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Introduction and Overview
Thank you for being a FlockBase customer!  Our hope and prayer is
that you will find FlockBase software helpful to both you and your
church.  FlockBase started in 2006 to provide a better solution for
churches to track membership and contributions.  A couple of years
later, we released our accounting software to help churches more
easily and accurately track income and expenses.  Since then we
have served over 4,000 churches and ministries and continued to
refine and add features along the way.

The version we released in September 2026 is the product of a
series of revisions that we’ve made in order to provide a product that
is user-friendly, reliable, and an unbeatable value for your church.
We’re here to help churches.

The menu is located on the left side of every screen.  This allows you
to navigate to any part of the program from any screen.  You will
notice a down arrow to the right of most of the menu items.  This
indicates that this menu item will expand to display the sub-menu by
clicking on it.  It might be helpful to spend a few minutes to
familiarize yourself with the menu.  

You can access membership information and membership reports—
both household and member level—from “Membership”.

Groups includes both “Household” and “People” groups. Household
groups are groups of families, and people groups are groups of
individuals.

Events is where you will find attendance info and calendars.

If you are on a Plus or Pro plan, Messaging is where you will go to
find email creation and sending (Plus and Pro) as well as text
messaging (Pro exclusive).

Contributions is where you will enter and manage donation and
pledge information.  When you create a deposit, it will be
automatically entered into the register.  

Accounting is where you’ll find everything you’ll need for
bookkeeping and reporting.  See for more details.

Utilities gives access to the merge utility, where you can merge
records in the event that you run into a duplicate or it makes sense to
consolidate any records.
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Settings is where you will enter organization information, manage users, enter 
membership settings and do accounting setup.  You can also back up your data on the 
Organization Settings page.

First Steps
If you’d like to watch the Getting Started with FlockBase video tutorial, which is designed 
to take new users through every step of getting set up to record contributions, from 
setting up Funds to creating and depositing Contributions, you can find it on our website: 
www.flockbase.com/resources

Users:  During the registration process, you’ll be registered as a user with the username 
you chose on first login. You can see your username on the Settings > Users page under 
the Users tab. To add a new user, click the Invite User button on the top left, put their 
email address in the upper box, and then select the Role they plan in your church in the 
lower box. Once you’re ready, click Send Invitation to have an email sent to them with a 
link for them to finish setting up their account and get logged in.

Roles:  If you plan to add users who need a specific level of access, you will need to 
create one or more Roles.  A user’s “Role” corresponds to the part they play on your 
team. Each role can be assigned permissions to view or edit certain information. To 
create or edit a Role, select Settings > Users and select the Roles tab.  You’ll see two 
roles here that are locked from edit and deletion: the Admin role, which at least one user 
should have, that grants full access, and the Support Technician Access role, which 
allows our team members to log in and help with your account without seeing certain 
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types of sensitive information.  To create a new Role, use the New button in the top right. 
First name the Role.  Use a generic name that has meaning for the position.  For example, 
you may have a “Financial Secretary” Role.  Then you could go back to invite a new user 
account and assign it the Financial Secretary Role.  This way, you can manage their level 
of access at the Role level. 

There are 13 parameters in each Role.  For each one, there are three levels of access:  
Edit, View, and None.  Edit equates to full access to make changes to that information.  
View allows the user to read but not change the info.  None blocks access.  Once you 
have established Roles, you can then assign one or more users to Roles.

Settings

Organization Settings 
To get to this screen, select Settings > Organization Settings.  This is where you will enter
basic information about your organization as well as customizing your contribution letters 
and uploading a logo. 
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Basic Information: By default, going to the Organization Settings page takes you to the 
Basic Information tab. Under this tab, you can add and edit your church’s name, address, 
EIN, and logo.

Register & Settings: You can also navigate to the Register & Settings tab, where you can 
set your church’s fiscal year end date. Many churches follow the calendar year, so the 
default is 12/31, but you can change it to match your church’s needs. This will impact all 
year-to-date reports under the Accounting > Reports page. 

Contribution Settings: Navigating to this tab allows you to customize the text appearing 
on your giving statements.

Contribution Header is the information that will print at the top of contribution letters.  This
is a good place to put your church’s mission or vision statement or possibly some form of 
“Thank You”.  

Contribution Footer is what will print at the bottom.   This is the best place to put the IRS-
required verbiage that the donor received only intangible religious benefits in exchange 
for his/her contribution.  Be certain to include this information in order to comply with IRS 
regulations.  For more information, see IRS Publication 1771, Charitable Contributions. 

Payment Integration: Under this tab, users on Plus or Pro plans will have a link to submit 
an application for online payment processing, which is subject to fees from the payment 
processor outside of your FlockBase subscription payments. This one application applies 
to both online giving and outbound direct deposit payments (not vendor payments).

Data Backup: Under this tab, users can download a copy of their database. For online 
users, there is no need to do so on any ongoing basis, as your data is securely stored 
with redundancies on our servers. However, you’re welcome to make a backup at any 
time with the download button. You’ll also see a restore button, which you can use to 
restore from a backup. Clicking this button brings up a box with a warning that data 
restoration means overwriting the current database. This cannot be reversed, so make 
absolutely sure to create a backup before doing so.

Trial Mode Tools: This tab is for users on trial accounts. Here, you can select what kind of
experience you’re wanting during your trail. There is a pre-built set of data that was 
created by our team that can be chosen, or there is an option for randomized data over a 
period of time that you can select. Or, if you’re just looking for something light to build on,
you can choose the skinny dataset.
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Membership Settings
Under Settings > Membership Settings, you’ll be able to get things set up for use on the 
Membership side of the program.

