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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 URL
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.

Note: Details and figures in this training manual have been fabricated for instructional use only.
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Section 1 — ACAS User Sign up

The following process is to be completed after an ACAS New User form is completed and the
Conference team have 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 | % ReplyAll | —3 F
No Reply <tando@adventist.org.au:= 0 Reply D Reply Al o
To @ Rachel Wegener Sy

\E\ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Hello Rachel Wegener,

You have been given access to ACAS, the new application for managing tithes and offerings, and local church finances.

All you need to do now is activate your account

Button not working?

Copy and paste the link below into your browser:

If you have any questions on activating your account, logging in, or using ACAS, please contact your Conference support

team,

Kind Regards,

The Adventist Technology team

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

Seventh-day
Adventist Church

Sign in with your sign in name

SEVENTH_DAv

ADVENTIST &

CHURCH

Sl P

HEADQUARTERS
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The Sign Up window will appear.

{ Cancel
Seventh-day
Adventist Church

Verification is necessary. Please click Send button.

Email Address ‘

Send verification code

Mew Password

Confirm New Password

Given Name

Surname

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:

8-16 characters, containing 3 out of 4 of the following:
Lowercase characters, uppercase characters, digits (0-9), and
one or more of the following symbols: @ #$ % A & *- _+ =

[N 2/~ 0

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.

Iﬁl Welcome to ACAS

- l\l/—l ™ For support please contact your local Conference support person

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

The Sign In page will appear.

Seventh-day
Adventist Church

Sign in with your email address

SEVENTH‘DAY

ADVENTIST |

CHURCH

W?w%o oo

HEADQUARTERS

Enter your Email address and Password.
Select ‘Sign in’.

You will now be logged into the ACAS Live site.
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ACAS Training system

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

&P

acas-training.adventist.technology

The Welcome to ACAS page will appear.

l_ll Welcome to ACAS
3 ‘\ﬂ!/—l " For support piease contact your local Conference support person

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

The Sign In page will appear.

Seventh-day
Adventist Church

Sign in with your email address

SEVENT

H-Day &

ADVENTIST

CHURCH

Soulhy Pucfr, 2

HEADQUARTERS

Enter your Email address and Password.
Select ‘Signin’.
You will now be logged into the ACAS Training site.

Note: The buttons/icons will appear blue in the Training system (instead of orange).
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Section 3 — Navigating ACAS

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 regularly check the message board so that
you can keep up with any new developments and information.

il. ACAS SDAChurch  #°  Hello, >

4 i I_‘ Welcome to ACAS

Home I
‘—'\/J—‘ For support please contact your local Conferance sugpart parsan

Income:
Expenses Messages

Period Close Subject Sending Organisation

Reports Upcoming Treasurer's Training North NSW Conference

General Ledger

Admin

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.

Shortcut Button

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

Receipt Entry SDAChurch #* Hello, o [&
Express Payment Entry
== 1 ml Welcome to ACAS
! - T ™ For support please contact your local Conference support person.
Expenses Messages
Period Close Subject Sending Organisation
Fapoiks Upcoming Treasurer’s Training North NSW Conference
General Ledger
Admin
Search Function
The search field can be utilised as a quick find for different menu items.
. ACAS SDAChurch & Hello, @

Q

[ I_I‘ Welcome to ACAS

== For support please cantact your lacal Conferance suppart persan
Income:

Expenses Messages

Period Close Subject Sending Organisation

ErEs Upcoming Treesurer's Training North NSW Conference

General Ledger

Admin
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Navigating Between Churches

Some ACAS users will have access to more than one church in ACAS. To confirm which church site
you are in, please check the church name towards the top right hand corner.

To switch between church sites, select the pencil button to the right side of the church name. Then
select the relevant church from the dropdown list.

A

Wl ACAS ‘ SDA Church l"Halkz‘ [
< ’ I_‘I Welcome to ACAS

Home.

WP/ Forsupport ploasa contact your lacal Canfaranca suppart persen
Income:

Expenses Messages

Period Close Subject Sending Organisation

Reports Urcoming Treasurer's Training North NSW Conference

General Ledger

Admin

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.

‘ ’ SDAChurch #* Hello, )

I Welcome to ACAS

Home
— For support please contact your lacal Conference support persan

Income =

Expenses Messages

Period Close Subject Sending Organisation

Reports Upcoming Treasurer's Training North NSW Conference

General Ledger

Admin

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.

-
. ACAS SDAChurch  #°  Hello, ‘ [
< ’ I_I‘ Welcome to ACAS

Home:
== For support please cantact your lacal Conferance suppart persan
Income:

Expenses Messages

Period Close Subject Sending Organisation

ErEs Upcoming Treesurer's Training North NSW Conference

General Ledger

Admin
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Section 4 — Recording Income

4.1 Receipt Entry

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

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

Income > Receipt Entry SDAChurch  #*  Hello @

Perlod  February 2025 - Date | 121022025 ® Source | ACAS

Giver 4 ~  PaymentMethod Cosh

Home Amt. Recolved 100

~ Income

Bank Account 100-140050-C0 - Cash o

Account Allocate Tax Category  Tax Allocation Details

- W o000 - Moo

General Ledger

Admin

Rows Shown 10

Attachments 1

Name Size Uploaded

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 written to an individual. Offering bag amounts are to be
recorded against the Giver called ‘Deacon’.

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) in the relevant fields. Select Create. This new Giver will now be available on the
Givers list. To edit Giver information, including adding an email address, see Section 16
Maintaining Clients.
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4. Confirm the Payment Method is correct.

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

Other Payment Method options, other than ‘Cash’ and ‘Cheque’, 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 selected — change if necessary.

The Bank Account will be the Cash Drawer if the Payment Method options of ‘Cash’ or ‘Cheque’
have been selected.

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. Inthe table, complete the relevant information.

Under the Account heading, select the Account the funds are to be allocated to. All local
income accounts 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 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.
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Wl ACAS

Q

Home

Income
Receipt Entry
Receipt Search
Income Summary
Bank Deposit Entry
Bank Deposit Search

Expenses

Period Close:

Reports

General Ledger

Admin

Income > Recaipt Entry

Period  February 2025
GIver DEACON - Deacon
Amt. Received 26850

Bank Account  1D0-140050-CD - Cash e Hand -

Details  Offering 822025

+ New Row

Account

640-301140-D!

100 - Local Budgst Income.

641-300280-000000 - Building Fund Income

Yetta be allocated .00

Attachments i

Name

. Dte 0m02I2025
4+ - FaymentMethod cash
Gash Drawer
Allocate
Size

SDAGhurch  #* Hello, >

& Source AcAS
Tax Category  Tax Allocation Details
23450 NiA 000 Offering 8272025
24.00 NiA 0.00 Offering 8/2/2025
Rows Shown 10 -
Uploaded

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.

il AcAs Reports = Report Viewer

O

Poge Width -

Home

Income
Adventist Church Accounting System

Weekly Church Offering of the Week

SDA Church

Expanses

Offering of the Week for SDA Church and Parent Entitles

Account Statements Note: 0 ' “Locat Church Offeriog”

Schmduled Date  offering Wa Chearing Account e <Giving Offering Hare

Account Stalements for Loty

Multiple: Entities.

Ip ot Sttt Disclesp of AdveniLst Youth {SPD)

12025

e
i of Advsntst outh (SHI

Ghart of Accounts e & Famin Rttt

nt Transactions

S Jrap—
 Transter Report
ference Tithe

eGiving - Monthly P G Pacifc vt Univesiy 5908

e ——)

8Giving - Non-L

Aurtratan Unlon Carérrenzo 071205 inlem Clake! Fartnership (AUCH — Unlon okl Farmerip 4103
ing - S S— orrareherive Wi Euangelier
eGiving - Summ: s o0 202 o S
AUSITa%an Unlon Conference o Ul Oerng (AUC)

ty Usars & Roles

el Confenere sl saurice (621

Financial
Pariod

atements per

Monday, 10 Febriary 2025 Page 1012

Funds Report
GST Report
T - Deta

Income & Expanse
tatement

Income Summary Report
Incomplete Church
Journal Export

Monthly Report

Offering Comparison

Offering of the Week

8 &

SDA Church  #*

o

entiy

Danation Bucket

Hello, s ]

RESET  suBwIT
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11. Onthe Receipt Entry screen, if you select New Row unintentionally or over-allocate the amount,
select on the line, which will be highlighted 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 on
Cancel.

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 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 desired file is saved, select the file and select Open.

This file is now attached to the receipt entry.

Dl ACAS Income > Receipt Entry SDAChurch ¢ Hello, a

[ - Period F Dats 0822025 & Source  ACAS

+ = PaymentMethod cash

Home

Income

+ New Raw

Account Allocate Tax Category  Tax Allocation Details
640-301140-000000 - Local Budget Income 234.50 NiA 0.00 Offering 8212025

641-300280-000000 - Buikding Fund Income 24,00 NIA 0.00 Offering 8212025

Rows Shown 10 -

Vet to be allocated (.00

Attachments <
Name Size Uploaded

160.4 KB 12/2/2025

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.

