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INTRODUCTION

The Adventist Church Accounting System (ACAS) is a web-based system designed to assist Local
Church Treasury teams complete all of the required recording and reporting functions online.

To gain access to ACAS, the ACAS New User form is to be completed and returned to the Conference.
ACAS login requires a username (email address) and password. There are two levels of ACAS access
available for local church treasury teams: Local Church Treasurer and Local Church Assistant
Treasurer. This level of access determines what screens in the system are accessible for the user
- Assistant Local Church Treasurers will only see a limited number of screens.

There are two ACAS sites: ACAS Live and ACAS Training. The ACAS Live system is for recording
all the necessary treasury entries. The ACAS Training system is for processing test entries. The
ACAS Training system is periodically updated from the ACAS Live system. All treasury staff will
automatically have access to both sites after their ACAS New User form is processed. The websites
for these pages are in the table below.

ENVIRONMENT
ACAS Live acas.adventist.technology
ACAS Training acas-training.adventist.technology

This ACAS Training Manual is designed to be a detailed step-by-step guide on how to use ACAS.
Please contact the ACAS support personnel at the Conference if you have any questions about
the content of this training manual or using ACAS.

Acknowledgement & Preface

The Greater Sydney Conference (the “Conference”) finance department gratefully acknowledges the
North New South Wales Conference in the development of this ACAS User Manual. This manual
has been largely adapted from the North New South Wales Conference’s original Manual that was
updated in July 2025.

This Treasurer's manual is accurate as at publication date. Please contact the Conference office
for any further clarifications.

NOTE:
Details and figures in this training manual have been adjusted for instructional use only.
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ACAS
User Setup

The following process is to be completed after an ACAS New User form is completed, the Conference
has set up the new user in ACAS and sent an activation email.

Locate the “Welcome to ACAS” email.

Select the Activate Now button in the email or copy and paste the link into a web browser
window. Note: this Activation link only works for 72 hours. If your activation link has expired and
you require a new link sent, please contact the ACAS support personnel at the Conference office.

Welcome to ACAS

€ Reply
ando@adventistorg.aus
el Wegener

pwnload pictures. To help protect your privacy, Outlook prevented sutomatic download of some p

urch finances

All you need 1o do now is aur account

Button not working?

0gging in, or using

The Adventist Technology team
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The Sign In page will appear. Select the ‘Sign up now’ link.

SEVENTY. pay

ADVENTIsT |

CHURCH

—_

Seventh-day
Adventist Church

Send verification code

Enter your Email Address. Ensure this is the email address that received the ACAS activation email.
Select Send verification code. Check your emails for a verification code. Enter this verification
code and Select Verify code.

Enter the New Password that you would like to set. The password requirements are as follows:
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8-16 characters, containing 3 out of 4 of the following:
Lowercase characters. uppercase characters, digits (0-9), and
=+ i

one or more of the following symbols: @ # 5% » & * - _
[]J’ll'..' P
RN T ():.

+ =

Enter the same password in Confirm New Password. Please make a note of the password you set.
Select Continue.

Upon completing this sign up process, you will be logged into the Live ACAS site.
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SECTION 2

Log In
Procedure

ACAS LIVE SYSTEM

In a web broswer (preferrably Google Chrome), go to the following website:

acas.adventist.technology

The Welcome to ACAS page will appear.

Select the orange ‘Log in’ button in the top right hand corner.

ml Welcome to ACAS

The Sign In page will appear.

ADVENTIsT

CHURCH

Enter your Email address and Password.
Select 'Sign in’.
You will now be logged into the ACAS Live site.
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ACAS LIVE SYSTEM

Alternatively, if you would like to access the ACAS Training system, go to the following website:

acas-training.adventist.technology

The Welcome to ACAS page will appear.

Select the blue ‘Log in" button in the top right hand corner.

- I

I Welcome to ACAS
_L-!l 2 > Fox Suppon phease contact your local Conference support person

The Sign In page will appear.

T 2 Sign in with your email address

ADVENTIST

CHURCH

l [Emai address
-

HEADQUARTERS

Enter your Email address and Password.
Select ‘Sign in".
You will now be logged into the ACAS Training site.

NOTE:
The buttons/icons will appear blue in the Training system (instead of orange).

/¢ Seventh-day % ACAS TRAINING MANUAL

= Adventist Church


mailto:www.acas-training.adventist.technology?subject=

SECTION 3 *

Navigating
ACAS o

MESSAGES IN ACAS

From time to time, information and updates will be communicated to ACAS users through the
message board on the home page of the ACAS site. Please reqularly check the message board so
that you can keep up with any new developments and information.

Welcome to ACAS

For supporn please contact your loval Conferenice supporl persor,

= III =
Messages ‘\

Subject Sending Crganisation

"

3.1 Tab Key

ACAS users will find that the ‘Tab’ key is very helpful in navigating through any of the ACAS
screens. It reduces the chance of omitting any necessary fields of data, and presents each
subsequent field for immediate entry of information.

3.2 Shortcut Button

The '+ button on the top left hand side of the screen can be used as a shortcut to various screens.

Receipt Entry

Express Payment Eniry
Expense Entry
Payment Entry

Jowunal Entry
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3.3 Search Function

The search field can be utilised as a quick find for different menu items.

Welcome to ACAS

|

3.4 Online User Guide

Written online help for ACAS is available by selecting the ?" at the top of the screen on various pages
from within ACAS. Note this Training Manual includes information from this web help, tailored to
the Local Church Treasurer role.

I Welcome to ACAS

Messages

3.5 Log Out

To Log out of ACAS, select on the orange button in the top right hand corner. Users will be
automatically logged out of ACAS after one hour of inactivity.
@

l—” Welcome to ACAS

Messages

Subjoct
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SECTION 4
Recording ‘
Income

4.1 RECEIPT ENTRY

All cash and interest to be recorded income are to be recorded using Receipt Entry. This includes
weekly tithes and offerings, bank interest (including the cash management facility distribution).

To complete receipt entries, you will need to have all your income information ready for entry. For
weekly income entries, this includes tithe envelopes, Sabbath School offerings and Church offerings.

1. In the menu list, on the left hand side of the screen, select Income then Receipt Entry.

Income > Recelpt Entry 7 Fa ] m
Parlod  Fobrsary 3038 w Bats  G7023028 =] Scurce  ACAS
iver + W Paymaent Method  Caan s
Ami. Recelved (00
Bank Account 100 140050.000 . Cash on Mand - Cank Drwer
Durealls
o New Bow @i Cancel Row
Agcount Alocate b Tax Allocation Detalls
Category
[;—-L---.-;; Account # I] 0.00 “ ~ " 0.00 II |

2. Confirm the Period and Date for the entry are correct - change if necessary. The date should
be the date the income was collected (usually the Sabbath) and the period should match
the date.

3. Choose the Giver from the dropdown list.

Any bulk offerings should not be receipted to an individual. Offering bag amounts are to be
recorded against the Giver called ‘Deacon’ or Sabbath School Secretary.

If the Giver is not in the list, select the + to the right of the Giver field. This will bring up the
Create New Giver pop up box. Enter the Giver's Surname/Business Name, Given Name and
Email (optional)
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4. Confirm that the Payment Method is cash.

The Payment Method options of ‘Cash’” also will default the Bank Account to the Cash Drawer.
Cash receipts will require a Bank Deposit entry to be completed to display on the Bank
Reconciliation screen.

Other Payment Method options, other than ‘Cash”, will allow a different account to be selected
in the Bank Account field.

5. If the Payment Method of Cheque has been selected, the Cheque BSB, Cheque Bank and
Cheque Branch details will need to be entered.

6. Enter the Amount Received.

7. Confirm the correct Bank Account is selected - change if necessary.

8. In the Details field, enter a brief description of what the income is for, e.g Tithe, Local
Church Budget. These details appear on the receipt for the giver.

9. In the table section, complete the relevant information.

Under the Account heading, select the Account the funds are to be allocated to. All local income
and conference offering accounts will be listed.

Under the Allocate heading, enter the amount relevant to the account (including GST).

Under the Tax Category heading, review the tax category and change if necessary. All tithe
and offering amounts are GST free.

Under the Tax heading, review the amount of GST calculated. Note this is based on the tax
category selected.

Under the Allocation Details heading, add any specific details as required.

If the amount is to be split into more than one account, proceed to add amounts using the
New Row button until the total amount has been allocated. Alternatively, you can use the tab
key to generate a new row.
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Income > Receipl Entry 7

AmL Received 50000
Bank Account | 100-140050-GD - Gash on Hond - Gash Drawer

Dietails

o MewBow [ Delete Row

Tax
Account Allocate ¢
B4D-301140-000000 - Local Budget Income: 100.00 Y
E41.3007B0-000000 « Bulding Fund Income Rled ) A

Period  Februsty 2026 L Dams /M @

Giver DEACON - Descon = Payment Method  Cagh w

Algcation Detalls

0.00 Offering OTO23026
000 | Offering 07 M2FAR6

10. Note: If you are unsure the account name for a specific non-local offering on the offering

calendar, review the Offering of the Week report.

To do this, in the menu list, select Reports, then Offering of the Week.

Confirm the Entity (local church) and Year.

Select the Donation Bucket. This will be ‘Weekly Church Offering’ for offering calendar queries.

Select Submit.

Adventist Church Accounting Sysem

_[_Il!L Weekly Church Offering of the Week

Conference Church 1G5)

Offerling of the Week for Conderence Charch (G5) and Parent Entities

Tod2 - b3 b1} D -_ Page Whamn ¥ -+

Ay Jabatated Dare
s P e inatause
[ — rpTeery

iy Santemts ez R P —
ey Corfeweon R advar i hana )
Grn G e e D 6
Srmins Ty Sanbwwty P Bramprlom e By Sebmnrn
v e et ] e e
Sirmares § ey Crbuancs Al s
Tt P e Lo nl
e Llewe ¥ .3

L4
S & &
REPORT FRTERS
Ennny
Danation Bucket

Q

Confaceron Chuseh (355
.
Weeldy Church Ofiéring

RESET

11. On the Receipt Entry screen, if you select New Row unintentionally or over-allocate the
amount, select the line, which will highlight in orange. Then select on the Cancel Row

button to remove the line.

If you wish to delete all data in the fields on the screen and begin your entry again,

select Cancel.

Seventh-day
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12. When the Yet to be allocated field (above the Save button) is 0.00, review the data.

13. Attachments, such as tithe envelopes, weekly count sheet or an invoice, can be added
to a receipt entry.

Attachment file types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs
and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.

This file is now attached to the receipt entry.

Income > RecsiptEntry 7 ra »
Pariod  Febouary 3030 s Date ARANHIH 7] Source  ACAS
Oivar | DEACON - Deacon + Payment Method — Caan w
At Received 300 00
Rows Shown 100 W
Tetto be allocated 000
£ e
Attachments
Hame Size Upioaded
e D - oo
o

Files can be viewed by selecting the file name.
To download a file, select on the download arrow.

To remove a file, select on the rubbish bin icon.

14. When the receipt entry is complete, select either Save to save the data or Save & New
to save the data and enter a new receipt entry.

If the Receipt Entry screen is incomplete an error message will appear to advise of any incorrectly
entered or missing data. Correct as necessary and select Save or Save & New again.

This file is now attached to the receipt entry.
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X

4.2 EMAIL/PRINT RECEIPTS

All receipt entries must be emailed/printed before the entry is posted to the ledger. This is best
done at the end of a batch (e.g. once a week) as it allows for the total to be emailed/printed checked

against the total banked.

1. Under the Income menu, select Receipt Search.

Income =~ Receipt Search

Paricd From  Fetwicry 026
Dans From
Giver
Source

uneentOnty ||

Emaitea Ondy | |

w Pericd To | Fobeusry 2000
] o 7o @
~ Bank Account s
w Recwipt Nusmies

Journal Number

Amount Payment Method Status  Receipt No, Journal No. @

®

No data to display

Rows Shown 100 '

2. Select your search filters. These can either be one or a combination of the following: Period,
Date, Giver, Receipt Number, Unsent Only, Emailed Only, Printed Only, Journal Number.