Household Naming: Under this tab, which is the default tab open under this settings page,
you can set up how your church normally configures names in a household. This is 
important for anyone planning on using the Quick Add feature when creating their 
membership records. 

Events: This tab is for categorizing events for attendance records. To get started with 
events on the Events > Attendance page, you’ll need to create event types using the New
Event Type button in the top left.

Roles & Statuses: This tab is there you can create labels to help manage members, 
guests, attenders, etc.  Family Roles are used to indicate the individual’s role within their 
family, like Head of Household, Spouse, or Child.  Member Statuses describe how the 
individual relates to the church.  These might include member, attender, or visitor.  Feel 
free to customize these to your church’s particular ministry and context.  Household 
Statuses are the same as Member Status, just at the family level.

Dates: Under this tab, you’ll create Member and Household Date Labels, which can be 
used on household and member profiles. Member Dates might include Birthday, Baptism, 
First Communion, etc.  Household Dates might include Wedding Anniversary, Date 
Joined, etc.  

Schedules: The Schedules tab is where you can create schedules for recurring events to 
be created on your Events > Attendance page.
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Financial Settings
Under Settings > Financial Settings, you will be able to add and edit the pieces you need 
in order to get started with bookkeeping in FlockBase.

Funds:  The first tab that opens by default is Funds. Funds are how equity is represented 
in FlockBase. It’s the label on the money within the organization. Every church should 
have a “General” fund (or “Undesignated” or similar); this accounts for all the cash under 
your church’s control that doesn’t have restrictions on it. Other funds are used to account
for things like donor restrictions on money. Examples of other funds include Missions, 
Building, Youth, Piano, etc.  

Click the Add Fund button to add a fund. In the box that appears, you’ll give the fund a 
name and a number. Each can be changed later. There are also check boxes for whether 
or not you want to automatically create an income and an expense account connected to 
that fund and/or a contribution purpose. Funds can only be affected on transactions 
through the income and expense accounts connected to them, so it’s normally 
recommended to leave those boxes checked.

Once your funds are all on the list, you can click and drag the 6 dot icon on the left of 
each fund’s name to move that fund in order. The order in which they are arranged here 
affects the order in which they appear on reports.

Accounts:  This tab shows your chart of accounts. Since your financial system’s main 
purpose is to provide useful, meaningful information to church leadership, that 
information need should drive the accounting system.  For example, you may have one 
expense account for all utilities, or you may have separate expense accounts for power, 
water, and waste. 

What’s right?  Both, depending on what level of detail you need/want in your reports.  If 
you want to be able to track and report utilities separately, you need a separate account 
for each one.  If you only want/need to track and report utilities as a single line, a single 
account should suffice.  Your existing budget should help you determine the appropriate 
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level of detail and accounts needed. If you find that you’ve created more accounts than 
are really necessary, you can always go to Utilities > Merge to cut down on redundancy. 

To create accounts, use the Add Account button in the top right. It will bring up a window 
where you can give the new account a name and a type, as well as a number if your 
church uses account numbers. Note that for bank accounts, this is not your bank account
number – the account number will appear on reports. 

When you select an Account Type of income or expense, additional fields will open up for
you to select a fund and a department. Fund is mandatory, as FlockBase handles all 
equity as fund balances, and the only way to impact fund balances is through 
income/expense accounts connected to that fund. Departments are groupings of 
accounts that affect the same area, such as administration or personnel. For expense 
accounts, you’ll also have a field for 1099 code.

The 1099 Code column is used to issue 1099s to vendors, such as independent 
contractors.  This is a multi-step process:  First you must obtain a W-9 from the vendor.  
While only required for vendors you pay more than $600 in a calendar year, we 
recommend getting a W-9 from every vendor.  Second, you must select the appropriate 
1099 code (NEC for contractors) for the expense account you will use; third, you must 
use that expense account when paying them for anything related to their contract work.  
If you do this, at the end of the year issuing 1099s will be a simple process.

Tips: 1) Use meaningful Account Names, as these will print on your reports.
2) If you have a church credit card, you should set it up in the chart of accounts 
with the Type being Credit Card.  This will allow you to enter credit card 
transactions into a “credit card” register and then reconcile it on a monthly basis.
3) FlockBase offers a setup of Funds, Departments and Accounts for an additional 
fee. This also includes making the opening accounting entry. Click here for details:
www.flockbase.com
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Purposes: This tab is where you can add and edit purposes, which are different types of 
contributions the church receives.  To add one, use the Add Purpose button and enter the
name of the purpose.  This name will print on the contribution statements.  Every purpose
has three required selections: Tax Deductible, Available Online, and Account.  Check 
boxes are available for the first two; a drop-down menu is available for the Account.

You might have multiple purposes linked to the same General Ledger Account.  For 
example, you might have three income accounts for Sunday Offerings:  Sunday School, 
Sunday AM, and Sunday PM.  All three of these could be linked to the same income 
account.  Another example would be a camp fund.  You might need two different 
purposes—one for tax-deductible gifts and another for non-deductible camp payments.  
Both of these could then be linked to the same camp income account.
If you’re on a Pro plan, there is also a field where you can add a text code if you’re using 
text-to-give. Donors who have set up an online giving account using their mobile number 
and added a valid payment method to it can send a text to your church’s text-to-give 
number with a text code and an amount (e.g. Building 500) in order to have that amount 
given to the purpose to which you gave that text code.

Departments: Under this tab, you can set up your list of departments that are available for
use on your chart of accounts. They are optional and are covered above in the Chart of 
Accounts section.

