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IBC X| = M A A|AEI0]| 21610 About IBC fund request system

o MEEXZ AN AAHMS OlEL0| MZE HEE 0|0 OLR HAEE 0N ALRO| 758 Ct
New fund request system can be accessed from any computer with internet connection.

o W ARH HREE ALESHAIZHE LHE 200 2 E ALESH0] 2RI St K.
To use office computer. Log into Office computer:

e User name: OfficeLeaders
Password: ibcoffice5

29I 6= 4ttH How to login

1. EE2}RXME €1 finance.irvinechurch.com £ ZtL|LC}

Open a browser and go to finance.irvinechurch.com

@ Mozilla Firefox AT HIOIE] = | 4

&

|
flnance.\mne:hurch‘coml I -}‘ ' Google P ‘:L" E ‘ ‘ﬁ' | =
| L = it

Google 24

FirefoxS Hal =AM ZAFRILICE O 518 2B HE S o) =5 21
SE &H BAD| LT
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2. finance.irvinechurch.com 2| 0| X|j| M 2121 & gtL|C}.

Log in from finance.irvinechurch.com homepage.

| HomePage - IBC Finance %

| € % @ https//financeirvinechurch.com
S

- ¢ |[B - Googte

|BC Finance Home: Submit a Request My Requests

Learn more »

© 2015 - Irvine Baptist Church

Of | &

Login using Email, Google or Facebook login.

270l AXo| LRst 2o oA

€ @ hitps/finsnce.invinechurch.com/Account/Login

My Team

Waiting for My Approval

, T2OILHS 2215 AFESHe] 20l gfLLt.

T A = 2[5t £.

If you need login account, please ask Ryan Park.

Finance Dept Register

- & || B~ Google

IBC Finance Home Submit a Request My Requests My Team

Log in.

Use a local account to log in.

Email sssssssss@ymail.com
I
Password ssesesssl
Remember me?
Log in
f Register as a new user

®© 2015 - Irvine Baptist Church

Irvine Baptist Church

Waiting for My Approval

Finance Dept Register  Login

Use another service to log in.

Google
Facebook
IBC K| &= A8 A[2H— A

Log in
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X|= MHAM = How to fill out fund request form

IBC Finance Home Submit a Request My Requests My Team Waiting for My Approval Finance Dept

submit new expense report

xl%iﬁl%l 2 I
AtHE I 3 AwanaZ! - 1333_54 + ($501.99 pending) / $15,000.00
l A 95%
HA 4 DBO1 - Awana »  Supply - I

$333.54 + (3501.09 pending) / $15,000.00

Snackd6.72 $2,763.28

Special activity— $2,000.00
Staff
Development $1.500.00

Adopt-a-Club-5720.00

Awana Ston 54 5166646

Supply —=265.27 £5.514.73

1. ‘Submita Request’ & F2MH A MEHA 3tHO| LEZ L|C}.

Click on ‘Submit a Request’ to open a new request page.

2. XEHSE 7| YetL|CT. Title or description of expense.

3. APHEIS MEHSHL|LCL. Select ministry team.
AOE BEO 2010 S MYED LISLIL BY IR AEO) S0 SO S A EE 2
Eof0f 20/~ FALOY 7 29/5fA/Z] HFESL/CE. On ministry team list, you will only see the list you are member of.

If you need access to other ministry team, please ask team leader to make an access request to Ryan Park.

4. EM/BARSL M A

mjo

MEHSHL|C}. Select Department or Event/Category.

(2]
>
19
gm
=2
rx
rot
=
A
oé.’é

Atzk, Ministry teams budget and current status.
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| 6 BAARLR |

[ 7 2anzew |

12 gazay

13 e

CiIE HOAHM A== AT 5FSH, St2HES FEMH0FE A MO EZELICE
1

& M 2o Requesting amount.
2 AHESHA| OFA| D SN (=X B 7| S R. 0| U2 =T ATt LX| s{oFerL|Cf.