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 when you select Save or Save & New, 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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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 to be
checked against the total banked.

1. Under the Income menu, select Receipt Search.

Il Acas income > Recelpt Search SDAChurch & Hello, i}
Q - Period From | February 2025 - Peried To  Feoniary 2024 -
Date From ) Date To 8
o Giver - Bank Account -
Income
Source v | Recelpt Number
Recsipt Entry
Unsent Only Emailed Only Printsd Only Journal Number
Receipt Search
Income Summary
Total 000
+ New o -
Date Period  Giver Details Amount PaymentMethod  Status  Receipt No. Journal No. @

> Genersl Ledger No data to display

Rows Shown 10 -

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.

il ACAS Income > Receipt Search +5DAChurch ¢ Hello, ]

Q - Perloa From  Fabruary 2025 - Period To February 2025 -
Dato From | pain22025 =) Date To 0ai02/2025 =]
Home Giver - Bank Account -
Income: i
Source ~  Receipt Number

Receipt Entry
AELE @ [—— Printot Oty Sournal Number
Recaipt Search

Income Summary

Total 256,50
+tew e R = EmaiPrint Receipts o Export 2 B
Date Period  Giver Details Amount PaymentMethod  Status  Raceipt No. Journal No. @
Expenses
08/02/2025 2025/02 Deacon Offering 8/2/2025 25850 Gash Net
Period Close RS | 2 e 9 o 5030 | Gea Printed

Reports

General Ledger

Admin

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/cheque bank deposit, compare this total to the amount you have for banking—
they should equal.
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4. If areceipt 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 if you
are happy 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 > Recsipt Search 7 SDAChurch  #° Hello, 4 m

Date From =] Date To =]
Givar - Bank Account
Source + | Receipt Number

Unsent Only Emalled only [ Printed Only ] Journal Number

Total 33850

Jhew 5= seet @ Deele r Reverse [P
Dates Period  Giver Details Amount Payment Msthod Status Racaipt No. Journal No. @

Mot

08/02/2025 2025002  Anonymous Offering 8/2/25 BO.0D Cash
Printad

Mot

08/02/2025 2025002 Deacon Offering B/2/2025 25B.50 Cash Printed

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 x

Select whather each receipt should be printad or emailad. m

Giver Name Giver Email u Send Method
Anonymous 80.00 Print
Deacon 25850 Print

(i) (==

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 as each receipt
size may vary depending on the number of income splits.
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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. Toreverse a Receipt Entry, go to the Income menu, then select Receipt Search.

Il Acas

ot |

Income > Receipt Search

Poriod From | Fepruary 2025 -
Date From B8
(s Giver -
Income
Source
Recsipt Entry
Unsent Only Emalled Only Printed Only
Receipt Search
Income Summary
Total 0.00
+ New T -
Date Period  Giver Details

> Genersl Ledger

SDAChurch ¢ Hello, 1]
Pariod To  Fenruary 2024 -
Date To 8
Bank Account -
Recelpt Number
Journal Number
Amount PaymentMethod  Status  Receipt No. Journal No. @
N date to display
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

Wl ACAS ncome Receipt Search SDAChurch & Hello, o
‘ Q Period From | February 2025 - Period o Fesmuary 2025 -
Date From | 08/02:2025 8 Date To  opin212025 &
Lo Giver v Bank Accoun t -
Income
Source ~ | Receipt Number
Receipt Entry
Unsent Only Emalled Only Printed Only Journal Number
Receipt Search
Income Summary
Towl | 33850
Bank Deposit Entry
4 New BT Seleat  § Dele = Emall/Print Recelsts 4 Export i@ Print
Bank Deposit Search
Date Period | Giver Details Amount PaymentMethod  Stams  Receipt No. Joumnal No. e
Expenses
Period Close . F— o -
08i02/2025  2025/02 | Deacon Offering 8/2/2025 25850 Cash Printed ~ REC-0000000884  REC-0000000694

> Reports

> General Ledger

Admin

4. This will bring up a warning message. If you are sure 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.
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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.

L acas Income > Receipt Entry SDAChurch  #°  Hello, e}

Period | Fepruary 2025 Date 05022025 Source  ACAS

|a

GIver | ANON - Ancnymous Payment Methad  Cax

Hi
S Amt. Received 8000

Income
Bank Account | 100-140050-GD - Gash en Hand - Cash Drawer

Datl =
o Roversal Reason
Income Summary
PR Account Allocate Tax Category  Tax Allocation Details
640-301140-000000 - Local Budget Income -80.00 NA .00

Bank Deposit Search
> Expen
> Period Close

Reports

> Admin

Rows Shown 10 -

Yet to be allocated | 0.0

6. Select Save to record the reversal.
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Section 5 — Recording Bank Deposits

5.1 Bank Deposit Entry

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

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

1. Inthe menu list, under Income, select Bank Deposit Entry.

Il Acas Incaime > Bark Deposit Entry SDAChurch & Hello. ]

Bank Accol

Cash aclity (CMF) Account . w Depositor

P, Date | 120212026 8

Cash Deposit Amol

unt
i0d
unt Cheque Depesit Amount | 0.o0
Currancy auD Status
Date Amount Amount to Deposit  Payment Method

DBI02/2025 0,00 CASH Anonymous

0810212025 25850 CASH Deacon

Rows Shown 10

Total Available 332 50 Total to Deposit | 0.0

Attachments ¢

Name size Uploaded

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.

5. Select the box in the left hand column of the table on 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 of the table on
the heading line. This will select all entries on the screen, placing a tick next to all transactions.
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Ensure that the Total to Deposit is equal to the actual Cash/Cheque Deposit Amount banked/to

If the actual banking is more than the transactions available in the system for banking, check

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

- Date | 10:02/2025
Cheque Depasit Amount | .00

Status

Amounit to Deposit Payment Method

Giver

SDAChurch 4 Hello [

6.
be banked.
the receipt entries for possible income omission.
income duplication.
s Cash Deposit Amount 333,50
L Cumency  AUD
Receipt Entry
80.00
258.50
> Admin
Attachments i
Name Size Uploaded
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 (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 desired file is saved, select the file and select Open.

This file is now attached to the express payment entry.
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. Acas Income > Bank Deposit Entry SDAChurch ¢  Hello, @

Q - Bank Account  Casn anagement Faciey (CHIF) Ascoun,.. |+ Depositor .

Period  Fetruary 2025 - Date 1010212025 [

G Cash DepositAmount 535 50 Cheque Deposit Amount 0,00

Income
cumency  AUD Status

Recsipt Entry

Re Date Amount Amount to Depasit  Payment Mathad Giver

80.00

Income Summary
Bank Deposit Entry 25650

Bark Deposit Search

Expanses

> Peried Close
Reports
General Ledger
Admin

Rows Shown 10 -

Total Avaliable 333 50 Totel to Depestt 33850

Attachments <

Name Size Uploaded

356.3 KB 12122025

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. Inthe menu list, go to Income, then Bank Deposit Search.

il ACAS Income > Bank Deposit Search SDAChurch % Helio >
Q - Bank Account | Select Acoount .
Period | Febryary 2025 - To | Fepruary zoze -
Lome Date ) T 8
Income:
Depositor - Status -
Receipt Enlry
+ New
Receipt Search
Date Period Depositor Bank Account Amount Status Joumal No e
Income Summary
Bank Deposit Entry
Bank Deposit Search @
Expensas No data

Period Close

Reports

Total | .00 Rows Shown 10 -

Ganeral Ledgar

Admin

2. Select your search filters. These can either be one or a combination of the following: Bank
Account, Period, Date and Depositor.

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

reverse.

Select Reverse.

Wl ACAS Income > Beank Deposit Search
Q - Bank Account | Sciect Accoun
Period  February 2025 -
Home Date @
Income
Depositor -
Receipt Entry
Date Period Depositor
Reports
General Ledger
Admin
Total | 338.50

Yo February 2025 -
T @
Status -

Bank Account Amount Status

Journal No

SDAChurch & Hello, Lo

4. A warning pop-up message will appear.

If you are sure 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.

il ACAS

rETE—

Home

Income > Bank Deposit Entry

Bank AGGount | Gash Management Facilty {ChF) Accoun

Pariod | Fabruary 2025

Cash DepositAmount 335,50

Currency s
Reversal Reason

Incomea
Receipt Entry

Receipt Search

Dapasitor
Date  10i022026
Cheque Deposit Ameunt 0,0
status

Journal No. - BKD-0000000¢70

- Date Amount Amount to Depesit Payment Method Giver
Income Summary
0810212025 20,00 8000 CASH Anonymous
Bank Deposit E:
= niry 081022025 288.50 -26850 CASH Deacon

Bank Deposit Search

Reports

> General Ledger

> Admin

Total Available 335,50

Rows Shown 10 -

Total to Deposit 338 50

SDAChurch 4% Hello, @

6. Select Save to record the reversal.
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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,
reimbursements and conference charges.