When receipting income entries, it is suggested to select the relevant Period and tick

‘Unsent Only’.

Select Search. This will show all receipts relating to the selected filters.

Date  Period Giver

07/02/20... 2026... Deacon

Seventh-day
Adventist' Church

o5y

ra > Log out
~ Pariad Yo Fobeymry 2026 w m
] i =
~ Bank Account w
~ Recelpt Humbar
Printed Onsy | | Jourmal Numbar
B8 EmadPrit Recepts o Export 3
Detalle Amount Payment Method — Status Raceipt No. Journal No. &
Offering 07.02.26 20000 Cash Hol @

Printed
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3. Review the receipts listed. If you are up-to-date with your receipting, only recently entered
receipt entries will be listed.

Above the table of listed receipts, review the Total of the receipt entries. If the receipt entries
are for a cash bank deposit, compare this total to the banking total they should equal.

4. If a receipt entry needs deleting, select the entry and select the Delete button. This will
bring up a message box asking if you are sure that you wish to delete the Receipt Entry. Select
OK to continue or Cancel if you wish to return to the search.

If a receipt entry needs editing, select the entry and select the Select button. This will take you
back to the Receipt entry screen. Edit the necessary information and select Save.

5. When satisfied that all income entries are correct and the totals are equal, select the Email/
Print Receipts button.

Income > Receipt Search 7 F w»
Period From  [ebosary 2026 L Period To. Mebeuary 2006 s m
Diate From =] Cate To =]
Giver W Bank Azgount
Source w Recalpt Number
Ungant Only Emailed Only [ | Printed Ondy || Jemal Numbsr

Total 20000

Date Period  Giver Details. Amount Payment Method  Status  Receipt No, Journal No. &

Nat

070220 2026 Deacon Offering 07 07 26 20000 Cash P &

6. This will bring up the Email/Print Receipts pop-up window listing the receipts and their
default sending method (Email or Print). Adjust the Send Method for any receipts if required.
If all receipts are to be printed, select the Print All button to change the send method of all.
Select Next.

Email/Print Receipts »

Select whether each receipt should be printed of emalisd m
Glver Name Giver Emall Amount
« | Deacon | 200.00 | Print

/ Seventh-day
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7. The next window advises how many receipts have been sent. Select Finish.

If any receipts are to be printed, the receipt report will be displayed. Print the report. Once
printed, select the X in the top right-hand corner to close the report. You will then be returned

to the Receipt Search screen.

Printed receipts are to be distributed to Givers in a timely manner. When cutting the receipts,
cut along the lines indicated. Be careful not to cut more than one sheet at a time because each
receipt size may vary depending on the number of income splits.

4.3 REVERSE A RECEIPT ENTRY WITH A STATUS OF

PRINTED/EMAILED

Receipts that have been printed or emailed must be reversed if a mistake was made. Receipt
entries that have not been printed or emailed can be edited or deleted if they are incorrect (see

Section 4.2.4 above).

1. To reverse a Receipt Entry, go to the Income menu, then select Receipt Search.

Inceme - Rieceipt Seanch

Paiiod Feom | Facnuany 005

Urnsenit Oy [ Emailed Snly [ Printed Onky |~

Date Period  Giver Detadls

Banik Ascount
RACHET NUmDer

Journal Number

Amount  Payment Method  Stus  Receipt No. Journal No. @

Rows Shown 10

2. Select the relevant search filters to search for the incorrect entry. These can either be one
or a combination of the following: Period, Date, Giver, Receipt Number, Unsent Only, Emailed

Only, Printed Only, Journal Number.

Select Search.

3. Highlight the relevant transaction in the table that needs reversing and select the

Reverse button.

Seventh-day
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Income = Recwipl Search 7 5 1] m

Period From - cbruary 2076 ~ Pariod To  Foteuary 2008 bt m
Date From 740200 (] Date To  OTA022004
Giver ~ Bank Account b
Source a Rucuipt Numbar

unser ooy [ Emasied Onity || PrineaGnly [ | Jouma Number
Total 45520

4 New 8F Select 3 De EmalPred Riecepts 4 Expart Prnt
Date Period  Giver Details Amount Payment Method Status Receipt No. Journal No. &
D720, 2026 Chisting Yan Online Donation 7000 GredivDebit Gard  Emafied | 2394080 REC-D000003960
OTAIZ20... 2026... SuryaSiva Oniine Donation 60,00 CredivDebitCard  Emailed 2394635 REC-D000003961
07/02/20... 2026. Rukmani Thambakara  Tihes & Offerings S0.00 Cash Printea REC-000C003262  REC-0000003962
OTMO220... 2026... Deacons Oiffering T5.20 Cash Printed ~ REC-0000003863  REC-0000003863

4. This will bring up a warning message. If you want to reverse this entry, select OK.

Note: If the receipt has been selected on a Bank Deposit entry, and/or reconciled on a bank
reconciliation, a warning message will appear about this. The entry must be unreconciled and/
or bank deposited reversed before the receipt can be reversed.

5. The Receipt Entry screen will display with the selected entry.
Review the details.

In the Reversal Reason field, enter the reason that the receipt is being reversed.

ineome > Reesipt Entry 7 ' » m

Amt. Received 30000
Bank Acgount 10014005000 - Cash on Haned - CGash Draveer

Deuails | HEY. REC-D000D0IG3

Reversal Reason

Account Allocate Tax Allocation Details
Category

640-301140-000000 - Local Budgel Income -100.00 MR 0.00 Offering 07.02.08

Bed 1300280000000 « Building Fund Income 100,00 NAA 0.00 Offering 07.02.06

6. Select Save to record the reversal.

/ Seventh-day
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SECTION 5

Recording
Bank Deposits

5.1 BANK DEPOSIT ENTRY

Bank deposit entries need to be processed for any cash receipt entries only. Receipt entries for
other payment methods do not require a bank deposit entry.

Any cash receipt entries must first be emailed/printed before the bank deposit entry can
be processed.

1. In the menu list, under Income, select Bank Deposit Entry.

Income > Bank Deposd Entry 7 ra » m
Bank Account  Cah hanageenerd Facikey (CWF) Acrourd = Depositer
Pariod  February 2026 v Dwts  Q5U2026 =]
Cash Deposit Amount 0100 Chegue Deposit Amount  0.00
Currency  AUD Seatus
| Date Amount Amount to Deposit Payment Method Giver
| o7m2E02e 200.00 CASH Deacon
Income Summarny
Bank Deposil Entry
Rows Shown 10 W
Total Available 200 00 Total to Deposit. 000

2. Select the Bank Account into which the deposit was made or is going to be made.
3. Select the Depositor. This is the person who is taking or has taken the deposit to the bank.

The list of depositors is generated from the Client records. If the depositors name does not
appear on the list, add their name following the instructions in Section 16 Maintaining Clients.

4. Confirm the Period and Date for the entry are correct - change if necessary.
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5. Selectthe box in the left hand column of the table against the transactions that you need
to deposit. This will select these lines and place a tick next to these transactions.

Alternatively, if the Total Available at the bottom left of the screen is equal to the amount you
wish to enter as the Bank Deposit Entry, select the box in the left hand column on the heading
line. This will select all entries on the screen, placing a tick next to all transactions.

6. Ensure that the Total to Deposit is equal to the actual Cash Deposit Amount banked/to
be banked.

If the actual banking is more than the transactions available in the system for banking, check
for missing the receipt entries.

If the actual banking is less than the funds available in the system, check receipt entries
for duplications.

income » Bank Deposit Enlry 7 ’ o ET0

Bank Acesunt  Cash Managernent Fackty (CMF)Accoun . % Depaser W
Peviod  February 2026 w Date 022026 ]
Cash Depesit Amsunt 200 00 Cheque Deposit Amaunt 00

Bumsney  ALD Status

Date Amount Amount ta Dapait Payment Methad Giver

Rows Shown 10 w

Toral Availlable 200 00 Towal 1o Deposht 200 00

7. Attachments, such as actual bank deposit slips, can be added to a bank deposit entry.

Attachment files types that can be uploaded are office files and count sheets (Word, Excel,
PowerPoint etc), PDFs and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.

This file is now attached to the express payment entry.
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Income = Bank Depostt Entry 7 e i) m
Date Amount Amount to Deposit Payment Method Giver

Rows Shown 10 r

Total Available 300 00 Total to Dwposit 200 00

Attachments i

Size Uploaded
Banking 10,02.26 18 M8 5732026 EI:
=0

ACAS Training Manual (NNSW Conference) Page 21 of 77 Last Updated: July 2025
Files can be viewed by selecting on the file name.
To download a file, select on the download arrow.

To remove a file, select on the rubbish bin icon.

8. When the bank deposit entry is complete, select either Save to save the data or Save &
New to save the data and enter a new bank deposit entry.

9. Ensure that the Total Available on the Bank Deposit Entry screen is regularly back to 0.00.

5.2 REVERSING A BANK DEPOSIT ENTRY
Bank deposit entries that are incorrect can be reversed.

1. In the menu list, go to Income, then Bank Deposit Search.

JiE ACAS + Income > Bxank Deposit Search & a m
Bank Account  100-140120-Ch - Cash Management Taciiey (CWF) Astount - GWIF Bank Accourt W m
Peried  Febeuary 206 v To  Fetwuary #0 w
Date = T [~}
Depositor v Status v
o, e} © freise o Ewpot 3
Date Puriod Dupositor Bank Account Amount Status Journal No @
102720206 2028102 CMF Bank Account 20000 Posted BKD-D000000428
22026 202602 CMF Bank Account 226.20 Posted BED-0000000424
2022026 202602 CMF Bank Account 438.90 Posted BKD-0000000426
202026 202602 CMF Bank Account GOT.00 Posied BHDDOO0D004ZT

/ Seventh-day
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2. Selectyour search filters. These can either be one or a combination of the following: Bank

Account, Period, Date and Depositor.

Select Search.

3. Review the search results. In the table, highlight the relevant bank deposit entry you want

to reverse.

Select Reverse.

lncome » Bank Deposit Search 5 ¢ o XD
Bank Account  100-140130-CMF - Cash Management Facity (CWF) Acoount - CAF Bank Accoont A m m
Peried  Fetvunry 2005 v T | Februaey 2028 v
Date To
Depositer N Stans W
+ Now  §E Sc'.ef.' Export & Pim
Date Period Depositor Bank Account Amount Status Journal No &
10212026 | 2026002 Iwmmﬁ 200.00 | Posted | BKD-D000000425. &
W26 202602 CMF Bank Aceaunt 22520 Posted BKD-0000000424
2022026 2026:02 GMF Bank Account 43890 Posied BRO-0000000426
2066272026 2026/02 CMF Bank Account 807.00 Posted BKD-0000000427

4. A warning pop-up message will appear. If you want to reverse this entry, select OK.

Note: If the Bank Deposit entry has been reconciled on a bank reconciliation, a warning message
will appear advising that the specific transaction needs to be unreconciled to reverse it.

5. The Bank Deposit Entry screen will display with the selected entry.

Review the details.

In the Reversal Reason field, enter the reason that the bank deposit entry is being reversed.

Income - Bank Deposit Entry

Bank Aceount | Cash Management Fackily [CHE] Azteun Deposir
Pertod | Febwuary 2028 W Diate 10002020
Gash DapositAmeunt 500 00 Ghegus Depesit Amsunt 1100
Currency ﬁg[? Sty

Rwvernal Reason

dournal No. | GRID0000000428

Date
0722026

Toual Avaliabie 200 00

200.00

6. Select Save to record the reversal.

Seventh-day
Adentist Church

X

o5y

Amount to Deposit Payment Method Giver
20000 CASH Deacon

Rows Shown 10 w

Toual to Deposit 200 00
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SECTION 6 @

Recording and
Paying Expenses

6.1 EXPRESS PAYMENT ENTRY

All expenses are to be recorded under Express Payment Entry. This includes external suppliers,

and reimbursements.

