Data Entry Processes

Given by:

Jessica Sanchez
VOI Staff

—— WORLD CONFERENCE —




World Conference 2017 we are celebrating our 50™

We have family all around the world coming together
Date: July 10t through 14"
Location: Los Angeles Convention Center

Register to volunteer at VictoryOutreach.org



Day of volunteering:
We represent our Multi-Region
We are on time

No phones







DATA POINT CENTER

DATA POINT CENTER FLOW
CHART

Data Technician

® Receives batches
from Operations
Manager or Floor
supervisor

Data entry

® Organize the batches
received and ensure
the envelopes stay in
order. Technician will
begin the look up

process for the pre-
batched header.

Review, Verify and Post

e After all envelopes
are entered into the
system the batch will
be verified and
posted.
**IMPORTANT
Accuracy is the key to
the data entered.




Trustee lead will bring all processed batches to the Data entry area.

Operation Manager(Key Lead) will receive batches and enter batches by

searching for the batch number pre-printed on log.

e Pre-batched in Tracker system -New.

nter batch data online.




3 to 5 helpers

Will assist to look up member’s account numbers

ounts if not found




LOGGING IN

- To access your account please sign in
Signup

Receive benefitslike Video streaming User:

Give herenow .
Youdon't need anaccounttogive Slgl‘l In

Password:
|1 Remember Me

Sign In

Can't access your account?
New member? Create an account here

Urban Training Center or Minister Exam

Username and Password will be posted in on laptops
Along with Cheat Sheets



Welcome Data Training Actions

- Management and choose Gift batches
rotiie

Give a Gift

Change Password
jn] MName
Home Address Upda S5
pdate Address
Image 128397 Data Training

Not . . . - = WView Coaching Network
Email Email not verified | Werify Email

H View Membership Lewvel
Available| - . P
Mai ress - it
Cell Phone Home Phone ° View My Reports

Update Photo - -

Management Options
UWC Lewel

- View my Reports

Update Profile Manage Constituents ..
Individuals

Manage Organizations

Role(s) UTC Applications Ma nag e G |ft BatChES Organizations
Go to Gift Batch
Organizat Ral i
rganization ole Find & Gift Gifts
Victory Qutreach International Organization Staff Login Administrator

Beloman + Add Refresh Show/Hide Columns ) Print Batc
slongs 1o Gift Batches

Victory Outreach International Organization Administrator
Belongs to

) Funds
Actions Batch Number Type

Appeals

LOOk Up batCh number Fee Adjustment Requests
Example 071017100WCPM . Delete | 080509100CV E;Z:;ﬂc Notifications of Change
Click up Update

Regional Report Submissions

Process Mew Member

Cash anc Process Free Gift

080509101CV Checks oy



Add Batch Detail
Add || Cancel | Batch Detail

Batch Number wad/Suffix/Qty (limit 10) /Start

032517300WCSATAM1

[ Create Multiple

Date : [ print Appeal Name (Event Name) 4 : C ”C |< B O ‘I‘C h De'I'O i |

3/25/2017  ~|

. Select Or: anizatio-n
] o C O nfl rm b O TC h n U m b e r 203221-3’ O In§grpa?i99§[ E,‘,’,e,"ts
Fund
on batch header T —

Default Appeal

Gift Count

2. Confirm Gift count ]

Batch Amount Batch Reference Number
] ]
3. Enter Batch Amount g
Sub Type
Sotcredt ¥
Will be shown in hands fraining. Bhtype
| Cash and Checks

W Is Active

Is Posted
Notes

Scanned Batch
Document

Choose File | No file chosen

[ Check to remove document



|‘Jeril‘_¢'H Print Post Report H Add New Gif || Return To Batch || Return To List H Post Batch
Count Amount

In Header 5 $160.00

InData 5 50.00

ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -

Click in Edit

ID; DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
No Constituent Specified.

Delete

WAO EAP REF:




Enter Constituent ID (Account Number)

Record Detail

Update Batch Gift Detail

Updats
AQ [V ap
Constituent ID

Refrieve Look Up Individuals Look Up Organizations

Click on Retrieve
To see information should then match the envelope




If there is no ID number written on the envelope, click on Look up Individuals.

Record Detail

Update Batch Gift Detail

Some times when the envelopes are
Update from women, you might need to enter her first
[Clao [ ap name on the Spouse Name space, since she
Constituent 1D might be married and could be in her
husband’s account.

Search for name: Best to search by last name and first 3 letters of first name. /
dlsap e (R e s W el | dde Spouse Name
[ I R N D N D D

&

1161 Mr. Edmund Maorales Mitzi Morales | 590 Shawnee |

In Look up Mode when you find the individual Click on the green arrow
You will see the details of your selected person, please view the envelope and

make sure it is the same person you are applying the gift to.