ACAS can be used to set up payments to suppliers from a local church’s 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. Inthe Expenses menu, select Express Payment Entry.

Expences Express Paymant Ertry Church 4 Hllo, >

Amt. Payable | 0.00 Payment Date  12/02/2025 B CMF Status

Bark Acc. | Seiect Account ~  Payment Method - ChequelRef. No,

Allocate Tax Category  Tax Allocation Details

Rows Shown 10

Yetto bs allocated 0,00 Total Allocated Tax | 0.00

Attachments {

Name Size Uploaded

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.

If the payment is to the Conference, the Supplier is: Parent — North NSW 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.

ACAS Training Manual (NNSW Conference) Page 23 of 77 Last Updated: July 2025




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

6. Enter the Amount Payable including any GST.
7. Enter the Payment Date. If the account is still to be paid, enter today’s date.
8. Select the Bank Account the payment was made or is to be made from.

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

9. 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.

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.

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

11. Enter the payment Details — what the expense was for.

12. Inthe 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. Note 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 specific allocation details as required.
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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
split up the separate invoice amounts even if they are all to be allocated to the same expense
account. This allows invoice and GST amounts to be recorded separately (making it easier to
review the monthly GST report).

il AcAs Expenses = Express Payment Entry Church & Hello, i)

8 N Status

Chegque/Ref. No,

Account Alloeata Tax Category  Tax Allacation Details

B853-400780-000000 - Foad Pantry Expense - [ 137335 wa - Wlooo |

Rows Shown 10

Yet to be aliocated | 1373.35 Total Allocated Tax | 000

Attachments 1

Name size Uploaded

13. If you select New Row unintentionally or over-allocate the amount, click on the line, which will
be highlighted 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.

15. Attachments, such as payment approval or invoices, can be added to an express payment entry.

If all expense invoices are added in ACAS, it makes submitting the GST report at the end of the
month much simpler. When attaching supporting documentation for GST receivable, ensure the
attachment is 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 desired file is saved, select the file and select Open.

This file is now attached to the express payment entry.
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il. ACAS Expensss > Express Payment Entry

Period  Fepruary 2025 Invgice Date | 1102:2025
Supplier  SUPO003 - Fondoank NSW & AGT Liiied (EFT) [012- Invoice No. €15 106
Amt. Payable 1,573 55 Payment Date | 12102/2025
Bank Act. 100-140120-CMF - Cash Management Facily (CMF) Account - CMF Bank Payment Method | EFT
Details  Foadbank 106 Journal Ne. | PEX-D00000D 1, PAY-00000010

Account Allocate Tax Category  Tax

853-400780-000000 - Food Pantry Expense 1,373.35 NiA

> Admin

Vet to be allocated | .00 Total Allocated Tax 0,00

Attachments 1

Name size

SDA

status g

Church ¢ Hello a

CMF Status

ChequalRst. No.

Uploaded

ocation Details

Rows Shown 10 -

356.3 KB

117212025

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.

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 when you select Save or Save & New, 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.

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. Then the second signatory will need to login to CMF Online to approve the payment.

Otherwise 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 with ACAS.
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To sign payments in CMF Online:

1.

3.

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.
To go to CMF Online, select on CMF Online.

If you cannot see the CMF Online application on the ‘Recent’ tab, select on the ‘Applications’
tab.

CMF Online

Statements and funds management via
Transfers, EFT, BPAY (AU)

The CMF Online Home Page will load.

m CMF | 5% NORTH N.5.W CONF OF SDA ~ n ‘ | E-s | 2 -
=
.
Payments to comren o Vew o Scripture of the Day
Sign h Al
Notifications
Latest News
Date From To Amount Therefore everyone who hears these
& Payments + words of mine and puts them into
2/06/2025 View . + " . .
w e practice is like a wise man who built
= .
i Accounts + W 13/08/2025 [ view his house on the rock.
T Resources + W oe0zs e Matthew 7:24
83 Admin * W 16/06/2025 | View
wr 16/06/2025 View
- Unread Notifications
2345 > »
Mo notifications

Note: You may notice that there is lots of information on the CMF Home Page. To update your
Home Page Preferences, select your name in the top right hand corner of the page, then select
Preferences.

@ CMF ‘ T SDA CHURCH (NNSW CONF) LTD + fa) ;@g
{3} Home -
CEER ...

Preferences

. Logout
; comren o Vew (] Scripture of the Day
Sign A
Notifications
Latest News
Date From To Amount Therefore everyone who hears these
& Payments + words of mine and puts them into
ws 2/08/2025 ‘ View : e i ; i
I practice is like a wise man who built
= .
T Accounts + n S [ view his house on the rock.
& Resources * M 16/06/2025 | view Mathew 7:24
£83 Admin + i 16/08/2025 ‘ View
w 16/08/2025 ‘ View

Unread Notifications

H::3:5>»

No notifications
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6.

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

@ CMF T SDA CHURCH [NVSWCONF)LTD" ? T‘ | 2 -
Preferences

Notifications
Home Page Location
Latest News

I Payments + My Time Zone
Daily Payment Limit
ﬁ Accounts + See your limit and amount remaining at a glance - Browser time zone - -
Surrent time: 03:00 PM, @ July 2025
Payment |D Search ! m L
5 Resources +
kly lookup a payment by it's ID
82 Admin + Payments to Sign
See payments for you to sign

My Accounts

See your aceaunts

Scripture of the Day
et inspired with a daily scriplure

Notifications
“atch up on your notifications

Favourite Payments

cess your favourite payments

CI I I I

Ledger Exports

ess accounts with outstanding ledger exports

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

@ CMF | i NORTH N.S.W CONF OF SDA ~ Jal ‘ | B0 | 2 -
1Ak Home - .
_ Payments to comren q Vew o Scripture of the Day
) Sign R Al
Notifications
Latest News
Date From To Amount Therefore everyone who hears these
|E Payments + words of mine and puts them into
wr 2/06/2025 ‘ View : fe i : i
Sl practice is like a wise man who built
T Accounts + s raooa0ss [ View his house on the rock.
T Resources + W oe0zs [ view Matthew 7:24
83 Admin * W 16/06/2025 ‘ View |
wr 16/06/2025 ‘ View |
- Unread Notifications
2345 > »

Mo notifications

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 (****%**¥¥%)

MFA Required

Multi-factor authentication is required to access this section.

Send Code to Email Send Code to Mobile Number (**+++75)

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

ACAS Training Manual (NNSW Conference) Page 28 of 77 Last Updated: July 2025



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

7. Alist of ‘Payments — To Sign’ will appear.

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

@ CMF + New Payment T NORTH N.S.W CONF OF SDA + fal ‘ o ‘ ‘ 2 A
.
Home + =)
@ Payments - To Sign
|2 Payments -
[YETRE To Sign Pending |18 ‘ Processing (2 | Failled © Current Account w
New Payment
pending
«2 Review and sign all transfers.
Favourites
D Date Id From To Description Amount Status
History
[ wr  opzioozs 587663 Churen soa ;‘;":Ef::;swx ::TE?;:‘:WR‘ §2521.21  1signature needed
=
Accounts +
= (IEEEY | PageSizei 10~
[ Resources +
333 Admin +

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.
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€ cvF

13} Home +

Payments -

New Payment

Pending
From
Favourites
History
Payer Name
i Accounts + Amount
Date
= Resources +
Your Reference
5_33 Admin i Created By
To
BSB

Account Name

Their Reference

+ New Payment o

Payment Details

Direct Deposit #587663

S$.D.A. CHURCH 100

SDA Church
AUD $2,521.21
9/07/2025
Foodbank NSW & ACT Limitied
ACAS System - 9/07/2025 10:04 AM

012 Account Number 48
Foodbank NSW & ACT Limited
ci8

S.D.A. CHURCH + Jal ‘ 0 B 3 v
[ New ] Daily Payment Limit
$496,731.68 remaining of $500,000.00 99%
View Account Details AUDS | v

Further Actions

O View audit log = Repeat

¥ Add to Favourites ‘ / Edit Payment

& Print [ Delete

CMF will process the payment.

10.

Once a payment has been processed, 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.

QL ACAS Expenses > Payment Search
a - Poriod From | Juiy 2025
Supplier
i Status
Income
+ MewExpress 3= Seler &
Pay Date Period

Expenss Search

08/07i2025 202507

Payment Search

Supplier
Foodbank NSW & ACT Limitied

Period To Juy 2025 - Date From | 0ai07/2026
- Bank Acoount | Seiect Accoun
+  Journal Number
o Erpot @ Print
Bank Account

CMF Bank Account

Amount ChequelRef
2,521 Z CMF: 587863

SDA Church 4 Hello, ]

B Date To  0a/07/2025 =]

Status Journal Number

Posted PAY-000000D880

Rows Shown 10 -

11. Please note that no payment advice is sent to the supplier.

6.3 Conference KCHURCH Current Account Charges

All NNSW 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 a local church’s CMF account.
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1.