ACAS can be used to set up payments to suppliers from the local church CMF account via CMF
Online. This is available for EFT, BPAY and CMF Internal payment methods. To use this feature, two
local church approved CMF signatories must have signatory access to CMF Online. The second

signatory will need to login to CMF Online to second sign the payment.

1. In the Expenses menu, select Express Payment Entry.

Expenses = Express Payment Entry ?

D|| Perted  Fetruary 2020 v inveles Date (5037020 &

Suppilins + trice Mo
Amt. Payable 000 Payment Date 05002000
Bank Ace.  Sesect Account e Paymen: Mathod v

Crtails

Account Allocate Tax Category  Tax

CMF Status

ChaguefRet. No.

Allocation Details

[ Sedert Aceount VJI 000 Ii w I[ 000

Ii

Yetto be allocated (000 Tetal Allccated Tax 000

2. Confirm the Period the expense relates to - update if necessary.

3. Enter the Invoice Date.

Rows Shown 10
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4. Choose the Supplier from the supplier dropdown list.

If the payment is to the Conference, the Supplier is: Parent - Greater Sydney Conference. See
Section 6.3 Conference KCHURCH Current Account Charges for specific details on entering
expenses for the Conference.

If the supplier is not in the list, select the + to the right of the Supplier field. This will bring
up the Create New Supplier pop up box. Enter the Supplier's Surname/Business Name and
Given Name in the relevant fields. Select Create and this new Supplier will be available on the
Suppliers list. To edit Supplier information, see Section 16 Maintaining Clients.

If wanting to create a CMF Online payment, the Supplier's payment details (EFT, BPAY or CMF
Internal details) must already be set up correctly under the Client record before processing
the Express Payment Entry. See Section 16 Maintaining Clients in this manual for further
information on adding supplier payment details.

5. Enter the Invoice/Ref No.

If creating a CMF Online payment, this is what will appear on the supplier's bank statement.
If the supplier has requested a specific reference for the payment, make sure to include this
in the Invoice/Ref No. field.

If the same invoice number has already been entered for this supplier, a validation message
will appear when Save or Save & New is clicked. Ensure the Invoice/Ref No entered is unique.

6. If needed, enter the month/year to the reference number.
7. Enter the Amount Payable including any GST.

8. Enter the Payment Date. Enter today's date for payment today or a future date for payment
in the future.

Select the Bank Account the payment was made or is to be made from.

9. If wanting to create an automatic CMF Online payment, the bank account must be the
Cash Management Facility (CMF) Account.

Select the Payment Method.

For Conference charges that have been paid via direct debit, ensure the Payment Method is
Direct Debit. This will make sure the charge is not paid to the Conference again.

10. If wanting to create an automatic CMF Online payment, the payment method needs to be
EFT, BPAY or CMF Internal. Ensure the payment details have been entered for the selected
payment method.

11. If the Payment Method selected was Cheque, enter the Cheque/Ref. No. Otherwise, leave
this field blank.

Enter the payment Details - a description of the expense.

/¢ Seventh-day % ACAS TRAINING MANUAL

= Adventist Church



12. Inthe expense allocation table, complete the relevant information.
Under the Account heading, select the expense Account the funds are to be allocated to.
Under the Allocate heading, enter the amount relevant to the account (including GST).

Under the Tax Category heading, review the tax category and change if necessary. Note:
There is no GST on Conference expenses charged through the KCHURCH current account.

Under the Tax heading, review the amount of GST calculated. This is based on the tax category
selected. Ensure that this amount is equal to the GST on the tax invoice - correct the amount
to match the invoice if necessary.

Under the Allocation Details heading, add any allocation details as required.

If the amount is to be split into more than one account, proceed to add amounts using the New
Row button until the total amount has been allocated. Alternatively, you can use the tab key
to generate a new row. If the total payment is made up of several invoices, it is recommended
to reflect one invoice per line (making it easier to review the monthly GST report).

Expenses > Express Payment Entry ) F 4 ] m
Pariod  daech 2026 v Invoice Date  04m37034 7]
Supplier  SUPDO01T .« Foodbank NSW & ACT Limed (CFT) [0024155 80 + v Invoice Mo D1
Amt Payable 1731} Payment Date Q802008 =] CMF Stans
Bank AGS, 10014071 20-CMF . Carsh hanagensent Faciby {ChF) Actount « CMF w Payment Methed  EFT w ChequelRl. No.
Dwails  Toodbank 04 00
o MowEaw & Cancel Row
Account Allocate Tax Category  Tax Allocation Details
I 853-400780-000000 - Foodbank Expense v I] 123,12 “ MNA v Ilo.ao I]
Rows Shown 10
Wat1o be allocated 123 17 Total ARocatsa Tax 000

13. If you select New Row unintentionally or over-allocate the amount, click on the line,
which will highlight in orange. Then select on the Cancel Row button to remove the line.

If you wish to delete all data in the fields on the screen and begin your entry again,
select Cancel.

14. When the Yet to be allocated field (above the Save button) is 0.00, review the data. You
may have to tab through to the end of a row for the Yet to be allocated field to update.
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15. Attachments, such as payment approval or invoices, must be added to an express
payment entry.

When attaching supporting documentation for GST receivable, ensure the attachment s a tax
invoice, which needs to include the ABN of the company, company name and GST amount.

GST can only be claimed when the supplier is registered for GST and a valid tax invoice
is provided.

Attachment files types that can be uploaded are office files (Word, Excel, PowerPoint etc),
PDFs and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.

The file is now attached to the express payment entry.

Expenses > Express Payment Entry 7 LS ) m
+ NewBow § Divlese Row
Account Allocats Tax Category  Tax Allocation Detalls
12312 NiA 000
Rows Shown 10
Yot to be aliseated 000 Toul Aliseated Tax 000
Attachments {
Hame Size Uploaded
Foodtank B7KB 2026 B

Files can be viewed by selecting the file name.
To download a file, select on the download arrow.
To remove a file, select the rubbish bin icon.

16. When the express payment is complete, select either Save to save the data or Save &
New to save the data and enter a new express payment entry.

If the Express Payment Entry screen is incomplete, you will see an error message to advise

of any incorrectly entered or missing data. Correct as necessary and select Save or Save &
New again.

If creating an automatic CMF Online payment, a CMF payment transfer will be created in
CMF Online after the Save or Save & New button is selected. Please note no payment advice
is sent to the supplier.
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6.2 AUTHORISING PAYMENTS IN CMF ONLINE

Any payments made from the CMF bank account require two approved CMF account signatories to
sign off on the payment. If creating a CMF Online payment using ACAS, the first signatory on the
payment will automatically be applied, if the ACAS user who set up the payment is a CMF Online
account signatory and the users ACAS login email is the same as the email set for myAdventist/
CMF Online. The the second signatory will need to login to CMF Online to approve the payment.
If the ACAS user who set up the payment is not a CMF Online account signatory, the payment will
require authorisation by two signatories in CMF Online. The payment will be visible in CMF Online
within one minute after the payment has been setup from within ACAS.

To sign payments in CMF Online:
1. Go to the MyAdventist website:

myadventist.org.au

The login page will appear. Enter your login details. Select Login.
The MyAdventist portal home page will appear.
2. Select on CMF Online to enter the program.
If you cannot see the CMF Online application on the ‘Recent’ tab, select on the ‘Applications’ tab.

3. The CMF Online Home Page will load.

D e 2

o
T $497,489.51 (remaining)
Latest Hews (4] oo Seripture of the Day
00,0000 (laly imit)
et ¢

Payments to Sign ’ Q. iewa Have | not commanded you? Be strong and courageous.

B esources * Do not be afraid; do not be discouraged, for the Lord
your God will be with you wherever you go.”

2 Ade

Q ' Date From Tor At Joshua 1D
@ LRI EEY
L] wy Contarmce $100.00
w 000 T Unread Notifications
g > $30734
W W07 ¥ S0 O 54

-
F‘ ‘s ‘ 2 1345
- * Favourite Payments [- Ry s

o

Note: To update your Home Page Preferences, select your name in the top right hand corner
of the page, then select Preferences.
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mailto:www.myadventist.org.au?subject=

m Daily Payment Limit

Hatific atiosns

¥ £497,489.51 (remaining)
. o e Scripture of the Day
500,000.00 (dady Emith
1D paymens +
W Accounts 1l
Payments to Sign seu a - view a Hawve | not commanded you? Be strong and courageous.
[ Amsouces + Do not be afraid; do not be discouraged, for the Lord

Under the Home Page Preferences Heading, use the toggle buttons to display or hide
different panels on the home page.

O CMF 0 oaearen svonev conrenence = | | 0 | (2] [ & =

1 tome @ Preferences
Hetifications
Home Page Lacation
Latest Hrws [+]
B payments + e . My Time Zona
- Accounts S * Brovrset time roome -
B ressuces ' Paymant 1D Search -
B3 Admin + e
y v -
L]
atians L_*]
- - ¥ te -
x4
7 Ledget Export: -

4. On the left hand side menu, select Payments, then Pending.

@ CMF 10 KATOOMBA 5.0 CHURCH = n & £ Caiza Lagaras =

1 tome +  Payments - To Sign

Fa &8
Date L} From To Description Amount Status
Higtory
@ wowom 7 o SHLA: wgn ane
T Accounts +
W JuNoz ek 3 Laviasa Lewa L SUSK0. | wgnanre nesces View
T fmsouces +
B e 1] PageSiuni 0~
81 namin +

Alternatively, the payment may appear under '‘Payments to Sign’ on the CMF Online Home
Page. If so, select View.
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5. Alternatively, the payment may appear under ‘Payments to Sign’ on the CMF Online Home
Page. If so, select View.

MFA (Multi-Factor Authentication) is required to view the Payments tabs. To proceed, select
Send Code to Email or Send Code to Mobile Number (****%%%k#¥)

MFA Required

Multi-factor authentication is required to access this section.

Send Code to Email Send Code to Mobile Number (****+76) ‘ Home

6. You will receive an email or a text message with a verification code for CMF Online. This
code is only valid for five minutes.

Enter the code in CMF Online.

Select Verify Code.

MFA Required

Multi-factor authentication is required to access this section.

A code has been sent to your email.

Code 000000

Didn't receive the code?

Re-send Code to Email Home

7. Alist of ‘Payments - To Sign’ will show on screen.

Select the relevant payment by selecting on the word 'View' at the end of the line.

@CMF +  New Payment T KATOOMBA 5.0.A ACH = [v] - &
W tome +  Payments - To Sign
1B Pymants =

MW Eyymens

o Review and sign ol transfers
Eavourigs
Dato " From To Doserigtion Amount  $tatus
Histor
! B omwmr emsn Kalosr=a SOA Cherehs Ao AL SHIEI 1 sgneture neeed
i -
A Accoo T (TR T 38505 Hatoomta SOA Church Lariass Lawin (0 SU500 Y sigaature nesded Viaw | =
[ resources * n =
nese W w

5 Admin +
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8. Review the payment details, ensuring they match the details on the tax invoice/payment request.

For an EFT payment, this includes checking the BSB, Account Number, Amount and Description.
For a BPAY payment, this includes checking the Biller Code, Reference Number, Amount
and Description.

For a CMF Internal payment, this includes checking the CMF Account Number, Amount
and Description.

9. Once you confirm the payment details are correct, Select Sign.

0 Hore +  Payment Details
BPAY stiassa =3 Daily Payment Limit
New Payment
Rancng
From
Pannatiia S407.482.51 femaining of $500.000.00 o
HATOOMBA & DA CHURCH ADOASHN0

Higtary

Payer hama

1" Accounts +
1D o aups | -

B fsources +
A + 0% 0. P
18 Asmin Further Actions
Lo o sign 3
108868 - .
~ . AL

@
=

CMF will process the payment.

10. Once a payment has been processed, as per the payment date specified in ACAS, a CMF
transfer number will appear in the Cheque/Ref No field in the Express Payment Entry in
ACAS. This can be viewed under Payment Search.

