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How Churches Will Log into NetSuite to Update 

Step 1. The church will receive an email address



Step 2. Click on Set NetSuite Password and update the 
password.

Step 3. It will take you to this page and the church will update 
the password.

Step 4. It will take you to this page and state the password has been 
set up.



Step 5. After resetting the password, the church will receive an 
email. It will confirm that the password is set.



Step 6. After updating the password. The church will utilize this link 
to log into NetSuite: 
https://6649574.app.netsuite.com/app/login/secure/privatelogin.nl
?c=6649574 or they will click on the GREEN HERE button in the first 
slide. After clicking the link, you will see the dashboard below:

https://6649574.app.netsuite.com/app/login/secure/privatelogin.nl?c=6649574
https://6649574.app.netsuite.com/app/login/secure/privatelogin.nl?c=6649574


Step 7. Click on Church Annual Report.

Step 8. Click on New ABC Cooperating Church Annual Report. You 
will see previous ABC Cooperating Church Annual Report further 
below:



Step 9. Make sure the Annual Year, NetSuite PIN, and Constituent 
are correct. It should show the current year (for example, 2024) 
and the Constituent should be your church. If they don’t wish to 
provide or don’t know, Please put 0. Anything with a little asterisk, 
is a mandatory field.



Step 10. Please make sure you have the start date and end date of the current 
and/or former pastors. It is a vital information. If the pastor is not in NetSuite, the 
pastor will not show in the dropdown. Please have the church continue to fill out 
the Annual Report and Save. The church will have to contact the Region, and the 
Region will create a Leadership record and update the form. NetSuite Team can 
show the Region how to create a Leadership record if they need a quick refresher.





Step 12. The church will contact the region and state their report 
has been completed in the system. 

Step 11. Update the information on the page and click on Save.



Step 13. After saving, this is how it will look like:



Step 14. The church can log back in and click on Edit if they ever 
need to update the ABC Cooperating Church Annual Report List. 
The church needs to log in, click on Church Annual Report, and 
click on Edit.



Step 15. Highlight over the church in the top right corner and click 
on Log Out.



How to Send the Email Notification to Churches

Step 16. Log into NetSuite by going to  
www.netsuite.com/portal/home.shtml 

Step 17. Click on Login.

http://www.netsuite.com/portal/home.shtml


Step 18. Type your username and password.

Step 19. Look for the Search Tab. 



Step 20. After choosing the name of the church. Click on Edit.

Step 21. Scroll down and click on Access.



Step 22. Check on both Give Access and Send New Access 
Notification Email and click Save. The individual churches 
should receive the email address. Make sure you choose the 
role of ABC Customer Center. It is under Role title.



Step 23. Type the name of the church to whom you wish to send 
the email address.

Step 24. Click on Edit.

How To Add a Church Email Address in NetSuite



Step 25. Update the email address in the system.

Step 26. Click on Save.



How to Look Up the List of Churches in your Region to Email 
Address in Mass

Step 27. After logging into NetSuite, click on Lists > Relationships > 
Constituents. 



Step 28. View Should be “ABC Constituents-All Churches List”

Step 29. The Region/Partnering and Ethnicity should be ALL. The 
Church Status-Regional and Church Status – National should be 
Currently Active Church. You will see only your regions.



Step 30. Scroll to the right until you see E-mail Address and click 
on email address. It will show you the list of email addresses.

Step 31. After seeing the list of email address. Click on Edit to 
see the church you like to update the email address.



Step 32. Update the email address in Primary Email

Step 33. Click on Save.



Disclaimer: For 2024, the NetSuite version of the Cooperating 
Annual Report will be accessible if needed for churches that do 
not have email address or cannot access NetSuite. During the 
year 2024 and further, there will be a blank form available on 

the ABCUSA website to send to churches to fill out.
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