ROCKSOLID
INANCE

C;,‘ \/(x) V(” "x”) Loyee, ‘)

LSyt > VT Enetx &)
Nk

VIR)ey (Yt ) Lyee € ' Ve (4ot o L ppe. €2
V% ) » VIF) V(_:/—-) i



Version: 1.15.0

Welcome

Rock is developed on a clear set of objectives. These objectives cover the craftsmanship
we want to bring to the product as well as the flexibility we want to achieve through
open-source freedom. They also define what the product will do, which by default,
defines what it won't do. Here's what Rock is all about: we seek to improve relationships
through quality software and processes. This means that if a tool or process makes a
difference to your organization's guest, then we want to work hard to help you achieve
success. However, this also means that, while there are a great many important back-
office needs for your organization, they won't fit squarely into our charter, at least not
at this time.

Sounds complicated, but here’s the bottom line: while a full back-office accounting
system is important to every organization, it's not something that fits into our stated
mission. Keep in mind that we're a small team of developers pouring our time and effort
into creating a crafted Relationship Management System. In the famous, albeit
translated words of Michael Porter, "We can't be all products to all people." We do work
with a number of sponsors who offer tools you can use to build your accounting
system. Some of the tools work with Rock. Some replace Rock. When using these tools,
it's important to work with the vendor to create a finance structure that works for your
organization.

So, if you're wondering, "Will Rock replace my accounting system?" the answer is no.
That said, Rock does have some key features that organizational accounting teams will
love. These features center around donor management since this is a major touch
point with your guests. Let's take a look at what's possible.

While we describe many of Rock's financial tools in terms of giving or donations,
keep in mind they are simply financial transactions. If your organization works
around the concept of dues or payments, you can use these same tools. We've
worked hard to make these tools be as reusable and multi-purpose as possible.
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Financial Components

Before diving into the tools, let's look at the basic financial components of Rock. To do
this, we'll step through the components, starting with the person. Again, it's important
to note that while we use a scenario of donations, these transactions could just as
easily be dues or other forms of payments.

Transactions

Like everything in Rock, it all starts with people. People make financial transactions with
your organization through gifts, donations, subscriptions or dues. These transactions
can be simple (like money given to a single purpose) or they can be more complex
(perhaps a single transaction covers multiple purposes). To be able to handle multiple
purposes, transactions have one or more detail records to hold the information for
each purpose.

In our example below, Ted has given $110 dollars to Rock Solid Church. One hundred of
these dollars are designated for the General Fund account with the remaining ten
dollars going to the Building Fund account.

Transactions

Financial Transaction

Ted Decker
Date: 12/1  Total Amount: $110

Transaction Details
General Fund $100
Building Fund $10

Batches

Transactions that occur in a similar date range are grouped together into batches.
These batches help organize the transactions. They also play a key role in integrating to
your General Ledger account system. Instead of re-entering every transaction into your
General Ledger, you can enter the batch totals knowing that Rock will keep the historical
details for you to reference later if you need them.
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In our example below a batch has been created for the weekly gifts for the Rock Solid

Church.
Batches
Financial Batch
Financial Transaction Financial Transaction Financial Transaction
Ted Decker
Date: 12/1  Total Amount: $110
Transaction Details ATTTAREAEHon
General Fund $100
Building Fund $10

| Transaction

Financial Transaction

Pete Foster
Date: 12/3  Total Amount: $250

Transaction Details Financial Transaction
G $20

ind

Financial Transaction

Financial Transaction

Alisha Marble
Date: 12/4  Total Amount: $125

Transaction Details
al Fund $100
g Fund 25

Financial Transaction

Accounts

Accounts determine what a transaction is for. In our examples above, both the General
Fund and the Building Fund are accounts. These accounts usually correspond with
accounts you create in your accounting system.

Pledges

While most of Rock's financial tools are designed to be multi-purpose, the concept of
pledges is closely tied to the nonprofit world of donations. Pledges allow your members
and guests to commit to an amount that they will be giving over a stated period of time.
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Batches

As we mentioned earlier, batches are a way of grouping financial transactions. Grouping
transactions allows you to better integrate with your General Ledger software. You will
only need to move over the batch totals instead of each financial transaction.