If the supplier's payment details are invalid, the system will fail to automatically create the
transfer request.

Expenses > Payment Search )

Period From  Ltarch 2026 W Fariod To - March 2006 v e From = Date To 7]

Supplier W Bank Account  Seleci A t w

Status W Journai Number
+ Hew < NewEnpress i o Expot G Pt

PayDate  Period Supplier Bank Account Status Journal Number
GFDAZU2G 202603 AGL CHMF Bank Account Fosted PAY-0000000318
0H0II06 2026703 Lanssd Lewis CMF Bank Account Posted PAY-0000000318

11. Please note that no payment advice is sent to the supplier.
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6.3 REVERSING AN EXPRESS PAYMENT ENTRY

Express payment entries that are incorrect can be reversed.

1. Inthe Expense menu, select Expense Search.

- ; > 2
hei v e v S M

Expenses > Expense Search

Date From 7] Caw To ™)

staue “ Sournal Number

4 New 4 Mew Express gl Selen g

Invoice Date  Period Supplier Invelce No. Details Amount Due Dat

Tatal ROWE Shown 100 L

2. Select the relevant search filters to search for the relevant entry. These can either be one
or a combination of the following: Period, Date, Supplier, Status or Journal Number.

Select Search.

3. Review the search results. In the table, highlight the relevant express payment entry you
want to reverse.

Select Reverse.

Il ACAS + Expenses » Expense Searth 7 [ i ] m
Pl e x Rt [ -2 Betech
Date From ™ Date To ] ear
Supplier v

Sranus W Journal Number

P S -

Involce Date  Period Supplier Invelca No. Details Amount Due D
o e oon 52 e
NANAP026 202603 Larissa Lewls Feh 26 Cleaning 12500 0303

4. A warning pop-up message will appear. If you want to reverse this entry, select OK.
5. The Express Payment Entry screen will display the selected entry.
Review the details.

In the Reversal Reason field, enter the reason why the express payment is to be reversed.
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4. A warning pop-up message will appear. If you want to reverse this entry, select OK.
5. The Express Payment Entry screen will display the selected entry.
Review the details.

In the Reversal Reason field, enter the reason why the express payment is to be reversed.

,t"' Expenses = Express Payment Entry 7 Fa 4 ]

=l
] | Pariod  barch 7036 Iwveice Dats | 301026
| Supplier  SUP 02 - AGL (DRAY) (200060 Invgice Mo, [ebdfh
Amt Payable 16782 Paymene Date QU028 i CMP Statrs  Apquested in CHEF Cmine -Signes
Bank Age. 1004408 30-CMF - Cash Management Fackty (CMF) Accoust - CAF Fank Payment Methed  RFAY Chequafial, No,  CLIF A3A504
Detalls  REV, PiEX DO0DO0DTAT

Reversal Reason

Aczount Allocale Tax Category  Tax Allocation Details
B50-401840-000000 - Utilities Expensa 15183 PUR -13.80  Eleciricity

6. Attachments, such as documentation about the reason for the reversal, can be added to
an express payment entry reversal.

Attachment files types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs
and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.
The file is now attached to the express payment entry reversal.
Files can be viewed by selecting the file name.
To download a file, select the download arrow.
To remove a file, select on the rubbish bin icon.

7. Select Save to record the reversal.

If the express payment entry was in the current period, the reversal entry will be in current
period.

If the express payment entry was in a prior period, not the current period, the reversal entry
will default to the current period.

If the reversed payment was a CMF Online automatic payment that has not been
second signed in CMF Online, it needs to be deleted from CMF Online.

If the reversed payment was a CMF Online automatic payment that has already been second
signed in CMF Online, this process will not reverse the funds. It only reverses the ACAS entry.
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6.4 CONFERENCE KCHURCH CURRENT ACCOUNT CHARGES

All Greater Sydney Conference KCHURCH current account charges are to be entered under Express
Payment Entry. The majority of charges on the KCHURCH current account are automatically paid
via direct debit from the local church CMF account at the time of period close.

1. In the Expenses menu, select Express Entry.

Expenses - Expense Eniry 7 s w»
Peried  Febuuary 2020 v Date  OATAI0IE B
Supplisr +
Amt. Payable 000 Dus Date 05002028 @
Innies Mo Sue  Unoasd
Details
o NewBow § Cancel Riow
Account Allocate Tax Category  Tax Aliocation Detalls
| setect accoun w Ilo.oo H v I[o.m |

Rows Shown 10

Yetto be allocated 000

2. Confirm the Period the expense relates to - update if necessary.
3. Enter the Invoice Date.
4. Choose the Supplier from the supplier dropdown list.

Parent - Greater Sydney Conference.

5. Ifthe sameinvoice number has already been entered for this supplier, a validation message
will appear when Save or Save & New is clicked. Ensure the Invoice/Ref No entered is unique.

If needed, enter the month/year to the description entered.

6. Enter the Amount Payable including any GST. There is no GST on Conference expenses
charged through the KCHURCH current account.

7. Enter the Due Date.
8. Leave the Cheque/Ref. No. field blank.
9. Enter the payment Details - a description of the expense.
10. In the account allocation table, complete the relevant information.
Under the Account heading, select the expense Account the funds are to be allocated to.

Under the Allocate heading, enter the amount relevant to the account.
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Under the Tax Category heading, review the tax category and change if necessary.

Under the Tax heading, review the amount of GST calculated. This is based on the tax category
selected. It should be 0.00 for expenses without GST.

Under the Allocation Details heading, add any allocation details as required.

If the amount s to be splitinto more than one account, proceed to add amounts using the New
Row button until the total amount has been allocated. Alternatively, you can use the tab key
to generate a new row. If the total payment is made up of several invoices, it is recommended
to reflect one invoice per line. This allows invoice and GST amounts to be recorded separately
(making it easier to review the monthly GST report).

Arcount Allecats Tax Catsgosy  Tax Allacation Details.

I 850-400480-000000 - Church Claaning Expanad - l 160.00 I NA - l 0.00 l I

Rows Shown 10
Vot to be siocated 000 Total Allocated Tax 500

Attachments 1

Name Size Uploaded

11. If you select New Row unintentionally or over-allocate the amount, select on the line,
which will highlight in orange. Then select the Cancel Row button to remove the line.

If you wish to delete all data in the fields on the screen and begin your entry again, select Cancel.

12. When the Yet to be allocated field (above the Save button) is 0.00, review the data. You
may have to tab through to the end of a row for the Yet to be allocated field to update.

13. Attachments, such as payment approval or invoices, must be added to an express payment
entry. Attachment files types that can be uploaded are office files (Word, Excel, PowerPoint
etc), PDFs and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.

The file is now attached to the express payment entry.
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Esparmas - Exrnss Paymant Endry

Paricd | Fetruary 2029 - Bevoice Date | 0702008 ]
Bupphiel  ENTO0000 - PARENT - North NSW Gorderence (A ] * - wokce Mo, 1
i Payable 150 00 Payment Dete | crmaens =] CMF Status
Bk Ade.  450- 1401 HCMF - Cank Managemen Facliey (CUF) Aocount - CUlF - iy MO  Dimet Debir - Chadqué®el Ko
Defalis  \Wages RON 1111
Express Payment Entry
& MewBow § Deite Row
e Allocate Tax Catogory Tax Alseation Dutails
BS0-400480-000000 - Church Cloaning Exponss | 0| NA 0.00 |
Rows Shown v
Vol o B allcceted 000 Total Anccmed Tax (00
e
Attachments ©
Name Size Uploaded
: Htt 820 KB 12722025 u 2
1
[ i

Files can be viewed by selecting on the file name.
To download a file, select on the download arrow.

To remove a file, select the rubbish bin icon.

14. When the express payment is complete, select either Save to save the data or Save &
New to save the data and enter a new express payment entry.

Expenses > Expense Entry

Invoice No.  CRIO00O0ZDS

Detaits ARG Bocks

& NewBow  § Oriete Row
Allocate Tax Category  Tax Allocation Details

Account
0008  puR | 1818 |

$50.401 140000000 - Local Budget Expevese |

Rows Shown 10

Yot 1o be alisested 000

= g =
Attachments {

Name Size
o=
8TKB 52028 o
Leart

If the Express Payment Entry screen is incomplete, you will see an error message to advise
of any incorrectly entered or missing data. Correct as necessary and select Save or Save &

New again.
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SECTION 7

Processing
Journal Entries

Journal Entries are used to process a number of records including bank interest, bank transfers,
GST refunds/payments and some corrections.

1. In the menu list, under General Ledger, select Journal Entry.

General Ledger > Jowmal Entry » » W
Pariod  Fobruary 2025 v
Date 05023006 ] Balsnce 000

Ret. No. Deseription

o New B
Ascount Dobit Gredit e Tax Detalls

category -
Select account 0.00 0.00 0.00
Rows Shown 10

Attachments i

Confirm the Period and Date for the entry are correct - change if necessary.
In the Ref. No field, enter the reference number (if available).

In the Description field, enter a brief description of what the journal is for.

v & W N

In the table, complete the relevant journal information:

Under the Account heading, select the relevant account.

Under the Debit heading, enter the amount to debit (including GST).

Under the Credit heading, enter the amount to credit (including GST).

Under the Tax Category heading, review the tax category and change if necessary.

Under the Tax heading, review the amount of GST calculated. Note this is based on the tax
category selected. Ensure this is amount is correct - adjust the amount if necessary.
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Under the Details heading, add any specific allocation details.

Continue adding lines to the journal by selecting New Row or pressing the Tab key on
the keyboard.

6. Review the journal entry and ensure the balance is 0.00 (ie Debt amounts should equal the
credit amounts)

7. Attachments should be added to a journal entry to support the journal details.

Attachment files types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs
and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.

The file is now attached to the journal entry.

General Ledger Journal Entry y ”» o
+ Mew Rew

Tax

Account Debit Creit Tax Details
Category
Sedect account 0.00 000 .00
Rows Shown 10
Sl Uploaded

Files can be viewed by selecting the file name.
To download a file, select the download arrow.
To remove a file, select the rubbish bin icon.

8. When all the journal lines have been entered and it is ready to be submitted, select Save.
This will post the journal to the ledger and it can no longer be edited.

Alternatively, if the journal is not ready to be saved, select Hold. This will save the journal as
being in progress, but not post it. The journal can be located under the Journal Search screen
and saved when ready.
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7.1 ENTERING BANK ACCOUNT TRANSFERS

Any transfers between bank accounts are to be processed with a journal entry. The debit will be to
the bank account that received the deposit and the credit will be to the bank account that made
the withdrawal.

The journal entry will take the following form:

DR: Bank account, with Tax category = NA
CR: Bank account, with Tax category = NA

Church Example

If a church transferred $5,000 from their Local Westpac Account to their Cash Management
Facility account.

The journal will be:

DR: Cash Management Facility for $5,000
CR: Local Westpac Account for $5,000

L N General Ledger = Joumnal Entry 7 M ’” O Logout

Dawe 08032028 = Balance Go0

Rl Ne. Deseription

Account Details

| 100-140120:CMF - Gasn Man gemeni Fac ﬂ GMF) Account - GMF Bank Accoun E”'""E!"' | Wespac Acoount

00-140100-BANKO1 - Bank Accounts - Wesipac Local bank 0.00 5,000,00 WA 0.00 Transfer to CMF

Rows Shown 10

Size Upleaded

/7.2 ENTERING BANK ACCOUNT TRANSFERS

GST refunds and payments are to be entered by journal entry. These transactions will appear on
the CMF statement - a deposit for a GST refund and a payment for GST payments.

When completing this entry, it is important to refer back to the relevant month's GST Report. The
amount on your CMF statement may be a net figure from GST payable and GST receivable, and
the journal will need to reflect both sides of the calculation.
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The journal entry will take the following form:

DR: Cash Management Facility, with a tax category of ‘N/A - Not Applicable’, IF a deposit
CR: Cash Management Facility, with a tax category of ‘N/A - Not Applicable’, IF a payment
DR: Tax Payable, with a tax category of ‘N/A - Not Applicable’, if any

CR: Tax Receivable, with a tax category of ‘N/A - Not Applicable’, if any

If the amount of the GST return/payment does not match the GST report for the relevant month,
an adjustment has been made and an adjustment journal will need to be processed (see how
to process these entries below). The Conference will make contact with you if an adjustment is
required - otherwise reach out to the Conference if you notice a discrepancy.