10.

11.

In the Expenses menu, select Express Payment Entry.

Expenses Express Paymant Entry Church  # Hello, ]

Period  Fepruary 2025 - Invoice Date  {202/2025 =]

(23 amt.Payable | 000 Payment Date 120212025 & GuF Staws

Income
Bank Ace.  Select fcoou - Payment Msthod - ChequeiRet. No.

~  Expenses

Express Payment Entry

Expense Search

Allocate Tax Category  Tax Allocation Details

Rows Shown 10

Yetto beallocated 000 Total Allocated Tax | 0.00

Attachments {

Name Size Uploadsd

Confirm the Period the expense relates to — update if necessary.

Enter the Invoice Date.

Choose the Supplier from the supplier dropdown list.

If the payment is to the Conference, the Supplier is: Parent — North NSW Conference.
Enter the Invoice/Ref No.

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

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

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

For direct debit charges, the bank account needs to be 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.

For charges paid via direct debit, leave the Cheque/Ref. No. field blank.

Enter the payment Details — what the expense was for.
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12.

13.

14.

In the 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.

Under the Tax Category heading, review the tax category and change if necessary. There is no
GST on Conference expenses charged through the KCHURCH current account so the Tax
Category will be N/A.

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

Under the Allocation Details heading, add any specific 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
split up the separate invoice amounts even if they are all to be allocated to the same expense
account. This allows invoice and GST amounts to be recorded separately (making it easier to
review the monthly GST report).

SDAChurch & Hello >

Fayment Date 071022025 B CHF Status

> Income

“ Expenses

> Admin

Rows Shown 10

Yattobe allocated 0,00 Total Allocated Tax | 0,00

Attachments 7

Name Size Uploaded

If you select New Row unintentionally or over-allocate the amount, select on the line, which will
be highlighted 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.

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, can 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 desired file is saved, select the file and select Open.

This file is now attached to the express payment entry.

il ACAS Expensss > Express Payment Entry

a

Home

> Income

Detalls es RON 1111

4 NewRow i Delete Row

Aceount

> Admin

Attachments i

Name

Yot 10 be allocated 0,00 Total Allocated Tax | 0.00

- Invoice Date  07,02/2025

Payment Date g

~  PaymentMethod Dicc

size

3820KB

Invoice No. 123

Allocats

Tax Category  Tax

Uploaded

12212025

SDAChurch  #* Hello @

CMF Status

ChequeiRet. Ne.

Allocation Details

Rows Shown 10

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.

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 when you select Save or Save & New, 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.

6.4 Reversing an Express Payment Entry

Express payment entries that are incorrect can be reversed.
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In the Expense menu, select Expense Search.

dl ACAS

o -

Home
> Income
Expenses
Express Payment Entry
Expense Search
Payment Search
Period
Reports
General Ledger

> Admin

Expenses = Expense Search

Pariod From  Fepruary 2.
Date From
Supplier

Status

+ New Express

Invoice Date  Period

Total 0,00

SDAChurch #*  Hello, a
- Period To. eoruary 2 -
B Date To ®
«  Joumsl Number
Supplier Invoice No. Details Amount Due Date  Status Journa
No data to display
Rows Shown 10 -

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.

to reverse.

Select Reverse.

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

il ACAS

Q

Home
> Incoma
~ Expenses

Express Payment Eniry

> General Ledger

> Admin

Expsnses > Expense Search

Period From  February 2

Date From 110272025

Supplier

Status

Supplier

Invoice Date  Period

Total 137335

SDAChurch #* Helio )
Period To Fepruary 2
Date To 11272025 &
Journal Humber
- Export & Print
Invoice No. Details Amount DueDate  Status Journa
Rows Shown 10 -

Review the details.

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

The Express Payment Entry screen will display with the selected entry.

In the Reversal Reason field, enter the reason that the express payment entry is to be reversed.
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Dl ACAS Expenses > Express Payment Entry SDAChurch ¢ Hello, >

Q Pariod  Fabruary 2026 Involcs Date 111022026

Supplier ank NSW & ACT Limited (EFT) (012- Invoico No. c12 106

Home
Amt. Payable Payment Date 12022025 CMF Status  equesied In CMF-Gniine -Signed by requester,
> Income
Bank Acc. 100-

0120-CMF - Cash Management Faclity {CMF) Acoount - CMF Ban ... Payment Method £FT ChequelRef. No.  ClF; 57

Expenses
> Deta

Expross Paymant Entry
Reverssl Reason
Expense Search

Account Allocate Tax Category  Tax Allocation Details

853-400780-000000 - Food Pantry Expense -137335 NiA

Payment Search

Reports

General Ladger

Admin

Rows Shown 10 -

Yetto be allocated .00 Total Allocated Tax | 0,00

Attachments 1

Name size Uploaded

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 desired file is saved, select the file and select Open.
This file is now attached to the express payment entry reversal.
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.

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.

ACAS Training Manual (NNSW Conference) Page 35 of 77 Last Updated: July 2025



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.

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

urnal Entry SDAChurch ¢ Helio, 1)

Income

Expenses

Period Close: Account Debit Credit C;w oy ™ Details

Select aceount 0.00 0.00 0.00

Rows Shown 10

Attachments i

Name Size Uploaded

Confirm the Period and Date for the entry are correct — change if necessary.

In the Ref. No field, enter the reference number/description.

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

In the table, complete the relevant journal information:

Under the Account heading, select the relevant account.

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

Under the Credit heading, if appropriate, enter the amount to credit (including GST). Note, you
only need to enter an amount under the Debit or Credit heading.

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 — correct the amount if necessary.

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.

Review the journal entry and ensure the balance is 0.00.
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7. Attachments can be added to a journal 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 desired file is saved, select the file and select Open.

This file is now attached to the journal entry.

urnal Entry SDACHurch & Hello, >

Select aceount 0.00 0.00 0.00

Rows Shown 10

Attachments

Name Size Uploaded

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 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.

7.1 Entering Bank Interest

Bank interest, including the Cash Management Facility distribution, should be entered using a
journal entry.

The journal entry will take the following form:

DR: Cash Management Facility or relevant Bank Account, with a tax category of ‘N/A - Not
Applicable’

CR: Local Budget Income (or relevant income account), with a tax category of ‘N/A - Not
Applicable’
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123 Church Example

123 Church has received a $125.50 deposit on their Cash Management Facility statement for the
quarterly Cash Management Facility Distribution.

The journal will be:
DR: Cash Management Facility for $125.50, with a tax category of ‘N/A - Not Applicable’

CR: Local Budget Income for $125.50, with a tax category of ‘N/A - Not Applicable’

il ACAS General Ledger > Joumnal Entry SDAChurch  #*  Hella, o]

) Balance .00

Ref.No. CMF Deseription  CMF Disbibution

Income:

Expenses

™
Period Close Account Debit Credit = Tax Details
Category

anst 100-140120-CMF - Gash Management Facility (CMF) Account - GMF Bank Account 125.50 0.00 NiA 0.00  CMF Distribution 31/3
640-301140-000000 - Local Budget Income 0.00 125.50 NiA 0.00 CMF Distribution 31/3

Rows Shown 10

Attachments 1

Name Size Uploaded

7.2 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 which received the deposit and the credit will be to the bank account which
received the withdrawal

The journal entry will take the following form:
DR: Relevant bank account, with a tax category of ‘N/A - Not Applicable’

CR: Relevant bank account, with a tax category of ‘N/A - Not Applicable’

123 Church Example

123 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, with a tax category of ‘N/A - Not Applicable’

CR: Local Westpac Account for $5,000, with a tax category of ‘N/A - Not Applicable’
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I Acas General Ledger > Journal Entry SDA Church &% Hello, ]

Expenses

o i T
Period Close Account Debit Credit - Tax Details
Category

100-140120-CMF - Cash Management Facility (CMF) Aceount - CMF Bank Account 5,000.00 0.00 NiA

100-140100-BANKO1 - Bank Accounts - Westpac Local 0.00 5.000.00 NiA

Account Search

Clients
Historical Accounts.

Import Budget

Journal Entry.

Rows Shown 10

Attachments ¢

Name sizo Upleaded

7.3 Entering a GST Refund/Payment

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.

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.