Characteristics of Batches

Before we dive into looking at the screens that make up batches let's first review the
characteristics of batches.

Name The name is used as a basic descriptor of the batch. You can come up
with any naming convention you want.

Transaction The sum amount of all the transactions in the batch.

Total

Control This helps in the scanning process to ensure that no items are missed.

Item Count

Control When dealing with manually entered transactions, it's common to first

Amount do a manual count of the transaction totals by hand. This number is
then entered into the Control Amount column to be used as a double-
check since transactions are individually entered into the system.
When you're done entering your transactions, the batch's Transaction
Total should equal the Control Amount.

Status Batches can have one of three different statuses:

® Open: This means that the batch is editable. The details of the
batch can be changed, and transactions can be modified.

® Closed: The batch is done and should not be edited. Once you
close the batch you should then move its total into your general
ledger.

e Pending: This is a special status used by the check-scanning
software. When a batch is in a state of Pending, it means that
transactions are still being scanned into the batch.

Start/End  These dates provide a date range for the transactions that they
Dates contain.

Accounting  When you enter the batch total into your General Ledger there will
Code more than likely be a transaction ID generated by that system. This
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field allows you to enter that identifier.

Working With Batches

Batches can be viewed under Frinance > Batches . Below is a figure showing the batch list

screen with the various filters that are available.
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Batches

El Batches
Home > Batches
o
-
Batch List
@
Status Date Range Campus
P I All ¥ [ R L] v
Contains Transaction Type Title Contains Source Type
S
- ¥ k4
Clear Fitter
Id Date  Title dmnsaction)} “Tiansaction A"T°""[ C_"“"' Accounts  Campus  Status Note
Count Total Variance Variance
182 3/21/2021 SampleData1539475200000 2 §199.00 $0.00 & General Open
Fund:
$149.00 5
Mission
Fund:
$50.00
276 3/14/2021 SampleData1538870400000 1 $154.00 §0.00 - General Closed
Tund:
$104.00
Mission
Fund:
$50.00
60 3/13/2021 SampleData1538784000000 1 $315.00 $0.00 - General Closed
Fund:
$185.00
Building
Fund:
$130.00

50 500 5,000 3 Batches

e” Select Action -- v

Total Results

General Fund $438.00
Building Fund $130.00
Mission Fund $100.00
Total: $668.00

Crafted by Spark Development Network / License

a Filters

The following filters help narrow the batches that are displayed on the list.

9 Batches
The filtered list of batches with relevant fields.

6 Actions

Clicking the checkbox next to batches and then selecting an action allows
you to quickly open or close several batches at once.

@ Totals

At the bottom of the grid, you will see total numbers by account for the
batches based on the filters you provide.
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Clicking on a batch from the list pictured above will bring you to the Financial Batch
Detail screen pictured below. From here you can see all the details of a batch.

Financial Batch Detail

a8 Financial Batch Detail

Home > Batches » SampleDatal339475200000

[ ]
@
SampleData1539475200000 Batch #182 Open  Main Campus
v
o Dste Range e
’ 3/21/2021 12:00 AM to 3/21/2021 12:00 AM Account Totals

Transaction Amount / Centrel / Variance

General Fund $149.00
o $199.00 / $199.00 / $0.00
B
eTransatncn Item Count / Control / Variance WhisisicEGnRd $50.00
2/2/0

Accounting Code
1 9 Currency Totals

Notes
Processed and filed.

epmen Code
9991234

Check $199.00

om [3] Match Transactions B Audit Log

@ Transactions 'rm.sminns Transaction Details | Optinns'®

Transaction

Person Date Days Since Last Transaction  Amount  Currency Type .~ Accounts Summary
Lowe, Trish  3/21/2021 $45.00  Check General Fund: 545.00 x
Marble, Bill  3/21/2021 $15400  Check General Fund: $104.00

Mission Fund: $50.00

50 500 5000 2 Transactions

-- Move Transactiens To Batch -- v @

Total Results

General Fund $149.00
Mission Fund $50.00
Total: $199.00

Crafted by Spark Development Network / License

“ Date Range
The date range of the batch.