Classes: This tab is managing your available classes. These are intended to help track 
income and expenses by campus. If your church has multiple locations, you may want to 
use the same chart of accounts for all locations and then separate activity by class. You 
can also use classes for any situation where you want to use the same chart of accounts 
but acknowledge that they’re being used in a way that you want distinguished, such as 
for multi-use facilities or managing a daycare within your church’s books. 

Payroll Items:  Within this tab, which is only visible on Plus and Pro accounts, you will 
notice three sections:  Tax Withholdings, Deductions, and Earnings & Additions.  All of the
items on this page will be available when creating paychecks in the register.

For the Tax Withholdings, you simply need to link them to the appropriate general ledger 
account.  For most churches, there will only be one payroll liabilities account, so all of 
these will likely be linked to the same account.  Deductions will be used for deductions 
other than FIT and FICA tax withholding and matching.  Examples include state income 
tax withholding, cafeteria plan deductions, etc.  To create a deduction item, click Add 
Deduction, give it a name, choose its category, and choose the liability account to which 
it connects in your chart of accounts. Earnings/Additions are for salary, wages and 
reimbursements—both taxable and non-taxable.  To create an earnings item, use the Add 
Earning button on the top right of the Earnings & Additions box.

If you aren’t comfortable setting up payroll, FlockBase does offer a basic payroll setup for
an additional cost upon purchase.  Information is available at www.flockbase.com.
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Budgets: This is the final tab in the Financial Settings section.  Here, you can create 
budgets showing how much your church expects to take in and to spend over the course 
of a given period. For most cases, budgets are yearly, but you’re free to create budgets 
for shorter or longer periods if it makes sense for your church. To create a budget, click 
New Budget in the top right and give the budget a name. In the blank line under New Line 
Items, select an account and put in the amount of use you expect through that account. 
The budget will automatically separate between different funds if more than one is used 
on the budget. At the bottom, you’ll see the calculated net gain or loss based on the 
budget you’ve put in. Any budgets created under this tab can be used on the Accounting 
> Reports page to run reports comparing actual profits and losses to those expected on a 
selected budget. 

Membership

Households 
Selecting Membership > Households will get you to the list of households. These are any 
and all households who have some connection to your church whom you would like to 
keep track of. For each household, you will see their Household ID (for sorting and 
identification), their Household Name (how they appear on reports), their Phone number, 
their primary Email address, and their physical Address. Next to this information, you’ll 
see Action buttons to View (and edit) or Delete each household.

To create a new Household, use the Quick Add button in the top right. A window will 
appear for you to put the name of any member(s) in that household. If there is more than 
one member to be added, use the Add Member button in the top right to add as many 
lines as needed for that household. The top 2 members will be assumed as the two 
primary members of that household when automatically generating the Household Name 
and Household ID, but those fields can be edited. In the Household field, select New 
Household (the top option on the drop-down); once you’ve done so, lines will appear for 
you to add the household’s address. Once that is all entered, click Submit, and that 
household and any members in it will have been added to your households and members 
lists. 
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For existing households, you can click the View button next to any of them to be taken to 
that household’s profile page. Here, you can see more information about the household 
and add any as needed. To edit, click the Edit Household button in the top right.

On this page are several boxes with different type of information on the household. In the 
top right is the Household Information, which includes some contact details about the 
family and has settings allowing you to exclude them from some reports if they so 
choose. There is also a section for internal notes for any miscellaneous information that 
you might want to record about the household. 

On the right, there are boxes for the household members (where you can add if needed), 
household contributions, any household group memberships, and any dates. To add 
dates that you want to track, click Add Date. In the window that appears, you can select 
from any of the date types you have set up as household dates under the Dates tab on 
the Settings > Membership Settings page. 

Members
Selecting Membership > Members will get you to the list of members. These are any and 
all households who have some connection to your church whom you would like to keep 
track of. For each member, you will see their Member Name (how they appear on 
reports), their Phone number, and their primary Email address. Next to this information, 
you’ll see Action buttons to View (and edit) or Delete each member.

To create a new Member, use the Quick Add button in the top right. A window will appear 
for you to put the name of any member(s) to be added. If there is more than one member 
to be added, use the Add Member button in the top right to add as many lines as needed 
for that household. Then, select which household the new member will be added to. If it 
doesn’t exist yet, just click New Household. Once all relevant details are entered, click 
Submit to add the member(s) to your list.
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For existing members, you can click the View button next to any of them to be taken to 
that member’s profile page. Here, you can see more information about the member and 
add any as needed. To edit, click the Edit Member button in the top right.

On this page are several boxes with different type of information on the member. In the 
top right is the Personal Information, which includes some contact details about the 
member and has settings allowing you to exclude them from some reports if they so 
choose. There is also a section for internal notes for any miscellaneous information that 
you might want to record about the member. 

Within this box is a section for important dates. Here, you can add a date for any of the 
date types you have set up as member dates under the Dates tab on the Settings > 
Membership Settings page. 

On the right, there are boxes for their recent contributions and people group 
memberships. 

Membership Reports
Selecting Membership > Reports will take you to the various reports available for 
household and membership information.  

By clicking on the “Member Filters” bar, you open the filters available for reporting on 
members.  These filters will allow you to create reports on specific members based on 
status, groups, and roles. You can also set required fields, so the report will only include 
members that have a certain type of information on their profile, such as a phone number.
Note that the report only shows members who meet all of the filters.

