MANAGEMENT

Creating A Batch:

1.

The following screen will appear:

¥ CPMS4R4

Click on the Management module.

CPMS 4.0 Platinum Edition

File  Edit View |ngerit Format Records Scrpte Window Help
B Pnels ErE B s E

Classes Music % Pastor % /7 PrayTimer % /Management, |

% Create Batch

= Batch List

Adjuet & Review Batches

Setup\& Review Funds

Membens Pledge & Donation

Envelope brder & Mailing List

Membership Y /7 Lefters
Giving Records Menu

& Donation Detail Report

& Donation Summary Report

& Fund Summary Report

® Giving

O Repor
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& Statements

{2 List Envelope Numbers

<]
For Help, press F1 ’7 /
2. Click on Create Batch.
The following screen will appear:
¥ CPMS4RA [_[O]x]
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EAEE ]
CPMS 4.0 Platinum Edition I ”
Werbership ™, /~ Tefters 1\, [ Theses 1\ / Wise T\ [ Paslor "\ /7 PrayTmer 0\ /Management)
Enter Batch tems
Entered B Donation Date Batch No [ ReEEETE O Giving
|—;m [DEPOOOTZ Fund Totals {4 Print Batch () Bstch List
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For Help, press F1

3. Click on the Pencil icon.
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The following dialog box will appear:

Edit Batch Info

Entered By Batch Mo

[DEPOOD12

Conation Date
[Jun 29, 2001

4. Type your name in the/Entered By box. (The date will default to the current day. If you

need to change the
desired date);

5. Click on the Go Back button.

The following screen will appear:

te, tab, or place the cursor inside the Donation Date box and type the

¥ CPMSAR4 Hi=
File | Edit “iew |nsert Format Records Secripts  Window Help
S Ea e e e
£k deposit.cpm =
CPMS 4.0 Platinum Edition 7
Wembership ™, / Lefiers ./ Classes Msic Pastor PrayTimer %, / Management, )
Enter Batch kems
Entered B Conation Date Batch No |z BosHBsteh) O ERE)
[Peaay Carter [Jun 29,2001 [DEPOOOT 29 (e VGt 2 Print Bistch O Batch List
Emscikpo Check Cheek [ Apphrte Fund - Applyto Fund - Apply to Fund
o o, Amoum[Fund Amount|—Fund Amount| Fund  Amount| Memo
-] I | I I I I I
AN L
N\
N\
N\
N\
N\
N\
N\
N\
N\
N\
2 o
< AN | '
ForHelp, press F1 \ S

6. Click on the dow}q arrow under Envelope No.;

7. A dropdown box will display the list of members enrolled. Choose a member from the
dropdown box and click on their name;

9. The member will appear on the first line. The computer will assign the Envelope No.

Checdk Check

Amount

Envelope

r Applyto Fund
Fund  Amount

r Apphto Fund
Fund  Amount

r Apphita Fund

Fund Amount| Memo

Mo, MHao.
3001 | x[Carlisle, Mike

e E

10. Tab;

field. (If the transaction is cash, continue

11. Tab;

Ched
Hin

Ched:
Amount

Enmvelope
M.

Fund

r Apphyto Fund
Amauny

Apply to Fund 4
Fund Amount

r Applyto Fund
Fund Amoun

4001

v [Carlisle, Mie 22 ;

i |

General

T

Building
Designated
Mon-cash
Childrens
Yolth
Singles

-

13. Click on the desired designation;
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14. The cursor will advance to the Amount field. Type in the amount;
15. Tab;

16. Repeat steps 12—13 until finished with this member’s donation;
17. Tab;

18. Type a note in the Memo field, if desired;

19. Repeat steps 6—17 until all donations have been entered.
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Fund Totals:

¥ CPMS4RA [[=l E3
File Edit Miew Insett Fomat Becords Scripts  Window Help
S e e s e e e s =E
2k deposit.cpm =
CPMS 4.0 Platinum Edition Fd
Membership Lefters % Classes % Music % Pastor %, /£ PrayTimer s, / Management, i
Enter Batch Hems
Entered B Conation Date |£ Batch No Post Batch O hving
[Secretary [Jun 23, 2001 [DEPOOO129 FuﬂiTMEls & print Batch O Batch List
Envalope Check Chedk [ APEly to Fund -/ Apply to Fund 9+ Apply to Fund -
Mo, Mo, Amount | Fund  Amoupf| Fund  Amount| Fund  Amaunt| Memo
3001 ] Carlisle, hike 121 325000 o] 2500
3643 w|Catlisle, Juc
| $150.00 01| /5000 06 100.00)
] /
7 ]
/
/
/
/
/
/
/
/
/
/
. o
< / | .
For Help, press F1 / 7

1. Click on the FUI{d Totals icon;

The following screen will appear:

Next Level Management System
ip N\ /7 Lefters. )\ /7 Classes Wusic Y/ Pastor ™\ A PrayTimer 1\ it —]
Fund Totals Batch No [DEPOOD128 | m
Fund 1D Fund Name Total for thiz Batch g

0 [General [
02 [Builctine [
03 [Desionated [
04 [Man-cash [
[
[
[

$300.00

[ [Childrens
o7 [vouth
08 [Sincles

$100.00

2. Carefully confi

| _A—TT)

[l

or Help, press F1

F Microsoft Word - Do... | 5 Microsoft Excel - Pe... | BizCpM54R4 | |l‘a,;o$4J%’{i® 7]

3. Click on the Go’Back button to return to the previous screen;
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that the checks and cash total agree with the deposit total;
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Print Batch

Click on the Print Batch icon;

EE e G

% deposit.cpm

CPMS 4.0 Platinum Edition

£ Membership Letters... % Classes % Music Ay Pasta) Management —
Enter Batch tems
Past Batch O Giving
Entered B Donation Date £ Batch No - -
[secretary [Jun 29, 2001 [DEPODDT 29 Fund Totals Prirt Batch O Batch List
oo Chadk Chedk [ APBIyta Fund -- Apply ta Fund - Apply to Fund
Mo, Ho Amount| Fund  Amount|| Fund  Amount| Fund  Amount| Mems
3001 | Carlisle, Mike 121 $250.00 o 250.00
3643 v|Carlizle, Juck
i $150.00 ni 50.00 06| 100,00
-

1]

For Help, press F1

The following dialog box will appear:

JiCPMS4R4 x|

° Have you confirmed that your tatal checks and cash match the
" Deposit Amournt &t the battom of this screen’?

w ]

2. Click yes to continue;

The following screen will appear:
bepostt...o|

Batch Report
Batch No: DEPDO0T28

Soript

3. Click on the Continue button in the gray bar at the left of the screen;

The following screen will appear:

Print: [Records being browsed =]
~ Pirter
Mame:  [Lesmark Z22-732 Seriss =] Properties
S katus: Default printer; User intervention; 0 documents waiting
Type: Lesmartk Z22-232 Series
Whers  \WsTSexsmark
Carrnent: I~ Prirtt ta file
— Frint rang Copi
& Al Number of gopies: |1 =]
€ Pagss from [1 tox [3333
¥ Collate

Mumber pages from

[

OLE
(l‘ Update all Links befare printing

ok !_
Cancel

4. Click OK
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Posting A Batch:

The dialog on the pink bar will confirm the Batch has not been posted.

Edition
fers. Classes % Music Pastar
This Batch has not been posted.

i Post Batch Q) Giving
_ Donation Date Batch No
Jun 29, 2001 |£ DEPOOO 29 Fund Totals Print Batch () Batch List
Che de Check [ FPPhvto Fund - plyto Fund - Applhy to Fund
Mo, Amount | Fund  Amouph Fund  Amount|| Fund  Amount| Memo
viike: 1 $250.00 01 2000
Judy
$150.00 [ 1 S0.00 06 100.00

1. Click Post Batch;

The following screen will appear:

CPM54R4

Hawve vou confirmed that your total checks and cash match the
Depozit Amount at the bottom af this screen?

