only available within 1 calendar yeSelect the
SHOW ITEMIZATION box to include a detailed listiraf contributions by date.

7. SpecifySignature Linesto Print: (except Detail Reports) Click the baxhto each Signature line (lower-left screen) and
then either type the name in the signature boxpsesls <Enter>, or select the name from the dropadmenu. New
Counter’'s names will automatically be added torttemu after they have been entered. To delete at@dainame from
the menu, click the name and then press the <Backspor <Delete> button on the keyboard.

8. SpecifyType Option: Each Report (except Receipts) can bergések for a specific Type or for all Types. Toestlmore
than one type, press and hold down@T&rL key and click on each Type to include in the répor

9. SpecifySort Order: To change the order of the items listed on épert, Double-click the column Title or:

1. Click the Sort Criteria to change in the SORTOER box. (Date, Name, Env #, Service, Fund or Amtpu

2. Click the Up/Down buttons to the left of the S0rder box. (Order will change accordingly)

3. (Contributor/Totals Report) Sort Order can cleaagly when SHOW ITEMIZATION box is NOT checked.
10.“Show” Options: (Detail Report) Click/Unclick the boxxtido the Services, Funds, Names or Env #s to dhide/these

columns.

11. SelecBank Account (Deposit Slip only): Choose the bank account lbictv the deposit will be posted. The bank
account name, routing number and account numbeapplear on screen and be printed on the report.

12. SetFont Size(Deposit Slip only): Select the font size you wahen printing the report from the font size box.

13. Exclude Non-DeductibleOption (Receipts Only). Select this option if ybo not want any non-tax deductible
contributions to appear on the receipt.

14.Exclude HeaderOption (Receipts Only): Select this option andfikader (church name, address, phone number) will
not be printed on the receipt.

15.Canada Format Option (Receipts Only): Select this option to prirformation on the receipt required by the Canada
Revenue Agency.

16. ToPrint: Click thePrint button.

17. ToExport the Contribution Report data: Click tR&port button and follow instructions for Section 2.208low.

18. ToSetup ReceiptsClick theSetupbutton, (only visible if no names are selectedpignting) then follow the
instructions for Section 2.15 below. To print assege and/or scripture on the Receipts, followrtsuctions for
Editing Fixed Text in section 2.15.3 below.

11. To Access the Graph ReportSee Section 2.24 below.
12.0n-Screen Calculator:See Section 2.28 below.

2. Checkbook- This feature is used to post journal informatml to print reports or checks.

1. Confirm that the selected Fiscal Year is correc(top-left of screen)
1. To change Fiscal Year: Click the left/right aveoof the fiscal year (upper left corner) to setbetdesired year.
2. To change th8tart and/or End Datesfor the Fiscal Year: Click th8tart or End Date, then select the correct Date from
the calendar, then PresBrter> or ClickOK.

2. Confirm that the selected Bank Account is corrdc (Upper left of yellow area in box)
To change Account: Click the arrow pointing dowmext to Account name) then choose correct Account.

3. To Enter Checks Click theCheck button on the left side of the screen or spfdt+C.
1. Confirm theDate is correct.(top of teal box) To change the datek énside the Date box, select correct Date, therss
<Enter> or ClickOK. Optionally, press thgp Arrow or Down Arrow keys to change the date by one day.
2. Confirm that the&Check #is correct. Check #s automatically sequencesid available #. If not correct then Enter the
correct #, then presd&ater> or Click inside Pay to the Order of box.
3. Specify Checlayee This is done by selecting a Payee from the bistEntering a New Payee Name.
To Select a Payeégreen box): Type 1-5 letters of the name orarsew keys, then presfEnter> or Double-click name.
To Enter a New Payee(Also see Section 1V.2.19)
5
© 2011 David Watson



The Nazarene Treasury System

1. Type the New Payee Name inside the white box toethe words Pay to the Order of.
2. Click theSave as New Paydautton or Pressknter> (if new Payee Name is 5 or more characterspressAlt+N
3. Enter Address, City, State, Zip Code, Phoned¢/sstount #, if desired, then Clidgave Payee Info or presalt+S.

4. Enter theés Amount. (DoNOT preface the $ Amount with @™ Checks are understood to be debits.) Next,gres
<Enter> or Click theAdd Line button or Double-click thExp. Cat. column. Double-click inside the Amount box
to set the Amount=sum of Detailed Transactions.

5. ToRecall a MEMORIZED CHECK for a payee: Click one of the checks that appe#né Recall Check list, or press
<space>, /" or '\’ from the Amount box. Go to st8p To close the Recall List, click the minimizar lfupper right
corner.)

6. Enter theDetail Transactions (No limit to # of Detail Transaction lines)

|* - Required fields - In order to post a transaction, fields with an * BlUbe filled in|

(Press any letter to quickly locate accounts inftifilewing menus)

* 1. Specify theExpense Category (This is the Category of Expense Accts to beatddp Click or Double-click the
correctExpense Categoryon the list, then press=nater> or click the next column. To add a new Categoligk the
New Categorybutton, type in the Category name, and then Giake

* 2. Specify theExpense Group (If no group selection is desired, select (Npn&lick or Double-click the correct
Expense Groupon the list, then pressnter> or click the next column. To add a new groupskctheNew Group
button, type in the Group name, and then cBelve

* 3. Specify theExpense Account (This is the Budget Item that will be debitedic& or Double-click the correct
Expense Accounton the list, then pressater> or click the next column. To add a new Accoutick theNew
Account button, type in Account name and budget (if deBirand then cliclSave

4. Enter &Comment Type in a Comment related to the current lihentpress Enter>.

* 5. Specify thelnternal Category: (This is the Church Department to be debitedtits expense) Click or Double-
click the correctnternal Category on the list, then pressnater> or click the next column. To add a new Category,
click theNew Categorybutton, type in Category name, and then cBelve

* 6. Specify thelnternal Account: (The Departmental Account to be debited for éxpense) Click or Double-click the
correctinternal Account on the list, then pres€nater> or click the next column. To add a new Accoutitk the
New Accountbutton, type in Account name, and then clBdve

* 7. Enter theb Amount. Press the <space>, '/’ or '\’ to automaticalll ifn the Amount.

8. Click theSavebutton (Below the Detail Transactions box) opress Enter>.
9. Continue steps 1-8 until all Detail Transactioes have been entered. The Total $ Amount oDl
Transaction®UST equal the Check $ Amount!
10. If theSavebutton is visible at the bottom/right of the Defainsactions box, the current line has not yehbee
posted. Click th&avebutton to save the Detail Transaction line.
11. ToCancel changedo a line: Click theCancelbutton (bottom/right) or pres&sc
7. ToSchedule a Check Type the description (i.e. if adding a checktfee monthly Water Bill, type “Water Bill"), choose
the frequency and the Next Date for the check tpadié in the bright green box located in the uppftrarea of the screen
titted “Add to Check Scheduler”. (This box onlypaars if the Check is ready to be saved)
8. ToSave the Check Click theSave Changesutton (left side of the screen) or PreBater>.
9. ToCancelthe Check Information: Click th@éancel Changedutton or pressksc>
(All Check information will be restored if editingr deleted if entering a new check.)
10. ToVOID a Check: Click th&OID button. No Detail Transactions can be entereéfgoid Check.
11. Tochange a check typeafter the check has been saved, double-click ewchieck type in the transaction register to
change the check from a regular check to an EFTkchevice versa.

4. To View/Add/Edit Scheduled Checks Click the SETUP button at the top of the Chmmxkk screen and choose

CHECK SCHEDULER from the menu, or Check Scheduldirautomatically appear when checks need to begaos

1. To Post Scheduled Checks¥Verify that “Today’s Date” at the top of the ClkeBcheduler screen is the date that you want
to use as the Check Date. If not, then click @ ahange to the correct date. Double-click inR@ST CHK? column to
select (or de-select) the checks to be postedn $pecify the $ Amount for each check and verify Brayee and Bank
Account for each check. Change any check Numhmrswant to change. Finally, click the POST SCHERIL
CHECKS button.

2.To Add a new Scheduled Check:Click theAdd Scheduled Checkbutton.

3.To edit a Scheduled Check:Click on the check in the list.
1. To change theheck date: Click on the date and choose a new date froncdlendar.
2. To change theheck type: Click on the check type and choose the desined.ty
3. To change theheck number: Click on the check number and type in the desiteztk number.
4. To change theheck description: Click on the description and type in a new desiomn.
5. To change thamount of the check: Click on the amount and type inw& aeount.
6. To change theheck frequency: Click on the frequency and choose the desireguiFacy.

6
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7. To change thBayee or Bank Account: Click on either and choosing a new payee/bankatcfrom the list.
8. To change aexpense or internal account: Click on the category, group, or account in tia@saction detail listed at
the bottom of the screen and choose a new categianyp, or account.
9. To change thamount of a detail line: Click on the amount and type in a new amount. TEOCheck total and total
of detailed lines must be the same amount or ydiunai be able to post the check.
4. ToDecline Posting Scheduled ChecksClick EXIT on the Check Scheduler screen.
5. Todelete a scheduled checkClick on the check and then click tbeletebutton.
6. Toview only checks scheduled to be paidClick theSelected Checks Onlyption.
7. Toprint a list of your scheduled checks: Click the Print button located below the Exittout To include the transaction
detail in the print out, check th@ Transaction Detail option.