Do not use ‘S’ and only enter the number. This amount must match receipt.

9. Pay to the order =F| 2l

a. W3 AMEFIE (AMEX or Shel)E AF2SIA X| 2T+ AL ol FIEE MEHSIN Q.
If you used church credit card (AMEX or Shell) to pay, select applicable card.
b. 7§210| X|=¢t AL check 2fOA HO| 0| ES FEO 2 7|USIA L. 7| ¥t CHZ check 7}

g3l Z L|C}. If individual spent the money, put check recipient’s name (in English). Entered name
will be used on the check.
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10. Reference Number £ 11 HHS
QIEO|A D, =R HSLI T HD AS 00T 7| YSHA|H ELICE. Enter Invoice number,
(o]

Order number or receipt number if one is available for reference.

11. Mail Out & &
QIE0|A0 2 MR AT payment & ELIA|7] JISHA|TH X 25HA| Q.
Check this box if you finance department to send out the payment directly.
12. BF& A Payment Address
NS0 FP wE FAE W 7| YFMR.
If you want mail out, please put accurate address information.
13. AFM|LY € Detailed information
12| 2. X| & M5 2o O SMT LHES 7| ¥5HA|17| ASHAIE 0] 7|0f 7| F5HM K.
If you want to put more detailed information in addition to 2. Title or description of expense.

14. =S 212 No Receipt
30| A= dF MIASHM K. (0f: ZAFF AL AteH], 2 HMu X|HH| &5
Check this box if there is no receipt. (e.g. Fee for guest speaker, Mission group support & etc.)

15. HUSSHLHES S0l SIH £ O] HES 2 A 7| HIEIL|CL O| HES L E2HCIZ sfHO =2

EHO{ 70 ™2 Sk & A2L|LCL Please check the entries on this page before clicking on this button.

When you click on this button, it will move to next page and you CAN NOT edit anymore.
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HAmE 2 HGEHLE AR Z B S| A HLE & 2tHE ZEEMM B2 d 2
oF SR AESEH 2 ==A10] HEELICE
16
iy Shs! i =
dorS= = e AFEAIE, P ERL o, Z2Ha2H0] 2HO0F LU CH
RA=AMAHYA |
AEHALLE
MNEHNEY S 01198
AEH= Raffle Prize
a8 HEW2IE
MEIU/EASN $123.56 ($0.00)
AEE /N3 AwanaZ / Awana (DB01) / Supply 17
AN H 01/07/2015 - 02/18/2015
Pay To the Order Charles Kim
Reference Number
Mail Out
=3 TS HE
=
=dol =aPesS
o i‘IHEI A A T=
18 || Browse_ | Adopt-a-Club 20140115.pdf I
|19 s+sae
| 20| nszrsmea ] | am| 21
16. =S 21 2 No Receipt
17. X| = A L H Detail of fund request
o710 A= Y S CHA| QIS = BT HE SN . T S8 80| AU AH| StHil =

CHA| A|ZtSHO] OF BFL| L. Please verify the information again and proceed to attaching receipt. If you

found any error, you need to delete this and start over.
18. Browse

Browse H{ES +211 43 LtYS HEISHL|C. ME4SHEH MY 0| 50| Browse H{E FOf| (Of:

Adopt-a-Club 20140115.pdf) L} L|Ct

name (e.g. Adopt-a-Club 20140115.pdf) will appear next to Browse button.

. Click on Browse button and select a file. When selected, file
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19. == M E Attach Receipt
A HIU O EES A S HLES HEHES 2 H LS 0| A = L|C After verifying receipt

file name, click on Attach Receipt button to attach receipt.