You will find similar filters by clicking on Member’s Household Filters and Contribution 
Filters.  Notice in the contribution filters that you can filter by date, dollar amount, and 
purpose(s).
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To generate reports by household rather than by member, change the selection tab in the
top right that allows you to pick between Members and Households.

Once you’ve set the filters (if any), click Run Report at the bottom right to generate a list 
of members or households matching your selection.

After the list is generated, more options will appear. First, you can export that list to CSV. 
CSV files are spreadsheets that can be opened and edited in Excel.  Next, you can create 
Mailing Labels, which brings up a print preview page. FlockBase prints onto Avery 5160 
(18160 are also compatible for users who do not use laser printers; they’re the same size 
with different printer optimizations).

Groups

Household Groups
Groups can be established at both the Household and People levels. Household groups 
are used for interactions that make sense at a family level. These would likely be used for
newsletters or other things that happen “one per address”. To add a group, select Add 
Group in the top right, type in the name of the new group, and click Add. To add 
households to the group, select View Details in the top right of that group’s box. This will 
open the list of households in that group and allow you to search for and add the desired 
Households.  

On the household group’s details page, next to the Add Households button is a More 
Options button. Click it to find options to print group info, export group details to a CSV 
spreadsheet, and rename or delete the group. 

People Groups
People groups are used for interactions that make sense at an individual level. These 
could be things like choirs or Sunday School classes.  To add a group, select Add Group 
in the top right, type in the name of the new group, and click Add.  To add people to the 
group, select View Details in the top right of that group’s box.  This will open the list of 
members in that group and allow you to search for and add the desired members.  
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On the member group’s details page, next to the Add Households button is a More 
Options button. Click it to find options to print group info, export group details to a CSV 
spreadsheet, and rename or delete the group. 

Events

Attendance
Select Events > Attendance to record attendance. In order to use events, you will first 
need to have set up Event Types under the Events tab on the Settings > Membership 
Settings page. 

When you select Add Event in the top right, it will bring up a window where you will add 
the event’s name, date, type, and description (optional). 

To add either members to the event, click the Select Members button. There will be tabs 
for Members Households, Household Groups, or People Groups. Each can be added to 
add all members of that household or group for attendance tracking on this event.
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Once an event has been added, click the Attendance button in the Actions column to be 
brought to the event screen, where you can add additional members or edit the event. 
Take attendance using the checkbox for each member who was expected to be at the 
event.

Also, you can use the More Options button in the top right to export the information to 
CSV, print a roll sheet for taking roll, or print an attendance checkbox sheet that shows 
who was in attendance. 

Calendar
Select Events > Calendar to view your calendar. This will display the same list of events 
that you would see by going to Events > Attendance, just in a calendar format. When you 
select Add Event in the top right, the same window discussed in the Attendance section 
above will come up to add a name, date, type, and description (optional) for the event.

Messaging

Email
For users on a Plus or Pro plan, there is a module for building and sending emails. Users 
must contact FlockBase support for initial approval before they are able to send emails. At
the top are the sending options. In the To field, you’ll find the Select Recipients button. 
Using that, you can select from individual Members or Households or select by 
Household or People groups to have the whole group receive the email. 
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After selecting recipients, you can add a subject line, your email address, and a sender 
name. You must use a sending address, and this address must be verified before 
sending. To verify, put in your email address, click the Verify button, and use the resultant
email to finish the process.

The email builder at the bottom has options for content, blocks, and settings for the body 
of the email. Click and drag options from the bins on the right into the body of the email 
on the left to get started with building. Once an element is in the body of the email, click it
to select it, and the box on the right will show the properties of that element and allow you
to edit them. For blocks and rows, there are options to do things like set a background 
color or upload a background image. For buttons, there are options for linking the button 
to a website for things like surveys. 

The email builder, Unlayer Editor, allows for a huge variety of options when building 
emails, so be sure to test it for a while to make sure you have thinks made the way your 
church prefers. 

If you have a template that you want to save as a standard for future use, you can use the
Save Template button in the top right. Once you have one saved, you can also click More 
Options and select Load Template to bring it back up to be updated and sent.  

Texting
For users on a Pro plan, there is also a page to create and send text messages. Users 
must contact FlockBase support for initial approval before they are able to send texts. 
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Before a member can receive a text, they need to opt into receiving your church’s 
messages. To send opt-in request messages to a group, click Send Invites in the upper 
right corner of this page. Then, check the box indicating that the members of the group 
have provided consent to receive messages from your church and click Send Invites.

To send a text, select a people group from the list on the right, type your message in the 
box on the right, and then use the Send button to send to all recipients in the selected 
group who have opted into receiving your church’s texts. 

Contributions

Create
To enter contributions, select Contributions > Create. The program will take you to the list
of contributions with the window to create a new contribution already open. 
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For each contribution, you’ll need to put the date it was received (post date for any 
contributions received by mail), the member who gave it, the payment type, and the 
purpose and amount of the donation. There are also fields for envelope number if your 
church uses them, check or transaction number, and any memo that was on the 
contribution. There is also a quick add button to add a member if you receive a 
contribution from someone who was not yet added to your church’s records. 

Once you have completed a contribution to be saved, you can click the Save and New 
option. If this is the last one you’re adding, click the down arrow on that button and 
choose the alternative Save and Close. That will take you to the Contributions > Search 
page.

Search
When you select Contributions > Search, a screen with all contributions that have been 
entered appears.  The Search box at the top will search through all contribution data for 
any existing parameter:  member, date, type, amount, or transaction #.  

For each contribution, you will see the member, date, type, transaction number, and value
of the contribution. In the type column, there is also an indicator that lets you know if a 
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contribution is deposited. Next to the information columns is the actions column, where 
you can Edit or Delete the contribution if needed. 

