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0.1 
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Overview 
 

The Annual Financial Return (AFR) helps build an overall picture of all the Church’s financial 

health and sustainability. In turn, this will assist us to direct resources where they are most 

needed and identify any areas of potential risk. 

 

Annual Financial Returns are to be submitted by 30th November of the current calendar year.  

 

The below actions take place within the Synod CRM Portal  

www.nswact.uca.org.au/support-services/information-technology-services-it/synod-portal-login/  

 

For assistance requesting access and logging into the Synod CRM Portal, please refer to the 

following resources: 

 

How to access the Synod CRM Portal – Work Instruction 

Requesting Access to the Synod CRM Portal - Video 

Accepting and Activating you System Access - Video 

Multifactor Authentication - Video 

 

When first logging into the Portal you will see several module by default: Search for People, 

Search by Church Role, Search for Organisations and View My Details. 

 

You will need to send an email to helpdesk@nswact.uca.org.au to request access to the 

Annual Financial Return module. 

 

Finance will process your request,  

confirming your involvement with the 

organisation’s Annual Financial  

Returns.  

 

Once confirmed, the Information  

Technology team will generate your 

current financial year survey for the  

entity you are from.  

 

Once you have access, click the  

Annual Financial Return tile to begin. 

 

http://www.nswact.uca.org.au/support-services/information-technology-services-it/synod-portal-login/
extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.nswact.uca.org.au/media/en5fighi/accessing-the-synod-portal.pdf
https://vimeo.com/1015041079
https://vimeo.com/1015041279
https://vimeo.com/1015041363
mailto:helpdesk@nswact.uca.org.au
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Select your Organisation 
 

When first entering “Annual 

Financial Returns” you will need to 

select which organisation you intend 

to submit a return for.  

 

1. Click the Filter by 

Organisation dropdown 

arrow. 

This will display the organisations 

you serve.  

 

2. Select your Organisation. 

You can also type the name in 

the field above. 

 

3. Click Apply Filter. 

This will display all results for the 

organisation, listing any previous 

returns submitted.  

 

The status will appear as ‘Draft’ if 

you have not submitted a return for 

that Organisation and Year.  

 

If submitted the status will appear 

as ‘Submitted.’  

 

4. Click View Return. 

This will open the return for 

viewing and completion. 

 

5. Scroll down to complete the 

form sections. 

Incomplete sections will be 

marked with a red X . 

Complete sections will be marked 

with a green   .  
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Completing your Annual Financial Return (AFR) 
 

Click below to learn how to complete each section: 

 

1. Congregation’s Details 

2. Church Council Contacts 

3. Finance Details 

4. Finance Checklist 

5a. Income 

5b. Expenses 

6. Balance Sheet (A) 

6. Balance Sheet (L) 

6. Balance Sheet (E)  

7. Declaration 

8. Submit 
 

 

CONGREGATION DETAILS 
 
1. Congregation Details 

 

1. Click Congregation Details. 

Your congregations will populate in 

this section automatically. 

 

Note: There may be exceptions where you need 

to add a multi-centre or linked centre. If 

required, click +Add New Congregation and 

complete fields required, followed by Submit. 

 

2. Click the arrow on the 

Congregation row. 

 

3. Click Edit Details. 
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4. Update/Complete the 

information fields: 

 

5. Click Submit. 

 

 

 

 

 
 

 

 

2. Community Support Details 

List all community support 

businesses that your congregation 

is involved in (e.g.: OP shops, soup 

kitchens).  

 

1. Click +Add New 

Community Support 

Business.  

 

2. Update/Complete the 

information fields: 

 
3. Click Submit.  

 

 

 

 

 

 

 

 

3. Staffing Details 

Either edit existing staff details or 

add new staffing details.  

 

Editing existing staff details 

 

1. Click the arrow on the ‘Staff 

Role Type’ row. 
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2. Update the information fields. 

 
3. Click Submit.  

 

+Add New Existing Staff Detail 

 

4. Click +Add New Existing 

Staff Detail, then repeat 

steps 1 to 3.  

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Properties 

Either edit an existing property or 

add new property.  

 

Editing existing property details 

 

1. Click the arrow on the 

‘Property’ row. 

 

2. Update the information fields. 

 

3. Click Submit.  

 

+Add New Property 

 

4. Click +Add New Property, 

then repeat steps 1 to 3.  
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After completing the Congregation 

Details: 

 

5. Click Save & Continue.  

 

 

 

 

 

 

 

CHURCH COUNCIL CONTACTS 
 
2. Church Council Contacts  

 

1. Click Church Council 

Contacts. 

Your existing Church Council 

Contacts will populate in this section 

automatically. 

 

Editing Church Council Contact 

details 

 

2. Click the arrow on the 

‘Church Council Contact’ row. 

 

3. Update the information fields. 

 

4. Click Submit.  

 

+Add Church Council Contact 

 

5. Click +Add Church Council 

Contact, then repeat steps 1 

to 3.  

 

After completing the Church 

Council Contact Details:  

 

6. Click Save & Continue.  
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FINANCE DETAILS 
 
3. Finance Details 

 

1. Click Finance Details. 

 

2. Complete the information 

fields. 

 

After completing the Finance 

Details:  

 

3. Click Save & Continue.  

 

 

 

 

 

 

 

 

FINANCE CHECKLIST 
 
4. Finance Checklist 

 

1. Click Finance Checklist. 

 

2. Complete the information 

fields. 

 

After completing the Finance 

Checklist:  

 

3. Click Save & Continue.  
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INCOME 
 
5a. Income  

 

1. Click Income. 

 

The Income Codes will be listed, 

along with the Income Items and 

Descriptions.  