Update Batch Gift Detail

T ao B ap

Constituent ID

Transfer from the envelope:

Date

3
123771 Retriewe Look Up Individuals Look Up Organizations

Amount

1 123771 | mrs. I - | N . N ok,

MNew Jersey, 07104, United States | p: 5) 973 2580 2325 | e:
wvonewarknjgang7@gmail.com | Member - Victory Outreach NMewark

Dpen Account

Gift type

Oate Check # - if applicable
S/A3/2014

Check type — if applicable

Reference

NOTE: See page 14 for sample
type of checks that will be

Fund Appeal
Event Offering T wWorld Conference 2011-OFFERING { ~

entered.

Check Number Check Type
[Select One] -

Pledge Armount Due Date

Create Pledge

Update Cancel

Click update when data has been entered
If you are unable to find the person and he/she gave less than $7.00 (evenis) then

click on AO (Apply to Organization) and enter his/her name in Referencgfield.



Update Batch Gift Detail

AC AP _
Constcicuent ID

Click update

NOTE: in order to create new accounts the gift must be no less than $7.00

if the data is from an Event. See Section 2 for adding new account.

Designated team will be selected to create new account
and looking up account numbers.



CREATING NEW ACCOUNTS

If a person was not found in TRACKER and he/she gave $7.00/$20.00
(Event) or more you will need to add a new account.

Click Management and choose Individuals

Individuals

Manage Gift Batches Organizations

Gifts

Show/Hide Columns )
Gift Batches
Funds
Batch Number

Click Add

Middle | Last
‘ 1T

Morales
Morales

| H- Alanis Ninfa Alanis
Jeannie

Alanis Alanis

Va



Biographical Information

Constituent Code

First Name Last Name Household Name

I e A b

|| Is Business

Business Name

]

Middle Initial Nickname

- 1 [ ]

Suffix Title

[Select One] [Select One]
Gender SSN
(Seect One) ]
Birthdate Language Date Licensed

| [Select One]

Enter envelop information as written

Va



Source Church

| [Select One] | [Select One]

() Deceased

DeceasedDate

Preferred Email Preferred Phone Preferred Phone Type

] [ | [GasiOm[ 5]  © preserve cumenthone Enter/Select:
Mars taus Source: Victory Outreach Church

(SelectOne] 7] Church: Select Church

¥ Is Active

[") Head of Household

CT— If legible enter email and phone

Click Is User
, Create Username
Spneeifom GouphePhioto Generate Password
Image Image Image
Not Not Not Click Add
Available Available Available

Choose File | No file chosen Choose File | No file chosen Choose File | No file chosen

() Check to remove photo [2) Check to remove photo [2) Check to remove photo

[ Check to approve photos

ser Information

| B
Click on the ... button to check availability.
Password




Marital Status

'Married ¥ | [J New Spouse Record

Spouse

fitSelect One]

! Is Active

| Head of Household
| Person in Recovery Home /

*If he is married, select married on Marital Status, click on New Spouse Record,
enter wife’s name and last name and click on Head of Household.

Click Add



SET UP ADDRESS

Addresses

[BAdd || @ Refresh || Viewan |

To Enter the Address Click on the Address Tab and Add




Add || Cancel
Address Detail

Address From
13/23/2017 -

¥ Is Active () Don't send Mail
DPC LOT CART

I | | —

Address Type
| [Select One]
Address Information

Country

| United States v

Address Line 1

Address To

() Is Preferred

- ]

Address Line 2 / Suburb

- |

[ Invalid Address

Click on is Active

Click on Is Preferred and select

Mailing Address on the Address Type

Enter Address

Click Add

Va



253915 [N

Biographical Addresses Phones Emails Household Pledges Documents

Addresses

[#Add || @Refresh || ViewAll

Address Type | Address | City Country From

| Mailing Address 3408 Lime st Chino United States 3/23/2017

Copy the Member’s ID number
Close the window



Update Batch Gift Detail

Update || Cancel
a0 @ ap
Constituent ID

F‘ Retrieve Look Up Individuals Look Up Organizations |
Individual Not Found.

Date Amount Gift Type

3772017 -] 2o [Caeh

Reference

|

Fund Appeal
| Event Offering

Check Number Check Type
[ | [Select One]
Pledge Amount Due Date

Ocrestepledge| ||
Update || Cancel

Paste the number on the Constituent ID box
and click on RETRIEVE.