When you click the Edit button, a window will appear. In that window, if the contribution is
not deposited, you can edit and save the changes. If the contribution is on a deposit, the 
fields will be grayed out, indicating they cannot be edited, and a Status box will show 
green for deposited. You can click that green button to be taken to the deposit in case 
you need to remove the contribution from its deposit in order to edit it.

Deposits
After entering contributions, create a Deposit to contain them by selecting Contributions 
> Deposit.  This will open a list of all previous deposits.  Select New Deposit in the top 
right to create a new one. After selecting the appropriate date and account, enter a 
description if desired. Then click on Select Contributions. That will open a list of all 
contributions that have been entered but not yet added to a deposit.  If all of the currently
undeposited contributions are the ones you want to include in this deposit, select you can
select all by using the checkbox at the top of the column.  Once you’ve selected all the 
contributions to be added, click the Add button in the bottom right to be returned to the 
deposit.

If you have items to include in this deposit that are not contributions (cash from a return, 
a rebate check, etc.), those items can be entered in the “Non-Contribution Items” section 
at the bottom.  You may also choose to enter loose cash in this area.  Once the deposit is 
complete, click Save and Close in the bottom right. 

Pledges
Select Contributions > Pledges to open the pledges page.  To create a new pledge, click 
the New button in the top right.  Once you have named the campaign and selected the 
beginning and ending dates, select the appropriate Purpose using the drop-down menu.  
Then add any description needed.
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Once the pledge settings are ready. Use the Add Members to Pledge section of the page 
to select the members who have made pledges toward this campaign. In the select 
Members field, you can select as many members as you’d like to add at once. Each will 
be highlighted in the drop-down menu once they’re selected. Once you’re finished 
selecting members, click Add Members to add all of them at once. Now that they are 
listed, use the edit button next to each to set the frequency and amount of their donation; 
you can also set a different date range for anyone who made a commitment for a partial 
time frame.

Only Contributions coded to the Purpose selected above will be reported against the 
pledges.  Given this, you may want to create a new Purpose to use specifically with each 
Pledge.

Reports
The Contributions Reports page has two tabs. The one selected by default is Purpose 
Reports. Under this tab, you can generate summarized or detailed reports about 
contributions grouped by purpose during the selected time frame. To create a report, 
choose the Report Mode using the tabs on the right: Summary or Detailed. Then, choose 
a date range by clicking the date box and either choosing one of the available options or 
entering your own custom dates. Then, click Run Report. 

Like the accounting reports, these reports have the option to increase and decrease the 
font size and the vertical spacing of lines. There are also selections for how you want 
negative numbers to appear and for whether or not you want purposes with no giving 
during the selected date range to appear on the report. When you’re ready, use the 
buttons on the right to either export the report as a CSV spreadsheet or print it. If you 
want it as a PDF, just click Print Report and then choose Print to PDF as your printer.

The second tab on the reports page is for Member Contribution Reports. Here, you can 
select a date range for the report as well as which members you want to create the report
for; by default, all members are included. Click where it says All Members if you’d like to 
only select one or more individuals or groups to be included. 
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There are further tabs for the report mode: Member Summary, which lists each member 
and then their total contributions to each purpose; Member Detailed, which shows each 
member and then each of their contributions; and Acknowledgment Letters, which donors
will need from you when they file taxes and list charitable contributions. Each of the 
reports includes options to change font size and spacing, to add page breaks for two-
sided printing, to choose how negative numbers are shown, and to hide values of zero. 
For the acknowledgment letters, there are also options to include the memo on each 
contribution, to include non-deductible contributions, to further compact the letter, and to
show the purpose of each contribution (generally preferred).
If you shift any settings after running a report, remember that you’ll need to click Run 
Report again to reflect the changes.

The third tab on the reports page is for Pledge Reports. To generate a report that tells you
how much each member has contributed compared to how much they pledged to give, 
select the pledge you would like to view the report for from the Pledges dropdown menu. 
Then, click Run Report.
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These reports also have the option to increase and decrease the font size and the vertical
spacing of lines. There are also selections for how you want negative numbers to appear 
and for whether or not you want members who are listed on the pledge but have not 
specified a pledged contribution amount to appear on the report. When you’re ready, use 
the buttons on the right to either export the report as a CSV spreadsheet or print it. If you 
want it as a PDF, just click Print Report and then choose Print to PDF as your print 
destination.

Accounting

Overview of Fund Accounting
Many churches struggle with accounting for their various funds.  This section will explain 
why fund accounting is necessary, explain the optional methods for fund accounting, and
provide a sample list of funds.

Why is fund accounting necessary?  If a church accepts contributions that have been 
designated or restricted for a specific purpose, the church has a legal and moral 
obligation to account for those funds in a manner that ensures that the funds are spent in 
accordance with the designation or restriction.

Consider this example:
A contributor donates $10,000 to the church with the restriction that the funds must be 
used for the purchase of a new piano for the church.  The church intends to buy a new 
piano, but a new piano will cost $15,000.  The church decides to hold the $10,000 until 
the additional $5,000 is raised.  During this process, the church must account for these 
funds separately from the General Operating Fund.  The church should account for the 
restricted funds using a “New Piano Fund.”

What are the options for fund accounting?  Here are three methods to account for 
restricted funds.