5. To Enter Deposits Click theDepositbutton on the left side of the screen or fdsD.
1. Confirm theDate is correct.(top of teal box) Double-click Date berlect correct Date, presgnrter> or Click OK.
Optionally, press th&lp Arrow or Down Arrow keys to change the date by one day.
2. Confirm that théeposit #is correct. Deposit #s are automatically cal@mddo the month & day. If not correct, then
Enter the correct #, then pressiter> or  Click inside th&mount box.
3a. ToAutomatically Post the Contributions into the Depog:
1. Each Contribution fund is linked to a specifiternal account. To change the link, click onltiternal Acct. in the
red box and choose a different internal acct.
2. To link a fund to a bank acct., click in the katct. box and choose a bank acct.
3. To select a fund to be included in the depdsitible-click in the first column to put an X" imetcolumn. All funds
marked with an X" will be included. To removeuad from the deposit, double-click on the X' tmowe it.
4. To show Contribution information for other daé@ge(s): click the Date above the red box and thewse the desired
Start and End dates.
5. Click theAuto-Post button below the red Sunday Fund Totals box. Whiigoost the $ Amount given for each marked
Contribution Fund to the Internal Acct shown nexthe Fund(right column in red box).
6. Click Save Changeso save the deposit.
3b. ToManually Post the Deposit:
1. Enter theb Amount and press Enter> or Click theAdd Line button or th&Commentcolumn or Double-Click
the EC column for Expense Credits. (See section 3.9vijelo
2. ToRecall a MEMORIZED DEPOSIT : Click one of the buttons that appear in the gte@nto the left of the $
Amount, or press <space>, /' or ‘\' from the Amdbox.
3. Enter theDetail Transactions (No limit to # of Detail Transaction lines)
1. Enter &Comment Type in a Comment related to the current lihentpress Enter>.
2. Specify thdnternal Category: (the Department to be credited) Click or Doutliek the correctnternal
Category on the list, then pressater> or click the next column.
3. Specify thdnternal Account: (The Departmental Account to be credited) CtickDouble-click the correct
Internal Account on the list, then pressnater> or click the next column.
. Enter theb Amount.
. Click theSavebutton (Below the Detail Transactions box) @ress €nter>.
. Continue steps 1-5 until all Detail Transactioes have been entered.
(The Total $ Amount of the Detail Transactidif)ST equal the Deposit $ Amount!)
7. If the Savebutton is visible at the bottom of the Detail Tsaantions box, the current line has not yet beetepos
Click it to Savethe current line.
8. ToCancelchanges: CliciCancelbutton below Detail Transactions box or preEse:
9. Expense Credit Entries Expense Credit entries on a Deposit are usetettitexpense accounts so that neither
income or expense is actually generated for aquéati transaction or combination of transactioBgpense
Credits are ONLY applicable to Deposit entries affdet the effects of Checks or Expense Adjustmenits make
an Expense Credit Entry on a Detail Transactiom tiha Deposit:
1. Double-click theeC column of the Detail Transaction line or pres<,C or <space
2. Select th&xpense CategoryExpense GroupandExpense Account (The Account to be credited)
4. ToSave the Deposit Click theSave Change$utton (left side of the screen) or PreEster>
5. ToCancelthe Deposit Information: Click th@ancel Changesutton or presskEsc> or preslt+C.

(o262~

6. To Enter Electronic Checks (E-Checks):Click theEFT-Check button and then use the same procedures as a Check
entry (See #3 above).

7. To Enter Interest Click thelnterest button and then use the same procedures as aiDepng. (See #4 above) (Interest
Entries only affect Internal Categories and Acceynt

8. To Enter Expense Adjustments Click theExpense Adjustmentbutton and then use the same procedures as a Check
entry (See #3 above) , except that no Payee idviest@nd both Positive or Negative entries candelu To make an
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amount negative, precede the $ Amount with “-’e.(¥{500.00) ALL Amounts are considered POSITIVHess specified as
Negative. Expense Adjustments are typically useshter Service or Check Charges.

9. To Enter Income Adjustments Click thelncome Adjustment button and then use same procedures as a Deptrigit e
(See #4 above) (Income Adjustments only affectrh@eCategories and Accounts.)

10. To Enter Transfers: Click theTransfer button. Transfers are usednmve funds between Internal Accounts(NOT
between Bank Accounts)
1. The $ Amount is automatically set to $0.00 aadnot be changed.
2. This requires that the sum of the Detailed Taatisns Amounts must also EQUAL $0.00.
(This is the nature of transfers. $ are transteawt of one or more accts., into one or more gccts
3. Remember that Transfer OUT line Amounts mugtrieeeded with a “-”. (i.e. -10.00)
4. Likewise, Transfer IN line Amounts will be ergdras Positive numbers. (i.e. 10.00)
(Transfer Entries only affect Internal Categoried &ccounts.)

11. To Enter Multiple Transactions of the same type After completing a transaction, presBnter> to start a new
transaction of the same type.

12. To Edit Transactions: Highlight the transaction to be edited in the Teati®n Register box.
1. Click theEdit button or presalt+E or press Enter>.
2. Follow the same protocol as when Entering th@agriate transaction.

13. To Delete Transactions:Highlight the transaction to be deleted in the Beamion Register box, then Click thelete
button or press thBeletebutton on the keyboard.

14. To Search for Transactions:To search for Transaction #'s, $ Amounts, Payease®or comment, type the
information to search for in tHeearchbox, then click the gray checkmark button or ptes$-3 key. Clicking the button or
pressing-3 again will locate the next occurrence.

15. To Reconcile Transactions:
1. Right-Click on th&Rec?column to set the Transaction Register Filtergéopnciling. (see Section 34 below)
2. Click on theRec?column of the Transaction to reconcile, then Pr&gster> or <spacebar or Double-Click inside the
column.
3. A blue box titled “Reconciliation Report Optidngill appear next to the transaction.
4. Select one of the three Report options.

#1. Create New Report: Click the Date box near the top of the screerebtin“Create a new Reconciliation Report,”
then select the desired date for the report fraerhlendar and Click OK on the Calendar window.

#2. Add this transaction to a previously generated Rept:  Select the desired Report in the menu box locladdalwv
“Add to an existing Reconciliation Report.” If yaieed to include transactions from two differersicil Years, then
Reconcile on year first, then change the Fiscal sethe top of the screen and Reconcile a traiosaict the other
year and choose the correct Report from the menu.

#3. Reconcile without using a Reconciliation Report:Click the circle next to “Do NOT include this trsaction in a
Reconciliation Report. (Report Mode=0ff).” If yahoose this option, then any transaction that woomcile during
this session will not be included on a report, sslgou first view a Reconciliation Report. (seé #élow)

5. Click the OK button at the bottom of the bluexbo

6. You may be asked if would like to include infation from the previous or next Fiscal Year. Cleoges or No.

7. The Reconciliation Report will appear on thé¢ &de of the screen. (See Section 22 below.) Relenl Transactions will
appear on the bottom half of the Report with théalRoat the top.

8. Continue Reconciling other transactions. (sealtive)

16. To Print/Setup Checks, Labels or Envelopes:
1. Checks:
1. Highlight (Click-on) thel® Checkto be printed in the Bank Transactions box.
2. Click thePrint button.
3. Double-Click thdast Checkto be printed. You can select or de-select athecks for printing by Double-Clicking on
the check. Checks will always print in numericaler even though they may appear out of orderarigt .
. Click thePrint Checks button in the green box.
. To Edit Check information or change the fielditions, see the next sectid@etting Up Checks
. To Start Printing: Click thBrint Checks button at the top.
. Select the desirderinter, and then cliclOK in the Printer box.
. Specify theRow/Column to begin printing on, then cligRK. (if more than 1 row/column per page)
2. Labels/Envelopes:
1. Click on aCheck or E-Checkin the Transaction Register.
2. Click thePrint button below the register

co~NO O b~
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2. Select the Print Optioi.ébel or Envelopé in the green box on the left side of the screen.

3. Double-Click any other check/E-Check or payees that you wantgal. Labels/Envelopes will be printed in theard
they appear in the Register.

4. Click thePrint button in the green box. (see section 19.7 betovmriore instructions)

17. Setting-Up Checks for Printing: (Also for Labels, Receipts, Envelopes, Directoead W-2s/W-3s)
1. FORM SETTINGS - The Form settings are located at the top of ttie kar .
1. SetForm Size Click the arrows to set the Width/Height of edoim. Clicking the left mouse button changes the
value by 0.1 inch; right button by 0.01 inch.
. Click the expansion bar below the Width/Heigtttiag to see morEorm settings.
. SetForm Orientation: Click either thePortrait or Landscapeto set change the orientation.
. Set# of Rows/Columns of Forms per Pageclick the arrows to increase/decrease #.
. Set thélTop Margin: Set the amount between the top of the pagelanfirst form, then set that amount.
. Set thd_eft Margin : Set the amount between the left edge of the paddeft side of the form.
. Select thé-orm Type: To override previous form settings(Custom), @d®other types from this menu.
. Click theNew Typebutton to save your custom settings as a newttygitecan then be recalled later. After clicking
New Type, you can type in a name for the new spttie Type box.
9. If you want to delete a setting you have sasgebict the saved setting from the form list anckdheDelete button.

2. FIELD SETTINGS - The Field settings are located below the list elidfs (the black list) on the left side of the saree

1. Select &ield: Click aField Namein the black box on left side of screen or onghat preview. (The Field should
then be highlighted on the left side of the scraet a dashed red box will appear around the fildsible).

2. SetVisible status Double-Click the~ield Namein the Field List to show or hide the field. Aegn box indicates the
field is visible.

