
How to Make Adjustments to Unposted Entries 

Step 1 

 

 

 

Open you Contribution Manager by left clicking on the Contribution Manager shortcut located in your Servant Keeper 6 folder on 
your desktop. 

Step 2 

 

Enter you giving into the contribution entry screen.  

Step 3 

 



Right click on the entry that you need to adjust and click on Edit Selected Entry.  This will put that entry back into the Contribution 
Entry window.  See example below: 

 

Here you can make any adjustments that need to be made.  Click the [Save] button to save the entry.  Now you are ready to 
continue to entering your giving. 


