LUCIS MVC Church Starter Files Instructions
Per Victor Zill

1. Install LUCIS Software latest version from LUCIS website. Contact me for a keycode if needed.
2. Rename C:\LUCIS\DATA folder “DATA_old” 
3. Download zip file to called DATA to C:LUCIS and unzip zip file (A free utility like JustZipIt works)

4. Open LUCIS, On main file menu, locate “Company Info Editor”  Open it and update name and address of church.  Then Save and Close.  Location will be C:LUCIS\DATA

5. On Tools menu make sure that Auto Assist Mode and Quick Start Toolbar are unchecked, at least for now.

6. On Donations menu, go to ADVANCED OPTIONS>DONATION CONTROLS EDITOR, open it.

6. On Tab, General Controls, click ? next to OrgMastID, find your church and then hit enter, select, or double-click.

7. Enter Church Name abbreviation and church treasurer name.

8. Verify Parent Organization lists the Mountain View Conference.

9. On Tab, Batch Controls, make sure ID# is the same as the Org# on General Controls Tab.

10. Click SAVE.

11. Enter Ending Balances of prior year into the year just ended.  This can be done with an entry using the General Ledger, GLENTRY screen.  This should be done in one entry batch where you DEBIT the banking accounts, and CREDIT the income accounts for the various functions.  If you need an additional function (such as prison ministries), the use GLACCOUNT Organizer to create it.  The entry must balance and the program will not let you create an unbalanced entry.
12. Close Month using GLClose and then check GL reports to verify that the balances match your records.  If adjustments are needed, the month can be reclosed.

13. Once Month closing is done, close the year in the GL using the same screen.  Also close the year for the donation module.  You should now have both the GL and the Donation module open for the current year.

14. Begin the process of entering deposits in the donation module.

15. Every new offering created for the local church needs a new GL account created.  Conference offerings simply use GL Account 80

16. Make sure each donor is created and has an ID# assigned to them.  Do not simply enter their name in the Entry Batch screen.  Click the ? to access donors or add a new one with the # sign.

