


Introduction
 Your Trainer

 Pete Karculias, FDD, PGK, PFN

 Former Supreme Trainer

 FS & FC since 2010

 Email: SKPETER@COX.NET

 Class Introductions

 Name, Council/Assembly

 Experience

 Expectations

mailto:SKPETER@COX.NET


Objectives

 Present basics of Member Billings

 Member Billings  

○ Processing Assessments

 Council Accounting

○ Receipts, Vouchers, Adjustments



Training Goals
 At completion you will be able to

 Manage a member’s ledger

 Process Dues Assessments

 Process other assessments

 Generate dues invoices

 Process general receipts

 Process vouchers

 Make adjustments

 Print reports



Internet Access and

Help Modules



Click to log in

Knights of Columbus Web Page

-Officers Log-in Here

-Search for Specific Information

-Open Knights Gear Site

-Activity information for Leaders

and search sites

-Information on Our Founder, 

Insurance programs and more…   





Protection of Personal Data

 Council leadership shall take precautions to 

protect all council financial records and 

member information. Only members with a 

need to know shall have access to 

confidential data and reports.  

 See  Officer’s Desk Reference – Protection 

of Membership and Financial Information . 

 Also see Financial Issues for Best Practices 

in Handling and Collecting Funds.



Language Setting 

Change 

Password, Logout, 

and FAQs



Member 

Billing

See Membership Reports 

Activity Reports

Forms

Publications



Select  Live Module or Training Module



Click the “Expert” 

Icon to access Help 

module



Help Modules   Place cursor on the gray bar to access information.

Video Tutorials are here



Recorded Webinars





Click on one carat-go back one month, click on two carats-go back one year. 

Hold on box & slide down for previous years. Right carats to go forward

Calendar 

Features



Billing Information and 

Set-Up



Note: 

Remittance 

name can 

be changed.

Set-up 

member billing 

information See next 

slide for  

settings



Set-up Address Info        

In Member Management

Go to Address 

Information Section



In Member Management 

Input address 

information to provide 

options in MB for 

remittance of dues.

Most councils will use 

the FS Address for 

Billing and Remittance



Establish a separate class for 
members that your council wishes 
to exempt from a dues assessment 
or reduce the amount of the 
assessment.

Examples:  Deacons, students, 
military personnel or seminarians 





Go to



Click 

here

Set 

Dues

Classes 

Now Set

Add & Edit 

Classes



Establish the class list and amounts to assess  

Determine regular and 

honorary assessment 

amounts

Sub classes and amounts

Add classes 

here



Set-up: Sub-class and delivery preference for individual members.



Council Ledger-

Enter Assessments



Billing period

Billing effective date

Shows billing amounts to be assessed – See class list for input options



May Print Dues Statements 60 days prior to the end of the billing period. 

Change Billing period and set  As of Date to 12/15

Click to Assess dues. Assessment 

will be in pending status



Assessment is pending – click 

OK to process (Post) 



Dues Assessment

 After you click on Assess Dues

 Assessment is in Pending Status

 Go to Pending Assessments

 Click on Process Assessments

 Now individual member ledgers are updated

 ALL members billing status is set to First 

Notice

 Manually change individual billing status if 

needed

 Assessment can be deleted IF no 

receipts have been processed from the 

assessment yet



Processing Receipts & 

Update Status
 Process dues receipts 

 Use Dues Collection Tool if amount received 

is same as  amount billed

 Use General Receipt method if not

 When it is time to generate Second 

Notice, use Update Status 



Billing cycle and Update options



Special assessments. Example: Culture of Life

May void all 

unpaid 

assessment

s after this 

date



Other 

Assessments 

can apply to any 

member class



Special vs Misc Assessments

 History (old FS Handbook #1410 Dec 

’03

 Special usually referred to recurring 

Supreme, State or Council levies

 Miscellaneous usually refereed to non-

recurring charges such as Initiation Fees, 

member purchase through the council 

account, etc.

 Billings itself attaches no significance to 

Special or Misc. assessments



History from Financial Secretary Handbook #1410, 

Dec 2003:

Recurring Supreme and state council levies are normally 

included in council dues. Councils that bill for these levies 

separately can use the “Special” [assessment] fields for that 

purpose. These fields can also be utilized for special 

assessments that may be made from time to time at the 

Supreme, state or council level. 

Miscellaneous charges such as initiation fees or member 

purchases made through the council’s account, should be 

identified and listed under “Misc”.



Pending assessments. Culture of Life



Screen after processing assessments



To see Special Assessment detail 

and to forgive assessment click on 

Assessment type. 



Enter date forgiven



Preparing the Billing 

Notices



Delivery Preference Suggestions

 Using the email preference will provide for a cost-

efficient and expedited method for delivery of 

billing statements  when the member has email 

and the delivery preference is set to email or both. 

However, this method can also be less effective in 

the overall dues collection results. At times the 

billing notice message will be diverted to the junk 

or spam file, action can easily be  postponed and 

then forgotten.

 At least the first or second notice should be 

mailed to the member to achieve better  collection 

result.





Addendum message on  the 

billing statement..

Select the Delivery Preference 

before Generating Notice



Member dues statement





Example shows ready to 

move from Knight Alert to 

Intent to Retain







Printing the

Membership Card



Tips for Printing



Computer and Print Settings to print Membership Cards and Reports



For cards and 

labels, use 

“Actual Size”

For reports, use 

“Fit”



Preparing to print membership cards

Select Member Type to Print Cards



Membership cards printed on card stock provided by Supreme – Form  #4817 





Blank templates available to print separate cards



Select information to print on back of the card



Information printed on the reverse side of each member’s card



Print Mailing Labels



Label Options



Review Members Ledger

Payment History and Make 

Adjustments



Member Information Set-Up 

and Contact Record

Find a member



Member’s Billing and 

Collection record



.Billing adjustments



To view details of  

the transaction click 

on  Trans # 755



View of Trans #755 as adjustment to dues



Use the Charge adjustment to enter charges for an 

individual member (new member for example)

Can charge

Dues

Initiation Fee

Special Assessment

Misc Assessment

A Reason for Assessment must exist for Special or Misc. 

Assessments



Record dues from members and 

other financial  transactions



Use Dues Collection Tool when amount received is same as balance  due



Pending Receipts



Example of member remitting more than amount due



Now shows pending amount



Now shows dues 

are current.

There is a $11.00 

credit to dues and 

the special is paid



Member pays 

more than due 

and asks that 

remainder be 

designated for 

seminarians



View as a pending transaction



Sort Options

View Receipt History. Click on Highlights for more detail 



Sort Options

Go to Print Center for 

Report of Receipts



Retention Committee, 

Conservation Reports and 

Dues Collection Status Reports





Report will only print when in 

Second Notice, Knight Alert 

or Notice of Intent  to Retain 

Status.











Clearing dues payment 

record for transferred 

members



Account Adjustment for Transfer

Membership Records mails this form to the member’s 
former council for degree information, dues owed or paid.

Supreme will not assess back dues more than one year.



Clear balance due for transferred members



Find member and clear balance before archiving



Note the cleared balance for this member and action to Archive



Note members archived with zero balances



Thanks for all you do.

We appreciate it…