20. X|E™ L MHLER Fund Request Complete
Ol HES FE2U X|& F7AEO| dE [ CFZ 2HAXHS 0| A O ¥ O] ZL T
When this button is clicked, request is completed and email will be sent out to following people.
M2l Requestor
EIZXl Team leader
TH’H E! Finance Team: O| FH| A| R 9t=E! Al (Tony Lee)
K| A2 Ol Check issuer: O| HH A| £ 9t=Z! Al (Tony Lee)
M7 &l Finance Team: O| & & A|Z QF==Fl At (llkwon Lee)
H| 2 ESH Ol Check issuer: S A 2| R A} (Joshua Hahn)
2| &%t Head of Committee: Bt S EHQIE A} (Kyung Ho Park)

[ R |
2| &%t Head of Committee: ZEH A| 2 Ot=E! A} (Joon Hyun Kim)

X|= MHAM T8 A2 Fund Request Status

"8—?*1’5.“8 ; 'AETEH7I§' s ’S:rWHE s ERSER
Fill out request Waiting for Receipt Request submitted Team Leader Approval
MEESQ 7 MEES NEE
> Waiting for Finance > Finance Team’s > Check issued
Team’s Approval Approval

Az M7 2 I AXS 0 A ol Lo] ZEESELICE PR HAZS O|H 2 S HoA|H

AMNEAZ QMM ZASEA|H EL|CE When request moves to next state, everyone will get email notification.

When you get an email notification that check was issued, you can come to church office to pick up the check.
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X|E MAEA &9l HHH How to approve fund request

e ——C |
| -IBCFinance x \ME}: ® |+

(— @ https://finance.irvinechurch.com/Expense/Approval

c ~ Google

IBC Finance Home Submit a Request My Requests

My sam  Waiting for My Approval  Finance Dept Register  Login

Awanal ~ -
D[22 M{Reference Number® 2 20U[H = Title A E A E | H |category|Payment Address| = SRH X2 Atat
- = A =l = <
I 2 KUdlﬁ\EDIGﬁEQ 02/01/15 $280.56/12 44 yand Snack 02/01/15 |2 MHE
DBO1 - Awana
$289.56
I Export To Excel
J ® 2015 - Irvine Baptist Church

1. A|AHEI 2791 = ‘Waiting for My Approval’ 2 =2 SiX| 2019 £9I& 7|Ct2| 1 U= HFN

A S
2 Z 0| LZ L|LCt. After logging on to system, click on ‘Waiting for My Approval’. Then you can see the
list of request waiting for your approval.

2. ‘TIM|S| B 7)'E -2 ™ Of2ff 2}HO| L= L|Ct. When you click on ‘View Detail’, screen below will
display.

3. XEMEUHH oM LHYD BT S =5t 2 ‘SUIPH S +ELICE After verifying information,

click on ‘Approval Process’.

|3

naazyo llsamal 4 ]
AN=HEHUHG

XEMEHS 01180

MEH=S Awana Supply 0-777921-55, 56, 57
sig HEeEsn

HHESM/EHZM $265.27 (%0.00)

AIHE /A Awana¥ / Awana (DBO1) / Supply
HAZ T 01/07/2015 - 02/18/2015

Pay To the Order Charles Kim

Reference Number ©-777921-55, 56, 57

Mail Out

=3 TLE HE
L=l

=20l Zlam

. Browse_ | Mo files selected.
o

Mo o
2 THEN= HEsE = SsUch
AR
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4. ‘SQInp%H’ ‘ Approval Process’

e
ce % \(AE % | +

| |B- Google Pl A

inance.irvinechurch.com/Expense/UploadDocuments?TransGUID=506534 df- 2c55-4105-bca5-44db3163d24 ¢

IBC Finance Home Submit a Request My Requests My Team ‘Waiting for My Approval Finance Dept Register Log in

LIS SOHT L ARRIE BI0) S2UAIDILE, B SIS TRISa ) S =0 B WA B LOIFAID] BREILICE
H+ES B Lt AR, TR, 3%, ZHSZA0] o0k BT

us ALSHO | AFHD  |status ol = el
S HENZNE -> HIPHHE Er 02/01/2015 12:48PM
AIE ERAZE o> ARHIE ] 02/01/2015 12:37PM
Memao
B T=s ug o
22 8 o
5 (=S lin ' E= b i

