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((( %%%��� ((( ))) ��� ��� ������ &&&��� &&&��� ��� ���    &&&���
he Department for Information Technology at the Evangelical Lutheran Church in 
America has been working in conjunction with the Office of the Treasurer to provide a 
simple means for electronically submitting remittance advice detail from ELCA synods to 

the Churchwide office. This instructions manual will guide you in using the Synod Remittance 
Advice System (SRAS).  
 
The process start with a Microsoft Excel file called “Synod Remittance.xls” with an embedded 
program that automates the process using VBA macro language. This file is periodically 
updated, emailed to Synods bookkeepers and treasurers, and posted on the Office of the 
Treasurer’s website at http://www.elca.org/treasurer/. 
 
Synod Resources 
 
The Microsoft Excel file “Synod Remittance.xls” has several sheets that can be a valuable 
resource for synods. The following is a listing of these resources: 
 

�  Sheet - “Synod Congregations” - Lists the Synod’s active congregations and forming 
communities with their respective Congregation ID, Name, Address, City, State, and Zip 
Code. 

 
�  Sheet - “ELCA Congregations” - Lists all ELCA active congregations and forming 

communities with their respective synod, Congregation ID, Name, Address, City, State, 
and Zip Code. 

 
�  Sheet - “ELCA Funds” - Lists all ELCA active Fund IDs and their respective Descriptions 

and Start Date. 
 
Export File Requirements 
 
In order to use SRAS, it is necessary to have Microsoft Excel 2000 (or a later edition) on your 
machine. Each synod also needs to be able to export their contributions data from their 
accounting system to an Excel spreadsheet. If the software you are using does not have this 
option, you will not be able to send your synod remittance advice electronically, unless you 
enter the data manually in the “Synod Remittance.xls” spreadsheet. Synods can define a report 
in their system that lists each congregation giving by project code, and export it into an Excel 
spreadsheet. The export file must only include the following fields, without headers, footers, 
groups, subtotals, etc: 
 

�  Congregation ID: Column A in the excel export file. 
 
�  Fund ID: Column B in the excel export file. 
 
�  Gift Date: Column C in the Excel export file. 
 
�  Gift Amount: Column D in the Excel export file. 

 
The download file should look similar to the following file in Excel: 
 

TTT   
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07571 WHS0038 3/1/2007 50.00
07571 DDG0026 3/2/2007 275.00
05721 DDG0010 3/3/2007 25.00
05589 MSG0168 3/1/2007 750.00

 
Note that the first two records have the same congregation ID, but each project code or fund total is in a 
different record. 
 

If you need assistance in this area, please contact Churchwide office at the number provided at 
the end of this section of the document. 

�  �  �  �  �  
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Once you save the “Synod Remittance.xls” file on your computer, double click on 
the excel file. When Excel prompts you with a security message regarding 
macros, click on “ Enable Macro” . The program will now prompt you with the 
Synod Contact Information Screen as shown in figure 1 below. If you don’t see 
this screen, you may have selected the default security “Disable Macro” or your 
Macro Security level is set very high (Please refer to the following article for more information 
http://malektips.com/microsoft_excel_2003_0006.html).  
 

���#��� �

Figure 1 

1. Enter your Synod Code. 
2. Select the Accounting Software used at your synod from the dropdown list. 
3. Enter Your Name, Email, Phone Number, & Extension if applicable (no hyphens or 

brackets) 
4. Click on the OK button. 

 

You will notice that the program is processing information in the background. Once it’s done 
processing, the spreadsheet will be automatically saved and the main menu will appear (see 
Figure 2 on the following page). 
 

Please note that your will be prompted for this information only when a new SRAS program is 
released or downloaded. 

�  �  �  �  �  
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Importing Synod Data Into System 
 

In order to import your synod data file into SRAS, follow these steps: 
 

�

Figure 1�

1. Select Import Remittance Detail option from the list and click OK. 
 
2. When prompted with the Windows “Open” screen, locate the exported data file on your 

system and click OPEN (see Figure 3). 
 
 

 
 

Figure 2 
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The system will now read the download file and put the information into the “Details” sheet in 
the Excel file completely replacing the current SRA-1 form. The system will also sum, 
validate, and print out the congregation name and project description for all valid 
Congregations IDs and Fund IDs (see Figure 4 on the following page). 