@ Transaction Amounts
The transaction total, control amount and the variance between the two.

9 Transaction Items
The count of transactions, control count and the variance between the
two.

@ Accounting Code
This is used to store an optional reference number to the organization's
primary accounting system.

9 Notes
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Batch notes, if any have been added, will be displayed here.

@ Batch Attribute
Any additional batch attributes you create will be displayed here if they
are set to show in the grid. For more information, see the Financial Batch
Attributes note below.

@ Ekdit
Access the Edit screen to open or close the batch or to adjust other
settings as shown in the example pictured below.

9 Account Totals
This list shows account totals for the accounts that the transactions are
tied to.

9 Currency Totals
This list shows account totals for each currency type.

mMatch Transactions
Batches that have been created by the transaction scanner need to have
each transaction linked to an individual. This button takes you to the
screen that assists with this process.

mAudit Log

This button will take you to an audit screen that shows each change made
to a batch or transaction in a batch.

@Transaction List
A list of the transactions contained in the batch. Clicking on one of these
transactions will take you to the details screen for the transaction.

@Transactions / Transaction Details
If a single transaction goes to separate Accounts, selecting "Transaction
Details" will provide separate rows in the grid for each Account.

m0ptions
Use the Options drop-down to set whether images (e.g., scanned checks)
should be shown in the grid.

@Add Transaction
Assuming the batch is not closed, you can add new transactions to the
batch by clicking the @ icon.

Financial Batch Attributes

Say you want to assign batches specific project codes, accounting codes, or
another specific value. You can easily do this by creating an entity attribute with a
Financial Batch entity type. Attributes are created in the Entity Attributes screen,
located at Admin Tools > System Settings > Entity Attributes . When you choose the
Show in Grid option, the attribute values will be displayed in the Batch Detail
screen. To learn more about Entity Attributes, see the System Settings chapter of

the Admin Hero Guide .
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There may be times when a closed batch needs to be reopened in order to make
changes. Because reopening a batch can cause hiccups between your system and your
financial clearing house, you only want people with a certain level of security to be able
to perform this action. This security role is added and modified at the Entity level.

Adding Security to Reopen Batches

Financial Batch Security

1 View Edit Administrate Delete Reopen Batch (2]

Item Permissions

Role / User Allow or Deny
= RSR - Finance Worker (Role) o Allow Deny x
=  RSR - Finance Administration (Role) O Alow Deny x
= RSR - Reck Administration (Role) © Allow Deny x
= AllUsers Allow @ Deny X

e Lo

Inherited Permissions

No Inherited Security Rules Found

Done

To give a person the ability to reopen closed batches, follow these steps:

GO tO Admin Tools > Security > Entity Administration .

In the Entity List, locate "Rock.Model.FinancialBatch".
Click & to open the Financial Batch Security window.

Click the Reopen Batch button.

A A

Add roles and users to the /tem Permissions, selecting whether to allow or deny
each the ability to perform the action.
6. Click pone .

Once the security permission is set, you can reopen a batch simply by selecting the
batch you want to reopen, clicking the edit button to open the Edit Financial Batch

screen, and choosing "Open" from the Status dropdown menu. Click save when you're

done.
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Edit Financial Batch

=] Financial Batch Detail

Home > Batches 5 SampleData1538475200000

[ ]
a-a
Edit Financial Batch Batch#182 Open Main Campus
v
Name * Control Amount
’ SampleData1539475200000 $  199.00
Status ® Control Item Count
a KX
= Open v 2
Batch Start * Campus
3/2172021 ] 12:00 AM (O] Main Campus v

Batch End Accounting Code @
3/21/2021 - 12:00 AM ®© 1111

Notes

Processed and filed.