© 2015 - Irvine Baptist Church

5. ‘SO SIHY M SO, ‘HE, ‘B’ S0 A MERSHL|C}. From ‘Approval Process’ screen, select
‘Approval’, ‘Reject’ or ‘Memo’.
Sl Approval: & = L§ &1} =S 0| A7 2™
problem, select ‘Approval’

& Reject: 2X| 7} ASER HE'E WHLSLICH AR S HESHH 7. 220 O| R E &H

0|>

Ol MEHSHL|LCL. If you don’t see any

7| 2 5}40] OF gt L| C}. You can select ‘Reject’ if you find any problem. If you select ‘Reject’, you must fill
out reason on 7. Memo box.
M 2 Memo: AR XA 20| QYSER ‘MRS MESSIo] ZESHL|CL 7. 220 22
7| BtL|C}. If you have any question for requestor, select ‘Memo’ and enter question in 7. Memo box.
6. ‘BEMNF Q. D= ANBE 2015 5 0| HHAE M FBtL|LC}. ‘Verified All Documents’ After
verifying all documents, click to check this box.
‘Apolq A S 2oH shol’: H ol | E 2 =40] S 0| EFAE M 3 S| L. ‘Verify Requested
Amount and Document Amount’ After verifying the amounts, click to check this box.
7. ‘Memo’: ‘HE' L} ‘H|B'E MENSIA|H HEO|SLF EEE 7|0 7| EL|Cl. When you select
‘Reject’ or ‘Memo’, enter reject reason or question here.
8. U 2 FEH AZELICL SYQ B S HHAZ AL, HR 2l ZR HF20| =785
CHAl M =5H0{OFfLICH ‘M 2'Ql B2 HE2| BHHE (ol 2 5l O|Lt HEE MESH0]
‘'S =2 A|H ElL|C} When you click on ‘Enter’ it completes the request. If ‘Approval’ was

selected, it will move to next stage. If ‘Reject’ was selected, it will go back to requestor, then requestor
needs to revise/correct and re-submit. If ‘Memo’ was selected, after getting your question answered,

you need to proceed to ‘Approve’ or ‘Reject’.
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A L AFE2HH (2] AFF4!) How to us Scanner (IBC Office)

we| AHZEO B X & 274 E AHESH0] S-S5 270t - YLIL,

How to use scanner in IBC office to scan receipts.

~ E|= ATo| Qo] A7 At SO 2 HER
ZHESL|CH Please the receipt on scanner. Orientation and front and back does not matter. Scanner will

automatically adjust.

2. L2t HHE S =2 AZHO| A|ZHEIL|C}. Press Blue button to start scanning.
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AZH0| BLIH LS 2}HO| E Z L C}. Following page will open when scanning is done

-

| 5can to Folder =8 £
Specify file name
File name: 1/ 1 Fie
[Juq aders BIPIM =
Ly =y -
s Ol T, Buine §
Eurees Park, CA 50831 S
T =
h:-‘ T oy Combined file zize 0.1 ME
SIE Walkew 4
i)
| Teve 1 T
o e e = | tem pecify destination folder
1 [ Pwdensce Pomsmie FT-Z27000 4,506 Limems M0 progerien. dal| pEak) T
i i P e s oo, LT e i [
1 [yl A Cowarm Bk FTLIIT| M -In ’
[ Pt  rnr] el e Bk 1.8 - -
3 H s S i el em C:AUsershDfficeleaders\Desktop'\Receipts
e f 3 Eay [EToT PreTey
1| Relpcnta e = T
[] State a path to a destination folder in an E-mail message
e E1037135
= e e S S S | i Tae (%) 51 ans
o W gy 5 e Py e ] bt s =
FEE LA | 5 ,!___Ii Ea\-’e
| ® Cancel
| Kei Help

T
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Changes/Revision History

Rev |Date Author Page(s) Change Description
01 |2/10/15 Charles Kim All Initial Release
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