123 Church Example

123 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.
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The journal will be:
DR: Cash Management Facility for $50, with a tax category of ‘N/A - Not Applicable’
DR: Tax Payable for $S200, with a tax category of ‘N/A - Not Applicable’

CR: Tax Receivable for $250, with a tax category of ‘N/A - Not Applicable’

. AcAs General Ledger > Journal Entry SDAChurch  ¢*  Hello, »

Period  February 2025 -

Date 20022025 -] Balance 000

Home
Ref.No. GST Deseription January GST Repart

Income:

Expenses

Period Close Account Debit Credit e Tax Details
Category
FErin 100-140120-CMF - Cash Management Facility (CMF} Account - CMF Bank Account 50.00 0.00 NiA 025 GST Report

025 GST Report

142-116310- GsT 200.00 0.00 NiA

142-116300-000000 - GST Receivable 0.00 250.00 NiA 0.00 January 2025 GST Report

Rows Shown 10

Attachments ¢

Name size Uploaded

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.

Scenario 1

If the GST Receivable (GST on expense) adjustment relates to a previous month, the journal entry
will take the following form:

DR: Relevant expense account for the GST amount, with a tax category of ‘N/A - Not Applicable’

CR: GST Receivable for the GST amount, with a tax category of ‘N/A - Not Applicable’

Scenario 2

If the GST Payable (GST on income) adjustment relates to a previous month, the journal entry will
take the following form:

DR: GST Payable for the GST amount, with a tax category of ‘N/A - Not Applicable’

CR: Relevant income account for the GST amount, with a tax category of ‘N/A - Not Applicable’
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Scenario 3

If the GST Receivable (GST on expense) adjustment relates to the current month, the journal entry
will take the following form:

DR: Relevant expense account for the total amount, with a tax category of ‘N/A - Not Applicable’
and the GST amount 0.00 (assuming there should be no GST on the entry)

CR: Relevant expense account for the total amount, with a tax category of ‘PUR — Purchases with
GST’ and the appropriate GST amount

Scenario 4

If the GST Payable (GST on income) adjustment relates to the current month, the journal entry will
take the following form:

DR: Relevant income account for the total amount, with a tax category of ‘SAL — Sales with GST’
and the appropriate GST amount

CR: Relevant income account for the total amount, with a tax category of ‘N/A - Not Applicable’
and the GST amount 0.00 (assuming there should be no GST on the entry)

7.5 Reversing a Journal Entry

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

1. Inthe menu list, under General Ledger, select Journal Search.

SDAChurch 4 Hello, [i]

Period To  Diecember 2024

5] Date To @

Journal Number

General Ledger

Saarch @

Rows Shown 10 -

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

Select Reverse.

General Ledger > Joumal Search SDAChurch  #*  Hello, 4]

Period From  December 2024 - Period To  December 2024 -
Date From  a1/1272024 @ DateTo 511122024 8
e Status - Journal Number
Income

Bz 4 New 2z Select Copy - Expont & Print
Period Close:

Pariod Dats RefNo Description Amount Status Journal Number @

Reports

Accounts
cl
Historical Accounts
Import Budget
Joumal Entry
Journal Search
Rows Shown 10 -
Trans
Year End

> Admin

4. A warning pop-up message will appear. If you are sure 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.

Ml ACAS General Ledger > Journal Entry

SDAChuch & Helo, @
P PR— [
Dats | 311212024 Description | REV: GEN-0UDO00DTS
Heme Rei,

> Incoma

Reversal Reason ||
> Expenses

Account Debit Cradit Tx . Detail:

scoun abi redi ax stails

3 Period Closs e
> Reporls 100-140120-CMF - Cash Management Facillty [CMF) Account - CMF Bank Account a.00 19589 NiA 0.00 CMF Distribution
¥ ErE £40-301140-000000 - Local Budget Income: 195.80 000 A 0.00 CMF Distribution

Historical

Import Budgst

Journal Entry

Journal Searc! Rows Shown

.

Attachments {

Name size Uploaded
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6. Attachments, such as documentation about the reason for the reversal, can be added to an
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 desired 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 on the file name.
To download a file, select on the download arrow.
To remove a file, select on the rubbish bin icon.
7. Select Save to record the reversal.
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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Section 8 — Month End Processing: Bank
Reconciliations

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

e Bank Reconciliation/s completed (for each bank account)
e  GST Report finalised and submitted to the Conference
e 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 in ACAS correctly,
and it helps identify an 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.

8.1 Viewing the CMF Statement

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

Period Closs = CMF Stataments SDAGhurch 4 Halla, >

ount | CMF Bank Accoun -

...........

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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il. ACAS Pariod Close > CMF Statements, SDAChurch  #*  Hallo, @

fol - Account | GMF Bank Account ~

Statements 31122024 M

Home

Incoma ~ a @ S
%~ O @ &O 0 aQ @ &

Expenses

Pariod Close.
Bank Reconciliation
Period Closa
CMF Statements

Reporis CASH MANAGEMENT FAGILITY STATEMENT

Ledger

5D.A. CHURCH

DA CHURCH
STATEMENT FOR THE PERIOD 01 DEC 2024 TO 31 DEC 2024 ISSUED: 31 DEC 2024

ATE TRANSAC 110N DETAILS PAYMENIS  LEPOSIS | BALANGE

010EC 2021 BALANCE ROM LAST STATEMENT
15NV 2028
30 NOV 2024
o7 DEC 2024
110EG 2078

12 DEC 202

8.2 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. Inthe menu list, under Period Close, select Bank Reconciliation.

M AcAs Period Close > Bank Reconciliation Search SDAChurch 4 Hello, ]

‘ a PRI prepremy g sy Ty ST — .
Dats B T 8 OnlyUnverified Statements
Home
Income
+ New @ o o
> Expenses
Account Name Amount Statement Date  Verified Date. @
Period Close
Bank Reconciiation
Period Closa @
CMF Statements. No data to display
Reports
Ledos] Rows Shown 10 -

Admin

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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Period Close > Bank Reconciliation Search

SDAChurch  * Hello, ]

4.

Bank Account 100-140120CMIF - Gasn Management Faciy (CMF) Account - CMF Bank Account -
Date g @  OnlyUnverified Statements
Home
Income
)= o o o
> Expenses
Account Name Amount Statement Date  Verified Date @
o Chad CMF Bank Account 30112024 30/11/2024
Bank Reconcilistion CMF Bank Account 31102024
Period Close CMF Bank Account 3010912024
CMF Bank Account 31/08/2024
CMF Statements
‘CMF Bank Account 31/07/2024 31/07/2024
Repors CMF Bank Account 3000612024 3010612024
General Ledger CMF Bank Account 310052024 3110512024
Admin CMF Bank Account 30/04/2024
CMF Bank Account 31032024 3110372024
CMF Bank Account 200212024 291022024
Rows Shown 10 =

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

Period Close > Bank Reconciliation Entry SDAChureh #°  Hallo, 1]

Bank Account  100-140120-CMF - Cash Management Faciity {GMF) Account - GMF Bank Accounl -

Home Next unreconciled statement: 31/12/2024
Income
Expenses
Period Glose
Bank Reconciliation
Period Close

CMF Statements

> Ganeral Ledger

> Admin

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

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

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.

Working from the bank statement, select a transaction on the Bank Statement section. Then
select the corresponding transaction in the ACAS Transactions section. If the amounts match,
click the Match button.
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Home

Income

Expensss

Period Close.

Bark Recondiliation

Pariod Close

CMF Statements.

Reports

General Ledger

Admin

Period Close > Bank Reconciliation Entry

Bank AGCOUNT  100-140120-CMF - Cash Management Faciliy {CHF) Account - GMF Bank Account

Statement Date 31122024

Razonciled Balancs

Bank Statement

Malched

Dats Statement Datails

Attachments

Name

Statement Amount

Ledger Balance

DrAmount  CrAmount

@

Rows Shown 10 -

Uploaded

Unreconelied Balance

Variance

ACAS Transactions

Maiched

Date Typs

18611/2024

30011/2024

CMF Ref. No.

SDA Church  #°  Helio,

Bank Statement Lines In Match 1

ACAS Statement Lines In Match |

Rows Shown 10

Detail | DrAmount

Cramount

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

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.

Home
Income:
Expenses
Period Close:
Bank Reconciliation
Period Close
CMF Statements
> Reports
General Ledger

Admin

Period Closs > Bank Raconcilistion Entry

Bank Account  100-140120-GHIF - Gash Management Faciity {GMF) Account - GMF Bank Acaount

Statement Date 31412720,

Reconciled Balance

Bank Statement

Watenes

Date Statement Details

30/11/2024

Attachments i

Name

Statement Amount

Ledger Balanes

DrAmount  CrAmount

Rows Shown 10 -

size

Uploaded

Unreconciied Baance

Variance

ACAS Transactions

Date Type

CMF Ref. No.

SDACHurch ¢ Hello,

Bank Statement Lines In Mateh

ACAS Statement Lines In Match 5

Detail | Dr Amount
0000,

Rows Shown 10

6,760,480

5,760.40

cr Amount

Any reversal or contra transactions need to be selected with matching entries by holding down
the Ctrl key and clicking on the transactions.