1. Maintain a separate bank account for each restricted fund:  This is the oldest and 
simplest method for tracking restricted funds.  For example, if a church has a 
General Fund and a Building Fund, they could have two bank accounts—one for 
the General Fund and one for the Building Fund.  This method is commonly used 

23



by small churches and can work well if the church only has one or two restricted 
funds.  However, many churches accumulate a long list of restricted funds over 
time, and it becomes impractical to have a separate bank account for each 
restricted fund.

2. Use business accounting software:  Many churches use one of the popular 
business accounting packages for their church accounting.  While many of these 
business programs handle most accounting functions quite well, they are not 
designed to account for restricted funds.  Some of these business packages 
advertise that they can account for restricted funds and provide procedures to do 
so.  However, these procedures are an extra step that can be unnecessarily 
complicated and prone to error.

3. Use fund accounting software designed specifically for churches:  FlockBase 
software is designed specifically to account for a church’s General Fund as well as
all of the church’s Restricted Funds.  By linking income and expense accounts to 
the proper fund, fund balances are tracked by simply coding deposits and checks 
to the appropriate income and expense accounts.  In other words, the church can 
have just one bank account, and FlockBase will track the balance of an unlimited 
number of Restricted Funds.

Sample list of funds:
 General Fund:  tracks undesignated contributions and operating expenses
 Building Fund:  tracks contributions and expenses related to the 

buying/building/renovating facilities
 New Piano Fund:  tracks contributions toward the purchase of a new piano
 Youth Camp Fund:  tracks revenues and expenses related to youth camp including

scholarships received, camp payments, and fundraisers for camp
 Benevolence Fund:  tracks contributions and expenses for the purpose of helping 

those in need

Register 
The heart of the accounting system is the Register.  This is where you will make most (if 
not all) of your accounting entries.  Select Accounting > Register to open the register.
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To enter a payment (whether by check, debit card, or ACH), click the Add button and 
select Payment.  Here you will use the drop-down menu to select the appropriate bank 
Account and Payee.  If the Payee hasn’t already been added, start typing and use the Add
“their name” as a new payee button to add them on the fly.  Be sure to go to Accounting >
Payees to add other relevant information to any Payees created in the Register.  
Complete the Description and Num (check number or any other alphanumeric info you 
would like). The Amount field at the top will autofill with the sum of the line items below. 
At this point, FlockBase knows that a payment is being made from the bank account 
selected above.  What is left is to enter the appropriate expense account(s).

Directly below Description, you will find the Line Items box.  Use the drop-down menu to 
select the appropriate expense account.  If the transaction affects more than one 
expense account, complete the first line and another blank line will appear for the second 
expense account.  Enter Memo and Class if desired and then the Amount.  When the 
entry is complete, you can use the button at the bottom to Save and Return to Register or 
use the down arrow on the right side of that box to bring up options for Save and New or 
Simply Save and remain.
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After a payment has been entered, it can then be added to a payment queue.  On the 
bottom left of the entry screen, you will find Queue.  The default is None.  Select the 
drop-down menu to add the payment to either the To Print or To Send queue.  Adding 
payments to the To Print queue will allow you to print multiple checks in one check run.  

The Delete button is located on the bottom left of the Payment screen.  Use this to 
remove unwanted transactions.  When this button is selected, a warning box will appear.  
Selecting Yes will delete the entry; selecting No will return you to the entry.

The Memorize button is to the right of the Delete button.  For transactions that repeat 
(either weekly, monthly, or some other interval), after entering the transaction, click 
Memorize.  That will “memorize” the transaction.  You can then go to Accounting > 
Memorized to see all memorized transactions and edit them as needed.  

As noted above, this is the way to make all payment entries –including payroll.  To make a
Payroll entry, begin the process as above.  When an employee is selected as the Payee, a
Compute box will appear to the left of the Recall button.  Select Compute to open the 
Compute Paycheck screen.
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Enter Hours Worked and/or Payroll Items as needed then select Done.  Notice to the right 
of the Hours Worked box, “+Track Overtime Separately”.  Selecting this option will add a 
box specifically for Overtime Hours Worked.  This will also make available to you 
Overtime in the Units box.  Use these features for hourly employees who work overtime 
during a pay period.  You will enter regular hours on one line and overtime hours on 
another.

If needed, use the Employee Details section at the bottom of this screen to make 
necessary adjustments to the Employee information.

If you are making a payment to a vendor or employee you have paid at some point in the 
past, use the Recall previous payment button to recall the most-recent payment 
information.  Make adjustments as necessary, and select Save.

Users can also click Add and select Deposit.  Selecting Deposit will create a new deposit 
just as described above in the Contributions section.

The last option under the Add button is Journal Entry. For more information on Journal 
Entries, continue to the section regarding the Accounting > Journal Entries page.

Payment Queue
Once you have added checks to the To Print queue, select Accounting > Payment Queue 
to get to the list of Queued Payments.  Enter the starting check number and select the 
checks you want to print.  Then select Print.
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To send an eCheck (ACH or electronic debit), select To Send in the payment entry screen
in the Queue field. Then go to the Payment Queue and select Electronic Checks.  This will
display a list of all payments in this payment queue.  Select the ones you want to send 
and then click on Send.  At present, eChecks take approximately 5 banking days to reach 
the payee’s bank account.

NOTE:  Before you can send eChecks you must be enrolled in either the Plus or Pro plan 
and have an account set up with Forte Payment Systems through Agile.  To initiate that 
account, simply click on the link in the black band across the top of the dashboard (“Your 
organization needs to apply for Payment Integration.  You may do so from here.”).  Also, 
eChecks cost $.15 per transaction.  We encourage the use of eChecks since the cost of 
purchasing checks, printing them, and mailing them far exceeds $.15.  To send them, you 
will also need to get your payees’ permission and bank information (ABA # and account 
#).  Enter a payee’s banking information on the Accounting>Payees screen by clicking on 
the Add Bank button.

