ANNUAL REPORT
REGION AUTHORIZATION INTERFACE

Access the Region Authorization interface from the icon on the ABCIS home page.

See Figure 1.
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Access the individual church submissions from the “ Unauthorized List” on the first page of the

Region Authorization interface. See Figure 2.
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ANNUAL REPORT
REGION AUTHORIZATION INTERFACE

Navigate the various categories of data by using the buttons on the “Annual Report Approving”
screen. Only after all 4 categories of data have been approved can the church run areport from
the Annual Report website. See Figure 3.
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WHEN THE "APPROVED" TAG APPEARS NEXT TO A CATEGORY
WHEN YOU OPEN A CHURCH'S SUBMISSION
IT INDICATES THAT THE CHURCH DID HOT MAKE ANY CHANGES
TO THE EXISTING DATA IN THAT CATEGORY. YOU MAY STILL
CLICK THE BUTTON TO REVIEW THE DATA IF YOU WISH

Annual Report Approving:

( Church Pin: 7512  Church Mame: Gethsemane Baptist Church  Year: 2005 ]

CLICK ABUTTON TO Basic Infarmation ]
OPEN THAT
SECTION OF THE . ;
CHURCH'S Financial
SUBMISSION.
( Contact aporoved
( Leadership aporoved ]

Back |

In each category, the system will provide the data as it appeared in ABCI S before the church
entered their data. Values as they were entered by the church appear in the final column for your
review. You may change the datain the final column during the authorization process. Y ou may
need to do thisif the church made a data entry error.

See Figure 4.

Fiﬁure4

) ) —{PROVIDES CONTACT INFORMATION FOR THE PERSON WHO
Basic Information |[Log Detail] || SUBMITTED THE DATA IN A PARTICULAR CATEGORY.

Revicw the preprinted nfarmation. Make corroctions and additions as neccessary, Back |

Gethsemane Baptist Church

( Annual Report ]

PIM | 7512 COLUMN 2 DISPLAYS 7512 fc
EXISTING DATA FOR I EE_II:KNAI*SI igésglfl-&;gHTHE
EIN | 061135818 l:f, E:KEEIESBEES&E [osT138818 SUBMITTED IT. YOU CAN
CHANGE THE DATA AS YOU
Year Incorporatad LA [ [SEEFIT (FOREXAMPLE: TO
CORRECT OBVIOUS ERRORS
Founding Year | 1985 1985 1N THE SUBMISSION.)
[SCROLL DOWN TO THE
Joined ABC Year | 1986 |1 936 BOTTOM OF THE PAGE TO
FACCESS THE "APPROVE™
Ethnicity IAfrican Arnerican '| IAfrican American 7| BUTTON TO SUBMIT THE
DATA TO THE DATABASE.

Area IPIease select ... '| IPIease select... '| \
Assaciation |Hartford j IHartford




ANNUAL REPORT
REGION AUTHORIZATION INTERFACE

The Leadership category works the same for both Current Professional Staff and Current Church
Officers. You must “approve” each leadership submission individually. Y ou may have to scroll
to see all the data and the “ Approve” button at the bottom of the screen. See Figure 5.

Figure5
CURREMNT CHURCH OFFICERS
Click SName List to Update Record (TOU MAY HAVE TO SCROLL TO SEE THE ENTIRE LIST]
Mame List
( Craig, Carolyn (CLE) Sadler, John (DEC app Shabaze, Georgia (335 =
Wosley, Patncia (MU D apy Ashiord, Bermta (CEC) Ellis, Jacquelne (EWVC)
Piclkett, Lotz (WA Marizette, Dantel (TEC) Neal, Bennie Sr. (TEE) =l

Detail Infomation

CLICK ON A NAME TO VIEW THE
DATA SUBMITTED FOR THIS

PERSON. JR—
Leadersihp ID: I
Last Mame: ( |Craig A
First Matme: |Caru|yn
Middle Matme: |
Current Officer Type: |Churc:h Clerk, [
Start Date: [1/1/08
End Date: [12/31,08
Gender: k 0 Male ® Female

When all data has been reviewed and approved, the church will be able to accessits
Congregational Profile report from the annualreport.abcis.org website.