ACAS Training Manual (NNSW Conference)

Page 47 of 77

Last Updated: July 2025




Al AcAs

Bank Reconciiation
Period Close

CMF Statements

> Ganeral Ledgar

> Admin

Statement Date | 711122024

Reconclled Balance

Bank Statement

Matensa

Date Statement Details

Attachments i

Name

k| 100140120-GMF - Gissh May

agement Facity (OMF)Accound

Statement Amount

Ledger Balance

Or Amount

Rows Shawn 10

Size

GMF Bank Accoun

€r Amount

Uploaded

Date T Type

inreconciled Balance

Varlance

ACAS Transactions

metehad

CHF Ref. No.

30/1112024 Roll-Up

SDAChurch 4 Helio a
Bank Statsment Lines In Mateh 1 To040
AGAS Statement Lines In Match 5 10n00
Detail DrAmount  Cr Amaunt
Rows Shown 12 -

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

10.

unverified bank reconciliations).

If you have incorrectly matched one or more transactions, you can unmatch them (only on

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 with
it will be highlighted.

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

correctly rematched.

Ganeral Ledger

Admin

Pariod Close > Bank Recancilation Entry

Bank Aceount 100140120 CWIF - Cash anagermant Facilty (CWF) Account - CMF Bank Account

Statement Date 11/12:2024

Reconciled Balance

Bank Statement

Date Statement Detalls.

Attachments i

Statement Amount

Ledgar Baiance

Dr Amount

Rows Shown 10

crAmount

Uploaded

Unreconciled Balance

Varlance

ACAS Transactions

301172024

01172024

CMF Ref. No.

SDAChurch & Hello, o]
Bank Statement Lines In Match 15447
ACAS Statement Lines In Match 1 15477
Detall DrAmount  CrAmount
Rows Shown 19 -
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11. If there are entries on the bank statement that are not appearing in ACAS, they must be entered
into the system by Receipt Entry, Express Payment Entry or Journal Entry (see the relevant
sections of this manual for more information).

The Fee Entry, Interest Entry, Deposit Entry and Payment Entry buttons can be used as shortcut
buttons to complete these relevant entries.

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 ticked in ACAS because
they have not shown on your bank statement yet, but you cannot have items on your bank
statement that are not ticked in ACAS.

If there are non-current entries on the bank reconciliation screen that have not appeared on
any statements and will not appear on any future statements, the entries should be
investigated and the relevant adjusting entry processed in ACAS — contact the Conference for
assistance with this.

Period Clase: > Bank Resondiliation Entry SDAChurch g% Hello, @

Statement Date 51127024 Statemant Am Unreeenciled Balance Bank Statemont Lings In Match 0

ACAS Statement Lines In Match

Bank Statement ACAS Transactions

Date Statement Details DrAmount  CrAmount Date Type CMF Ref. No. Detail DrAmount  Cr Amount

Rows Shown 10

Rows Shown 10

Attachments i

Name size Uploaded

13. Attachments, such as a bank statement, can 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 desired file is saved, select the file and select Open.

This file is now attached to the bank reconciliation.
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il acas Period Close > Bank Reconciiation Entry

Bank Account | 100-140120-CMF - Gash Maniaomanl Facity (M) Aceoun

7 Bank At
Staternent Date | 311122024 Statement Amount

Reconclied Balsnce Ledger Balance

Bank Statement
atchad

Date Statement Details DrAmount  Cr Amount

General Ledger

Admin

Rows Shown 10 -

Attachments i

Name size Uploaded

ACAS Transactions

Matched

Date Type

CMF Ref. No.

SDAChurch  #* Hello, >

Bank Statement Lines In Mateh o

ACAS $tatementLinss In Match

Detail DrAmount  CrAmount

Rows Shown 10 -

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.

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.

Ml acas Paried Clase > Bank Recandiliation Search
Bank Account 1001401 20.CM} - Cash Maragement a2y (M- | AEcount - CME Bank Aczout

Dete @ 13 (@ onlyunvennea sutements
Home

Income:
4 Now I Skl T Dol
> Expenses

+ Period Close

Rows Shown 10

Account Name Amount Statement Date  Verified Date

@

SDAChurch & Hello, @

The Verified Date will appear in the Verified Date column in the table of reconciliations.
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8.3 Complete a Bank Reconciliation — Manual Method

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

1. Inthe menu list, under Period Close, select Bank Reconciliation.

il ACAS Period Close = Bank Reconciliation Search SDAChurch #*  Hello, L]

‘ Q Bank Account | 100-140120-GMF - Gash Management Faciity (GMF] Account - GMF Bank Accaunt -
Date 8 o &  OnlyUnverified Statements
Home
Income
+ Hew ] ey, O
Expenses
Account Name Amount Statement Date  Verified Date @

Period Close
Bank Reconciliation
Period Closa @
CMF Statements No data to display
Reports

General Ledger
< Rows Shown 10 -

Admin

3. Select the Bank Account you wish to reconcile.
Untick ‘Only Unverified Statements’.
Select Search.
4. 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.

Il Acas Pariod Close > Bank Reconailiation Search SDAChurch #* Hallo, @

@ Only Unverified Statements

Amount Statement Date Verified Date @

Viestpac Bank Alg 300872024
Vesipac Bank Alc 310712024
Westpac Bank Alc aoer024
General Ledger 31052024

> Admin 3010472024

310372024

200272024 20022024

Rows shown | 10

5. If the bank account is the main CMF account, two buttons will appear: Import from CMF, and
Reconcile Manually. Select Reconcile Manually.

i acas Period Close > Bank Reconciliation Entry SDA Church  #° Hello, [

Q

Bank Account 100-140720-GMF - Cash Management Faciity {GMF) Account - GF Bank Acount -

Home Next unreconciied statement: 31/12/2024
Income
Expenses
Period Close
Benk Reconciliation
Pericd Close
CMF Statements

Reports

> General Ledger

Admin
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6. 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.

SOAChuich #° Hello, >

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 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.

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

The Fee Entry, Interest Entry, Deposit Entry and Payment Entry buttons can be used as shortcut
buttons to complete these relevant entries.

Always select Save on the Bank Reconciliation screen before moving to another screen.
Return to the bank reconciliation after completing the necessary entries.
10. 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 ticked in ACAS because
they have not shown on your bank statement yet, but you cannot have items on your bank
statement that are not ticked in ACAS.

If there are non-current entries on the bank reconciliation screen that have not appeared on
any statements and will not appear on any future statements, the entries should be
investigated and the relevant adjusting entry processed in ACAS — contact the Conference for
assistance with this.
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I ACAS Period Close > Bank Recenciliation Entry SDAChurch & Hello »

a - Bank Account | 100.1401D0-BANKD - Bank Accounts

StatementDate  31/12/3074 B Statement Amount Unreconciled Balanes 00

Home
Raconciled Balsnca Lodger Balancs @
> income

B Lesewct Al

Date Type Detail Dr Amount Cramount
18/12/2024 Bank Deposit Bank deposit
18/1212024 Bank Deposit Bank depasit
18/12/2024 Bank Deposit Bank depasit
18/122024 Bank Deposit Bank dopasil
20/12/2024 Bank Deposit Bank deposit
23/12/2024 Bank Deposit Bank deposit

> Admin

Attachments i

Name size Uploaded

11. Attachments, such as a bank statement, can 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 desired file is saved, select the file and select Open.

This file is now attached to the bank reconciliation.

M. ACAS Period Closs = Bank Reconciliation Entry SDAChurch & Hello, >

Banic ACcount | 100140100 SANKD - Hank Accounts - Westpec Bank Alc

Statement Date | 211122021 @ StstementAmount Unreconclled Belance 0 00
Reconciled Balance Ledger Baisnee Varianee 00
Joct A
Date Type Detall OF Amount cramount
191212024 Bank Deposit Bank deposit
18/1212024 Bank Deposit Bank depesit
19/1212024 Bank Deposit Bank deposit
18 Bank Deposit Bank deposit
20/122024 Bank Deposit Bank depesit

> General Ledger 23/12/2024 Bank Dieposit Bank deposit

> Admin

Attachments ¢
Name size Uploaded

1M 137212025

Files can be viewed by selecting on the file name.
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To download a file, select on the download arrow.
To remove a file, select on the rubbish bin icon.
12. To view the Bank Reconciliation report, select Print.
The Bank Reconciliation report will be generated. This can be printed/saved.
To close this report, select the X in the right hand corner.

13. 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.

SDAChurch #*  Hello L3

Qnly Unverified Statements.

Amount Statement Date  Verified Date @

Rows Shown 10 -

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

8.4 Un-verify and Edit a Bank Reconciliation

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

1. Inthe menu list, under Period Close, select Bank Reconciliation.

ML ACAS Period Close > Bank Reconciliation Search SDAChurch #* Hello, @

Bank Account | 100-140120-CIF - Casn Management Faciny (CMF) Aecount - CIF Bank Accaunt -

a

Dats B T B OnlyUnver

+ tew o ° e

Account Name Amount Statement Date  Verified Date @
Period Close

Bank Reconciliation

Period Closa @

CMF Statements No data to display

Rows Shown 10 -

Admin
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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.