Project Code

9991234

E Cancel

Crafted by Spark Development Network / License

Batch statuses serve a critical function in providing accountability for your accounting
processes. Each status in the lifecycle of a batch has been developed to ensure accurate
record keeping. Below, we will guide you through each status in the lifecycle of a batch,
explaining how it should be used.

1. Pending: When created using the check scanning app, batches start with a
'Pending' status, indicating that the scanning process is still ongoing.

2. Open: When a batch is in the 'Open’ status, it means that the scanning process is
complete, but additional matching or audits are still being performed. It also
indicates that the batch has not yet been entered into the general ledger.

3. Closed: When a batch is in a 'Closed’ state, it indicates that its amounts have been
entered into the general ledger. To maintain the integrity of your accounting
processes, Rock Security prevents closed batches from being re-opened without
elevated permissions.

Automated Batches Created by Third Party Systems

Third party systems can create automated batches using the "IsAutomated" feature.
These batches have an additional "Automated" label. While the transactions of an
automated batch are downloading, the batch will have a "Pending" status. To prevent
processing errors, this status cannot be changed until the download is complete. Once
all of the transactions are downloaded, the status will automatically change to "Open"
and the batch can be processed.
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Automated Batch

— 1Ay

S| Financial Batch Detail

Home » Batches > SampleData1539475200000

[ ]
o
SampleData1539475200000
Date Range
/d 3/21/2021 12:00 AM to 3/21/2021 12:00 AM ccountiotals
Transaction Amount / Control / Variance
oy General Fund
. $199.00 / $199.00 / 50.00
L

Mission Fund

Currency Totals

Check

Transactions

Transactions Created Using Teller Import

L+

Batch#182 Pending Main Campus  Automated

$1492.00

$50.00

$199.00

(8] Match Transactions B Audit Log

Tmnsaminns Transaction Details ] Options »

Transactions created using Teller Import have contribution amounts and associated
accounts but no contributor name. Obviously, this can make matching transactions
with givers difficult when processing batches. Selecting the "Limit to Existing" option in
the Transaction Matching Accounts Filter screen allows you to display only accounts
associated with that particular Teller Import file. To access the Accounts Filter screen,

click the # button in the Transaction Matching screen.
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Accounts Filter - Limit to Existing

Displayed Accounts Campus @

Limit to Existing @ Include Child Accounts @

Yes

Optional Accounts Filter Accounts By Batch Campus @

[o] .

E Cance!

- Event Registration g

— . B Mission Fund $ 50.00

Transaction Code

Total Amount

$ | 154.00

Summary

Previous

It's important that all modifications to financial transactions are audited. Below is the
audit log screen for a batch. It shows all changes to a batch and the transactions in the
batch.

Batch Audit Log

Audit Log

Home > Batches > SummerCamps_ Credit Card > Audit Log

[ ]
-
SampleData1797153600000 (ID:283) Date Created: 9/28/2021

Category Who Did What When
Batch Alisha Marble Modified control amount value from $658.00 to $850.08 2 Days Ago

=] Transaction Alisha Marble Modified Transaction ID:438 value from to 2 Days Ago
Transaction Alisha Marble Added Transaction value of $200.e@ for Ted Decker [4]. 2 Days Ago
Batch Alisha Marble Modified control amount value from $43e.ee to $650.08 2 Days Ago
Transaction Alisha Marble Modified Transaction ID:436 value from to 2 Days Ago
Transaction Alisha Marble Added Transaction value of $220.e@ for Ted Decker [4]. 2 Days Ago
Batch Alisha Marble Modified control amount value from $21@.ee to $430.ee 2 Days Ago
Transaction Alisha Marble Modified Transaction ID:434 value from to 2 Days Ago
Transaction Alisha Marble Added Transaction value of $220.8@ for Ted Decker [4]. 2 Days Ago
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Transactions

Transactions represent the actual exchange of currencies for activities like donations,
event registrations, or other financial events. Each transaction is made up of one or
more detail (or sub) transactions. This allows for giving to more than one accountin a
single transaction.