2. Click Yes to continue;

The following screen will appear:

ELHGD ]

Have you confirmed that your total checks and cash match the
Deposit Amount at the bottom of thiz screen?

Yes | Mo I
o

3. Click yes to continue;

The following dialog box will appear:

CPM54R4 X

Donel

4

4. Click OK.

The dialog on the pink bar will confirm the B7tch has been posted.

CPMS 4.0 Platinum Edition / .‘Jr
Clagses Y4 Music % Fa

- [ Post Batch Q) Giving
Entered By Conation [ate Iﬁ Batch Ho : :
[secretary [Jun 29, 2001 |pEPODOT 29 Fund Totals & Print Batch () Batch List
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Adjustments:

From the Management tab:

¥ CPMS4R4
Eile Edit Wew Inseit| Format Becods Scipts Window Help

[ D[]

A A e ]

CPMS 4.0 Platinum Edition

Wembership %, /~ Letters Classes %, Music

Giving Records Menu

Fastor /7 PrayTimer " / Management), ]

-1 Create Batch

£E Batch List

> Adjust & Review Batches

Member's Pledge & Donation

Envelope Order & Mailing List

<

& Dnnation Detail Report

{8 Donation Summary Report

& Fund Summary Report

® Giving

& Statements

& List Envelope Numbers

(O Repor™
O Staft

For Help, press F1 |
—1. Click on Adjust & Review Batches;
The following screen will appear:

CPMS 4.0 Platinum Edition

Wembership %, [~ Lefters %

Show Batch: TER001.79. Donation Date: Jun 29, 2001 Entered By: Peaoy Carter %

Clsses Music %/ Pastor "\ /. PrayTmer % / Management) —

3 tems in this i

s

Un-Posted Adjustment Memos
Batchho |  Date | Envio. |

Ho ltems in this list
Ertered By

Member Name | Check No. Fund Mame Amourt

£l |

For Help, press F1

Click in the box next to the words Show Batch:;

Tab or Click in the Envelope No box;

AN

be adjusted;
Tab or click in the Check No Box;

En Ma Memker Mame Check # | Amount Fund Amount Fund Amount Fund Amaurt
150.00| General 50,00 Childrens: 100,00 |
3007 | Carlisle, Mike 121 250.00| General 230,00
|3643 " | Carlisle, Jud:
[BEad [ $400.00 @ Giving
Purpo:
Batch No Envelope Ho Check Ho Fund Hame Amount Add tem Q S :I'
3 — o

8. Type the check #, leave blank if the donation is cash;

Page 7

he status bar will confirm
Donation Date, Entered By
And # of Items in Batch.

A pop down box will appear listing all Batches. Click on the Batch to be adjusted;
The Batch Number will automatically appear in the Batch No box in the adjustment section;

A pop down box will appear listing all Members. Click on the Member whose donation is to
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——13.

9. Tab or click in the Fund Name box;

The following pop down box will appear:

—pp hema:

Mike Carlisle a3 | | +4

01 General A
02 Building

Un-Posted Adjustment Memos 03 Designated Na ltems in this lisl

Batch Mo Date Errv Mo. Member Mame | CH 04 Mon-cash Amurit | Entered By

05 Childrens
07 Youth
08 Singles

10. Click on the Fund Name to be adjusted;

11. Tab or click in the Amount box;

12. (NOTE: It is recommended that the total amount of the transaction is subtracted and then re-
entered with the adjustments (corrections) made). Type the amount with a minus (-) in front
of the first number;

Tab or click in the Memo box;
14. Type in a memo, if desired;
15. Click on the + under the words Add Item;

The Batch has been adjusted by subtracting the total amount of the donation and will appear in
the Un-Posted Adjustment Memos section as follows:

Batch Ho

Envelope Ho

Check Ho

Fund Hame

Amount

Add ttem

DEPOOOT 259

hietni:

Un-Posted Adjustment Memos

+

1 Item in this list.

Batch Mo

Drste

Erre Mo,

lember Mame

Check Ma. Fund Mame

.&muw/

Entered By

DEPOOO129

Jul 2, 2001

3001

Carlizle, Mike

121 General

-250.00

[=]4]

16. Adding to the Batch follow steps #’s 5-11. Continue with step # 12 without the minus (-)

in front of the first number;
17. Continue with Step #’s 13-15.