SDAChurch 4 Hello ]

t Amount  StatementDate VerifiedDate @

Rows Shown 10

5. A warning 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/s. When an unverified
reconciliation is double-clicked on, 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

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

e Bank Reconciliation/s completed (for each bank account)
e  GST Report finalised and submitted to the Conference
e 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. Inthe menu list, under Reports, select GST Report.

ML ACAS Reports > Report Viewer SDAChurch  #  Hello, @

uuuuuu

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 show.
Review GST Report. Process any adjustments if necessary.

Entries with attachments added with show a “Y” in the Attachments column.
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L ACAS

Reports = Report Viewer

Income
Expenses

Period Close:

TR m) =

Adventist Church Accounting System

GST Report (Accrual method)

SDA Church f December 2024

Pae Willh -+

- - T
Reports S— Joumal e e
meome
Account Statements. o w
Account Statements for TOTAL GST PAYABLE oon
Multiple Entities LAPLNSL PAYMLN TS
Chart of Accounts i petral for b 120 2 !
. Beter oo & — .
Client Transactions oot rarmpl 1095 d
et A w247 s v
CMF Transfer Report
TOTAL GST RECEIVABLE 2041
Conference Tithe e
GST Receivable | (Payabie) . 201

eGiving - Details

8Giving - Summary
Roles

Eniity |

Financial Statements per
Period

Funds Report
GST Report

GST - Detsil

Fage Lot 1

SDAChuch & Hello o
"
& & Q il
REPORT FILTERS Y
et [—— -

RESET  suBMIT

Q

Submit the GST Report along with supporting documentation to the Conference. Supporting

documentation for GST Receivable is 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.

There are two ways to submit your monthly GST Report.

Option 1: Print/Download the GST Report from ACAS. Submit this GST Report along with

relevant supporting documentation (tax invoices for GST Receivable).

Option 2: If all expense tax invoices have been attached in ACAS, email the Conference saying

that the relevant months GST Report is ready for reviewing.
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Section 10 — Month End Processing: Period Close

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

e Bank Reconciliation/s completed (for each bank account)
e  GST Report finalised and submitted to the Conference
e Period Close process completed

The final step in the end of month process, is completing the Period Close. This can be done when all
income 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.

Pariod Gloss > Pariod Close SDAChurch & Hallo, o

Period | January 2025 Bank Reconciliation Verification
Have al offerings been recorded R Verified
Date

GHIF Bank Account 3110172025

Conference Expenses Payable

Date Invoice/Rel. Amount Quistanding Amount Payment Amount

Payment Method  CHF ntemal - ChequaiRaf.
Bank Account | CHiF Bank Accoun

Saye Drall

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.

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

Select Preview Report.

Period Close > Period Close SDAChurch g Hello »

Period | January 2025 Bank Reconciliation Verification

Hava all offsrings been recerded . Verified
Date

Have ail s, .

CMF Bank Agcount 3012025

Have all bank sta

All racsipt entries are sent.

Titnes & Offrings Payenis 381800

Total Expense Payments 000

CMF Statements

Tatal Payable 351660
> Reports

L Conference Expenses Payable

e Date Invoice/Ref, Amount Qutstanding Amount Payment Amount
> Asmin

Payment Method | il Intemal - ChequelRet.

Bank Account CMI Honk Acesunt -

sa]{rd“ )

S —

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

Review the report.

Once you are sure the report is correct, 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.

il ACAS Period Glose > Period Closs

- D1 = oo + S & & a
ol
(o}
Adventist Church Accounting System
I Monthly Report of Tithes & Offerings
l‘\/—\

Printed 17/02/2025

| ]
on
r ‘ EJVI *Je Currency AUD
SDA Church Afc: CMF Bank Account

Paid CMF Internal
by:

To be processed by North NSW Conference in January 2025

Offering Received Remitted
ADRA Community Projects 120.00 120.00
Discipleship of Adventist Youth (SPD) 5.00 5.00
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The Period Close process is now complete.

The finalised Monthly Report of Tithes & Offerings will show.

SDAChurch & Hello,

Period Close > Periad Close

Al AcAs
X
el O = e + &8 & &N oa
> Expenses ﬁ
- Period Close (o}
Bank Reconciliation : :
Adventist Church Accounting System

Printed 17/02/2025
on
Currency AUD
Afc: CMF Bank Account
Paid CMF Internal
by:

| I Monthly Report of Tithes & Offerings
=

Admin
For January 2025
SDA Church

To be processed by North NSW Conference in January 2025

Offering Received Remitted
ADRA Community Projects 120.00 120.00
5.00 5.00

Discipleship of Adventist Youth (SPD)
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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. Exploration of the Reports menu will show all these reports. These reports are
available in PDF format or can be exported to Excel.

Funds Report

The Funds Report is a useful report that gives an up-to-date picture of the local church’s financial
situation. It lists all the departments and the operations within each department 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 GST Payable accounts. The balance of these GST accounts should always equal the
total of all outstanding GST reports.

Income & Expense Statement

The Income and Expense Statement shows the budget and actual figures for a selected period for
selected 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 debits and total credits to each account for the selected
period, as well as Year-To-Date amounts.
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Section 12 — 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 this 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 > Import Budget Church & Hello, o

Export Budget To File

2025

Import Budget

Import Budget

Joumnal

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 Excel file, 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 or similar, as this will
make the import template invalid and it will not work.

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

Once the validation successfully passes, 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.

il ACAS General Ledger > Accaunts Church # Halla, o

Show Sub-Accounts Only Show Inacive

Income =

w Balance shest

Period Close

v Assats

W Current assets

and Cash Equiv.

CMF - CMF Bani

+ Trade and other receivables

v = 142 - Trade Receivables

AlG

W Liabilities

w Current liabilities

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.
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Income
Expenses
Period

Reports
General Ledger

Account Search

| Accounts

Import Budget

Journal Entry

Year End

> Admin

General Ledger > Accounts

Show Sub-Accounts Only

w Current liabilities
w Trade and other payables

» =310 - Denominational Payables

All [Non-Local Donatiens]

) - Tithe Payable

= 330 - Trade Payables
Al [Supplier]
w Equity

=560 - Allocated Equity

All [Fund]

Al [Project]
“ Income statement
v Income
W Tithes, offerings and donations

+ = 640 - Local Offerings

£ 641 - Church Operating Income

>
g

Year 2024

Total Budget

Auto-populate

Aliocation Method

Churdl

count Detalls  Assign SubA\..mm'O—J Biving

Aceount | Lacal Buaget Inoome:

Previous Total Budget

h # Hello >

Period CurrActal  PrevAcwal — CurBudg$  CurrBud.. PrevBudg$  PrevBud...
January 2024 0.00 0.00
February 2024 0.00 0.00
March 2024 0.00 0
April 2024 0.00 0
May 2024 0.00 0.00
June 2024 0.00 0
July 2024 0.00 0
August 2024 0.00 0.00
September 2024 0.00 [
October 2024 0.00 [
November 2024 0.00 0.00
December 2024 0.00 [

Yetto be allocated 000

11. The Year is defaulted to the current year. Change using the drop-down if required.

12.

13.

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.

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.

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.

ABC 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 0.00CR
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 0.00CR
Sabbath School Expense 0.00 DR
FUND Total 0.00 CR
Pathfinders FUND 2,000.00 CR
Pathfinders Income 0.00CR
Pathfinders Expense 0.00 DR
FUND Total 2,000.00 CR

ABC 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:

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
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The updated account balances for ABC Church are:

Local Budget FUND 40,000.00 CR
Local Budget Income 0.00CR
Local Budget Disbursements 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
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Section 13 — Year End Processing

It is 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 automatic 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 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.

il ACAS General Ledger > Year End Church  #°  Hello, @

Q - The Year End process will posta joumal in the last period of the financial year that clears out the balance of all income and expense accounts to the Fund account linked on each account. A special joumal type is used so it
will not affact reports run for this period

e Please discuss performing this action with your Cenference if you are unsure whether you should complets it
Income Year tobe closed 2023 ~
Expenses Date of journal  31/12:2023
Period Close
Reports
General Ledger
Account Search
Accounts
Clients:

Historical Accounts:

Import Budget

Journal Entry
Journel Search
Transaction Search
‘Year End

> Admin

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

4. Areport will be displayed. Please save/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:

e 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.

e 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.

e 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.