Viewing Transactions in Batches

Where you view transactions in Rock will depend on what you're trying to do. If you're
interested in transactions in the context of a specific batch, you can view them on the
Batch Detail screen by selecting a batch from the Batch List.
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Batch Details

8 Financial Batch Detail

Home > Batches » SampleDatal337660800000

SampleData1537660800000

Date Range
2/28/2021 12:00 AM t0 2/28/2021 12:00 AM

* 0

Transaction Amount / Centrol / Variance
$199.00 / $199.00 / $0.00

Transactions

Person Date Days Since Last Transaction ~ Amount
Lowe, Trish ~ 2/28/2021 $45.00
Marble, Bill  2/28/2021 $154.00

50 500 5,000 2 Transactions

-- Move Transactions To Batch -- »

Crafted by Spark Development Network / License

Batch #181  Open

Account Totals
General Fund $149.00

Mission Fund $50.00

Currency Totals

Check $199.00

3] Match Transactions B Audit Log

Transaction

Currency Type - Accounts Summary
Check General Fund: §45.00 x
Check General Fund: §104.00 x
Mission Fund: $50.00
Total Results
General Fund $149.00
Mission Fund $50.00
Total: $199.00

Clicking on one of these transactions will then display the Transaction Detail page.

Transaction Detail
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o
=

%

Transaction Detail

Home > Batches » SampleData1537660800000 » Transaction Detail

Financial Transaction Batch #181  Contribution

Authorized By

Person Home Address Main Campus

@ Bill Marble 3002 W Lupine Ave
Phoenix, AZ 85029

e Date/Time Transaction Details
2/28/2021 10:00 AM
Accounts Processing Fees Amount
a Source
On-Site Collection
General Fund $0.00 $104.00
e Transaction Code
1122334455 .
Mission Fund $0.00 $50.00
o Payment Method
Check Total $0.00 $154.00

0 Summary
Bill donated 3104 to the General Fund and $50 Images @
to the Mission Fund.

o 1936

e Updates
Last Modified by Alisha Marble on 2/28/2021
at 10:58 AM

Tihs - KD duncis, 50

| coooopooooe  oopooooons  oooo

m Refund Add New Transaction < Back Next >

Transaction History

Category Who Did What When
Transaction  Alisha Added Transaction code value of 1122334455 1 Day
Marble Added Summary value of Bill donated $164 to the General Fund and $5@ to the Mission Ago

Fund.

Added source value of on-site collection

50 500 5000 1 Change

Crafted by Spark Development Netwark / License

Batch
Link to the batch that the transaction belongs to.

Person
Link to the person who initiated and authorized the transaction.

Date/Time
This is the date and time that the transaction occurred.

Source
Where the transaction originated.

Transaction Code
This is the transaction code for the item. Most often this transaction code
will be generated by an external service like the credit card gateway.

Currency Type

The form of payment that was used for the transaction. These don't have
to be traditional forms of payment like cash or checks. For instance, if
Non-Cash Asset is chosen when adding the transaction, you can select an
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Asset Type of property, stock or vehicles. You can add your own non-cash
asset types by adding to the Non-Cash Asset Types defined type.

a Summary
Any notes related to the transaction.

9 Updates
Information about who last updated and processed the transaction.

9 Accounts
This is the account split for the transaction that shows the details for each
account that was included on the transaction.

mlmages

Any images that are associated with the transaction (e.g., check images).

mRefu nd

Selecting the 'Refund' button allows you to reverse the transaction. More
details on the refund process are provided below.

@Add Transaction
If the batch is still open, you can add a new transaction. This allows you to
quickly enter new transactions without having to go back to the batch
detail page.

@Back/ Next
The 'Back' and 'Next' buttons allow you to cycle through the transactions
in a batch.