Journal Entries
This screen allows you to make entries directly to the General Ledger.  Making entries 
this way requires you to enter both the debit and credit side of the entry.  Basic 
accounting knowledge is required for this type of entry and may not ever be necessary in 
your church. 
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Click the New Journal Entry button in the top right to start a new entry. Enter the date of 
the transaction, a reference number if applicable, and a description of what happened. 
Then, add your line items. There is not a program limit to the number of line items, but the
total debits must match the total credits. Journal entries are a great tool for things like 
beginning balance entries, where the income account of each fund can be credited for 
that fund’s total, liabilities are also credited for their current totals, and assets are debited 
for their totals. Once you’re done, just click Save and Close. That entry will appear here 
as well as in the register for any asset account it affects. 

Payees
Select Payees from the Accounting menu to enter and manage information on both 
vendors and employees.  To add a new payee, select New Payee in the top right and then
enter as much information as needed.  Name is the only required field for all payees.  If 
you plan to print and mail checks in window envelopes, this is where you will enter 
Address info.  

If you need to send a Payee a 1099, be sure to select the 1099 Contractor box.  Also 
remember that for a vendor to get a 1099, you must select that box AND pay him/her from
an account that has been set up with a 1099 Code.  While this may seem complicated, 
after you’ve done it once, it will likely seem simple.

If a payee is an employee, check the box noting them as such. If they are also a minister, 
check the subsequent box. The IRS is clear: ministers are normally W2 employees, not 
contractors who receive 1099s. If the minister still wants Federal Income Taxes withheld, 
check the box to do so; if not, the boxes for calculating FIT will be grayed out.

Once the employee details are set, enter all relevant information from the form W4 that 
the employee must provide. The boxes in FlockBase all have a question mark that you 
can mouse over for more details from the W4. Lastly, select expense accounts for the 
employer portion of FICA (Social Security and Medicare) taxes for all non-minister 
employees.
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Memorized
This is the screen to use to run memorized transactions when needed.  Simply click the 
Process button between the Edit and Delete buttons when it is time to run the transaction.
The Process button will be blue when it is time to run a memorized transaction. 

To edit the frequency, next processing date, or queue selection on a memorized 
transaction, click the edit button on the right. The delete button deletes the memorized 
schedule without deleting the original transaction that was used as the template. 

Reconciliations 
Select Accounting > Reconciliations to perform bank reconciliations.  Reconciliations are 
vital if you want to be certain that all accounting entries have been entered correctly.  
After a reconciliation is completed, you should review the outstanding items list to be sure
there aren’t duplicate entries or other erroneous entries in the accounting records.  For 
example, if a deposit for $3,000 is accidentally entered twice, that second deposit will be 
on the list of outstanding items.  It will also cause the balance in that bank account to be 
overstated by $3,000.  Reconciliations are the bookkeeper’s friend.

Click the New Reconciliation button in the top right to get started on a new reconciliation.
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Enter the Date, Account and Statement Balance.  (You will note a Previously Cleared 
$XX.XX under the Statement Balance once the account and date have been added.  This 
is an internal calculation that will happen automatically based on the cumulative total from
all past reconciliations of that account.)  Then select Add Transactions to see a list of all 
outstanding transactions in that account.  Select the appropriate transactions by clicking 
the checkbox next to each transaction and then selecting Add X Transaction(s).  This will 
add the selected transactions to the reconciliation.  Once all relevant items have been 
added to the Reconciliation, the Difference between the Statement Balance and the 
Computed Balance should be $0.  This means the account is reconciled.  

For all reconciliations, the top will show the Computed Balance compared to the previous 
balance plus the Money In minus the Money Out. If you’re struggling to find what’s 
missing on a reconciliation, those four numbers are the first place to look to compare 
what you have on the reconciliation against what’s on the bank statement.

Once the computed and statement balances match, you should then select Reconcile 
Account in the bottom right to process the Reconciliation. This will mark all items included
on the Reconciliation as Cleared. The Report can then be printed and reviewed as 
appropriate in your situation.  Note that all Bank and Credit Card Accounts should be 
reconciled every statement period—normally monthly or possibly quarterly.  Without 
taking this step, it is impossible to know if the accounting records are complete and 
accurate.

Note that once an item has been reconciled and is the “Cleared” state, only parts of it can
be edited, and it cannot be deleted.  The only way to delete such a transaction is to 
reopen that reconciliation and remove that item from it.

Reports
The ultimate goal of your accounting system is to provide meaningful information to help 
your church fulfill her mission.  Reports are the output of the accounting system, so they 
are integral in this process.  Our strong recommendation is that you spend some time 
reviewing the available reports.  You will likely find a report that meets your church’s 
needs—maybe even in a better way than you expected.

On the Financial Reports page, you will see tabs for Profit & Loss, Balance, Ledger, 
Payroll, Budget, and Misc. Under each tab, you’ll find options for reports of that type. 
When you click the Run Report button on any of the reports, you’ll see options to adjust 
font size and spacing and to choose how negative numbers are represented. Reports 
focusing on Contributions have been moved to the Contributions > Reports page.
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Before we discuss about reports, a few comments are in order:
1. The Balance Sheet shows a snapshot at a single moment in time.
2. The Profit & Loss Statement reflects what happened over a period of time.
3. The Balance Sheet (Roll-Forward) is a combination of the two.  It provides a 

snapshot at the beginning of the period, shows activity during the period, and then
provides a snapshot at the end of the period.  This is a unique report that you 
should consider using.