 

 
 

Figure 3 

Notice that an error log is printed in red after the summation record at the bottom of the 
page. If zero errors are printed, then all Congregations IDs and Fund IDs are valid and you 
may proceed to step 2. If the system finds errors in your batch, it will highlight all records 
with errors in red. Please fix those records before proceeding to the next step. If you are 
sure that a record is correctly entered, put an explanation next to each record for 
Churchwide Remittance staff so that they can process the record correctly. 
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Creating Details Summary & Mission Support 
 

After importing your synod remittance detail the next step is to create a summary by project, and 
entering Mission Support for the period. To do this, please follow these steps: 
 

1. Click on the ELCA emblem found 
on the top of the page.  

2. Select the Create Details 
Summary option from the list and 
click OK. 

3. In the popup screen, select the 
month for which you are entering 
Mission Support. 

4. Enter your Total Congregational 
Mission Support in the defined 
field. 

5. Enter your Synod Mission 
Support for the period  

6. Enter your Synod Additional 
Mission Support (if applicable) and 
click OK (see Figure 5 below). 

Figure 4 
 

By now, the system has automatically totaled each project and created a summary of your 
details in the “Summary” sheet, completely replacing the current SRA-2 form (see Figure 6).  
 

 
$�� � �� �%�
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Creating & Emailing the Synod Remittance File to ELCA 
 
The final step is to create the Excel file that you 
need to submit electronically to Churchwide office. 
To do this, please follow these steps: 
 

1. Click on the ELCA emblem found on the 
top of the page.  

 
2. Select the Create and Email File to 

ELCA option from the list and click OK 
(see Figure 7). 

 
3. When prompted with the File 

Transmission Details screen, select the 
fund transfer method, enter the desired 
transfer date if different than the current 
date, verify the dollar amount, and press OK (seeFigure 8). 

 

 
The system will now prompt you to save the file defaulting to your synod code, month number, 
and year. Please keep the name the same unless you are sending more than one file for 
the same month. Now locate the folder on your computer where you wish to save this file and 
click on SAVE (see Figure 9). 
 
 
Once the file is saved, the system will clear the “Synod Remittance.xls” master file and prepares 
it for another import file and you will be prompted if you wish to send the file to ELCA. 
 
Your synod remittance advice details file is ready to be sent to Churchwide office. Please refer 
to the following section for more details. 
 

�  �  �  �  �  

Figure 8 

Figure 7 

Figure 9 
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In order to send your synod remittance advice details and summary to Churchwide office, you 
must have access to the Internet, and an email account. After accessing your email account, 
create a new email message and address it to the following email address: 
 
Synod.Remittance@elca.org 
 
In the subject of the email, please type the Synod Code and the month you are submitting detail 
for. 
 
In the message body, enter the mission support and note the method you are sending the 
money with in the following format: 
 
If you wish to sign up for automatic withdrawal, please fill out the form found in appendix B and 
send it to ELCA at the indicated address. 

 

�  �  �  �  �  

$$$ ''' %%%��� $$$ ''' --- ###+++ ��� ������ ��� ��� ###��� &&&���    $$$ ��� ���
For questions or assistance, please contact: 
 

Rev. Jeffrey King 
Tel: (773) 380-5071 
Email: Jeff.King@elca.org 
 
Or  
 
Suhail Qumri 
Tel: (773) 380-2987 
Email: Suhail.Qumri@elca.org 
 
 

Our Fax number is (773) 380-2579. 
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I hereby authorize the Evangelical Lutheran Church in America (ELCA) to initiate ACH transactions for 

Mission Support and Remittance Advice Details from the bank account of the 

____________________________________ Synod into the ELCA account at Harris Bank. The 

Churchwide Office will only initiate ACH transactions after the synod has notified the Churchwide Office 

of the amount.   

 
Bank Information: 
 
Synod Name:  

 
  

 
Bank Name:  

 
Bank Routing Number:  

 
Bank Account No.:  

 
Account Type:  

 
Please send a Deposit Slip or a VOIDED Check so we may verify your bank information 

 
Comments: 
 
 
 
 
 
Authorized Signature: 
 
 
 
_____________________________     Date: _________________________ 
 
_____________________________ 
(Printed Name) 
 
 

Please send your information by mail or Fax it to Barbara Young at (773) 380-2115 
Please refer any questions about this form to Barbara Young (773) 380-2903 

Office Of the Treasurer • 8765 W. Higgins Road • Chicago, IL 60631-4197 
Telephone:  (773) 380-2900 • Facsimile:  (773) 380-2906 
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