The transaction list on the Batch Detail page has a few extra options.
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Transaction List Options

Transactions Transaction Details | Options =
o Show Images
i i Show Summa
oA o Days Sln‘ce Last (R Currency Transaction s Summary y
Transaction Type Code
Lowe, 2/28/2021 $45.00 Check General Fund: %
Trish $45.00
Marble, 2/28/2021 04 $154.00 Check 1122334455 General Fund: Bill donated $104 to the General
Bill $104.00 Fund and $50 to the Mission

Mission Fund: ~ Fund.
$50.00

50 500 5000 2 Transactions

-- Maove Transactions Ta Batch -- 9 ~

“ Options Dropdown
The upper right corner of the list allows you to show the transaction
summary or the transaction images.

9 Move Transaction
If the batch is open, you can also move the transaction to a different
batch. The batch you're moving to must also be open.

Searching For Transactions

When you're searching for a specific transaction, it's often easier to use the transaction
filtering capabilities found under Finance > Transactions . This screen allows you to

provide a set of search options and list transactions that match.
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Transactions

[E] Transactions

Home > Transactions

[ ]
[
Transaction List 1nnmﬁnns Transaction Details
Date Range Amount Range Currency Type
’ & to i to v
Credit Card Type Transaction Code Account
i
=1 v =
Transaction Type Source Type Campus (of Batch)
v v v
Campus (of Account) Person
v 2 e

Apply Filter RIS

i Tr tit Batch
person Date Days Since Last Amount  CHrrency  Transaction atc Accounts summary
Transaction Type Code 1d
Marble, 3/21/2021 $154.00 Check 182 General Fund:
Bill $104.00
Mission Fund:
$50.00
Lowe, 372172021 7.0 $45.00 Check 182  General Fund:
Trish $45.00
Decker, 3/13/2021 6.0 $315.00 Check 60 General Fund:
Ted $185.00
Building Fund:
$130.00
Marble, 3/7/2021 6.6 $154.00 Check 275 General Fund:
Bill $104.00

Adding a Transaction

While there are other entry points for transactions (e.g., check scanning, giving on the
public website) you can manually add transactions to a batch. You can also edit existing
transactions. In either case you'll be brought to the page pictured below.

Transaction List Options
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Transaction Detail

Home > Batches » Sunday Callection 18-SEP-2022 > Transaction Detail

(R
=

Financial Transaction

Person
Accounts Amount

& Ted Decker -

*

esvmw As Anonymous. $0.00 9

eTransactiDn Date/Time *

09/18/2022 i ©

Transaction Type * This is a Refund @
Yes

Contribution v

eSOUrce Images

On-Site ™,

e Currency Type *

Check v

o Transaction Code

512340

e Comments

2. Upload 2. Upload

E Save Then Add Save Then View Batch Cancel

Crafted by Spark Development Network / License

a Person

This is where you'll pick the person that the transaction is for. For
instance, this is the person who made the contribution that's being
entered.

Show As Anonymous
Select this option to have the transaction appear as anonymous rather
than associated with the person selected above.

Transaction Date/Time
This is the date and time that the transaction occurred. You don't need to

select a time if it doesn't make sense to do so.

Transaction Type
Rock ships with two values for this field, Contribution and Event
Registration. In most cases you'll probably be adding a Contribution.

Source

The Source indicates where the transaction originated. If you're manually
adding transactions, it's likely you'll be entering them from on-site
collections, but you can choose other values from the list.

o Currency Type
The form of payment that was used for the transaction. These don't have

to be traditional forms of payment like cash or checks. For instance, if
Non-Cash Asset is chosen when adding the transaction, you can select an
Asset Type of property, stock or vehicles. You can add your own non-cash
asset types by adding to the Non-Cash Asset Types defined type.

a Transaction Code

Version: 1.15.0 19 of 166 Last Updated: 5/10/2024



This is the transaction code for the item. Typically, the transaction code
will be generated by an external service (e.g., credit card gateway) but
when adding transactions manually you can use any code you wish.

@ Comments
These are simply notes that you might want to make about the
transaction. These will be visible when viewing the Transaction Detail page
described above.

9 Account/Amount
This is where you'll select the account that should be used for the
transaction, and the amount of the transaction. You can have multiple
accounts and amounts listed for a single transaction, if needed, but you
must have at least one.

mThis is a Refund
If the transaction is a refund, then it will be processed as such.

mlmages
You can add one or more images associated with the transaction.
Typically, these are images of a check from a check scanner, but you can
manually upload any image you wish.

