Adventist Giving - Manual Entry Instructions
(Not an Import Method)

v This method is used to enter the offerings on the deposit report manually, one donor envelope at a time.

v" This method is slower than either of the “Import” methods, but it works well if just one or two of your members
are using Adventist Giving.

v" This method may be preferred by treasurers who prefer a simple, more familiar method.

First, read the “AG — Overview and Fundamentals” (Tutorial #3010) so you know which report you need to print. Then
follow these eight steps.

1) Log in to your church’s Adventist Giving account. (Tutorial #3020)

2) Click on ”Deposits." PIJJeNANE OFFERING CATEGORIES DONORS DONATIONS ACCOUNT INFO

OFFICIAL DEPOSIT REPORTS

Use these reports to post donations to your church accounting program. The total of
the donatien histories in these reports matches the depasit sent to your church bank
account.

Filter by year hd

3) Find the report you need to enter into Jewel, based on the Cut-Off Date.

DEPOSIT DATE CUT-OFF DATE TOTAL AMOUNT

April 4, 2025 March 31, 2025 $7,717.96 ( DOWNLOAD | V)

March 20, 2025 $6,103.60 [( DOWNLOAD | V)]

3) Click on Download
( DOWNLOAD /\)

B csv

4) Click on PDF

5) Print the report for your records



nextstep: Start New Offering

4) Open Jewel and click on “Start New Offering. 3
Write Checks

Transfer Funds

i New Offering x

5) Enter the Offering Date and
Offering Total in Jewel.

Find them in the top section of the MNewr Offaring
report that you just printed. Offering Date fErafliots
P VOISR 03/15/25 = | | [610360

Use the “Cutoff Date” and the o h&{
port Nffering...
“Received” Total.
Mo More foelingNrch
Then click on “OK Vv.”
NOTE: If there is anything in the OK
“Reversed” column, use Tutorial ’ Cancel
#3100 to make a correct deposit
entry.
Official Deposit Report SDA Church
\
Daposit Date: D3/2002025
(cutotr Date: 031152025 |
Category Recalved Reversed
Tithe/DlezmaDlme 4,370.60 =
5 124.00
5 185.00
5 29,00
5 134,00
5 TH.00
5 100,00
-1 118.00
5 500,00
5 140,00
-3 140,00
5 170,00
5 15.00
Totals 5 510360

Note: Yours will look a bit different. The church name and account names have been changed to protect privacy.

If there are any amounts in the “Reversed” column, you will need Tutorial 3100 to assist you in your entry.



6) Enter each Individual donation “envelope” which will be divided by dotted lines in the Adventist Giving report. (A
fictional name and address have been used in the following envelope to protect privacy.)

OFFERINGS:
Name: Jeft and Jess Jameson
Address: 987 Packaway Drive

Code Description Amount
10000 Tithe/Diezmo/Dime $400.00
77500 Atlanta Adventist Academy Worthy Student $10.00
9500 Church Expense $70.00
9001 Combined Budget $50.00
9600 Community Services $30.00
77320 Conference Elementary Schools $10.00
77205 Conference Evangelism $20.00
9650 Evangelism - Local $50.00
20400 Hope for Humanity (Ingathering) $10.00
a710 Poor Fund $50.00
9100 Sabbath School Expense $40.00
77555 Samaritan Center - CFC Chattanooga Area $20.00
20100 World Budget / Presupuesto mundial / Budget mondial $40.00

For: Jeff and Jess .Jameson
(Paid by: Jeff and Jess Jamesonjon 03/07/2024 11:23:32 AM EST
(Transaction ID: 13051545; [Transaction Status: captured

This envelope above, entered into Jewel, would |44EI Jameson; d.Jess j

look like this.
Eash Eheck Em-' Tatal Check #

Use the name in the “Paid By” line as the Donor + BDI:I ] 800.00 130515

Name in Jewel.

The envelope total is entered as a check. ﬁaunt | Arnount i‘

The Check # is the “Transaction ID” from the 1':":":":' Tithe 400.00

report Fra00  Atlanta Adventist Academy Warthy Student 10.00
9500 Church Expenze 70.00
3001 Combined Budget Offering B0.00
900 C ity Services Offeri

(If you have questions about Jewel offering ety = etvices Jerng 30.00

. 77320 Conference Elementary Schoolz 10.00

envelope entry, read Tutorial #7180) :
205 Conference Evangelizm 20.00
9E50 Evangelizr - Local 50.00
20400 Hope for Humanity - Ingathering 10.00
3710 Azziztance Fund RO.O0
9100 Sabbath School Expense A0.00
FPRRR Samartan Center - CFC Chattannnna 2000 j

Do the same with each envelope, one by one, until you have entered them all.

3



If a donor gives more than once on the same report, create a separate Jewel “envelope” for each donation.

The amounts of the entered envelopes equal the offering total.

Would you like to proceed to Make Deposit?

Yes

-

|= Once all the envelopes are correctly entered, you
should see this message.

i
| Click on “Yes.”

Malata Froalane 1

I frnm iak T

7) On the “Make Deposit” page, edit the
Memo.

This is what Jewel will create as the default
memo.

Editing the memo will give greater clarity to
the Deposit Reports. (Tutorial #7070)

no |
. o
Walke Devosit
DepositInfa
_ #Erws Cash 427.00
ffering Date  Entered Checks 200,00 —

03824 |2 Total 1.227.00
Deposit Date | Memao ]
03415424 |03/15/24 offering deposit J
Bank Account for Deposzit
18001 Checking - Simply Bank |

Depozit Date ( Memo
|03/15/24 |tsbventist Giving for 3/15/24

Bank Account for Depozit

—

Change it to say “Adventist Giving for xx/xx/xx” (the

|EEIEI1 Checking - Simply B ank:,

j cutoff date of the report you are entering.)

8) Click the green “OK v” in the top right corner and you are done.

\,O‘K, X

Cancel

For more tutorials on ADVENTIST GIVING, see section 3000 on the gccsda.org auditor webpage.

This information has been brought to you by the Georgia-Cumberland Conference Audit Team
Created by Linda McCabe. Edited 8/22/2025



