ServiceU Export Instructions

Go to http://my.serviceu.com/

1. Enter your User Id and Password

U Welcome to My.ServiceU.com!

Please enter your e-mail address and password to log in. If this is your first time logging in, your password was sent to you via e-mail. If you
did not get this e-mail or you deleted it by accident, please click this "Forgot Password" link.

Login:

E-mail Address:

‘johnb@servantpc.com ‘ g
Password:

‘ 2000000000 ‘ g

["IRemember Me

Forgot Password? Trouble Logging in?
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2. Click the Continue to Next Page button

orts | Admin | Tools | Help

John, to Tr: for C y Servant PC Resources!

Now that your account has been set up you are probably wondering, "How do I start using TransactU?". The best place to begin is to downls
how to start using it. We highly recommend that you read this document before you start using Transactu.

d and read the TransactU User Guide. This guide will provide you an overview of the TransactU system and

Frequent Actions

You can access all of the features of TransactU using the menu bar at the left. The features are grouped under headers to make navigating the system easier. The Admin section provides you with a number of helpful tools and allows you to control
how TransactU will work for your organization. Click here to see an index of Admin pages.

Again, we highly recommend that you download and read the TransactU User Guide. Here are some of the key steps to set up TransactU for your organization:

* How do I set up online registration for an event? Click here.

® How do I view a list of publicly available registration events? Click here.

® How do I create a payment form that is not associated with an event? Click here.

® How do I view a list of publicly available payment forms? Click here.

* How do I add additional users to my TransactU system? Click here.

* How do I create a list of ministries or departments for my organization? Click here.

* How do I change the approval process for my organization? Click here.

® How do I set the person that will approve the registration and payment forms? Click here.

[“ITake me directly to my home page next time.

Continue to Home Page


http://my.serviceu.com/

3. Click on the Repts menu and select Bank Depdsdam the drop down menu.

U Home | New | Search ' Admin | Tools | Help

Event Registrations

Waiting on Me Payment/Donation Forms

Transactions

MNew Announcement(s)

You have announcements waiting to be

n 24 hours. These announcements are =i

New Payments(s

Items Related to Me
Test
Upcoming Items

View Upcoming Items

ServiceU News
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4. Click the Export link

Home | New | Search | Reports | Admin | Tools | Help

Note About Deposit Dates:

— The date that a deposit actually hits your bank account will usually be
From Date: 11/01/2009

one to two business days after the date listed below. In some cases, it
= can be as many as seven business days.
To Date: 12/18/2009

Export to MS Excel

Deposit ID Account Axia Batch Type Deposit Dates Transactions Total Settled

483922 Test Account 11/19/09 12:00 AM 6 $60.00 [Details]| [Export] §[Export to Shelby (old version)]

Nov 19 2008 5:12PM - Detailed Deposit Exported to Servant Keeper
Nov 19 2009 5:16PM - Detailed Deposit Exported to Servant Keeper
Nov 19 2009 5:18PM - Detailed Deposit Exported to Servant Keeper
Nov 20 2009 8:40AM - Detailed Deposit Exported to Servant Keeper
Nov 20 2009 8:48AM - Detailed Deposit Exported to Servant Keeper
Nov 20 2009 9:53AM - Detailed Deposit Exported to Shelby

Nov 20 2009 3:42PM - Detailed Deposit Exported to Servant Keeper

Total:$60.00 [View All Transactions]

Deposit Breakdown:

The following information will help you allocate the funds to their appropriate categories. If you use Axia and you

accept Discover and American Express, the following will also help you reconcile since Axia's statement will only include
amounts deposited for Visa and Mastercard.

Deposit ID Account Assign To Card Type Axia Batch Type Deposit Date Transactions Total Settled
483922 Test Account Test ACH 11/19/09 12:00 AM 3 $9.00
483922 Test Account Test Visa/MC 11/19/09 12:00 AM 3 $51.00




5. Veify that each entry has a Servant Keeperlfiportant Note: The Servant Keeper Id Is a 16 digit number that

is assigned by Servant Keeper to each individual in your databaserder to be imported into Servant

Keeper eacliransaction must have a Servant Keeper ID. For Information on how to find the Individual ID in

Servant Keeper go to Page ®nce you have verified the informatiotiak Save

Home |

New

| Search | Admin |

Reports |

Tools |

Help

Manage Custom Values

Servant Keeper ID Match ID / Description Amount | # of Transactions | Transaction Info| Last Saved Info
)00000000011 335458 / Profile $3.00 |1 Spencer C PSS SSOERNE
2 David J David J
)00000000022 brian@serviceu.com / Email Match|$57.00 |5 555 Jones Drive |555 Jones Drive

Memphis TN38108

Memphis TN38108

If you do not want to update the fields above with their appropriate ID, please enter a default ID to use for these records:

Default ID: |

Save »

6. Click Downl

Home

oad Export

New | Search |

Reports

Admin |

Tools

Export Download

[ Download Export ]

Next Actions

e Return to Deposit Report

e Return to Home Page
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The file that you download will be called ServantKeeppog.txt, this file can be opened in either Notepad or Excel.




File Edit Format View Help

[000000000000022 ,Building Fund,20091214,1
000000000000015,General Fund, 20091214 1
000000000000022, M1ke osborne fund, 20091214,7
000000000000098, Genera1 fund, 20091214 1
000000000000125,Building Fund 20091214 3
000000000000050,Pastors Recreat1on 20091214 3 &
000000000000011,Building Fund, 20091214 § |
000000000000011,General Fund, 20091214 9
000000000000239,General Fund,20091214,1
000000000000131,Past0rs Recreation,20091214,2
000000000000272 ,Mike Osborne fund,20091214,5
000000000000087 ,Building Fund,20091214,8

IMPORTANT NOTHe file must bea Comma Separated Vador CSV file. If the file isobin the CSV format Servant
keeper will not recognize it.

7. Once the file download has completadd you have verified that it is in the proper file formapen the
Contribution Manager and Click the Import button.
NOTE: The Servant Keegdearport Tool is required to be able to import contributions intServant Keeper. Call
1-800-773-7570 for more information.

‘= Servant Keeper - Contribution Manager

FEile Contribution Accounts Pledge Reports Tools Go Help
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Entry | Import_|Offsite PostBatch Satchinic Ve Calculator] Pledges Accounts Reports  Statements Batch Mar Listing  Export

Help

[ Logged on to Host as: Mike Osborne [ switchTo B ||  6.1. fO?l




8. At the prompt enter the password that you use to log into the contribution manager

Adjustment Password Verification @

Logonld: MIKE

Enter Password: |@| |

| @k || cencel |

9. An Import Giving Contributions window will appear

a. Click the Browse Button to browse for the export file thhati downloaded from ServiceU.

b. Inthe Import ID Type: make sure Individual ID # is selected.

Import Giving Contributions @
Import File: [l IIF_‘) Browse... l I

Import ID Type: | (O Envelope # (®) Individual D #

Expected File Layout: Individual Id, Acct Name, Date (YYYYMMDD), Amount

BatchDate | / / =) Batch ID:

Batch Name |Direct Deposit I

Comments P

Yes, I want to import contributions to this batch.

| Import Contributions ]

/-

10. Once the ServiceU Export file has been selected the Batch Date will appear in the Batch Date field.

a. You will also have the option to change the Batch Nameesabel Comments
b. / £ A O Yes,i waBt tadimport contributions to this bateh OK S O1

button.
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11. Once the import is finished you will receive a message that will tell you how many entries were successfully
imported into the gstem.

12. If you get a message with rejected entries, clitk Rejected entries will not be imported into your batch.