Refunding A Transaction

Sometimes you need to rollback a transaction. Selecting the Rrefund button from the

Transaction Detail page will allow you to reverse the payment using the modal shown
below.
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Refunding A Transaction

Amount * n Reason ® 9

$  200.00 Refund Requested ~

Summary e

Process refund through financial gateway

Cancel

Amount
This tells Rock how much the refund should be for. By default, the full
amount of the financial transaction is entered into the box.

Refund Reason
This dropdown allows you to pick from a standard set of refund reasons.
You can modify this list under Admin Tools > General Settings > Defined Types

> Refund Reason .

Summary
This field allows you to enter specific notes about the refund.

Process Refund Through Financial Gateway

This checkbox determines if the refund should be automatically run
through the payment gateway (checked) or just entered into Rock
(unchecked).
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On-Site Collection

While the number of online transactions is skyrocketing, we shouldn't neglect to
mention the tools that support the traditional on-site collection of cash, checks or even
credit cards. Below we'll walk through how we process these transactions in the context
of weekly giving.

Processing Cash Transactions

Cash transactions come in two formats: anonymous gifts and gifts given by a known
person. Let's look at how we tackle each one.

Anonymous Gifts

Typically, you'll enter an anonymous user into your database and link all anonymous
gifts to this person. When you count up all of the anonymous cash for the weekend, you
can add one transaction for this total amount and select the individual Anonymous.

Known Gifts

There are a couple of options when processing gifts from known individuals:

1. Manually create transactions for these gifts entering in all the transaction details.

2. If your organization uses a giving envelope, you could also use Rock's check
scanner software to scan in the envelopes. Then, you'd use the Match Transaction
feature discussed below to process the remainder of the transaction information.

Credit Cards

You can add credit card transactions manually by going to the Contributionstab on a
person's profile page. Either enter a one-time transaction by clicking the add one-time

Gift button, or you can create a recurring scheduled transaction by clicking the +

button under Scheduled Transactions.

Checks

Checks can be scanned using Rock's check scanning software. More information about
setting up and using this software can be found in the Scanning Checks chapter below.
Once the checks are all scanned, they must be matched to individuals and their
amounts entered into the correct accounts. We'll discuss that next in the Matching
Transactions section below.

Matching Transactions
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#scanningchecks

When you've used the check scanning software to add checks or scanned images of
envelopes to a batch you must match them to individuals before you can close the
batch. To start this process, open the batch you want to work on under Frinance >

Batches and then click the match Transactions button.

This will launch a screen to walk you through each check (or envelope) and allow you to
tie them to an individual and enter the amounts into the proper accounts.

Transaction Matching

Transaction Matching

Home > Batches » Transaction Matching
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Ted Decker
Spouse: Cindy Decker

Campus: Main Campus

Home
11624 N 31st Dr
Phoenix, AZ 85029

Transaction Code

Total Amount @

$  300.00

Summary

o

Crafted by Spark Development Network / License

a Progress Indicator
This lets you know how far along you are in the process of matching all the
scanned checks to people.

9 Add Family/Business
You may find that the transaction is for someone who is not currently in
the system. Using these buttons will pop up a new window where you can
add them.

Settings
Allows you to select which accounts you are entering amounts for.

Check Images
The images of the scanned checks are shown here.

Individual
Rock can match a person to the account and routing number of their
checking account. If a person already matches the check's account
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information, you can pick them from the list.

@ Assign to New
Assigns a new individual to the check’s account number.

0 Envelope #
Allows you to search for an individual by their giving envelope number.

This requires that the Enable Giving Envelope Number Global Attribute is
enabled. See the Giving Envelopes chapter below for details.

9 Person Details
The screen will present the currently matched person's address and
contact information. This is a great way to not only ensure that you have
matched to the current individual but also that their contact information
has not changed.

9 Account Split
Accounts are shown to allow you to split th