3. Set theX and Y Position of the field on the Form. This can be done in tvays: Drag the Field on the Print Preview
to the correct position. (large white box on rigltte) or Click the arrows next to the X Pos/Y Pogds. (left
button=0.05 inch, right button=0.01 inch)

4. To adjust additional settings, click the expandiar below the X and Y Position settings.

5. Specify thé=ont characteristics: Click theont tab. Click on the Font Type or Size to changeftimé type or size.
Select the Font, Size, and Style, then Clidk. Click the Font Justification option to selecftLeCenter or Right
Justification. Click the Color box to change fontars.

6. Set thawidth: Click theWidth tab. Use this setting to specify a maximum figldth. (width=0.0 means unlimited
width). If the width of the field is too wide, it eitheltUse Smaller Fontor Truncate.

7. Set theText Left/Right: Click the+ Text tab. Click the checkbox fdareft and/orRight. The text specified will be
appended to the left and/or right of the Field.

8. Set theFill Left/Right characters: Click thEill tab. Choose a character from these menus whitbeviised to fill
the unused portion of the Field width. Click iretbheckbox for Left/Right to specify which one &eu

9. Set theDate Format: Click theDate tab. Click the down arrow to open the date sgstimox. Select the desired Date
Options. ThePosition option determines whether the date is appendé#tktteft or right side of the text. The
Spacedetermines how far the year is printed from theeoparts of the date.

10. Set thé Format: Click the$ tab. Click the down arrow to open the currendtirsgs box. Select the desired $
Format Options. Th8ymbols L/R option determines whether the $ Amount is appetddide left or right side of
the text. TheSymbol/Amount Space L/Rdetermines if a space is placed between the $alyama the amount.

11. Set thd.ist Rows/Columns Click theList tab. Specify the # of rows and columns to be wgeein printing the list
and how to fill them. (Vertical Fill=top to bottofirst, Horizontal Fill=left to right first, Balare=Balance
rows/columns) Set column width and row height.

3. EDITING FIXED TEXT - Fixed text is the text that is ALWAYS printed orcégorm.
1. Click theView Fixed Text button in the bottom left corner. The Fixed Tleak will then appear.
2. Type in the desiretdxt in the Fixed Text column, then presSnter>.
3. ToAdd New Fixed Text: Press the down arrow key on #agbkard until a new line is created.
4. Click the small X’ button in the upper left corner of the View Fix&dxt box or thé/iew Fixed Text button to return
to normal Setup mode.
5. Toposition Fixed TextFields: see Field Settings above.

4. EDITING FORM INFORMATION - Each field can be edited on each form.
1. Click theEdit <Form> Information button in the bottom left corner.
2. Select thé-orm # to edit by clicking on it on the left side of thex.
3. Select thé-ield to edit by clicking on it.
4. Type in theText, Date and/or$ Amount in the applicable columns.
5. To de-select a Form from printing: double-clickhePrint? column.
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6. Click the small X’ button in the upper left corner of the form infieation box or th&/iew <Form> Information
button to return to normal Setup mode.

PRINTING FORM(S) - Click thePrint button at the top of the screen

1. Specify theRow/Column to begin printing on, then clicBtart Printing . (if more than 1 row/column per page)
2. Select the desird@rinter and specify thét of Copies then clickOK in the Printer box.

SAVING SETTINGS - Click Exit, thenOK on theConfirm Save screen. To revert to previous settings, clidncel

1. To save the settings as a new Type, click the Ngpe button and then type in a name in the FoypeTbox.

18. To Set-Up Bank Accounts:Click the Setup button and choosBank/Internal Acct Lists.

oO~NO UL WNBE

. Click theAdd Acct button in the red box area of the screen. (uppgat Gorner).

. Enter theAccount Name then press Enter>.

. (Optional) EnteAcct #andRouting #. Press Enter> after entering each number.

. Enter theriscal Year Starting Balance then press Enter>.

. Change the order of the accoubck and Drag accounts up and down the list to the desired iocat
. ToDeleteAccount: Click theDelete Accountbutton. (Delete ALL transactions first)

. ToCancelChanges made to existing accounts: Pré&sex

. Tocopy previous fiscal year Bank Account Ending Balaces forwardto the current fiscal year:

1. Click theBring Balances Forward From Previous Yearbutton.

2. Double-click thePrevious Year Ending Balanceon the right side of the screen, (green box) orualiytype balance
on the left side of the screen. (white box) Balawdkecopy forward.

3. Click Save Changes.

4. Click theClose Previous Year Listdbutton.

. To @py Previous year Bank Account List Click theCopy Previous Year or Default Listbutton.

1. Click theCopy All Prev. Year Set-Up Information or Default Set-Up Information button. (Bank Account Lists will
only be copied if NO transactions have been entirethe year.)
2. Choosing this option will copy the Bank Accounternal Acct., and Expense Acct. Lists!

19. To Set-Up Internal Accounts: Click the Setup button and choosBank/Internal Acct Lists.

1.

gabwnN

0 ~N O

9.

Click in the Internal Account list where the accourtbibe added. (Click on Category Name or anywhétieimthe
Category)

. Click theAdd Account button. (bottom left area of screen)

. Enter theAccount Name then pressEnter>.

. Enter theFiscal Year Starting Balance then pressEnter>. (list will automatically save.)

. Tochange the orderof an accountClick and Drag the account up or down in the list. Accounts caly be moved

within their category unless no transactions haenlposted for the current year.

. ToDelete Account: Click theDeletebutton. (Delete ALL transactions using Acct first)
. ToCancel Changes to existing accounts: PrelSsez.
. Tocopy previous fiscal year Internal Account Ending Bilances forwardto current fiscal year Internal Account

Starting Balances: see section 16.8 above.
Tocopy the previous year Internal Account List see section 16.8 above.

10. The_Sum of All Internal Account Starting BaleaMUST EQUAL the_Sunof All Bank Account Starting Balances.

(Total at bottom of red box must equal the Tatabottom of large white box)

11.To Set-Up Internal Acct Categories Click theSet-Up Categoriesutton. (top-right of yellow box)

1. Click in the Account list where the Category is to bdeat

2. Click theAdd Category button.

3. Enter theCategory Name then pressEnter>. (Category is automatically saved.)

4. Tochange the orderof a CategoryClick and Drag the category up or down in the list.

5. ToDelete Category Click theDeletebutton. (Delete ALL accounts that use the Catgdjost)
6. ToCancelChanges to existing accounts: PreBscz.

20. To Set-Up Expense AccountsClick the Setupbutton and choosexpense Acct List.

1.

coO~NO U WN

Click in the account list where you want to dldel new account. Click on tli&oup Name or anywhere within the group
that the account is to be added to. Click onGheegory Nameif the account is not to be added into a groupdant
will be added to the none or “- - - - - " group.

. Click theAdd Account button.

. Enter theExpense Account Namegthen press Enter.

. Enter theFiscal Year Budget then press Enter>. (account will be automatically saved)

. Tochange the positiorof an accountClick and Drag the account up or down in the list.

. ToDeleteAccount: Click theDelete Accountbutton or presalt+D. (Delete ALL transactions first)
. ToCancelChanges to existing accounts: PreBses.

. Tocopy the previous year Expense Account Lis{See section 16.8 above)
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9. Tocopy budgets from the prior year budget planney click the "Set Budgets = Previous Year BudgehRés Budgets
button.

10. ToHide the expense accounts, un-check\fi@v Expense Accountdox.

11.To Set-Up Expense Account Categories:

1. Click in the list where the new Category is &duded.

2. Click theAdd Category button.

3. Enter theCategory Name then pressEnter>. (The list will automatically save.)

4. Tochange the positiorof a CategoryClick and Drag the Category up or down in the list.

5. ToDeleteCategory: Click th@®eletebutton. (Delete ALL accounts/groups first)

12.To Set-Up Expense Account Groups:

1. Click in the list where the new group is to lieled. Group will be added to the Category aboeesiected position.

2. Click theAdd Group button.

3. Enter theGroup Name, then pressEnter>. (The list will automatically save.)

4. Tochange the positiorof a GroupClick and Drag the group up or down in the list.

5. ToDeleteGroup: Click theDeletebutton. (Delete ALL accounts in group first)

13.To Print the Expense Account List click the print button at the top of the window.

1. Click the down arrow button next to the printtba to change the print optionShow “None” Group Totals will
print a total line on the report for all accourtattare not in a group. Tihulti-Column option will utilize all
available page width and print the accounts in ghore columns if possible. TiName Only option prints only the
account names and does not print the budgets.

2. Click Print .

14.To Print a Budget Planning Report: Click theBudget Planneroption.

1. Click theBlank option to print a list of accounts with one adutital column, only, for writing in new budgets.

2. To enter budgets for the next fiscal year, typihe new budgets in the new budget column.

3. Choose other print options, see section 12.¥eabo

4. Click Print.

21. To Enter/Edit Payee NamesClick theSetupbutton and chooseayee List.
1. ToAdd a New Payee Click theAdd Payeebutton. Enter the Payee Name, Address, City eSEp Code, Phone #, and
Account # for the Payee.
. ToSave Changes Changes are automatically saved after presdiimges> from any box or by clickinave Payee
. ToCancel Changes:Click theCancel Changedutton.
. ToCopy Payees from previous fiscal yearClick on theCopy Names from Previous Yeabutton.
. ToDelete Payees Click on theDelete Payeédutton. (Delete ALL transactions used by Payes)fir
. ToPrint/Setup Labels, Envelopeor Directory: Click Print Labels, Print E nvelopesor Print Directory . (top)
1. Select PayeesDouble-click thePrint? column or pressspacebar next to Name or clickelect Allbutton. To
quickly find a payee, type in the first letter bbtpayee’s name. To select all Payees, cliciS#iect All button.
2. Click theStart Printing button.
3. ToEdit Label/Envelope/Directory information or Repositifoelds or print different formats, see Section®above.
4. ToStart Printing : Click thePrint Labels/Envelopes/Directorybutton. (see Section 2.14 above)
7. Optional Method t&dit/View Payee Information
1. In the Checkbook Transaction RegisRIGHT CLICK on the name of the payee you wan¥tew/Edit.
2. Make any necessary changes inRhgee Information box.
3. Click Save Payee Infdo save changes @ancelto discard changes.