Then follow steps 1-6 as detailed in section 7.

Church Example

The church has received a $50 deposit on their Cash Management Facility statement for the
January GST Report. The January GST Report had GST Payable of $200 and GST Receivable of
$250, giving a net GST Refund of $50.

The journal will be:

DR: Cash Management Facility for $50, Tax Category=N/A
DR: Tax Payable for $200, Tax Category=N/A
CR: Tax Receivable for $250, Tax Category=N/A

Account Datiit Credit i Tax Ostails

100-140120-CMF - Caish Marnngemant Facility (CMF) Azcount - CTMF Bonk Account 5000 000 MA

Rows Shown | 10

EJ £ £33

Attachments 1

Name Slae Uplcaded
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/7.3 REVERSING A JOURNAL ENTRY

Once a journal has been saved, it cannot be deleted (Held journals can be deleted).

1. In the menu list, under General Ledger, select Journal Search.

Beneral Ledger > Journal Search 7 '

Perod From  atarch 2026 v Perlod To  phawch 20268

Diave From &® Buare To

2. Select the relevant search filters to search for the relevant entry. These can either be one
or a combination of the following: Period, Date, Status or Journal Number.

Select Search.

3. Review the search results. In the table, highlight the relevant journal entry you want to reverse.
Select Reverse.

4. A warning pop-up message will appear. If you want to reverse this entry, select OK.

5. The Journal Entry screen will display with the selected entry.
Review the details.

In the Reversal Reason field, enter the reason that the journal entry is being reversed.
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General Ladges > Jalmal Entry ' >

Pariod | wiwen 2006 Balance 000
Cawe | tamRn Deseription | REV: GENOOO000007

Rel Ho

Reversal Reason

Account Babit Credit Lok Tx Detale
Category

TA0.301 050000000 - Inténist & CMF Distibution lncome oo 100.00 NA 000 Transfer Funds

B40-301 140000000 - Local Budge? Income 100,00 o0 LY 000 Tranafer Funds

Rows Shown 10

Attachments i

HName Size Uploaded

6. Attachments, such as documentation about the reason for the reversal, should be added
to journal entry reversal.

Attachment files types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs
and image files. The maximum file size is 5.2MB.

To add an attachment, under the Attachments table, select Select file.
Navigate to where the file is saved, select the file and select Open.
This file is now attached to the journal entry reversal.
Files can be viewed by selecting the file name.
To download a file, select the download arrow.
To remove a file, select on the rubbish bin icon.
7. Select Save to post the reversing journal.
If the journal entry was in the current period, the reversal entry will be in current period.

If the journal entry was in a prior period, not the current period, the reversal entry will default
to the current period.
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7.4 ENTERING A GST ADJUSTMENT

Sometimes a GST adjustment journal needs to be processed. The Conference will make contact
with you if an adjustment is required after they have reviewed your monthly GST Report. The
journal entry required will be different depending on whether it is a GST Receivable or GST Payable
adjustment and whether or not the period it relates to has been closed. If you are unsure on the
relevant entry, please contact the Conference for assistance.

If an adjustment on GST needs to be made, it should be corrected in the original entry ie. Income
or Expense entry. Refer to section 4 or 6 of this manual.
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Month End Processing:
Bank Reconciliations
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To finalise @ month in ACAS, the following tasks are to be performed:

* Bank Reconciliation/s completed (for each bank account)
* GST Report finalised and submitted to the Conference

» Period Close process completed

The first step in the end of month process, is completing the bank reconciliation. A bank reconciliation
confirms that all entries on the bank statement have been entered into ACAS correctly, and it helps
identify errors on the bank statement or in ACAS.

A bank reconciliation is to be completed each month on every bank account. To complete a bank
reconciliation you will need the relevant bank statement.

3.1 VIEWING THE CMF STATEMENT

1. To view or download the CMF Statement, in the menu list, under Period Close, select
CMF Statements.

Period Close > CMF Stalements # a Qg

2. Select the relevant CMF Account.
Select the required statement date from the Statements list.

The statement will be displayed. If required, it can be downloaded by clicking the
Download icon.
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Period Close > CMF Statements 7 ' > m

Bccount | CRF Bark Account et
Statemvents  2R072008 o E
o R mexv @@ a B Q 8 ©
é STATEMENT Statement Run 000078
‘  Beesctiond Statament Tate PRADIAIE 11 5658 PR
Loomea ag 214
NEW
e o047 2030
ot e
Paga 1alt
Currancy AUD
350-172015-10075600 - ASHFIELD S.0.A. CHURCH
Date Penod  Type Relerance Descnpton Debdt Crent Hasanca
Balance Brought Forward G85TIEECR
NOVNI6 08 JNL 2026002822 022385600 Dopost 500 48 508 88 CR
INON2028 202608 JNL 2006002822 022385954 Depost 000 64,664 88 CR
N0V 202608 JNL 2026002822  02.2380175 Depost 500 8467388 CR
MOV 200008 JNL 2006007827  02.238T12 Deposd 1000 08,683 88 CR
MO0 202600 JNL 2026002822  D2-2307157 Depost M2 6870006 CR
(MU2Z06 202600 JNL 200600246 DEPOSIT 519002 36770 69,075 78 CR
03022026 202608 JNL 2026002848  DEPOSIT 519002 58400 89,650 78 CR
WUXNE WOl JNL ROOTE 3809 Dopost ww BUETS MBCR
0022026 202608  JNL 2026003037  ASHE TRO Jan 28 2TTO8 G004 T CR

3.2 COMPLETE A BANK RECONCILIATION -
IMPORT FROM CMF METHOD

The import from CMF method of reconciliating accounts is only available for the main CMF account.

1. In the menu list, under Period Close, select Bank Reconciliation.

Period Close > Bank Reconciialion Search 7 £ o Rl
Bank Account | 100-140120-CAF - Cash Mamagement Faciity (CMF ) Aceount - CMF Bank Actount w m
Dats " Ta f  Only Unverified Statements
+ New = (] a
Account Name Amount Statement Date  Verified Date &
Mo data o display
Rows Shown 10 W

2. Select the Bank Account you wish to reconcile.
Untick ‘Only Unverified Statements'.
Select Search.
3. This will bring up a list of bank reconciliations for the selected account.

Check to see whether a bank reconciliation has already been started. If a bank reconciliation
has been started, highlight and Select the relevant reconciliation.

If not, select New.
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Perfiod Close Bank Reconcillation Search 7 ra i ] m

Bank Account 100 1401 H0CMF - Cash Management Facisty (GAMF) Accoond < GAF Rank Acroun v m m

Dawe =] Te =] Onily Unverified Stnements |

Account Name Amaunt Swmtament Date  Verified Date &
CMF Bank Account &8.573.88 IN012020 02020 |
CMF Bank Account 73,003.20 322025 322005

CMF Bank Account 71,635 84 32025 30112025

CMF Bank Account 71,040.40 IM0202s J1n20es

GMF Bank Account 6074382 02025 02025

CMF Bank Account 66.711.58 IN0B202S I1082025

CMF Bank Account 853189 IOTI025 3072025

CMF Bank Account 76,077 85 INDG2025 SORA025

Rows Shown 10 v

4. The next unreconciled statement date will appear, along with two buttons: Import from
CMF, and Reconcile Manually. Select Import from CMF.

Peniod Close > Bank Recansiatian Entry [ (¢ | m

Bank Account  §00-T40120-CHIF - Cash Management Fachity (GMF) Account - CMF Bank Acca b s

Nexl unreconcivd statemml: 2802/2026

Imipart from CMF | Reconclie Manually

5. A pop-up window will appear, indicating how many transactions have been auto-matched
based on the amount and reference number. Select Ok.

6. The Bank Reconciliation screen will appear. The Statement Date and the Statement Amount,
as per the CMF statement, will be completed.

7. Transactions up to and including the Statement Date that have not been reconciled will
be displayed. There will likely be an amount showing in the Variance field, which should come
to 0.00 when the correct transactions have been selected.

8. Working from the bank statement, select a transaction on the Bank Statement section left
of screen. Then select the corresponding transaction in the ACAS Transactions section right
of screen. The amounts match, click the Match button.
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Peripd Close - Bank Reconcaation Entry I P m

Bank Accoumt 150 140120 GMF - Cash Marsagamant Faciity (CMF) Account - CMF Bk Acsswnl b
Stmtmenent Dats | 38023038 8 Statwrmant Amuwl 62635 £3 Unewcineibed Dalance 657 43 Bk Siatmman Limws bn Masch 7 s
Reconeled Balance | 6357388 Ladger Belancs 5816137 Vaddance 1565 ACAS Statement Lines bn Match | 1 B
Bank Statement ACAS Transaclions
Malched Matchad
Date Statement Details DrAmount  Gr Amount Date Type CMF Ret. He. Detall  DrAmeunt  GrAmeunt
VARG | DEPOSIT 519002 IT70 Dank
m I Hank Depost = 1w
VRIS DEPOSIT 519002 584,00 deposi
V2020 ASHE T+O Jan 26 T8 AN095  Aank Degot i'n':“ nT00
12000 DEPOSIT 515007 100 0
122020 DEPOSIT 519002 125.20
2022026 | inrer West Council {Pesersham) 21300 FMNTG | Payrnent
Froodtunk NSW « ACT Limted
222026 | Eman 1582
PUZIZE  Foodbank NSW * AGT Linded 2053
222020 Foodbank NSW + ACT Limited 12244
TNVTE Payment LT

20272020  DEPOSIT 519002 42050 Fantry

iiesth
2620026 DEPOSIT 519002 607 00 e

The matched transaction will then be removed from the Unmatched tab of the Bank Statement
and ACAS Transactions section and moved to the Matched tab of both sections.

9. Multiple transactions may be selected by holding down the Ctrl key and clicking on the
transactions. The Match button will only be active and available to click when the total of
transactions selected on the Bank Statement side equals what is selected on the ACAS side.
This can be seen in the Bank Statement Lines to Match and ACAS Statement Lines to Match
totals in the top right-hand corner of the screen.

Period Clote » Bank Reconciiation Eatey P o m
Dank Account 160 1401 3.C0F . Cush Management Facity (CMF) doooent . CUF Bank Aocoom wr
Statement Date 208272076 i Suatermtnt Ameunt 60 585 51 Uneecenciled Balance 537 4% ok Statement Linas In Metch 1 AN
Maconcied Balasce  G5L73E8 Lecdgrer Balamcs 65 161 3/ Variance 18 G5 ACAS Statement Lines in Masch ] R
Bank Statement ACAS Transactions
Watstad JUUTE) atthad
Date Statemant Detalis OrAmount  Gr Amount Cate Type GME Ret. No. Detail  DrAmeunt  CrAmount
5
I2R026  DEPOSIT 519002 W®IT0 SPON F— Danik .
V27020 DCPOSIT 519002 50400 m :
A0 ASHE T+0 Jan 20 277061 2411120985 | ank Deposit Py ; Mo
depasd
122020 DEPOSIT 518002 10000
11202026 DEPOSIT $19002 12520
FVLITIE - Iner West Counci [Petersham) FaxT ] FADIPIG | Paryment

Foadbank NSW + AT Limitsd

Edian

Foodbank NSW + AGT Lenied

HVRIIE  Foodback NSW + ACT Lended 24
FA0IEE | Faynsord

HVI0P  DEPOSIT 518002 438 60

A0S DEPOSIT 19000 07 00

FRIE  CWF Dsmibuuon 1o JR02I0MG 2i6.18

RO | Pyt

The aim is to obtain a Variance of 0.00 on the bank reconciliation screen.

