
Worksheet Overview 
 
1 Start the Pastoral Compensation 

program and click on the Names 
tab. 

2 Click on Add Name. 

 
   
3 Fill in the information on the 

popup form and click on Add 
Name. 
 
Repeat as needed to add other 
names. 
 

4 Click on Add Cong (see above) 
and fill out similar popup form. 

 

   
5 After adding names and 

congregation, click on Profiles 
tab. 

6 Make sure the proper Guidelines 
are highlighted by clicking on 
the correct years. 

7 Click Add Profile. 
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8 Select the congregation from the 
drop down list.  (The only 
options available are those you 
added in step 4.) 
 
Then select a name and make 
sure the program year is correct. 
 
Then click Add Compensation 
Profile. 

 
   
9 The new profile is now 

available. 
 
See other helps to explain uses 
of other options such as 
Compare, Copy, Export and 
Import or click on Help. 

 
   
10 Click on the Experience tab. 

11 Click on Add. 

 
   
12 Fill in the Location and 

Description of the experience.  If 
it is Related Experience (i.e. not 
direct pastoral experience), 
check the box.  Fill in dates in 
format of mm/dd/yyyy.  The 
Years will calculate auto-
matically based on the dates. 
 
Click Add.  Repeat as necessary. 
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13 Click on Education tab. 

14 Click on the desired Education 
Option so that it is highlighted. 

15 Click on Add. 

 
   
16 Fill in the requested information 

and click Add.  Repeat as 
necessary. 

 
   
17 Select the Resp/Geo tab. 

18 Pick the Pastor Role from the 
drop-down list.  Pick the 
Average Church Attendance 
from another drop-down list. 

19 Pick the State and then the 
County from the drop-down 
lists. 

 
   
20 Click on FTE/Guide tab.  

Optional Other Units can be 
used to add units in unusual 
circumstances. 
 
Change the FTE as necessary.  
50% is entered as .5. 
 
Change the Percentage of 
Guidelines as needed.  Click 
Help for additional guidance. 

 

13 

14 

15 

16 

18 

19 

17 

20 



21 Click on Adjust tab. 
 
Check Self Employment Tax 
Adjustment and enter rate as 
.0765 if appropriate. 
 
Check Housing Adjustments for 
Parsonage if appropriate and fill 
in remaining options.  Click on 
Help for additional information. 

 
   
22 Click on Benefits tab. 

 
Fill in brief description and 
amount for each category as 
appropriate. 

 
   
23 Click on Expenses tab. 

 
Fill in information as 
appropriate. 

 
   
24 Click on Summary tab and 

review information.  Double 
click on most numbers to move 
to the tab where the information 
was entered. 
 
Click on Full Time Equivalent 
or Percentage of Guidelines 
field and use + or – keys to 
change the percentage and see 
the results. 
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25 Click on Report (see above).  
This is a sample first page of the 
report. 

 
   
26 A sample second page of the 

report.  This report can be 
attached to the Covenant of 
Understanding. 

 
 