22. To View the Bank Transaction Report: Click theReports button and choosgank Transactions.

1. SpecifyDate Range Click Start or End Date, select date from Calendar, then preBster> or ClickOK. To select
the entire Fiscal Year, double-click the “Date Relhigxt.

2. SpecifyBank Account Option: This Report can be printed for a specific Bardc@unt or for All Bank Accounts. If you
choose to select one Bank Account, then you cancilsose to show onigeconciledor Non-Reconciledtransactions.

3. SetFilters: Select thd?ayeeand/orTransaction Typeto only view transactions pertaining to theseaes or select
SHOW ALL . (also select Expense Category/Group/Acct and/ertial Category/Group on Transaction Detail Report.
Multiple Payees can be selected on the Transabidail Report by holding down theShift> or <Ctrl> keys while
clicking the Payee Names.

4. SpecifySort Order: To change the transaction Sort Order, Doublé¢the column Title or:
1. Highlight theSort Criteria to change irSort Order box. (i.e. Transaction #)
2. Click on theUp or Down Arrow buttons. (above Sort Order box)
3. Double-click the words “SORT ORDER?” to reverke sorting direction.

5.Viewing Transaction Detail. To view the detail transactions for bank tratisas, Click theShow Transaction Detail
button (the printout wilALSO contain Detail Transactions)

6. ToPrint: Click onPrint Report (on the Top Menu Bar).

11

oOUTh WN

© 2011 David Watson



The Nazarene Treasury System

7. Exporting Report data: The data generated from the primai$ Reports can now be exported to a Comma Separated

Values file (.csv) or text file (.txt). These Blean then be accessed by other database softregmams. This feature is

available on the following Reports: Bank TransactiTransaction Detail, Periodic Financial, Ann@dntributor,

Totals, Deposit Slip, Receipts and ContributiondiletOptions under steps 2 and 3 are not availlall reports.

1. Click theEXPORT button located at the top of the report screen.

2. Select the fields that you want to include i@ fire by clicking/unchecking in thEXPORT? column next to each
field.

3. Choose whether to use line feeds in the filellking/unchecking th&JSE LINE FEED option.

4. Click theSAVE TO FILE button and specify the file destination and naraenfthe navigator window that appears.

5. Click theSAVE button. (or close the Export window by clicking % button in the upper right part of the window)

23. To View the Transaction Detail Report: Click theReports button and choosEransaction Detail.

A WN P
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. SetFilters: see sections 20.1 — 20.4 above.

. Specify theriscal Year. Change the Fiscal Year range by clicking thet@ad year then clicking the up/down arrows.
. ToView/Hide Columns. Click/Unclick theShowbox next to any filter. (also affects the printegort)

. Set theAmount Filter : Type the desired upper and lower $ Amounts tegie<$ Amount< box to show only

transactions that are between the 2 Amounts.

. Toview Totals for all transactions listed,click the option(s) for which you want to see teta the Totals Summary box.
. To Print: Click orPrint Report (on the Top Menu Bar).

. ToIncrease/Decrease Font Sizelick w/ Right Mouse Button the up/down arrow touis at the top-center of the screen.
. ToExport Report data: See Section 20.7 above.

24. To View the Reconciliation Report: Click the Reports button, then choosReconciliation Report

1.
2.
3.

Choose the desired report from the menu aiojhef the Report.
ToPrint the Reconciliation Report: Click the Printer icatrthe top of the Report.
ToClosethe Reconciliation Report window: Click the ‘X’ tian at the top-right corner of the window.

25. To Access the Graph Report:.Click theReports button and choosBraph Report.

1.
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Select either BATE RANGE or COMPARISON type of Graph by clicking the applicable box.

1. If you selected ATE RANGE : Specify theStart andEnd dates for the Graph by clicking on the dates betmv
Date Rangetext and choosing the applicable date from the@idr box.

2. If you selecte€@ OMPARISON: Specify theYearsto compare by clicking the up/down arrows nexteStart and
End Years below th€omparisontext. Comparison graphs are limitedQblE Data Type.

. Select the GrapBATA TYPE by clicking the Contributions Income, Checkbookdnte and/or Expenses boxes.
. Select thé&unds/Accountsthat are desired from the pull-down menus witldnhesection by clicking the button with the

arrow pointing down on the right site of each s#&tti To select more than one fund/acct per sedtiold, down the
CTRL key on the keyboard while clicking the desieetounts.

. Choose th€ombine or Itemize Option. (if multiple accts/funds selected) Then@xine option graphs the selected

accounts as one acct, while the Itemize optiongvdbh each selected account separately. The kevpitton will not
function if a Comparison type graph has been cho3@nchoose all Accts/Funds, choose the ALL optibthe top of
each list.

. Select thé?ERIOD TYPE: If graphing aDate Range then select the type of period to graph. (Yedvlonth)

. Click theUPDATE GRAPH button at the lower-center area of the screesh@uld be flashing)

. SelecGRAPH TYPE: Choose eithetINE or BAR by clicking the applicable button in tié&raph Type box.

. SelecACCUMULATION type: If you would like the values in the grapheiccumulate from one period to the next, then

click YES in theAccumulate?box, otherwise clicNO.
To Change€olors/Sizes Move the mouse pointer over the applicable bath@LEGEND section of the screen and then
select the preferred color from the color menu.cliange the size of the line, click the up/dowmnwas:.

10. To Add or Change th@raph Title: Click on theTitle in the upper-center area of the screen. If f@istvisible, click

the graph border line in the upper-center are@btreen. Then, type in the preferred Titlea Sb-Title is desired,
then press Enter> on the Title line and then type in the Sub-TitRress €nter> when changes are complete.

11. ToPRINT the Graph: Click th@rint Graph button on the right side of the screen. The pdrgraph will be in the

same proportions as on the screen. To print &gk graph, select thNDSCAPE Orientation option for your
printer by clicking thePROPERTIES or SETUP button on the Printer selection box, then chookilyDSCAPE.

26. History Log: Click theReports button and choosidistory Log. This will show a listing of all activity withithe
checkbook including transactions, accounts, patledsare added, edited or deleted.

1.

ToSearch through the log:

1. Click the checkbox next to each option you wdikd to search by and enter or select what youtwasearch for.
2. Click the Search button or press E8key to search the log. The line that matche<titeria will be highlighted.
3. Click Search again or preis8 to see if there are additional transactions thatcinthe search criteria.
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27. Allocation Report: From the Checkbook screetick on Reports and theAllocations to view Allocations.
. To view the report while posting a check, clibkView Allocations >> button.
. To view the report while on the Check Schedsiteeen, click th&iew Allocations button (top left corner).
. To view allocations for the current month oryadate, click the corresponding radio buttontriexhe date range.
. To view theGross Incomecalculation, click the down arrow button nexthe gross pay. To see individual contribution
records for any fund, double click on the amountlf@ fund.
. To Setup Allocations, click dBetupand theAllocations from the main Checkbook screen.
. ToAdd anAllocation, click theAdd Allocation Acct button.
1. Type in the name of the allocation, and the @atage.
2. Double click in the Exempt column if any oth#o@ation(s) paid need to be excluded from incore. allocation can
be excluded from itself (i.e. World Evangelism Fund
3. ToAdd expense account links, click théutton to bring up the expense account list. D®glick on an accounts you
want to add to the allocation.
4. ToDeletea link, select the link and then click théminus) button.
3. ToAdd anExemption Group to an allocation, select the allocation and thak ¢the Add Exemption Group button.
1. Type in the name of the Exemption Group. (N@etage applies to exemption groups.)
2. ToAdd expense account links, click tléutton to bring up the expense account list. Deuglick on an accounts you
want to add to the exemption group.
4. ToDeletean Allocation or Exemption Group, select it andrtlelick theDeletebutton.
5. ToCopy Allocations from the prior year, click th€opy Allocations from 20##/20##button.
6. ToPrint the report, click th@rint button in the upper right corner of the reporeser.

28. To use Loans:Click theLOANS button. (upper-right)
1. ToAdd a Loan: Click theADD NEW LOAN button, then:
. Type the Loan Name in thé& ¢olumn. (Acct Name column)
. Specify the START & END DATES by clicking on tiart/End Date boxes.
. Click inside the 1PAYMENT DUE DATE box to set the first payment date
. Specify the Starting Balance (Loan Amount) i@ 8TART BALANCE box.
. Specify the Interest Rate in the INTEREST RATE.bTo set an annual % rate, add a ‘%’ after thewnt. (i.e.
7.9%) If not followed by a ‘%’, then the intereste is assumed to be the periodic interest rate.
6. Select the PAYMENT FREQUENCY from the Paymerdtrency box.
2. ToCalculate Loan Information: Click the CALCULATE button (right side of the screen.). If any inforioatrelated to
a Loan is changed, then the Loan MUST be re-catedla
3. ToLink to Expense Accts: The links to Expense Accounts allow automatic pagsinto the Loan Transactions anytime a
Check is posted to a specific Expense Acct. Farmple, if a Loan is for a Building, then the usen set the Expense
Acct links to the Local/Bldg Payments/Principle dratal/Bldg Payments/Interest Expense Accts.
1. Click theEXPENSE ACCT LINKS tab.
2. Click theNEW LINK button. (bottom-left)
3. Select the FISCAL YEAR by clicking the Up/Dowattons in the left column.
4. Choose the Expense Acct by clicking in tA&@lumn and choosing the Acct from the menu.
5. Repeat steps 2-4 to add additional links.