10. If you have incorrectly matched one or more transactions, you can unmatch them (only
on unverified bank reconciliations).

To do this, select the Matched tab (from either the Bank Statement or ACAS Transactions section).
Locate one of the incorrectly matched transactions and select it. All transactions matched
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with it will be highlighted.

Click the Unmatch button. The selected transactions will then be unmatched and can be
correctly rematched.

Period Close - Dank Reconciliation Cntry .r ] m
Reconciled Balance g STI A Ladger Balence  d5.161 07 Vasdance 1545 ACAS Statesserat Lines I Malch 3 1546
Bank Statement ACAS Transactions
- s
Date Salement Details Or Amount Cr Amount Date Tyee CMF Relf. Mo, Detaill  DrAmount  CrAmount
301173028 - 072385608 Depusit 2500
AP0 032305954 Deposit 7060
IV 0325081 TE Deposa B OO
311172028 022387129 Deposit 10,00
P06 | 0T-238T 157 Deposn 420
RS | OIS Doposa 1800
SRR | UR-EERUE Deposn w0
2030 | (22394050 Deposd T0.00 ZAN0N | Paryaraent
TR0 | OFFIMALS Depasit 0000
12026 | 022401488 Depost 40,00
1422026 | 022402237 Deposi T0.00
1422036 | 02-7402335 Dopost 170,00
LR | 02-2407T14 Deposnt 000

WA (2 240171 Deposn 14000
5 Foodbark HEW + ACT Lirsted

aun
Ttk NEW 1 AGT Limied

P06 0F-MO6637 Deposd 5000

29722028 | 022405820 Depost 1000

JUGI2028  Recept 2385500 2600

11. If there are entries on the bank statement that are not appearing in ACAS, they must
be entered into ACAS by Receipt Entry or Journal Entry (see the relevant sections of this
manual for more information).

Always select Save on the Bank Reconciliation screen before moving to another screen.
Return to the bank reconciliation after completing the necessary entries.
12. When the bank reconciliation screen shows a Variance of 0.00, select Save.

It is possible to finish the bank reconciliation and still have items not matched in ACAS because
they have not yet appeared on your bank statement, but you cannot have items on your bank
statement that are not matched to in ACAS.

Fenog G0 - HINK ReCONCRMON LNty s > m
Ak Atcount 1001401 30-CA - ) Account - M
Statamsant Dole  J002rrad = Staterment Amaunt 3ok I8 &9 Untpcencied Batance 03 B0 Donk Statemment Laas bn Match o o
Reconciled Dalance 30 T30 Ledger Dalance 308 B 7 Vornce 000 ACAS Satormant Linws in Match o am
Bank Statement ACAS Transactions
Mokt aidot | Mathed
Date Statemaent Detaiy Dr Amount Cr Amourt Cote Type CMF Ref_ Mo, Dwtail O Amousnt Cr Amount
MAOT0?  Payment AYE .« Ream 1900
g TR Recept 2493823 Py AS00
TR Hetopt FEREEL ) Scof Dufn - J4v7489 0o
OO0 Recept JaaTane Wi Conner - M1 TER 000
WAALT06 Recowot FERELE ] Dee Taaog - 2417454 800,00
Onine Donamon x
FOITNMR Receapd aTsn 2017513 5000
Lnang Donanon
IROLMOR Becead J41THREA 241 me0
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13. Attachments, such as a bank statement, should be added to a bank reconciliation. Files
types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs and image files.
The maximum file size is 5.2MB.

To do this, select Select file.
Navigate to where the file is saved, select the file and select Open.

This file is now attached to the bank reconciliation.

Attachments i

Name Size Uploaded

®

No data to display

Files can be viewed by selecting the file name.
To download a file, select on the download arrow.
To remove a file, select the rubbish bin icon.
14. To view the Bank Reconciliation report, select Print.

The Bank Reconciliation report will be generated. This can be printed or saved. To close this
report, select the X in the right hand corner.

15. When the reconciliation is complete and no further changes are required, the bank
reconciliation needs to be verified. This verification process ensures that the reconciliation
cannot be edited (unless it is unverified).

To verify a bank reconciliation, under the Period Close menu, select Bank Reconciliation.

Select the relevant search filters to search for the relevant reconciliation. These can either be
one or a combination of the following: Bank Account, Date or Only Unverified Statements.

Select Search.

Highlight the reconciliation to be verified. Select Verify.

Stalement Date  Verified Date L

Amcunt
| ammial  aesmel ||
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The Verified Date will appear in the Verified Date column in the table of reconciliations.

3.3 COMPLETE A BANK RECONCILIATION - MANUAL METHOD

Use this method of reconciling accounts for bank accounts other than the main CMF account.

1. In the menu list, under Period Close, select Bank Reconciliation.

el - | -
[~ nnb‘-u-mmm;
Amount Statement Date  Verified Date &

Rews $wwn 10 ¥

2. Select the Bank Account you wish to reconcile.
Untick ‘Only Unverified Statements’.
Select Search.
3. This will bring up a list of bank reconciliations for the selected account.

Check to see whether a bank reconciliation has already been started. If a bank reconciliation
has been started, highlight and Select the relevant reconciliation.

If not, select New.

+ Periog Cowe + BanK ReCorCAIIon Search e » m
Ok o 1 g o s e Rt - E3Ea
[ ™ 1 [ Oshy Usvere Stasemenns
E " i
Account Namse Amecunt Sustemant Date  Verfied Dats &

Rows Shewn 10 w
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4. Select Reconcile Manually.

5. The Bank Reconciliation screen will appear.

If starting a new reconciliation, enter the Statement Date - the last day of the month regardless
of the date of the last transaction on the bank statement.

Enter the bank balance at the end of month in the Statement Balance field.

Penod Cise + Bank RisconcRason Enlry » o [EE3

Bk Acomwnl 100 143170-CIIF - Cash Managemen Fackty [CMF] Account - CHF Dars Aot w

Rstemant Dute B Sustement hacunt

6. Transactions up to and including the Statement Date that have not been reconciled will
be displayed. There will likely be an amount showing in the Variance field, which should come
to 0.00 when the correct transactions have been selected.

7. Working from the bank statement, select on the checkbox beside each transaction that
shows on the bank statement. Also, tick the transaction on the bank statement (it may be
easiest to work from a printed copy).

The aim is to obtain a Variance of 0.00 on the bank reconciliation screen.

8. If there are entries on the bank statement that are not appearing in ACAS, they must
be entered into the system by Receipt Entry, Expense payment or Journal Entry (see the
relevant sections of this manual for more information).

Always select Save on the Bank Reconciliation screen before moving to another screen.
Return to the bank reconciliation after completing the necessary entries.

9. When the bank reconciliation screen shows a Variance of 0.00, select Save.
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It is possible to finish the bank reconciliation and still have items not ticked in ACAS because
they have not yet appeared on your bank statement, but you cannot have items on your bank
statement that are not ticked in ACAS.

Penod Ciose ESNK HELONCANION ERYTY " & » m
00181 20-0MF 1 F nclity (OMF | Acoount - CMIF Bank Account w
Ststermenil Dabe  PRARI0N =] Slabement Amoust 300 P38 42 Unrecemciiod Balance .15 0%
Pormctod Sace | e ooy ey
oF Saln
B ooe Tree Dot Drdmount G Amount

2007202 Payment AYC - Rewm 12000

faoinm FaTpEon - TIRET
O Cumvaticr - 7305007

P p— Sentt D - 76310
IO, | Recept | Jacken Mcternan - 230423
| I WG (OGS T8RS
-(w-.n--wn « FIBBIT
| e Donatien - 200632
" Onmne Dongoee - 2301432
i | Rrvegd e ———re
SN | Rkl (G Corsh ot - CAF Ml Acceim
s, pr— e gy 2arans —
[ — | vt Dot - 2380041
ORI | Recegd " \httum Coence - 2000077
m | ;w -mm :.';;ﬂ"

CRONI | Reoel Moty Gitwer - 88T

10. Attachments, such as a bank statement, be added to a bank reconciliation. Files types
that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs and image files. The
maximum file size is 5.2MB.

To do this, select Select file.
Navigate to where the file is saved, select the file and select Open.

This file is now attached to the bank reconciliation.

| Cnline Donation - 2415084

g
v | Oniine Donation - 2416069 |
O 271022026 | Recept Robyn Simpson - 2415823 45.00
O 2B/02/2026 | Receipt Scoft Duffin - 2417489 10.00
D 28/0272026 | Recept Wilkam Connor - 2417492 50.00
O 28/0272026 | Recept Dee Tsang - 2417494 100.00
O 2610272026 | Recespt Online Donation - 2417513 50.00
O 200272026 | Recewpt ©Oniine Donation - 2417666 20.00
v 2800212026 | Bank Deposit | Bank gepost [ £4469

Attachments i

Name Size Uploaded

Statement Feb 25 pd 8THE 52026 E@

Altach ffom Libeary

Files can be viewed by selecting the file name.
To download a file, select on the download arrow.

To remove a file, select the rubbish bin icon.
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11. To view the Bank Reconciliation report, select Print.
The Bank Reconciliation report will be generated. This can be printed or saved.
To close this report, select the X'in the right hand corner.

12. When the reconciliation is complete and no further changes are required, the bank
reconciliation needs to be verified. This verification process ensures that the reconciliation
cannot be edited (unless it is unverified).

To verify a bank reconciliation, under the Period Close menu, select Bank Reconciliation.

Select the relevant search filters to search for the relevant reconciliation. These can either be
one or a combination of the following: Bank Account, Date or Only Unverified Statements.

Select Search.

Highlight the reconciliation to be verified. Select Verify.

Pericd Ciose - Dank Reconcilation Search # @ m
BN ACCOUR | 100140 120 CUF - G Minapemand Fkobty [CVI) Azcount - CAIF ank Actmust + EEED
e ™1 = @ Oy Dwwennes susemeen [
Account Name Amount Statemant Date  Vanhed Date c
[EYy— | marmel  aswoos ]

The Verified Date will appear in the Verified Date column in the table of reconciliations.

3.4 UN-VERIFY AND EDIT A BANK RECONCILIATION

If you need to edit a verified (saved) reconciliation, it must be unverified. Contact the Conference
if you require assistance about whether this needs to be done.

1. In the menu list, under Period Close, select Bank Reconciliation.

Pt e = Bk el e 3 p o EET3

L L S—— N S — O v | oo |

Date g ™ Dol Unveeiied Statements | ]|

CIAT Dark Actenind ARG NS IN0Es
CARF Bane ASCoum PecEiFl HTRES TR
CT B Acoound 162014 INOATHES IOBHES
(= ) o ARabee o NRIE

Rows Shown 12 v
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2. Select the Bank Account you wish to view.
Select Search.
3. This will bring up a list of bank reconciliations for the selected account.

4. Highlight the reconciliation to be unverified and select Unverify.

ot o - Bk s S . > X3
PSP ey ST — - B
Oate 8 o § vy Unveriied Statermenta | |
Account Namve Ameunt Satersent Date  Verified Date &
CMF Bare Accoun | aosmead! B e | &

CAAF Pank Accound 13578 2% 100G LS

AR BN ASCOUR

VAT n

EAIF Bark A WIS A1

CAAT Bank Atcourd MADTES A0S

CAF Ban Accourt

RIS

CANF Dk Actound J000ES

AR BN AZCOUM IS

Rows Shown 19 v

5. Awarning pop-up message will appear, indicating if any previous reconciliations will also
be unverified. Select Ok to continue.

6. The Vertified Date will be removed from the relevant reconciliation and the reconciliation
can now be edited.

7. Once the edits have been completed and the Variance is 0.00, remember to verify the
reconciliation again.
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SECTION 9

Month End
Processing: GST

—_—== 10

To finalise a month in ACAS, the following tasks are to be performed:

* Bank Reconciliation/s completed (for each bank account)
* GST Report finalised and submitted to the Conference

» Period Close process completed

The second step in the end of month process, is completing the GST Report. ACAS automatically
generates this monthly GST Report. The GST Report, and supporting documentation for GST
Receivable, is to be submitted to the Conference each month for processing.

