How to Make Adjustments to Unposted Entries

Step 1
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Manager

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

Step 2

£ Servant Keeper - Contribution Manager - [Contribution Entry for 07717/

2007 - Todays Giving {Batch #1) ]
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[ 0 Save ][ ‘ Clear ][ # MNates ] [ 13 LClaze ] ® Diizconnect 8 E;;::a:
(OCash @ Check (O CreditCard (O Other/Mon-Cash Individual Summary lp|edge Info l
|Namex’Env | ||| | Checkﬂ| | # | Mame | Erv # | Account Amount| Type |Ch
Amount | Account |Tax Deductible|
Split
X
Split
0.00

Cankribution Entry Log ]RCCOUH'C Surnmary l

[ % end || Wea || Mosete | sk ][ Refreshlist |

& H | Marne | Erw # | Accaunt | Amount| Type |Eheck3¢| Tax | Motes |Entered By |

1 Doe. Jon & General Fund $20.00 Cash Yes SERVANT

2 Doe, Mamy & General Fund $50.00 Check 123 Yes SERMVANT

Enter you giving into the contribution entry screen.

Step 3

= Servant Keeper - Contribution Manager - [Contribution Entry For 07/
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Contribution Entry For 0771772007 - Todays Giving [Batch #1]
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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:

= Servant Keeper - Contribution Manager - [Contribution Entry for 07 /17 /200
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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.
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