The following screen displays the completed adjustment:

-Posted Adjustment Memos 3 ltems in this list. :
1
Hatch Mo Dt En Mo, Member Mame Check Mo, Fund Mame Amount Ertered By '
PO00129  [Jul 2, 2001 [3001 Carlizle, Mike 121 Zenetal -250.00 [=]a]
1
PO00129  [Jul 2, 2001 [3001 [ Carlizte, Mike [121 [Zeneral [ 200.00] = |
trecton T 1
POOC129  [Jul2, 2001 [3001 [ Carlizle, Mike [121 [ Biclingy [ 50.00] [= —E Post Thes:
rrection - FEmO
0.00
18. Click on Post These Memos when finished;
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The following dialog box will appear:

CPM54R4

Hawe you confirmed that the temz in the Deposit Memo list are
corect?

Tes | Mo I
]

19. Click Yes to post Adjustments;

The following dialog box will appear:

CPMS4R4 E3

You are about gend the depozit information into the system. THIS
OPERATION CAMMOT BE UMDOME. Do you wizh to proceed?

(] | Cancel I
o

20. Click OK to post adjustment.

The adjustment will be posted and confirmed.

fNMSopm 3
- . N
PMS 4.0 Platinum Edition rd
Sy
| bembership /7 Lefters.. ™ /7 Classes ™ Music Pastor ™, /7 PrayTimer %, / Management, .
=3
Env Mo. Member Mame Check # Amount Fund A mount Fund Amounit Fund Amounit
1:50.00 | General 50.00 | Childrens 100.00 -
3001 | Carlisle, Mike 121 250.00 | General 250.00
3643 |Carlisle, Jud
3001 | Carlisle, Mike 121 -250.00 | General -2:50.00
3001 | Carlisle, Mike 121 200.00 | General 200.00
3001 | Carlisle, Mike 11 S50.00 | Building S0.00
=]
15647 I F400 00 @ Giving
Purpose [
Batch Ho Envelope Ho Check Ho  Fund Hame Amount Add ltemn 8817:1
)
DEPODDT 20 s ——
Memo: Correction
Batch Mo | Date: | Env Mo | Member Mame | Check Mo | Fund Mame | Amourt | Entered By |
=
“ -
K| I D
For Help, press F1 v
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Batch List:

—1. Click on Batch List;

CPMS 4.0 Platinum Edition

¥ CPMS4R4 [ (Ol x]
File  Edit View |ngerit Format Records Scrpte Window Help
B Pnels ErE B s E

Membership Letters N, Classes husic iy Pastar

Giving Records Menu

PrayTimer % / Management), |

=i Create Batch ) Donation Detail Report
= Batch List &) Donation Summary Report
Adjust & Review Batches & Fund Summary Report @) Giving
() Repor™
Setup & Review Funds & Statements Q staft_
Member's Pledge & Donation & List Envelope Numbers

Envelope Order & Mailing List

2l

For Help, press F1

e,

The following screen will appear:

CLICKING ON:

2. Show All icon will show a list of all batches; _|
3. The box(es) under Mark will mark the batch(es) for a search;
— 4. Un-Mark will un-mark the batch(es);
5. Find Marked icon will show a list of the marked batch(es);

Pagel0

deposit.cpm [_]O]
CPMS 4.0 Platinum Edition i k‘._ :
Membership % 7 Lefters... % Clazzes % Music % Pastar PrayTimer %, / Management, ) C
—
= B E ] ro e
30
Mark Found Un-hdark Find Mark? Search Showy Al Pririt a 1ofg
Mad] BaichNo | DonationDate | Donation Year | Entered By A | DepositAmount [ EnvNo Chedeum [ Pasted
[§ DEFOOOMZY  Jun 29, 2001 Secretary 400.00 15647 [
— | DEFOOOT1E e 19,2001 Peggy Carter 2,000.00 2954 [H
[4 DEFODOOSS  Fehz, 2001 Peggy Carter 1,050.00 1241 B
5 DEPODOOSE  Jan 21,2001 1 550.00 18285 ©
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CPMS 4.0 Platinum Edition