1. In the menu list, under Reports, select GST Report.

Please select report filters

2. Select the Period. It will default to the current period - change if necessary.
Select Submit.
3. The GST Report will display on screen..

Review the GST Report.
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Entries with attachments added with show a “Y” in the Attachments column. If any invoices are
missing the field is blank. Locate the invoice and attach to the Expense entry. Re-run the GST
report which should now show a Y in the attachment column.

Bl= e - 4@l@ & 202
T oL v

Adventist Church Accounting System ) i

il GST Report (Accrual method) et sz Q

IAM Ryde SDA Church | February 2026 Febrvary 2026

Ot dcrourt BN Partxatans Date oatrad P Tax Code mwsce b, b T o Al

TOTAL GST PAYABLE nog

EXPLNSE PAYMENTS

TOTAL G5T RECEIVABLE 249773 FITE)

ST Recotvable | (Payable) Tom FTIETY

4. GST canonly be claimed when the supplier is registered for GST and a valid tax invoice
is provided.

Email the Conference saying that the relevant months GST Report is ready for reviewing.

Currently there is no automatic flag to notify GSC Finance as to when all invoices/receipts have
been loaded into a particular month, making the GST Claim available for their review, hence
we do rely on the local treasurer to send an email to GSUfinance@adventist.org.au and notify
Finance which months are available for GST review and processing. The GST report does not
need to be attached to the email notification.
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Month End Processing:
Period Close

SECTION 10

To finalise a month in ACAS, the following tasks are to be performed:

* Bank Reconciliation/s completed (for each bank account)
* GST Report finalised and submitted to the Conference

» Period Close process completed

The final step in the end of month process, is completing the Period Close. This can be done when
allincome and expenses are entered and all bank reconciliations are completed. This period close
process finalises the month and automatically processes the monthly tithes and offerings transfer
to the Conference.

1. Under the Period Close menu, select Period Close.

P | Fobrary 208 Bank Reconciliation Verification
Verfied

VUL

Tithers & Oferiengs Pl
Tokat 1 apmmns Prymnin

ot Pavaie e

Conference Expenses Payable
D EnwoiceRn. Amount Cutstanceng Amournt Payment Amount

2. Ensure the Period listed is the month that is to be closed.
3. Tick the checkboxes to confirm each item has been done:

Have all offerings been recorded?
Have all payments been recorded?

Have all bank statements been reconciled? This can be confirmed by looking at the Bank
Reconciliation Verification table to the right hand side of the screen. Each bank account’s last
verified date should be the last day of the period being closed.
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4. Conference Expenses Payable
Invoices from GSC, ABC and RMS are reflected in this section. The payment amount should
equal the outstanding amount in order for these invoices to be included in the payment to
the conference at month end.

5. Ensure the Payment Method is CMF Internal and the Bank Account is CMF Bank Account.
6. Select Save & Continue.
Select Preview Report.

7. The Monthly Report Preview will appear detailing the current month’s income and transfer
to the conference.

Review the report.

select on the Close Period button, which is above the report. This closes the period from
further entries being made and transfers the monthly tithes and offerings payable from the
Local Church to the Conference.

Penod Closs « Pered Ciose 7 s o m
m
i

- 3 W[ = e |5 8 & & Q3

Adventist Church Accounting System
, ||II| _ Monthly Report of Tithes & Offerings
N . Printed 06/03/2026

on
MIQ W Currency AUD
Afc: CMF Bank Account

3AM Ryde SDA Church
Paid CMF Internal
by:

To be processed by Greater Sydney Conference in February 2026

Offering Received Remitted
ADRA Disaster & Famine Relief (Australia) 165.00 165.00
ADRA Where it is needed most 180.00 180.00

8. The Period Close process is now complete.

The finalised Monthly Report of Tithes & Offerings will show which can be saved.
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Perkod Close ~ Perlod Close 7 F o

a2 =3 M O = mewas s ® &5 L Q I

Adventist Church Accounting System

Monthly Report of Tithes & Offerings

Printed 06/03/2026
on

For February 2026 Currency AUD
Afc: CMF Bank Account

Paid CMF Internal
by:

3AM Ryde SDA Church

To be processed by Greater Sydney Conference in February 2
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SECTION 11

ACAS
Reports

There are a number of ACAS reports available for presenting to the Local Church Board and/or
Business Meeting. Under the Reports menu. These reports are available in PDF format or can
be exported to Excel.

Funds Report

The Funds Report gives an up-to-date picture of the local church’s financial situation. It lists all
the departments and tministry areas for the period selected and the balances in each at the end
of the period.

There is an option to run the Funds Report as a Summary Report, which gives a single line summary
of operations for the period chosen.

The report can also be run to include a reconciliation section at the end of the report. This is a
summarised trial balance report. This should be regularly reviewed to check the balances of the
GST Receivable and Payable accounts.

Income & Expense Statement

The Income and Expense Statement shows the budget and actual figures for a selected period and
income and expense accounts. This report is to be used if utilising the accounts budget function
- see Section 12 Budgeting in ACAS. Note this report does not show any carried forward balance
in the fund account.

Trial Balance

The Trial Balance report shows the total debit expenses and total credits to income each account
for the selected period, as well as Year-To-Date amounts.
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Budgeting
in ACAS

Approved budgets can be set in ACAS by using the accounts budget function or by journal entry
transfer. Where possible it is best to set the budget after running the year end process (see Section
13 Year End Processing).

ACCOUNTS BUDGET FUNCTION

ACAS allows budgets to be to be set up under Accounts. When using the accounts budget
function, the budget figures will only flow through to the Income and Expense Statement Report.
If there is a carried forward balance in the Fund account, this will not show on the Income and
Expense Statement.

To change the financial year start period, please contact the Conference for assistance.

There are two options to enter a budget using the accounts budget function. They can be imported
from Excel in bulk or manually entered per account. Both of these methods are outlined below.

To Import the Budget from Excel

1. Under the General Ledger menu, select Import Budget.

General Ledger = lmport Budget 7 s »

Export Budget To File

Import Budget
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2. Under the Export Budget to File section, choose the year that the budget is to be
created for.

Select Export.
3. Afile with all Income and Expense accounts will download.
Open this file in Microsoft Excel.

4. Inthe Excelfile, enter the budget figures for the required period/s for the required accounts.

NOTE: Do not make modifications to the formatting or names of accounts, as this will make
the import template invalid and it will not work.

Save this file.
5. In ACAS, on the Import Budget screen, select Choose File.
Navigate to the saved Excel budget file. Select the file.

6. The file will be validated to ensure the figures are in the required format. A message will
indicate that the validation completed successfully or that there are errors that need correcting.
If required, correct any errors in the Excel file, save and rechoose file in ACAS.

When the validation is successfully, select Import.

7. The budget figures will be imported. They can be reviewed in Accounts under the Budget tab
of an income or expense account. The budget figures will show on the Income and Expense
Statement Report.

To Manually Enter the Budget per Account

8. Under the General Ledger menu, select Accounts.

Genaca Lodoer S krooikls 9 # o T3

W Balance sheet

W Assels
v Current assets
w = 100 - Cash and Cash Equiv,
w 140050 - Cash on Hand
CD = Cash Deawer
140100 - Bank Accounts
BANKD - GBA « Castie Hill
W 140120 - Cash Management Facility (CMF) Account
CMF - CMF Bank Account
v Trade and other recelvables

W = 142 - Trage Recetvables

All [(Giver]
MEI00 - GST Recelvabie
116310 - G5T Payabie
% Liabilities

W Current liabliities
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9. Scroll to the relevant Income/Expense section of accounts.
Select the relevant income/expense account.
10. The Account Details will show to the right of the screen.

Select the Budget tab.

General Ledger > Accounts 7 e ]

Year 2070 w
| [Project]
All [Project] Tootal Budget Previous Total Budget 50004
* Income statement
W Income Auto-populate
v Tith flerings and donations - .
es. oferings —— v [ cony Prevees |

W = 840 - Local Ofterings

w 641 - Church Operating Income Period Cum Actual  Prev Actual :"" Budg ComiBuda [Py Busdg | Friry Budg

% 5 r’
January 2026 5OB528 447675 0.00 4,167.00 83333
W == 643 - Ministries Income
Febriary 2026 254580 531842 0.00 4,167.00 53393
March 2025 MO0 549520 0.00 4,167.00 83333
Al 2026 oo 452081 0.o0 4.767.00 83333
May 2026 000 431850 0.00 4,167.00 83333
Jue 2036 0.00 457399 0.00 4,167.00 83333
July 2026 000 486820 0.00 4,167.00 83333
August 2026 o.nn A851.41 onn 4,167.00 83333
i;s;"'mw oDl RIESES 000 4,167.00 B33
OO n0ne  Eunnmaiiem St Fietriar 3098 ann Aiesea ann + 167 0 #3313

11. The Year is defaulted to the current year. Change using the drop-down if required.
Enter the Total Budget amount for the account.

Choose the Allocation Method - Monthly or Quarterly or leave blank. Monthly: equally splits
the total budget across 12 months. Quarterly: splits the total budget across four quarters of
the year. Leave this blank if you would like to split the budget using another method.

If you selected the Allocation Method as Monthly or Quarterly, select Calculate.
If you would like to copy the previous budget, select Copy Previous.
12. Results will appear in the Period Budgets table.

If the allocation method was left blank, enter the budget per month under the Curr Budg $
column in the tale.

Review the results and edit as necessary.
13. Confirm Yet to be allocated is 0.00.

Select Save.
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DISBURSEMENTS VIA JOURNAL ENTRY

Funds can be distributed to church departments with a journal entry. The debit will be to the
expense account that the money is to be taken from, such as Local Budget Disbursements. The
credit will be to the various departmental income accounts who are receiving the funds.

Church Example
The balance of ABC Church accounts at the beginning of their financial year is:
Local Budget FUND 40,000.00 CR

Local Budget Income 0.00 CR
Local Budget Disbursements  0.00 DR

FUND Total 40,000.00 CR

Church Operating FUND 0.00 CR

Church Operating Income 0.00 CR
Cleaning Expense 0.00 DR
Electricity Expense 0.00 DR
Rates Expense 0.00 DR
Insurance Expense 0.00 DR
Miscellaneous Expense 0.00 DR
Water Expense 0.00 DR
FUND Total 0.00 DR
Sabbath School FUND 0.00 CR
Sabbath School Income 0.00 CR
Sabbath School Expense 0.00 DR
FUND Total 0.00 CR
Pathfinders FUND 2,000.00 CR
Pathfinders Income 0.00 CR
Pathfinders Expense 0.00 DR
FUND Total 2,000.00 CR

Church’s budget has been approved by the church. They now need to distribute by journal
entry a budget of $8,000 to the Church Operating fund, $3,500 to the Sabbath School fund
and $1,500 to the Pathfinders fund. The journal would be as follows:
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DR: Local Budget Disbursements 13,000.00

CR: Church Operating Income 8,000.00

CR: Sabbath School Income 3,500.00

CR: Pathfinders Income 1,500.00

Local Budget FUND
Local Budget Income

Local Budget Disbursements

The updated account balances for ABC Church are:

40,000.00 CR
0.00 CR
13,000.00 DR

FUND Total 27,000.00 CR
Church Operating FUND 0.00 CR
Church Operating Income 8,000.00 CR
Cleaning Expense 0.00 DR
Electricity Expense 0.00 DR
Rates Expense 0.00 DR
Insurance Expense 0.00 DR
Miscellaneous Expense 0.00 DR
Water Expense 0.00 DR
FUND Total 8,000.00 CR
Sabbath School FUND 0.00 CR
Sabbath School Income 3,500.00 CR
Sabbath School Expense 0.00 DR
FUND Total 3,500.00 CR
Pathfinders FUND 2,000.00 CR
Pathfinders Income 1,500.00 CR
Pathfinders Expense 0.00 DR
FUND Total 3,500.00 CR

Seventh-day
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SECTION 13 =

Year End . —s
Processing AT

Itis recommended that the income and expense accounts be cleared at the end of every financial
year. This allows the balance of the income and expense accounts to be related to the current
financial year. The equity fund account will contain previous year's surplus/deficits.