4. ToView Loan Transactions: Click the TRANSACTIONS tab.

5. ToAdd Loan Transactions: In addition to Loan Transactions being posted ftbenExpense Acct links, the user can
also manually add transactions to the Loan Traimsetist.

1. Click theADD button to add a new transaction.

2. Click inside the Date column to set the TrarieadDate.

3. Type the Transaction Comment in the large, cexgiimn.

4. Type the Transaction Amount in th& &lumn. Remember to use a ‘-’ for an amount shatuld be subtracted from
the Loan Balance. (i.e. -100.00) Pr&$¢$TER to post the amount

6. Transactions Options: (The Transaction Options are located on the rigl# ef the screen)

Round Calculations: Interest amounts are rounded each Payment Period

Check #: Transactions posted from the Journal are show@hsck #.

Expense Acct: Transactions posted from the Journal are showbxXmense Acct Name.

7. ToView Loan Amortization: Click theAMORTIZATION tab.
Amortization Options: (The Amortization Options are located on the rigjtie of the screen)
Std. Pmt: Choose this option to use the NTS calculated RayAmount.
Other Pmt: Choose this option to specify a user-defined RayfmPAmount. Type amount in white box.

Use Transactions: Choose this option to use Transactions from tlamJactions list as the Payment Amount. The USE
TRANSACTIONS option can be selected along witheaitthe STD PMT or OTHER PMT option. In this case,
TRANSACTIONS are used for each period, but if tk€y00, then Std or Other Pmt is used.

13

A WN P

N

OrWNPE

© 2011 David Watson



The Nazarene Treasury System

User-defined Payment Override: The user can change any single Payment amountdiyng) inside the PAYMENT
column and specifying the amount, followed by pirggshe ENTER key.
RESET button: Click theRESET button to remove the User-defined Payment Ovesride
8. ToPrint Loan Information: Click thePRINT LOAN INFO button. This report will list all Loans along Wwitheir
balances and a Grand Total Balance.
9. ToPrint Loan Transactions: Click thePRINT button at the lower-right corner of the Transawiavindow.
10.To Print the Loan Amortization: Click PRINT button at lower-right corner of the Amortizatioimnadow.

29. To View Current Internal / Expense Account Balaces: Click the View Acct Balancesbutton. A pop-up box with
current balances for all Internal and Expense aatsowill appear. Internal accounts that have atieg balance and
expense accounts that have gone over budget widlaagn red

30. To use Payroll: Click thePayroll button or presalt+R.
1. To Set-Up Payroll: Click theSet-Upbutton at the upper left portion of the Payrollesar

1. ToAdd an Employee:Click the Add New Employeebutton, then enter the Employee Information.
2. ToEnter/Edit the Employee’s Information: Click tHaformation tab at the top of the screen.

O©CoOO~NOOTA,WNE

. Type the Employee #, S.S. #, Name and Address.

. SelecEmployee Typefrom the menu. If Self-employed then check $tedf-Employed or Contract Labor box.
. Select Employe®larital Status from the menu.

. Select # of EmployelBependentsby clicking the left/right arrow buttons.

. Select EmployePay Typefrom the menu.

. Select EmployePay Periodfrom the menu.

. Select EmployePay by from the menu (paper check or electronic checidtideposit).

. Type Employee’&nnual Salary or Hourly $ pay rate.

. Type Employee’©vertime Hourly $ pay rate.

10. Select the currefRiscal Yearby clicking the left/right arrow buttons.
11. Select thé&xpense Accounto charge for the Employee’s Gross Pay.
12. Select thénternal Account to charge for the Employee’s Gross Pay.

NOTE: Each time a payroll check is generated, the aboyense and Internal accounts will BHARGED for the
Employee’s Gross Pay amount. There will also beeige and Internal accou@REDITED for each Withholding
amount. These will be specified similarly in thaexTWithholding and Deduction sections. To set upHEkpense and
Internal accounts, see thiow to Enter/Edit Expense Accountsaandinternal Accounts sections of this manual.

3. To speciffEmployee Tax Withholdings Click theTax Withholdings tab at the top of the screen.
1. Double-Click therax Withholding account in the list or pressspacebar (‘X' should appear next to the account)

~NOoO O~ WN

. Select th@ax Table for this account. See NOTE: at the bottom of ttrean for instructions.

. Select thé of ExemptionsandSpecial Exemptionghy clicking the left/right arrow buttons.

. Type in theExtra Withholding $ Amount to be withheld in addition to normal withholdings.
. Click theTax Exempt boxif NO $ are to be withheld for this account.

. Select th&xpense Accounto Credit for this Tax Withholding account.

. Select thénternal Account to Credit for this Tax Withholding account.(See N©above)

To Remove this Tax Accountfrom this Employee: Double-Click tteccountagain. TheX’ should disappear.
**Note: Only Tax accounts with theX' next to them will be withheld from Employees payeck.
4. To specifyfEmployee Deductions & Benefits:Click theDeductions/Benefitdab at the top/right.

1.
2.
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Double-Click theDeduction/Benefit accounf1® column). An X’ should appear.
Type in the Before-Tax $ Amount and/or % to hithiaeld from Employee’s Gross Pay. Use a negaiaree for
deductions to the Employee’s pay. (i.e. -100.00)

. Type in the After-Tax $ Amount and/or % to beéhhield from Employee’s Taxable Pay.

. Select th&xpense Accounto Credit for this Before-Tax Deduction.

. Select thénternal Account to Credit for this Before-Tax Deduction.

. Select th&xpense Accountto Credit for this After-Tax Deduction.

. Select thénternal Account to Credit for this After-Tax Deduction. (See NOirEsection 2 above) TRemove

this Deduction Accountfrom this Employee: Double-Click tleecountagain.
** Note: Only Deduction/Benefit accounts with th¢' ‘next to them will be withheld from/added to check

5. ToDelete an EmployeeClick theDelete Employeéebutton. (Delete ALL Payroll transactions used lydoyee first)

6. ToMake an Employee InActive uncheck the active box on the Information tatiswill remove the employee from
the list of active (or current) employees. UnchtekHide Inactive employees box to view inactingpéoyees.

7. ToPrint employee directory, envelopes or labelglick the print button. Select what you want tonpfrom the
options box. Double-click on a name to selectrosealect the name. Clicktart Printing and See Checkbook
section 2.15 for further instructions.

8. To Set-ueduction/Benefit Accounts Click theSetupbutton at the top and th&eductions/Benefits
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1. ToAdd a Deduction/Benefitaccount: Click théddd Deduction/Benefit button, and type in the account name and
then press Enter> or Click theSave Deduction/Benefibutton.
2. To specifyDeduction/Benefit criteria:

1. Type in the defauBefore-Tax $ amount and/or percentagéo be withheld from or added to Employee’s
Gross Pay. Use a negative amount for Benefitsripl&yee.

2. SpecifyTax Accounts for which this Before-Tax Deduction/Beefit appliesby double-clicking the Tax
Account. (An ‘XX’ should appear next to the accquiithese Tax Account withholdings will be calcuthte
AFTER applying the Before-Tax Deduction/Benefit amts to the Gross Pay.

3. Type in the defaulAfter-Tax $ amount and/or percentageto be withheld from or added to Employee’s
Taxable Pay. Use a negative amount for Benefisniployee.

3. ToDelete a Deduction/Benefit AccountClick theDelete Deduction/Benefibutton.

9. To Set-Uprax Accounts Click theSetupbutton at the top and thdmax Accounts

1. Tolmport(upload) Tax Tables from diskette:
1. Select th@ax Type from the menu.
2. Specify the disk drive and folder location of fhax Tables.
3. Click thelmport Tax Tables button.

2. ToAdd a Tax Account Click theAdd Tax Acct button, and type in the Tax Account name and posiand then
Click the Save Tax Acctbutton.

*NOTE: DoNOT Add, Change or Delete Tax Accounts or Tax Tabtdsas you ardBSOLUTELY SURE that
the changes you are making are correct.

2. To Generate Payroll:

1
2
3
4

5
6
7

. Click eachHPay Periodtype to select all Employees of those types arcsdtmployees individually by double-clicking
in the Status column next to each name. Status will chandeetading

. Enter number of hours worked for each hourly leyge next to each employee's name.

. Change th@ay Period Start/End datesnext to each Pay Period type.

. Click theCheck Datebox to specify the date of the payroll check(s).

. Specify theBank Account that the Payroll checks are to be paid from.

. Type in thel® Check #to be used for this batch of payroll checks.

. Click theGenerate Payrollbutton. Status will change Raid.

3. To View/Edit Payroll Entries: Choose thé&mployeeby clicking on their name.

O WNRE
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. Select théayroll Entry from the drop down list. Click the arrow buttoexihto the check date to view the list.