=
L

PrayTimer % / Management:, )

£ Membership Lefters.. Clagses ™ husic i Pastar
=i
| Total Records
B
Mark Found Un-Mark Find Marked Search Showe A1 Print = 1 of1
Mak] Batch Mo | Donation Date | Donation Year | Entered By | Deposit Amount | Env No Chedeum [ Posted

[0 Cepoooi3o Jul 6, 2001

01 O

6. To perform a search by any other category, click on the Search icon;

The following screen will appear:

the Batches or Cancel to return.

@ Search - Enter the criteria you wish to find. Click Continue to view
el

Y.

-

Year Batch Ho.

Ei Ho Chech

Mark Posted

Entered By...

[ cancel | [ centinue ||

—7. To search by the date of the donation, click on the Date of Donation down arrow;

The following screen will appear:

the Batches or Cancel to return.

@ Search - Enter the criteria you wish to find. Click Continue to view
e

]

Yiew Index

Date of Donation Donation Year |

142142000
; 2424200
2/5/2001

2/6/2001
[Enuelope Ho CIEY 212/2001
241642001
242642001
3/5/2001
3/19/200
5/7/2001
5/20/2001
6/8/2001
6/29/2001

Deposit Amount

sted

Paste

-

I]

Cancel |

.

€

search - Enter the criteria you wish to find. Click Continue to view
the Batches or Cancel to return.

box;

9. Click on the Continue button;

The Batch will be displayed as follows:

Highlight the desired date and click on Pastg.

Clicking on any other down arrow key,
Functions are the same as described.

Type info in the boxes without down arrow keys,
Click Continue. The Batch will be displayed.

The date will appear in the Date of Donation

CPMS 4.0 Platinum Editicn

——
.

PrayTimer % / Management, [ e

/£ Merbership Letters... % Classes % T AN Pastor
Enter Batch tems This Batch has been posted.
Post Batch Givvirn
Enterzd B Donation Date |£ Batch No ] - o 2 -
Secretary Jun 29, 2001 DEPOO0129 Fund Tetals {Eh Frint Batch Q Batch List
Envelope Check Chec [ APPhvto Fund o Applyto Fund o Apply te Fund
M., No. Amount| Fund  Amount| Fund  Amount| Fund  Amount | Mems
3001 | Carlisle, Mike 121 $250.00 01 25000
3643 | Carlisle, Judy
$1:50.00 o 50,00 06] 100.00
3001 | Carlizle, Mike 121 -§250.00 01 -25000
3001 | Carlisle, Mike 121 $200.00 o1 200.00 Carrection
3001 | Carlizle, Mike 121 $50.00 02 50.00 Correction

Pagel 1
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Print Batch:

Click on Print

CPMS 4.0 Platinum Edition
£~ Mernbership Letters . % Classes % Music i Pastar i PrayTirner % / Man

hark Found Un-hark Find Marked Search Showe Al Print g 10f1
Mak] BatchHo | Donation Date | Donation Year Entered By [ Deposit Amount | Env Ho Chedeum [ Posted
[0 DEFOOOM30  JulB, 2001 3o O

