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Charity Christ ian Church  
This job aid is designed  to give a quick reference on how to update the database with new visitor’s information and 

any donations given on Bible Study or Sunday Worship Service.   

Make sure you have an Internet connection so the application can update the database located in the Dropbox 

Directory. 

May 23, 2018 

When opening the application, you may need to enable the macro by pressing the ‘Enable Con-

tent’ button.  The main menu will appear. 

If you do not have access to a mouse, using the tab key and spacebar or the touchpad, as 

navigation, is an alternative. 

To run the application, open a window explorer window, open the ‘Charity Christian Church’ folder and double-

click on the ‘CharityChristian.xlsm’ file.  
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Charity Christ ian Church  

Enter in the visitor’s card information first.  This puts 

them in the database so if they make a donation they are 

added to the dropdown box in the Offering section.  

New:  The date defaults to the current date.  The dropdown 

contains the names from the membership listing. You can type 

the beginning of the last name or click the dropdown and 

chose the name.  Enter the donation amount, type of payment, 

offering type (default is Offering) and donation location. Click 

the ‘Add’ button to add information to the database.  Repeat 

as necessary. Click ‘Exit’ to close the window. 

1—Membership 2—Offering 
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New: Enter in the information on the card.  Once 

complete, click the ‘Add’ button.  Repeat as necessary.  

Click ‘Exit’ to close the window.  

On the membership card(s), write added, your initials 

and the date you entered the information into the 

database and place the card(s) in the envelope. 

Fill out the donation sheet with the donation information. 

Click on the Offering tab, you can enter in new data or 

update existing data or verify the donation amount for 

a specific date. 
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Charity Christ ian Church  

Verify: Click ’Verify’ to verify the donation amount  

for a particular date.  This information should 

match the amount on the donation sheet and 

write the same information written on the outside 

of the envelope. 

Displays the amount of money donated for any giv-

en date.  Use this amount verify the amount on the 

donation sheet and write this on the outside of the 

envelope. 

3—Verify Membership 4—Reports 

Choose a date to verify the amount of money donated 

to the church.  Dates are listed by the most current date 

first.  Click ‘Verify’ to display this amount or ‘Exit’ to 

close the screen. 

There are 2 reports that can be generated; 

Monthly (donations given in any given month and 

year) and Yearly (monthly totals with a grand to-

tal for the year chosen). 

Monthly:  To generate a monthly report,  select 

the month and year.  It creates a new sheet 

named  Year Month Monthly sheet. 

Yearly: To generate a yearly report, for each  month 

with a grand total, select  the year.  It creates a new 

sheet  named whatever year that was selected. 
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Charity Christ ian Church  

Click ‘Exit’ button to close the database.  

To close the Excel application, click the X in the up-

per right hand corner.  Make sure you say ‘Yes’ to 

save the changes.  Make sure you have an Internet 

connection so the application can update the data-

base located in the Dropbox Directory. 

5—Tax Information 6—Exit Application 

All Members: Choose the year to run  the reports.  

You will need to select all the sheets and print 

them.  Click ‘Ok’ to run the report or ‘Exit’ to close 

the screen. 

Individual Tax Report:  Choose the member and 

what year you want to run. You will need to select 

and print the sheet. Click ‘OK’ to run the report or 

‘Exit’ to close the screen.’ 

From Tax Statement Tab, you can run either an 

individuals tax statement or everyone for the year. 

Click ‘Exit’ to close the window. 
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