. To changé®ayroll Start/End Dates: Click the Pay Period date boxes. (beneath chetg{aeeck #)

. To chang&€heck #or Check Date Click on # or Date just below the Employee naméte right.

. To change the Check Type, click ttmvn arrow button betweerDate andCheck #and select type.

. To change thelours worked, Pay Rate $, O.T. Hours worked, O.T. By Rate $ or Additional Pay $:Type in the
correct amount and presgErter>. The Tax Withholdings will automatically be ralculated.

. To add @eduction/Benefitto the check, click thadd button above the Benefit/Deduction box. A setattiox will
appear. Select the Deduction or Benefit to be ddddick Add.

. To chang@efore-Tax Deduction $ Amounts, Tax Withholding $ Anounts, or After-Tax Deduction $ Amounts:
Click the $ amount that you wish to change, them tin the correct $Amount and pre€snter>. Withholdings
WILL NOT automatically be re-calculated.

. ToRe-Calculate Before-Tax Deductions, Tax Withholding, or After-Tax Deductions: Double click the
corresponding text above the list for the DedudionWithholdings. (i.e. Double Click “Tax withttbhgs”)

. ToView/Edit the Checkbook Expense Accounor Internal Account Links: Click the Payroll item $ amount (Reg.
Pay, OT Pay, Additional Pay, Taxes or Deductions#iés). The Account Links will appear in a popfupx. To
change a Link, select the desired Account fromeeitimk list. The Checkbook Comment for each itsralso
editable just above the Account Link boxes by dfigkthe box and typing the desired Comment. Chatg¢he
Links should only be made after all Payroll Entryndunts have been finalized. If the Payroll Engrya-calculated,
then all Links and Comments will revert to the deffsettings.

4. To Delete Payroll Entries: Select the Payroll Bry to be deleted,(see 3.1 above) then clickibiete Payroll Entry

button. NOTE: The Payroll Entry AND the related Checkbook Erstrigll be deleted.
5. To Print Check Information: Click thePrint Check Info button. Current and Year-to-Date salary and

Withholding/Benefit information will be printed.
6. To View/Print the Payroll Report: Click theReports button and choodeayroll Report.

1. To change th8ort Order: Click the sort order list item, then click the dp¥vn buttons.
2. To sefFilter and Ranges:(filters and ranges can be set to show ONLY ddsdir®rmation)

1. Select théayroll Year from the list or ClickShow All Years

2. Select th&?ayCheck Start/End Dates or Click the applicabl®TR button.
3. Select th&mployee or ClickShow All Employees

4. Select théay Frequency or ClickShow All Frequencies
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5. Select the?ay Type or ClickShow All Types
3. ToPrint the Payroll Report: Click thePrint Report button.
7. To View/Print the Withholding Report: Click theReports button and choose&/ithholding Report.
1. To change th&ort Order: Click the sort order list item, then click the dp¥n buttons.
2. To sefFilter and Ranges:(filters and ranges can be set to show ONLY ddsiméormation)
. Select thé?ayroll Year from the list or CliciShow All Years
. Select théayCheck Start/End Dates or Click the applicabl®TR button.
. Select th&mployee or ClickShow All Employees
. Select théay Frequency or ClickShow All Frequencies
. Select théay Type or ClickShow All Types
. Select th®eduction or ClickShow All Deductions
. Select th@ ax Category/Account or ClickShow All Categories/Accounts
3. To showwithholding Totals: Click theTotals Only button.
4. ToPrint the Withholding Report : Click thePrint Report button.
8. To View/Print/Setup the 941 Report: Click theReports button and choosa41 Report
1. Specify theDate Range Click the desiredQuarter or click theStart/End dates (upper-left)
2. ToChange 941 Information Click the box to change and then type in theexdr$ Amount.
3. ToView the Information used to Calculate the Report Click theShow 941 Itemizationsbutton or Double-click
boxes 2, 3, 5a, 5¢, Month 1, Month 2, or Month Bitem specific information.
4. ToRe-Calculatethe Report: Click th€alculate 941button.
5. ToPrint: Click thePrint Report button, then choose “IRS Cat# 17001Z" on the Fogmpe menu. Click “Print 941s.”
Exit the print screen, click yes on the pop-up ragedo print page 2. Choose “IRS Cat# 17001Z” ftbenForm
Type Menu. Click “Print 941's.”
6. ToEdit 941 information or Reposition fields, see Section 2abbve.
9. To View/Print/Setup the 944 Report: Click theReports button and choosa44 Report
1. ToChange 944 Information Click the box to change and then type in theaxir$ Amount.
2. ToView the Information used to Calculate the Report Click theShow 944 Itemizationsbutton or Double-click
boxes 2, 3, 5a, 5¢, or 13a — 13| for item spedaifiormation.
3. ToRe-Calculatethe Report: Click th€alculate 944button.
4. ToPrint: Click thePrint Report button, then choose “IRS Cat# 39316N” on the Fogmpe menu. Click “Print
944s.” Exit the print screen, click yes on the uppmessage to print page 2. Choose “IRS Cat#&93ftom the
Form Type Menu. Click “Print 944’s.”
5. ToEdit 944 information or Reposition fields, see Section 2abbve.
10. To View/Print/Setup the W-2/W-3 Reports: Click theReports button and choosé&/-2/W-3 Report.
1. ToGenerate Statementgor Employees:
1. Select théayroll Year by clicking the left/right arrow buttons next teetyear.
2. Select th&mployee(s)to process by double-clicking their name on lefeof the screen. ArKX’ should appear
next to their name. (double-clicking again will siefect them).
3. Click theCalculate Tax Statementdutton.
2. Tochange the W-2 Information: Select theEmployeeon left side of the screen, then type in the imfation in the
area that you wish to change.
3. Toview the W/3 form, click theView W-3 radio button above the Employee list.
4. Tochange W-3 Information: type in the information in the area that you wiglthange.
5. ToPrint Tax Statements: Click thePrint W-2/W-3 button and then choose “IRS Cat# 10134D” or “IR84#C
39316N" on the Form Type menu for the W-2 or W-Briaespectively.
6. ToEdit W-2/W-3 information or reposition fields, see Section 2above.
7. ToStart Printing : Click thePrint W-2/W-3 button. (See Section 2.15)
11. To View/Print/Setup the 1099-MISC/1096 ReportsClick theReports button and choosE099-Misc/1096 Report
1. ToGenerate Statementgor Employees:
1. Select théayroll Year by clicking the left/right arrow buttons next toetyear.
2. Select th&mployee(s)to process by double-clicking their name on lefeof the screen. ArKX’ should appear
next to their name. (double-clicking again will siefect them).
3. Click theCalculate Tax Statementdutton.
2. Tochange the 1099 Information:Select theEmployeeon left side of the screen, then type in the Imfation in the
area that you wish to change.
3. Toview the 1096 form click theView 1096 radio buttonabove the Employee list.
4. Tochange 1096 Information:type in the information in the area that you wislthange.
5. ToPrint Tax Statements: Click thePrint 1099-MISC/1096 button and then choose “IRS Cat# 14425J” or “IR&#C
144000” on the Form Type menu for the 1099-MISQ @86 form respectively.
6. ToEdit 1099-MISC information or reposition fields, see Section 2above.
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7. ToStart Printing : Click thePrint 1099 button. (See Section 2.15)

31. Balance Alarms:

Bank Account Alarm: If the previous fiscal year Bank Account endiradamce does not match the start balance for the
current year or if one or more transactions fromghevious year are unreconciled, then the correfipg balance will
blink. Click on the balance for more informatiofhese alarms are meant to be informational omlgl,do not
necessarily indicate a serious condition. Chdase't show note againif you do not want the notice to appear again.

Expense/lnternal Account Alarm: This alarm will trigger while posting transactsonif the transaction will cause an
internal account to have a negative amount or gerEese account to go over budget, a box will apfeasarn you of this
situation. You can choose to ignore the alarmoar gan change the account.

1. To turn theBalance Alarm on or off, clickSetupand therBalance Alarms The current setting will be highlighted.

32.0n-Screen Calculator: A calculator is available on the following NTS sens: Checkbook, Contributions, Payroll,

Loan, Pledges, and all Report screens. The 4 pyimath functions are included on the calculatonglwith a memory

function.

1. Press th&10 button on your keyboard to activate the Calculator

2. Click any of the buttons on the calculator cggsrthe corresponding keys on your keyboard. Thadtgbuttons are: M+
or M- adds/subtracts to the Memory, MR recallshemory amount, MC resets the Memory to 0. The huitton reset
the Calculator amount to 0.

3. To deactivate, click the ‘X’ in the upper rigidrner or click back on the screen you were oniptesly.

33.Screen Font Size:The size of the font for the Transaction Registet the Detailed Transaction area can be changed.
1. Click theSetupbutton, and the@hange Font Size
2. Click the[+] or the[-] buttons to increase or decrease the size of tite fthere are 2 sets of buttons, one for each area

34.Sorting Filters: The Check Transaction Register can be sorted iroedgy.

1. Double-Click the Title above any column in th@fisaction Register, or Click the box next to tteeds Filters OFF above
the Transaction Register, (should now say “Fil@$’).
- Click on the desired Sort field in the SORT ORDE®X,
- Click the up/down arrows next to the Sort Ordex b move the field up or down in priority.