4. Budgets can (and should) be created for meaningful time periods.  Be sure to 
create the appropriate budgets on the Settings > Financial page under the Budgets
tab.  Once created, those budgets will allow meaningful comparison to actual 
income and expense information.

5. Reports can be run on any time period:  one day, one week, one month, several 
months, a year, etc.  This is possible since FlockBase does not have any closing 
procedure.  Every time a report is run, FlockBase does a dynamic close behind the 
scenes.  This is temporary and transparent to the user, and it allows reporting to 
cover any desired timeframe.

Profit & Loss reports:  We at FlockBase know that in the nonprofit world, this report 
should really be called a Statement of Activities.  However, since most people have no 
idea what that means, we have chosen to use a much more commonly understood report 
title.  

Since FlockBase is true fund accounting, P & L reports will only run by fund.  For example,
when you run a P & L for the General Fund, it will include only General Fund income and 
expense accounts.  Activity in the Missions Fund will only appear on the Missions Fund P 
& L.  If desired, P & L reports can be run by Class and also by Department.  These may be 
helpful for a campus pastor or a department head.

Ledger reporting is very flexible.  A full ledger report for all entries in FlockBase is a single
click away.  Reporting is also available by Fund, by Account and by Class.  To run a 
ledger for multiple funds (or accounts or classes), simply select multiple funds in the 
selection box.  The ledger reports also include the ability to “click-through” to the 
underlying entry.
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Entering Beginning Balances
Case 1:  You are either a new church or an existing church planning to start with a fresh 
set of books.

Go to AccountingRegister and select Deposit.  If you are beginning as of 1/1/20 (or any 
other date in 2020), date this deposit 12/31/19.  Due to the use of revenue accounts in the 
entry, it is important to date the deposit in the prior year.  Note:  In this and all examples, 
we assume the church’s fiscal year matches the calendar year.
Assume: Reconciled Bank Balance $2,000

General Fund Balance $1,500
Youth Fund Balance $500

Note that since you are using the reconciled bank balance, you will need to enter any 
transactions that had not cleared the bank as of 12/31/19.  You will also need to make an 
entry to offset these items.  For example, assume:

 All outstanding transactions affect only the General Fund
 Outstanding Deposit 12/30/19 $1,200

 Outstanding Checks:
1043 12/15/19 $125
1049 12/31/19 $275

Enter these transactions using the General Fund income account and ANY General Fund 
Expense account.  As long as you use General Fund Accounts, it doesn’t matter which 
specific one you use.

Offset entry:  Since the outstanding deposits ($1,200) are greater than the outstanding 
checks ($400) by $800, you will need to enter a payment as of 12/31/19 for $800.  Select 
any payee and any General Fund expense account for this entry.

Case 2:  You are an existing church and want to begin using FlockBase at the beginning 
of a year.  This is virtually the same as Case 1.  The only difference is the entry of 
historical income and expense information.  You could… 

 go back to the beginning of the church and enter every transaction.  This is 
probably not worth the effort.

 Make one entry per month to summarize that month’s activity
 Make one entry per year to summarize that year’s activity

Recommendation:  Make a monthly summary entry for the prior 1-2 years.  Data 
from periods before that probably has limited value going forward.  Getting either 1
or 2 years of historical information will allow comparative information and will likely
meet your need.

Note:  Whatever timeframe you choose, you will need to make an entry to offset 
the “net” effect of the entries you make.  This is very similar to the Offset entry 
above.
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Case 3:  You are an existing church and want to begin using FlockBase in the middle of 
the year.  First of all, make your opening entry as of the end of the prior year (i.e. 
12/31/XX), Then make an entry as of the day before you begin using FlockBase to record 
year-to-date income and expenses.  That one entry would record total income and total 
expense by account from the beginning of the year to the day before you begin using 
FlockBase.  For example, if you begin using FlockBase on 7/1/2020, make this entry as of 
6/30/19.  If you want more detail, you could consider making one summary entry per 
month in lieu of one year-to-date entry.

Consulting with a local CPA would likely be very helpful in this process.  If you do not 
have someone in your church or local community with the appropriate training and 
experience, FlockBase Software can provide the necessary assistance.  The two owners 
of the FlockBase are CPAs, so we are very comfortable providing consulting on an hourly 
basis.

Utilities

Merge
On the Merge page, you’ll have the option to consolidate records. You might do this in the
event of duplicate records or just to simplify something that was created with more 
complexity than is now helpful. This page has a warning that the action is permanent, so 
make sure to make a backup under the Backup tab on the Settings > Organization page if 
there is any chance of a change of heart. 

Once you’re ready, select the type of record you need merged in the Entity Type box, 
choose the record to be removed in the red Source Record box, and then choose the 
record to keep in the blue Target Record box. At this point, you’re ready to click Preview 
merge. This will show the difference between the two records and shows the final result 
before continuing. If you want to change what happens for each line, such as changing 
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which first or last name is kept for a member merge, you can click the action to change it 
between Overwrites and Keeps Original. If you have any questions about what each line 
is doing, just keep scrolling to the bottom to see the Final Product preview to make sure 
you like what you’ll end up with before finalizing. 

Once it’s all ready, click Confirm Merge to finalize the merge. If you’d rather set it aside 
and return later, you can click Cancel Instead.

Resources
Visit www.flockbase.com/resources to check out our list of video tutorials. They primarily 
cover information that is also included in this guide, but they are helpful as companion 
tools.
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