1. Open the MS Access program from last week (Church_Offering_yyyymmdd)

2. Click on Enter Envelope Amounts

3. Enter the date of the offering you are counting (default is the current date). This date need only be entered once for the week. After the first record, the default will be set to the date you entered. Use the date the offering was collected NOT the date on the envelope as many people put in past weeks or future weeks envelopes.

4. Use the enter key to move between fields. You can also use the mouse to click in the boxes.

5. Enter the envelope number

6. Enter the GF , Mission, Deacon etc amounts. (Be careful, people don’t do math too well and often the numbers on the outside of the envelope do not match the amount inside.)

7. Enter any text that is necessary. For example if a specific designation is noted for the deacon fund, enter it in Deacon Note.

8. Other 1, 2, and 3 are used for offerings toward special ministries. Mission trips, youth director salary, flowers, AW projects, etc. 

9. Enter the total amount of cash in the envelope

10. Enter the total amount of the check in the envelope.

11. It is OK to have cash and a check on the same record

12. IT IS NOT OK TO HAVE 2 CHECKS. If there are 2 checks, make 2 records. I have tried to break most of the people of this habit but there are still some who put in a check for GF and a separate check for missions. You MUST make 2 separate records or the check run for the bank will be wrong.

13. The program totals the amounts you entered for line items (GF, missions, etc) and the total cash and checks. It will place a check mark in the box next to calculated total if they are equal. If they are not, there is an error.

14. Make sure the box is checked, the envelope amount is in the correct cash or check field, and the envelope number is correct, then mark the envelope as cash or check (or separate checks) and put it in the done pile.

15. Put the cash or check in the money box.

16. Hit the enter key to move through the last fields (total and check box) and a new record will be created.

17. Hit enter again to move from the date field to the envelope number field. When you accidentally enter the envelope number in the date field you will get an error when you move to the envelope number field. Acknowledge it and re-enter the date in the format mm/dd/yyyy.

18. Continue until all the envelopes are entered.

19. Designated offerings with no envelope number use 999. Example. Brown deacon envelopes without a name or number. Enter 999 for envelope number and then treat it like a regular envelope. Cash contributions can be combined into one record. CHECKS MUST BE SEPARATE RECORDS (getting the idea this is important () Another example is mission offering but no name/number. GF offering placed in a pew envelope with no name is treated like loose cash. Take it out of the envelope and put it in with the loose cash and throw the envelope away.

20. Now the hard one You get a check from someone that has no envelope number. You know that because all the loose checks have to be compared to the envelope number / name list. If they are there just write the envelope number on the check and treat it like an envelope.

21. If not on the list, click the List of Names button. This will open a window that contains all the envelope numbers that are assigned. Click on the arrow with the | after it. This takes you to the last record, which should be 999 Anonymous. Start clicking on the left arrow button until you reach 506 Broadhead Alliance, then click on the right arrow to advance 1 record. This will be the last new person added. Add new numbers in reverse order from 998. (998, 997, etc). When you have the last number added, subtract 1 from it and click the right arrow with the * after it. This takes you to the Add New Record screen. Enter the number you calculated in the Envelope_Number field. Enter the name and address from the check in the other fields and be sure to hit enter after the ZIP to take you to a New Record screen (this insures that the data you entered has been saved)

22. Click on the X in the upper right to close the window.

23. Enter the envelope data normally using the new number.

24. Write the new number on the envelope number / name sheet so you will have it next week. When the sheet gets too messy you can print a new one, which will contain all the new names you added.

25. When all the envelopes are done close the offerings screen. Again making sure that you have hit enter on the last envelope number enough to bring you to a blank record (to insure the last record information is saved)

26. Click Enter SS and Loose Amount.

27. Enter the date as before

28. Enter loose cash amount in the Loose Cash 1st Service field (if we go back to 2 services you can combine them or count them separately) THERE CAN BE NO CHECKS IN THIS AMOUNT. If there is a loose check you MUST assign it an envelope number.

29. Enter SS cash. See capital letter note above.

30. This one is tricky too – Enter all the coin included in the offerings EXCEPT any coin for the deacon fund. The loose cash, SS, and envelope amounts INCLUDE the change also. This box is just the total change (except deacon).

31. Hit enter to take you to the blank record.

32. If you are very confident, you can print all the weekly reports now. I always printed the master sheet first to make sure there were no mistakes.

33. To print the master sheet click Reports on the main menu. Click Total Offering for Week. Enter the date of the offering. mm/dd/yyyy. And hit enter. Just leave the second input box blank (I’m trying to fix that) and hit enter.

34. The offering information will be displayed. If it has a bunch of #error things it is either a date that was not an offering date or there is no data for loose cash or SS cash for that date. You can check the loose and SS records by going to the main menu and clicking the Find Errors button. Then selecting the Show All Other Offerings button. BE CAREFUL WHEN YOU ARE USING THE FIND ERRORS SCREENS. There are no safeguards in place to prevent you from deleting records, changing information, or otherwise making a mess of the database. Be brave, it will probably be OK. If you find the error you can correct it there and hit enter to move to the next screen (again, to save your edited data)

35. Check the totals on the sheet with what you counted (it is best to have one person enter the envelope data and the other count loose, SS, and envelope totals and then have the envelope data person recount the loose and SS. That way all the money has been counted twice by different people. The other counter should also run an adding machine tape of the checks)

36. If all the Envelope Cash and Envelope Check totals agree with your count and there is a check in the Sum of individual totals and Sum of cash check totals comparison box, and the GF Cash total has an even dollar amount then….

37. YOU HAVE SUCCEEDED

38. Dump all the cash together

39. Take the deacon amount out of cash and fill out a deacon account deposit slip

40. Fill out the GF account deposit slip

41. Wrap the cash and checks with a gum band and place the coin in a coin envelope (separate one for deacons if there is deacon coin) and place everything in a security bag and take it to the bank.

42. Go back to the Print Weekly Reports button and print all the reports. You can just hit enter if the date is correct otherwise you have to enter it for each report. Don’t forget to leave the second one on the Total Offering for Week blank.

43. Put the reports in the mail boxes. Put the copy deposit slips, the Total Offering, and Other Offerings reports on the Church Administrators desk.

44. Close the access program.

45. Change the name of the Access file to the date for the week you counted.

46. COPY that file to the office computer under My Documents/offering

47. Shut down the pastor PC

48. From the office computer COPY the file to a removable storage medium. (ZIP or CD-R) and remove the media from the computer. It would be best to store the media offsite, but you have to remember to bring it every time you count.