The year end process is an manual process in ACAS. Running this year end process will post a
journal in period 12 that clears out the balance of all income and expense accounts to the fund
account linked to that account. A special journal type is used so it will not affect period 12 reports.
The year end process can only be run after the last month of the financial year has been closed.

1. Before running the Year end process, review the Funds Report for the full financial year.
Ensure all income and expense accounts are grouped under the correct fund - request the
Conference to assist with making any account grouping changes if required. Review the balances
of the accounts.

Save a copy of the Funds Report, showing dollars and cents, for the full financial year.

2. Under the General Ledger menu, select Year End.

General Ledger > Year Ena y ra »

The Year End process will post @ joumal in the last perlod of the financlal year that clears out the balance of all income and expense accounts to the Fund account linked on each account. A

spectal jou

Flease discuss perorming this Action with your Conferencs if you ane unsure whether you shoukd compiete it
Year to bre closed 2075 W
Dane of journal - 34/12025
Bun
v General Ledger

Account Search
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3. Confirm the Year to be closed.
Select Run.

4. A report will be displayed. Please save or print this report as this report is only available at
the time of running Year End.

5. Rerun the Funds Report for the full financial year to ensure all income and expense accounts
are now showing a balance of zero.
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SECTION 14

Chart of
Accounts

There are five types of accounts:

* Assets. These accounts show the value of what the church owns including bank accounts
and trade receivables. In ACAS, these accounts start with a 1.

* Liabilities. These accounts show the value of what the church owes including tithes and
offerings payable and trade payables. In ACAS, these accounts start with a 3.

* Equity. These accounts are the control account for the funds - all income and expense
accounts are linked to an equity/fund account. In ACAS, these accounts start with a 5.

« Income. These accounts are used to record income to the funds. In ACAS, these accounts
start with a 6.

* Expense. These accounts are used to record expenses from the funds. In ACAS, these
accounts start with an 8.

The chart of accounts is managed under General Ledger, Accounts. Local Church Treasurers
have read only access to their chart of accounts. Any changes to the chart of accounts are required
to be made by the Conference. These changes include updating account names, creating new
accounts and making accounts inactive.

General Ledger = ASCOUNts ra i ]

CD « Cash Drawer
W 140100 « Bank Accounts
BANKDT « GHA « Castie Hill
W 140120 - Cash Management Facility (CMF ) Account
GMF « CMF Bank Account
w Trade and other receivables

w = 142 - Trade Recaivables

A [Ghver]
116300 - GST Recelvable
116310 - GST Payabie
W Liabilities
v Current liabilities
“ Trade and other payables
v = 310 - Denomenational Fayables

W 156100 - Den

ational Payabie

ENTOU000 - Greater Sydney Conference

All It raral Pirnatinnel
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eGiving
and ACAS

eGiving allows secure online payments to Seventh-day Adventist Churches in Australia and New
Zealand. Payments can be made once-off or recurring from a credit or debit card and by BPAY.

The eGiving website is:

egiving.org.au

The local church offering accounts available on eGiving are managed through ACAS. Any local
church income account can be listed on eGiving. Each church is permitted one featured offering
- this offering will appear in the top group of offerings listed on eGiving.

Any changes to the offerings on eGiving are to be made by the Conference. These changes include
updating offering names, images and descriptions, adding or removing offerings from eGiving.
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SECTION 16 E Q
Maintaining gf an
Clients '

N

There are two types of Clients in ACAS:

* Givers - these names appear in the income related screens

- Suppliers - these names appear in the expense related screens

Givers can be easily added on the Receipt Entry screen and Suppliers easily added on the Express
Payment Entry Screen by selecting the “+” symbol in the Giver/Supplier field.

Clients can be created and maintained through the Clients menu.

1. Under the General Ledger menu, select Clients.

General Ledger > Clients  * ra o NET i

Gilven Name Sumams/Business Name

Type  Cine i Status et w

+ Hew & Cxgort
Code Givan name SunemeBuslness By Address

Hame
GO0 BLACKTOWN ADRA
G000 ADRAAUSIaHE
GND0003 Adventist media
GIVOOOTE  Adventist Media  Adventist Media Eranceq@adventistmedia ong au
GIVD0OBD Jen Andalis AhGS S5m
GIVOODOT  Anon Anon garrowT@gmail.com
G000 AR

A A

Rows Shown 10 b g

Create a New Client
2. To create a New Client, select + New.
Select the Type of client - Giver or Supplier.
Enter the relevant information regarding the client including Name.

Select Save.
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General Ledger > Clients F » |

Given Mame Surnamausiness Name
Vype  Grer e Suatus | Actvn v
o+ rew ~ Expon
2 Surname/Business Type e Contact Hame
Given name Email Addrass
Name
L Surname/Business Hame ABN
BLACKTOWN ADRA
ADRA Australia Glvan Name
Ak Title
Adventist Media Ay ALl
= Address Line 1
Accounts Jen
Asdrass Line 7
Clients J Anan Anon o
1! 0 ARV i
Historical Accounts -
-
- State
Imiport Budget Rows Shown 10 i

Penntesicle

Country W

Mobile

3. To update details for an existing Client, under the General Ledger menu, select Clients.

Select the relevant search filters. These can either be one or a combination of the following:
Given Name, Surname/Business Name, Type and Status.

Select Search.
Highlight the desired client that needs updating. This will display the client’s details.
Make the necessary edits. Select Save.

Attachments can be added to a client record. To do this, select on the Attachments tab. Files
types that can be uploaded are office files (Word, Excel, PowerPoint etc), PDFs and image files.

The maximum file size is 5.2MB.

General Ledger > Clents ra 4 ]

iivan Mams SumamaBusiness Name
Trpe  Give w Status  Actve w
hew § e Expun
i Attachments ¢
Code Glven name :umamwﬁus thozc Email Address
e

Mame Slize Uploaged
BLACKTOWN  ADRA |

Wi, Org.au @

eneral Ledger

Acoount Search

Accounts V008 Jen Andalis
Clients | Anoin Anon
ARV

Histariaal Assalints

Rows Shown 10

arch

ction Search

Year End

Adventist' Church
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Create a New Client

Receipts can only be emailed to givers who have an email address listed in their client record.

To maintain this:

4. Under the Client record for the Giver, in the Email field enter/amend the Email address.

General Ledger > Clents 7 s ]
Given Nama SumameBusiness Name
Type  Giver w Satus  Acwve w
e - anea
Surname/Business TVt | Giover Contact Nama:
Code Given name N Email Address
Sumsme/Butinets Name  ADIA Australa HBN
4 BLACKTOWN  ADRA |
weral Ledger i % :
GIVODROE At media Titie Tax Giver I
Acc it S )
okl GIVOXITE  Adventist Media  Adventlst Media financefadventistmedia.org.au
Adidress Line 1 My Adventist 1D
GIVODOAH Jen Andalks
GVDD0OT | Anon Anan garmow ! Ti@gmall com Agdress Line I
GIVO000S ARV city
AR A Al
State
Rows Shown 10 A
Postcade
Country a
Maobsile s Do or
Email Actve [

Update a Giver to be a Depositor

The Depositor listing on the Bank Deposit Entry and Bank Deposit Search screens is maintained
through the client records. Any Giver can be updated to be a Depositor.

To update a Giver to a Depositor:

5. Under the Client record for the Giver, tick ‘Is Depositor'.

Select Save.
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Generl Ledger =~ Clients

Given Name SurnamaBusiness Name
Type  Grver L Sows  Acine L
4 New § Dok~ Expon
i Tree  Gover Contact Name
Code Given nama SRR Emall Addrass
Name
Atk et SumamaBusiness Name A ABN
epons V00014 BLACKTOWN  ADRA
: Given Name
~  General Ledger
Tithe Tax Glwer ID
Address Line 1 MyAgventiet ID
Address Line 2
ity
State
W
Journal Entry Postcode
Journal Search Coumry v
Transaction Seanch Mobile s Bépaabior
Year End Email LU |

S Admin

If wanting to create a CMF Online payment when processing an Express Payment Entry, the
Supplier's payment details (EFT, BPAY or CMF Internal details) must already be set up correctly
under the Client record before processing the entry.

6. Under the Client record for the Supplier, select the Usual Payment Method.

For an EFT payment, select EFT.
For a BPAY payment, select BPAY.

For a CMF Internal payment, select CMF Internal.

General Ledger = Clients

Given Name SumamaButiness Nams
Type  Grvor w S Acove -
e I o Expon
Surmame/Business Trpe  Supgses Contact Name
Code Given name Emall Address
Name R ————————————
~» SurmameBusiness Name ABN
»  Repodis BLACKTOWN |
| 4 Biven Mame
v General Ledger
Tide

Account Search

Address Line 1

Address Line 2

Customer Het, No

Historical Accounts ARV Ciny Usual Payrrent Methed
i i
a8 Cash
Imipcart Buaiget Rows Shown | 10 S
Journal Entry Posicode
Country
Mabile Cheque
Email Active BPA
CMF Internal
Waual Expanse Abo L
="
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7. For an EFT payment, enter all of the following details for the payment to work correctly:

BSB - the supplier's BSB
Account No - the supplier's bank account number
Account Name - the supplier’s bank account name

For a BPAY payment, enter all of the following details for the payment to work correctly:

Customer Ref. No. - the supplier’s BPAY reference number
BPAY Biller Code - the supplier’'s BPAY biller code

BPAY Ref. - the supplier’s BPAY reference number
Account Name - the supplier’s account name

For a CMF Internal payment, enter the following details for the payment to work correctly:

Account No. - the supplier's CMF account number
Account Name - the supplier's CMF account name

8. Select Save.

Make a Client Inactive

If a client is no longer needed, it can be made inactive so that it does not appear in the income
and expense screens.

To do this:

9. Under the Client record, untick ‘Active’.

Select Save.

General Ledger > Clienis s o BT

Glven Mame Sumame/Business Name

TPt Cover w e Act £

4 Mew § Debele o+ Cxport

rnama/Eusi Trpe  Supphe W Gontact Name
Cote Ghvenname | 2N SIMEE Email Address

Name
Surmame/Business Name ABN
G001 BLACKTOWN  ADRA I

ovoooot | lADRAAmee | frmntome

GIVOO00 Adventist media Trtle

GIVDDOTE  Advenis! Media  Advaniist Madia finance@adventistimadia ong au
Address Line 1

GIVOQOED Jen AnQais SliagnatEyahod. com

GIVODDOT  Anon Anon garrow7i@gmall com HedomeyHem d Customer Red, Mo

GIV00009 ARV Gity Usual Payment Method w
AnAAALA T
State
Rows Shown 10 ~

Pastcode

Country v

Mobile

Email Active

Usual Expense Ace et A W
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SECTION 17

Petty Cash
Procedure

Itis the local church’s decision whether or not they wish to run a petty cash account. All risks need
to be considered and evaluated.

Any local church petty cash accounts are to be recorded in ACAS.

Setting up Petty Cash
1. Request the Conference to create an asset account in ACAS called Petty Cash.
2. Write a cheque to ‘Cash’ for the amount of the petty cash float.

Cash the cheque and hold the cash in a safe place.

3. In ACAS, journal the transfer of funds from the bank of withdrawal to the new Petty
Cash account:

DR: Petty Cash
CR: Bank account cheque drawn from

Operating Petty Cash
4. Issue petty cash only if tax invoices are provided.

At any given time, the total of cash on hand and the total of all tax invoices should equal the
float amount.

5. Regularly write out a cheque for ‘Cash’ to replenish the cash back to the float amount. The
cheque amount should equal the total of all tax invoices reimbursed from petty cash.

6. In ACAS, record this cheque via an Express Payment Entry. Choose the relevant bank account
from which the cheque was drawn and allocate each tax invoice separately to the appropriate
expense account.
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