Update Batch Gift Detail

Update | Cancel ‘
a0 @ ap
Constituent ID

253919 Retrieve ‘ Look Up Individuals Look Up Organizations

| 253919 | I 3409 Lime st, Chino, California, 91710,
United States | p: | e: | Member - Victory Outreach Chino
Open Account

Date Amount Gift Type

(3/25/2017 2000  |[Cash

Reference

]

Fund Appeal
[EventOfferng Y| [WCONF 2017 - Event Offering (WCOI ¥ |

Check Number Check Type

[SelectOne] ~ v|

Pledge Amount Due Date

Ocrestepiedge |
Update || Cancel

Complete and Verify

Click Update

Va



Count Amount
In Header 5 $160.00
InData 5 $0.00

ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -
ID: DT:- AM:$0.00 GT:- CNUM: CTYP:- FUND:U-UWC APPL:CS-CHURCH -

No Constiuent opecified.

Deleta

Click Refresh
Confirm Information that appears



| Verify || Print Post Report || Add New Gift || Retum To Batch || Retum ToLList || Post Batch |

Count Amount
In Header 4 $130.00
InData 4 $130.00

ID:2012 DT:7/10/2017 AM:$100.00 GT:Cash CNUM: CTYP:- FUND:EO-EVENT OFFERING APPL: EO-Event Offering -
ID: 62697 DT:7/10/2017 AM:$10.00 GT:Cash CNUM: CTYP:- FUND:EO-EVENT OFFERING APPL: EO-Event Offering -
ID:95902 DT:7/10/2017 AM:$10.00 GT:Check CNUM:123 CTYP:Personal Check FUND: EO-EVENT OFFERING APPL: EO-Event Offering -
ID:1440 DT:7/10/2017 AM:$10.00 GT:Cash CNUM: CTYP:- FUND:EO-EVENT OFFERING APPL: EO-Event Offering -

Click Verify /
If In Header & In Data balance you have completed
If it doesn’t not balance you will need to back track to find the error

Then click Return to Batch as of now we will not be posting batches
Initials batch header once batch has been completed

Reminder: We are here to help!



VICTORY OUTREACH INTERNATIONAL®

“United We Cavw ... ~vevmers[ ]

Date:
© ol Ranper
» . " e
State? Zip Code: O Silver Partner
$1006 Per Manth
0 500 Plus Parmer
375 Per Mionch

a
Pastoe ?soa%faqa

O New Address

O I want to become a Direct Pay Partex!
(Please see reverse for information and Autborization Form or virit the
wictoryoutreach.org)

“Give and it shall be given unto you ...” Luke 6:38

FOR OFFICE USE ONLY

N VICTORY OUTREACH INTERNATIONAL®

K"/')) “Uecited We &n ...  ~mEmBER#£[ ]

Dameg. -  — —  — —  — _ SINE

T b S ¢ g’ok‘l I:chr
Zip Code: 4‘.‘””‘ e

_  Pastor:
O New Member 0O New Address
O I want to become a Direct Pay Partner!

(Phave sve reverse for informatinn and Authorization Form oy viste the
Mesher Center af wowww. victoryoutreach.org)

“Give and it shall be given unto you ...” Luke 6:38

VICTORY OUTREACH INTERNATIONAL®

\/)1 “Uwnited We edﬁt ., " MEMBER#:

Name: Date:

g oo IEs
City: State: Zip Code:

Phone:

Email: oo
Church: Pastor; —  —  ————— 250 Per

[0 New Member 1 New Address . g ss.;ol'n

O 1want to become a Direct Pay Partner! B
[Please we reverne for information and Autborization Form av virit the
Menber Conter ut wievictoryontreach.orng)

“Giwve and it shall be given unto you ... » Luke 6:38

FOR OFFICE USE ONLY

VICTORY OUTREACH INTERNATIONAL*

Ef‘ﬂ “United We Caw ... Mevsere:[ |

Name:
Address:
e State: Zip Code:
Phon:
Email:
Church: —___ Paston:
O New Member O New Address
O T want to become a Dircet Pay Partner!
(Piease sve reverse for information and duthorizatior Form or visit the 3
Mewivr Center at wewow.viclorysutreach.org) 0 Other
TOTAL$

© 3609 VICTORY OV RPALH ENTERNATIONAL

s.

“Give and it shall be given unto yo Lutke 6:38

FOR OFFICE USE ONLY

VICTORY OUTREACH INTERNATIONAL®

i‘(_//)} “Dwnited We 64” ., “memBer#: [ ]

Address:

City:

Phone:

Email:

Church:

O New Member

Date:
11 Gold Partner

1 I want to become a Direct Pay Partner!
(Please sec reverse for information and Auehorization Form or visit the
Memdrer Center at wiow,vicoryoutreach.org)

“Give and it shall be given unto you ...” Luke 6:38 TOTALS

3600 VICTORY DU TRYACH SNTERRATIONAL *

FOR OFFICE USE ONLY




We appreciation you!
See you at World Conference 2017!

More Information or Questions
> e acn.org



http://www.victoryoutreach.org/