 

Complete the following actions for 

each Item Code applicable. 

 

2. Click the arrow on the 

‘Income Code’ row. 

 

3. Select Edit Details. 

 

4. Add information to fields. 

Do not enter characters for currency  

INCORRECT - $65,000.00 

CORRECT – 65000 

 
5. Click Submit. 

 

The bottom of the income will show 

the Total Income Actuals and 

Total Income Budgets based on 

each ‘Income Code’ entry 

calculations. 

 

6. Enter comments in the 

Commentary field. 

 

7. Click Save & Continue. 
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EXPENSES 
 
5b. Expenses  

 

1. Click Expenses.  

 

The Expense Codes will be listed, 

along with the Expense Items and 

Descriptions.  

 

Complete the following actions for 

each Item Code applicable. 

 

2. Click the arrow on the 

‘Income Code’ row. 

 

3. Select Edit Details. 

 

4. Add information to fields. 

Do not enter characters for currency  

INCORRECT - $2000.00 

CORRECT – 2300 

 
5. Click Submit.  

 

The bottom of the expense will show 

the Total Expenses Actual and 

Total Expenses Budget based on 

each ‘Expense Code’ entry 

calculations.  

 

You will also see the Surplus / 

Deficit Actuals and Surplus / 

Deficit Budget calculations.  

 

6. Enter comments in the 

Commentary field. 

 

7. Click Save & Continue. 
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BALANCE SHEET (A) 
 
6. Balance Sheet (A) 

 

1. Click Balance Sheet (A).  

 

The Asset Codes will be listed, 

along with the Asset Items and 

Descriptions.  

 

Complete the following actions for 

each Item Code applicable. 

 

2. Click the arrow on the 

‘Income Code’ row. 

 

3. Select Edit Details. 

 

4. Add information to fields. 

Do not enter characters for currency  

INCORRECT - $72,00 

CORRECT – 72000 

 
5. Click Submit.  

 

The bottom Total Assets will show 

the Total Current Assets, Total 

Non-Current Assets and Total 

Assets based on the ‘Asset Code’ 

entry calculations.  

 

6. Click Save & Continue. 
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BALANCE SHEET (L) 
 
6. Balance Sheet L) 

 

1. Click Balance Sheet (L).  

 

The Liability Codes will be listed, 

along with the Liability Items and 

Descriptions.  

 

Complete the following actions for 

each Item Code applicable. 

 

2. Click the arrow on the 

‘Income Code’ row. 

 

3. Select Edit Details. 

 

4. Add information to fields. 

Do not enter characters for currency  

INCORRECT - $10,000.00 

CORRECT – 10000 

 
5. Click Submit.  

 

The bottom Total Assets will show 

the Total Current Liabilities, Total 

Non-Current Liabilities, Total 

Liabilities  and Net Assets based 

on the ‘Liabilities Code’ entry 

calculations.  

 

6. Enter an explanation as to 

why MEF asset does not 

equal MEF liability. 

This is only necessary if the MEF 

asset does not equal MEF liability. 

 

7. Click Save & Continue. 
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BALANCE SHEET (E) 
 
6. Balance Sheet (E) 

 

1. Click Balance Sheet (E).  

 

The Equity Codes will be listed, 

along with the Equity Items and 

Descriptions.  

 

Complete the following actions for 

each Item Code applicable. 

 

2. Click the arrow on the 

‘Income Code’ row. 

 

3. Select Edit Details. 

 

4. Add information to fields. 

Do not enter characters for currency  

INCORRECT - $7,500 

CORRECT – 7500 

 
5. Click Submit.  

 

This will show your Total Equity 

based on your Equity Code 

calculations.  

 

If the Total Equity does not balance, 

you will receive a message to check 

your net assets and equity figures.  

Note: You will not be able to submit the form 

unless the below explanation field is complete. 

 

6. Enter an explanation if the 

‘Net Assets’ do not equal 

‘Total Equity.’  

This is only necessary if Net Asset 

does not equal the Total Equity. 

 

7. Click Save & Continue. 
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DECLARATION 
 
7. Declaration 

 

1. Click Declaration.  

 

You will need to select one of the 

three options depending on your 

total come. 

Note: Should you not be able to submit the 

form due to fields incorrectly populated, a 

message will appear directing you which fields 

need to be updated.  

 

The total income based on all entered 

fields will display.  

 

i. If your total income is less 

than $100,000 for the current 

financial year. 

Complete the Treasurer and 

Chairperson Signature 

Section.  

 

ii. If your total income is 

greater than $100,000, but 

less than $500,000 for the 

current financial year and 

eligible for Variations. 

Complete the Review fields. 

 

Note: Variations to Qualifications under UCA 

regulation 3.8.7 (e), please have 2 independent, 

fit, and proper persons appointed by the Church 

Council review your records. They must examine 

and confirm that the statements of receipts and 

payments, assets and liabilities for the year 

accurately present the value of monies received 

and expended. 

           

If your books have been externally 

audited, additionally: 

            Complete the Externally 

            Appointed Auditor section. 

1 

i 

ii 
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iii. If your income is greater 

than $500,000 for the current 

financial year.  

 

You must appoint an external 

auditor, additionally: 

 

             Complete the Externally 

             Appointed Auditor section. 

 

2. Click Save & Continue. 

 

 
 

SUBMIT 
 
8. Submit 

 

1. Click Submit.  

 

2. Review the information you 

have entered in all form 

fields. 

 

3. Click Submit Return.  
 

Note: Should you not be able to submit the 

form due to fields incorrectly populated, a 

message will appear directing you which fields 

need to be updated.  
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