2. To invert the order of a Field/Column: Doublkek either the Title or the Field in the Sort Ordmx. (Fields which are
in DESCENDING order will be shown with a “>" next them in the Sort Order box)

3. To Show/Hide the Sort Order box when the FilegesON: Click the arrow in the upper-left cornéthe Sort filter box.

4. To turn the Filters Off: Click the box nextttee words “Filters ON”.

5. To quickly put the Transaction Register in tlestiReconciliation Order: Click the RIGHT mouse button on the
Reconciliation column in any row. (but not on théél) The Register will list Non-Reconciled transaas first in
Transaction type and # order.

3. Set-Up This feature is used to set-up Church Infornratio Passwords

1. To Set-Up Church Information: Click theSet-Up Church Information button.
1. Enter the information for each field, then preBster>. (the next field will automatically highlight)
2. ToSaveChanges: Click th8ave Changedutton or presalt+S. The Church Name is used on all reports. The €&hur
Address is used on the Contribution Receipts an&fwelope printing. The Pastor Name, Church #,@istrict are
used on the Annual Report.

2. To Set-Up Password<Click theSet-Up Passwordsutton: (each password must be unique & consistiafbers/letters
only) There are 4 levels of passwords:
TheMaster Password Has access to ALL functions within The Nazaréneasury System.
The Contribution Password: Has access ONLY to Contribution functions.
TheCounter’s Password Has access ONLY to the Contribution featuresinit/- 6 days of current date.
TheCheckbook Password Has access ONLY to Checkbook functions.
1. ToChange Passwords Type in the new 5 digit password next to therappate level.
2. ToSave changemade to Passwords: Click tBave Passwordbutton  or  pregsit+S.

4. Reports This feature is used to Print/Show the Peri¢di@ancial Report or the Annual Report.

1. Periodic Financial Report(Monthly Board Report): Click thBeriodic Financial Reportbutton or click theReports
button on the Checkbook screen and chd&godic Financial Report.
1. Specify théDate Range Click theStart or End Date buttons and select the date from the Calendatick e down
arrow next to the Month box to choose a month.
2. To show a report for gpecific Internal Category(Dept) or Acct choose Category/Acct from menu.
3. To onlyshow Accounts with Activity: click theShow Accts w/activity onlybutton.
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4. Calculate the Report: Click th€alculate Reportbutton to show the report on the screen.

5. Navigatethrough the Report: Click on one of the foals (Bank Accounts, Contributions, Internal AccountpERrse
Accounts) to view the four sections of the repartioe screen.

6. ToView a Detailed listing of the transactions that weseduto generate a specific $ amount, Double-chiekk Amount
and a pop-up report box will appear. Click the iX'the upper right corner of this box to close bios.

7. Print the Report:

1. Specify theSectionsto Print: Depending on your screen size, the étitings may be visible on the left side of your
screen. If not, click thBrint Settings button to view the settings. Then, click on tlexds adjacent to the Sections
you want to print on the report. (This ONLY affethe printed report. The screen will show ALLaoimhation)

2. Specify théd=ont Sizeof the report: Choose a size from #ent Sizebox. (A smaller font size will print MORE
information on a page.)

3. Click Print Report on the Top Menu Bar or  presi§+P.

8. ToSave custom print settings: Specify theSectionsyou want to print as in step 7.

1. Click theSavebutton in the Print Settings box.

2. Type in a name for your saved settings or chaosexisting setting name from the list.

3. Click Save.

9. ToRecall custom print settings: Click Print Settings and then choose the print setting from the droprdmenu box
(just to the left of the Save button.)

2. Annual Report: Click Annual Report or click Reports on the Checkbook screen and choésaual Report.
1. To a View Report

. Click the arrow to the right of tHReport Name (yellow) box in the upper-center area of the wiwdo

. Click on the desired Report Name on the droprdowenu that appears..

. Click theView Report tab. (Below the “Exit” button on the left side thie window).

. To enter &eport Name Click in the “Report Name” (yellow) box, and thgme in the desired name for the report.

. Specify theReport Date Range Click theStart or End Date buttons and select the date(s).

. Specify theéDollar Amount Format: Click the checkbox next to the Dollar Amount fFat desired.

. ShowLinked Accounts andTotals: Click the “Show linked Internal/Expense Acctgtion in the upper-right area of
the “View Report” windows to view all Checkbook énhal and expense accounts that are linked to @akthmn (for
Internal Account and Row (for Expense accounts)@hith the $ Totals for each. This can also berdéor
individual Columns and Rows on the Report by doutlileking on the Column/Row name, code or $amount.

8. Show Transactions linked to a $ Total: DoublietCon the $ Amount on a linked Account line t@ewi all of the
Checkbook transactions that are calculated intétAenount.
9. Print the Report: Click th@rint button located to the right of tiReport Namebox or pres@\LT+P .
2. Setup Report: Click the “Setup Report” tab.
1. To add a new account Column/Expense CategoretiseLine:
1. Choose the type of Account column/line you waradd by clicking the applicable circle next thed button.
2. Click theAdd button.
3. Type the new Account name.
4. Type the account code if you want to assigndedo the account.
For Expense Categories/Lines: Type the code icdhemn to the right of the account name.
For Account Columns: type the code at the bottethaf that column.
2. To Edit thdncome Grand Total text: Click inside column #1/row #3, and type thesired text. Press thab key,
and then enter in the code.
3. To Edit theExpense Grand Totaltext: Click inside the last row, column #1 angddyin the desired text. Press frab
key and enter in the code.
4. ToDeleteaColumn or Row: Click the column/row to delete and then click Bedete Column/Rowbutton in the
upper center section of the window.
5. ToDelete a Report: Click theDelete This Reportbutton at the top-right or the window.
6. ToCreate a New Report:
1. Click the arrow next to tHeeport Name (yellow) box in the upper —center area of the wind
2. Click ** New Report ** in the drop down menu that appears.
3. Choose th&tandard Report, Blank Report, or Copy Report Format from Prior Year by clicking in the
applicable circle.
4. If copying the Report Format from a Prior Yahen choose the applicable report from the droprdmenu that
appears.
5. Type the desired report name in the yellow box.
3. Setup Formulas: to view or setup Formulas, scroll to the bottdnthe window.
1. To Add a new Formula Line, Click the™button at the upper-right of the Formula box.
2. Type the Code in column #1.
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3. Type the Description for that line in column #2.

4. Type the Formula in column #3. A Formula magta one or more of the following:

Account Column/row or Formula Row Code: Type in the Code that is associated with a paeidRow or Column
in the Report, or a particular row in the Formwdation. To specify a specific cell in the Main Rep separate the
column and row codes with a comma. (i.e. “b,7his tvould specify column b, and the row with “7"dm) The
Code reference is case-sensitive.

Literal Number Value: Type a number or amount value preceded by a(I'#'.#25.25)

Arithmetic Operators: The following are valid arithmetic operators: “fgreater than), “>=" (greater than or equal to,
“<” (less than), “<=" (less than or equal to), “<$riot equal to), and “=" (equal to). Only on comripan is allowed
on each line

Comparison Result Assignment: The Result of comparison statements will eitreetTrue” or “False”. If you prefer
to use a different term for these results, thengauassign them as follows: (booleantrue=Yes) or
(booleanfalse=Negative). These assignments waudecthe result of “True” to show as “Yes and #wmult of
“False” to show as “Negative”. You may use anyrteithat you prefer.

Formula Examples: See web site or press F1 for examples.

For Account Columns: type the code at the bottethaf that column.

4. Link Checkbook Internal Accounts to the Report Account Columns: Click theSetup Internal Acct Links tab.

1. Double-click the column on a row to link thedmal Account shown on that row to that columnedest the box and
press the<Space bar>

2. Double-click the X’ if you want to remove thiak.

5. Link Checkbook Expense Accounts to the Report pense Lines: Click theSetup Expense Acct Linkgab.

1. Click on the Checkbook Expense Accounts onitite side of the window and drag them to the delsikeport Expense
Line on the left side of the window. You can resjion the linked accounts on the left side bykitig and dragging
them to the desired position.

2. To quickly link an account to the most receniense line you have linked an account to, selecatitount and then
press the<Space bar>

3. To unlink an account, drag it back to the rigide of the window.

5. Back-Up This feature is used to Download/Upload therfirial data to/from diskettes either for safekeefulatp storage or
to transfer data to/from another computer.

1. Choose th8ack-Up/Restore Option(yellow box) Choose either ®ack-Up/Downloadinformation TO disk or
Restore/Uploadinformation FROM disk.

2. ChooseContributions, Checkbook, Pledges, Loans and/or Chué Schedulerby clicking the desired box.

3. Select the Contribution Year and/or Checkbodalc#li Year to Backup/Restore. (if either is selected

4. Choose theocation to Back-Up/Download TO or Restore/Upload FROMdach item selected by clicking on thecation
box. Choose Web Backup to make a backup to the \wWatSservers. (see step 7 for more.)

5. Click Start Backing-Up Filesor Start Restoring Filesto begin the Back-Up or Restore.

6. Auto-Backup: Turn Auto-Backup On and the systeithautomatically make backups for you to yourdhdrive or other
selected location. Auto-backups made to your dairge will NOT protect you in event that your haidve fails. A separate
manual backup to a removable storage device waalltelbessary to protect you in the event of a have thilure.

1. To turn the automatic backup feature on ordittk “On” or “Off” below the Contribution or Checkbook year settings
2. To set the location of the automatic backugkciet Auto Backup Locationand choose where you would like the auto-
backups to be stored. CIi€XK to change the location @ancelto cancel any changes.

7. To setup the Web Backup Account:

1. From the Main Menu, click oBetupand therSet Web Accounts/Passwords

2. Read th@erms of Serviceand then click | have read the TERMS OF SERVIC& AGREE to Them.

3. Type in the password you want to use for acngsgiur web backups. Type in a Hint in the Pasdwtint box to help you
remember your password if you forget it. DO NOpeyour password into this box.