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

e 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 > Accounts. Church ¢ Hello, <)

Show Sub-Agcounts Only Show Inactive

Home

Income

§ + Balance sheet

Period Close

v Assats

Reports

+ Current assets

General Led =
eneral Ledger “ = 100 - Cash and Cash Equiv

Account Search v 140050 - Cash on Hane

o €D - Cash Drawer

140100 - Bank Accounts

Clients

BANKOT - Westpac Bank
Historical Accounts:

~ 140120 - Cash Management Facilty (CMF) Account
i 2 i CMF - CMF Bank Account
Journal Entry + Trade and other receivables

= 142 - Trade Recsivables

n Search
Al [Giver]

Year End

116300 - GST Receivable

> Admin

116310 - GST Payable
W Liabilities

“ Current liabilities.
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Section 15 — 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

Seventh-day
Adventist Church

Sk Tl

Select your Church Login / Create Account

Avondale Memorial SDA Church 2] | select click on the link below to login or register a new
MyAdventist accou

Login to show prev: i, reprint receipts and

manage your sche

2 Available on the

« App Store

’,\ G n‘\;{lc play

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 new offerings and removing offerings
from eGiving.
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Section 16 — Maintaining Clients

There are two types of Clients in ACAS:

e Givers —these names appear in the income related screens

e 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.

Wl ACAS

a

Home
Income
Pariod Close
> Reports
Genersl Ledger
Acoount Search
Accounts
Clients
Historical Accounts:
Import Budget
Journal Entry
Journal Se:
Transa
Year End

> Admin

General Ledger > Clients

Create a New Client

2. To create a New Client, select + New.

Select Save.

. AcAs

T

Home
> Income
> Period Close
> Reports

' General Ledger

Clients
Historical Accounts

Import Budget

Year End

> Admin

Church '  Hella, »
Given Name ‘$urname/Business Name
Vpe  Giver - Status Active -
v
Name
Rows Shown 10 -
Select the Type of client — Giver or Supplier.
Enter the relevant information regarding the client including Name.
General Ledger > Clients Church ¢ Hella, ]
Given Nanve Surname/Business Name
TYP®  Giver - Status  Active -
Code Given name SUITRE e Email Address Type - Contact Name
Name
Surname/Business Name ABN
@ Title
Rows Shown 10 oy
Country v
Email Active

(&)
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Edit a Client

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 bring up 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.

Al ACAS General Ledger > Clients Church #* Hello. >

Q - Given Name  NEIL SurnameiBusIness Name

Type  Giver - st Acive

Home.

3 Income 4 New {j Delere Export .
Expenses.

SurnameiBusiness
Code Given name o Email Address. Typs | Giver Contact Name
jame

Period Close

THte Tax Giver I

Address Line 1 MyAdventist 1D

state
Posteode

Rows Shown | 10
Country

Mobile I Depositor

Email @Gmall.cam Active

Update a Givers Email Address

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.

Select Save.
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WL ACAS General Ledger > Clients Church  #* Hello, [
@ - Given Name  NEIL SurnamerBusiness Name
TYpe  Giver - staws  Active .
Home
Income: 4 New T Deleie o Esport Transactions  Attachments
Expenses. .
urname/Business
Code Given name e Email Address. Type  Grver Contact Name
Surmame(Business Name nEN
Given Name | el
Title Tax Giver ID
Address Line 1 MyAdventist D
Accounts
Address Line 2
Clients
ar
Historical Accounts ol
state
Fostcade
Rows Shown | it -
Journal Search Sountry
Transaction Search Moty 15 Dopositor
> Admin

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.

Jll ACAS General Ledger > Clients Church #* Hello, i)
Q - GIven Name  NEIL SurnameiBusiness Name
Type  Giver - Status  Active -
Home
Income 4 New i Deleie o Export Transactions ~ Aftachments
Expanses. 54
urnameiBusiness
Code Given name Email Address. Typs  Giver ©ontact Name
. Name
Period Close
Surname/Business Name AEN
Reports
Given Name | il
General Ledger
Title: Tax Giver ID
Account Search
Address Line 1 MyAdventist ID
Accounts
- Address Line 2
Clients
ci
Historic "y
- state
Journal Entry Posteode
Rows Shown 10 -
Joumal Search Country -
Year End Email @Gmall.com Active

> Admin

Suppliers & Payment Details

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.
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For a CMF Internal payment, select CMF Internal.

il ACAS General Ledger > Clisnts Church & Hallo, @
‘ a e ams SumamaBusiess ame. o
Type  supplier - Status actie -
Home
2 Inocme. + New -~ Export
Expenses &
. urname/Business
Code Given name q Email Address Type | Suppler - Contact Name
Period Closs jame
SUP000D2 Better Books & Food Sumame/Business Name | Tos| Suppier ABH
Reports
Given Neme
Genaral Ledger
Ttie
Account
Address Line 1
Accounts
Aaress Line 2 Custoncc i
city Usual Payment Method -
state
Postcode
Rows Shown 10 -
Country
Transaction Search Wobile
Year End Email Active
> Admin Usual Expenss Acc | Select Accoln -

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

M AcAs Ganeral Ladger > Clisnts Church ¢ Hallo, 4]
Q Given Name Sumame/Business Name | BETTER
Type  Suppier - Status active -
Hama
Income: 4 Nen T Dokt o Enport Tansactions  Atachments
Expenses .
. SurnamelBusiness _
Code Given name Email Address Type | Suppiier Contact Name
Name
Period Close
SurnameBusiness Name  Betier Books & Food AR
Given Name
Tt
Addross Line 1
Addrass Lins 2
<ity Usual Fayment Wathod
Import Budget State 8sB |03
Journal Entry Postads Account No.
Rows Shawn 10 -
Country - Suffix
Mobils Account Name | D Church (NNSW) Lg
Year End Email
2 Admin Usual Expense Acc | Seiect Account -

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

ACAS Training Manual (NNSW Conference) Page 73 of 77 Last Updated: July 2025



il ACAS

. .

Home

Income

Historical Accounts
Import Budgst

Journal Entry

Year End

> Admin

Ganaral Ledgar

w @ Delete

Clients

Given Name

~ Export

Given name

Surname/Business Name  QRIGIN

- Status  Astive

Surname/Business .
Email Address
Name

Rows Shown 10

Transactions

Type

Sumame/Business Name

Given Name

Tila

Address Line 1

Address Line 2

cny

State

Postcods

Country

Mobile

Email

Church 4% Hallo

Attaghments

Suppll

Crigin

er Contact Name

Energy NSW BN

Customer Ref. No.

Usual Payment Method

BPAY Blller Code

BPAYRef. 423

Acsount Name

Active

Usual Expense Ace  Sclest Acc

Origin Energy|

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.

M. ACAS

Income

General Ledger

Account Search

Histarical Accounts

Import Budget

Jourmal Entry

Transaction Saarch

Year End

> Admin

General Ledger > Clients

Given Name  NEIL

Type  Giver

w f Delete & Export

Given name

SurnameiBusIness Name

- st Acive

SurnameiBusiness

Email Address.
Name

Rows Shown 10

Transaciions

Type

Sumame/Business Name

Ghver

Given Name | e

THte

Address Line 1

Adarass Line 2

city

State

Posteode

Country

Mobile

Email

Church ¢ Hello,
Aftachmenis

Contact Name

ABN

Tax Giver ID

MyAdventist ID

Is Depositor

@Gmal com
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Section 17 — Petty Cash Procedure

It is 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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Section 18 — Reloadable EFTPOS Card Procedure

A church may decide to use a reloadable EFTPOS card for some expenses. All risks need to be
considered and evaluated if using this payment method.

Any local church reloadable EFTPOS cards are to be recorded in ACAS.

Setting up a Reloadable EFTPOS Card
1. Request the Conference to create an asset account in ACAS called Reloadable EFTPOS Card.

2. Obtain a Reloadable EFTPOS Card and organise for the initial payment onto the Card (Card
limit).

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

DR: Reloadable EFTPOS Card

CR: Bank account the payment was made from

Operating a Reloadable EFTPOS Card

4. Ensure tax invoices are obtained for all purchases on the Reloadable EFTPOS Card.

At any given time, the total balance of the Reloadable EFTPOS Card and the total of all tax
invoices should equal the total limit of the Card.

5. Regularly top up the Reloadable EFTPOS Card back to the total limit of the Card. This payment
amount should equal the total of all invoices paid from the Card.

6. In ACAS, record this top up payment via an Express Payment Entry. Choose the relevant bank
account from which the payment was made from and allocate each tax invoice separately to
the appropriate expense account.
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Section 19 — Loan Account Procedure

Any local church loans are to be disclosed in ACAS using a loan payables account. This loan account

will show the balance of the loan at any point in time.

Setting up Loan

1. Request the Conference to create a Loan Payables liability and Loan Interest Expense account in

ACAS.
2. In ACAS, enter the opening journal:
DR: Bank account the money came into for the amount of the loan

CR: Loan Payables account for the amount of the loan

Recording Loan Repayment & Interest Entries

3. In ACAS, enter the appropriate journal when payment is made on the loan:

DR: Loan Payables

CR: Bank account payment is made from

4. In ACAS, enter the appropriate journal when interest is applied to the loan:

DR: Loan Interest Expense

CR: Loan Payables
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