OR

Click on Print Batch

Edition

ters.. Classes % rusic M Pastar ™ PrayTimer % / Management}, N

N Fost Batch 3 Giving
__ Donation Crate I£ Blatch Mo
[Jun 249, 2001 [DEFOOON 23 Fund Totals Print Batch () Batch List
Ched Ched: [ Fpphito Fund o- Apply to Fund - Apply te Fund o
M. Amount | Fund  Amount|l Fund Amount|| Fund  Amount| Memo
wlike 121 F250.00 o1 250.00
Judly
$1:50.00 o1 S0.00 ]} 100.00
The following screen will appear:
deposzit cpm
Prirt List |
dJuly &, 2001
- . :
A )
| 1 £ A} Batch List
..... ot
B
Pages:
1
Erwelope No
Eatch Ho  Donation Date Donation Year Entered By Deposit At Checksumn Posted
DEPOOODGZ  Feb 5, 2001 3669 m]
DEPOOO114  Feb 26, 2001 Peaqy Carter m}
DEPOOOT1E  Mar 19, 2001 Peaqy Carter 2,000.00 21954 B
Seript: DEPOOO12E  May 20, 2001 Peaqy Carter m}
DEPOOO1ZY Jun 29, 2001 Secretary 400.00 15647 B
Total $2.400.00 41270

Click Continue;

Frint: IHecords being browsed ;I

~ Printes
Mame: ILexmalk 222232 Series j Fraperties... |
Status Drefault printer; Lser intervention; 0 documents waiting

Type: Lexmark £22-232 Senies
wherer  YisTNexmark
Comrment: I Print ta file

r— Print range Copie:

&l Mumber of copies: 1 33

" Pages from |1 o ISSSS
¥ Collats

Mumber pages from; |—1
aLE .
’7|- Update all Links before printing oK k-—Cth OK
Cancel
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Setup & Review Batches:

—Click on Setup & Review Batches;

3% CPMS4R4 [—1oI=]
Eile  Edt Wiew __!ns_(_er_!_J Format Becards  Scripts  window Help
Evieals e = EFseEE
CPMS 4.0 Platinum Edition r -
£ Membership % Lefters... % Classes % Music % Fastar FrayTimer % / Management, _

Giving Records Menu

1 Create Batch &) Donation Detail Report
= Batch List £ Donation Summary Report
Adjust & Review Batches &) Fund Sumrmary Repart ® Giving
O Repor
P setup & Review Funds & Statements D Staf -
Wember's Pledge & Donation &) List Ervelope Numbers

Envelope Order & Mailing List

-
<« | v

Far Help, press F1 Z

The following screen will appear:

28 NLMS_cpm H[=] B3
ICPMS 4.0 Platinum Edition PN =

Membership Leffers . % Classes % Music % Pastor PrayTimer % / Management, —

Setup and Review Funds =
Select Fund D Fund Mame ear Ending Fund Description Active
3 o1 General 2001 [ [~
[ 02 Building 2001 =
03 Designated 2001
04 Mon-cash 2001
[ 05 Childrens 2001 [
[ o7 Youth 2001 =]
] Singles 2001 = Giving

© Purpose Driven
| O Staft

Fiscal Year Starts

} January 1, 2001

100l [ Brovse <[ 4] .

L__NOTE: The current year should appear in the Fiscal Year Stats box
To add a Fund Name (Value):

Click on the + button;

A Fund ID will automatically be assigned;

Tab;

Type the new Fund Name;

Tab;

Type the Year Ending;

Tab;

Type a Fund Description, if desired;

Click on the Giving radio button to return to the main menu.

LRI R WD =
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To Delete a Fund Name (Value):

1. Click on the Fund (Value) to be deleted;

3% NLMS.cpm

[ [O1=]
ICPMS 4.0 Platinum Edition 4 ‘\L
embership Lefters.. % Classes % Music % Pastor % /7 PrayTimer % / Management, [ |
Setup and Review Funds *i =)
Select Fund ID Fund Name “ear Ending Fund Description ‘ b
F: o General 2001 [~
| 02 Building 2001
5 03 Designated 2001
04 Hon-cash 2001 / &
F 05 Childrens 2001 / ]
i 07 Yauth 2001 / ]
08 Singles 2001 By
/ ) Purpose Driven ‘
] O Stat
Fiscal Year Starts
January 1, 2001
100] ol 5| Browse  + ﬂ / 1ol

2. Click on the minus (-) button;

The following Dialog Box will appear:

CPMS4R4 x|
Really delete the zelected Fund?

Ok | Cancel I
v

3. Click OK to delete.

Click on the Giving radio button to return to the main menu.

Click on Purpose Driven to continue with Reports.

Pagel4

Management/Donations