4. Click theRemember Passwordox if you don’t want to have to type in your passd to access the web backups.

5. Click OK to save your settings.

6. Each time you Backup or Restore to the web,willlbe required to type in your password to acdéssweb backups.

** Note: If you get any sort of error message, then thekBjp or Restore was not successful.

**Warning: Restoring/Uploading wilDVERWRITE all selected Information on the selected Disk Briv

NOTE: Payroll information is backed-up with the €kieook Data.
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V. Frequently Asked Questions:
1. Q: How do | handle In & Out situations with NTS?

A: NTS provides arEXPENSE CREDIT feature for this purpose. An Expense Credit imnaome entry (Deposit) that cancels the

effect of a debit entry (Check), which results iowing neither income or expense.

i.e. The church holds a Holiness Today magazibsaiption drive and raises $120.00 for 10 subsorig. The $120.00 is
deposited in the church bank account that weele church then sends a check for $120.00 to NPlthiomagazines. The
church does not want this $120.00 to show as IncamdeExpense on the church books since this caud hn impact on the

Budgets for the next fiscal year.

The way to handle this situation is to use a DeépastXPENSE CREDIT entry and &&HECK entry:
How to make th&EXPENSE CREDIT entry: (See section IV . 2 . 4)

1. Select the Checkbook icon from the NTS mainestrénen click th©EPOSIT button.
2. Fill in the Date, Deposit #, and Deposit $ Amb($#120.00).
3. Double-click theeC column (in Detail Transaction section) or HighligC column and pressspace> or X or E.
4. Choose theocal Expense Category, choo@¢one)for the Expense Group, choose th&ut Expense Acct.
5 Type an applicable comment.
6. Choose th€hurch Internal Category, choose t@neral Operating (Tithe) Internal Acct.
7. Enter$120.00in the $ Amount column, then presBrter> or Click theSavebutton.
8. Click theSave Change®utton or Presdnter> to save the Deposit.
¥ Save Changes CUCCHINDIREC, Date: 12/16/08 Deposit # 1216
Deposit Ent $$ 120.00
3 cancel Changes P Y
Trangaction Detail Total= 120,00
EE|Exp Cat |Expense Group |Expenze Acct. |Comment |Int Cat. |Internal Acct. Amount | &
XX Local InSOurt Holiness Today Church General Operating 12000 __
gpiddLine| =mDelete

How to make th&€€ HECK entry: (See section IV .2 . 3)
1. Click theCHECK button.
2. Fill in the Date, Check #, Payee (NPH), and ®i&Amount ($120.00).

3. Fill in the Detail Transaction linEXACTLY like it was filled in on the Expense Credit entfsee 4-8 above)

, Eﬂue Changgg Checking Acct. Date: 1/16/09 Check # 524
Pay tothe
order of |Nazarene Publishing House 4% 120.00
x Cancel Changes
Transaction Detail Total= 120.00

Exp Cat IExpense Group |Expenze Acct. |Comment Ilnt Cat. Internal Acct.

Amount

[+]

Local In/Ourt Holiness Today Church General Operating

120000 __

-

qpAddLine| =mDelete

The key to making aBXPENSE CREDIT entry work, is taCREDIT theEXACT same Detail Transaction Expense

Accounts and Internal Accounts REBITED on theCHECK entry.
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EXPENSE CREDITS can be a part of a largpEPOSIT. i.e. The Total Deposit for the week ($1570) éstssof Tithe
($1000), Building Fund ($200), Faith Promise ($2%Holiness Today ($120.00). TH@NLY Detail Transaction line that
is entered as aBBXPENSE CREDIT is the$120.00 The other 3 Detail Transaction lines are entaedormal.

(They will credit theeNTERNAL ACCOUNTS only)

w” Save Changes Checking Acct. Date: 12/16/08| Deposit # 1216
i 1,570.00
x Cancel Changes DEPOEIT En'lT}" $$ :
Transaction Detail Total = 1570.00
EE|EH|J Cat |E:tpense Group |Expense Acct. |Comment |Int Cat. |Internal Acct. |Amuunt |:
Church Building Fund 200,00 __|
Church General Operating 1,000.00
H.M.I Faith Promise 250.00
ZX Local InsOurt Holiness Today Church General Operating 120,00 -
gpdddLine| =mDelste |

2. Q:The text runs off of the right side of the scredrew| am using NTS, how can | fix it?
A: You probably have your Screen (Display) set to bdfgnts. To use NTS, choose SMALL FONTS.(seclibn

3. Q:How do I handle transferring money from one Bankdunt to another without showing it as either ineaon expense?

A:  There are two ways (at least!) to handle thisasidun:
1. If you are writing a check out of one Bank Acctand depositing into the other: Enter the check as usual and use the
EXPENSE CREDIT on the Deposit. (See Question #1)
2. If you are verbally authorizing the transfer or using a withdrawal slip: Use the INCOME ADJUSTMENT transaction
to withdraw the funds from the first account, maksure to enter amounts as NEGATIVE. (#200.0Q Also use the
INCOME ADJUSTMENT transaction to credit the fundsthe second account, entering the amounts as R@SIT
(i.e.100.0Q0 Make sure to charge and credit EMACT same Internal Accounts
i.e. To transfer $1000.00 from the Checking Acddarthe Savings Account, make the following 2 ImgoAdjustments.

Qﬂ Save Changes Checking Acct. Date: G/8/08 Inc.Adj. # 608
Income Adj. Entry $$ -1,000.00
x Cancel Changes
Trangaction Detail Total = -1000.00
Exp Cat |E::pense Group |Expense Acct. |Eumment |Int Cat. |Internal Acct. |Amuunt
To Savings Acct | Church General Operating -1,000.00

gpAdd Line |  =mDelete

Q//’; Eﬂ“ﬂ Changes SHUings Acct. DﬂtE: E.I'IH."[IH I“c.ﬂdj- # EI]H
Income Adj. Entry $$ 1,000.00
x Cancel Changes
Transaction Detail Total = 1000.00
Exp Cat |E:r.pense Group |Expense Acct. |Comment |Int Cat. |Intemal Acct. |Amuunt
From Checking Acct. Church  General Operating 1,000.00

e Add Line | emDelete
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4. Q: What is the difference betwe®ank Accounts Internal Accounts andExpense Account8
A: Internal Accounts are subdivisions of a Church’s monies that are fapk of internally. Eachmternal Account

(sometimes referred to as Designated Accounts sigDated Funds) represents both the income anchsapeelated to a
particular area. In general, there will be émternal Account for each Contribution Fund.

The4 Internal Account Categoriesas prescribed by Kansas City HQ atéwurch, Sunday School, NYI and NMI
Each Category can contain one or miaternal Accounts. Each time that a check or deposit transactigo#ted to a
Bank Account, one or motaternal Accounts will also be debited or credited as part of thahsaction.

i.e. If the Contributions received for the week seiTithe-$1452.00, Sunday School-$48.37, Buildtngd-$575.00,
Faith Promise-$330.00; then the Deposit tretisa would be posted as follows:

¥ Save Changes Checking Acct. Date: 12/16/08| peposit # 1216
38 cancel Changes Deposit Entry s el
Trangaction Detail Total = 2405.37
EEIExp Cat IExpense Group IExpense Acct. | Comment Ilnt Cat. Ilntemal Acct. IAmuunt I;
Church Building Fund 575.00 __
Church General Operating 1,452.00
Sunday School General Operating 48.37
H.M.I Faith Promise 330,00+
qpiddLine| =mDelets

The balance for each of theternal Accounts will be increased by the amount posted to thiemernal Accounts are
not dependent upon a particular Bank Account cg-viersa.

Expense Accountsare related solely to the expenses incurred bghiech since the beginning of the Fiscal Year and
accumulate the amount expended as transactiomeated to them.

The 4 Expense AccountCategoriesas prescribed by Kansas City HQ drecal, District, Education, and General
Each Category can contain one or mBrpense Accounts Expense Accountsan be linked together infexpense
Groups(subcategories) which can contain one or ntbgeense Accounts. Expense Accountisat are not linked to a
specificExpense Groupare placed in the Expense Grd(idone)’. In order to debit akExpense Accountthe Expense
Category and Group must first be specified. Eaole tihat a check is posted to a Bank Account, omeaseExpense
Accountswill also be debited.

i.e. If it was time to pay the Electric bill, théme Check transaction would be posted as follows:

w” Save Changes Checking Acct. Date: 12/16/08 Check # 1246
Pay tothe -

3¢ Cancel Changes crger of  |ABC Electric Company (13 468.78

Tran=zaction Detail Total = 468.78
Exp Cat |Expense Group Expensze Acct. |Eumment |Int Cat. |Intemal Acct. |Amuunt |;
Local LHilities-Church Electric Church General Operating 28754

Local IHilities-Parsonage Electric Church General Operating 181.24

-

gpsddLine| =mDelete

The total for each of thExpense Accountswill be increased by the amount posted to themthadalance for each of the
Internal Accounts will be decreased by the amowstgd to themExpense Accountsare not dependent upon a particular
Internal Account or Bank Account.

VI. Help: If you have other questions about usMigS or need assistance;

Access on the on-screen help files by pressingrtheey
Also, try our Tech Support Web pags&tWww.NT Ssoftware.com/support

or call NTS @817) 318-0303 or Send E-Mail to:mail@NTSsoftware.com
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