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1 Terms of Use
In consideration of your use of the Sentinel System, you agree that:

A) Use of the Sentinel System, database information stored within the Sentinel
System, and electronic or paper records generated by the Sentinel System has
been has been authorized and is intended solely for conducting official Valley
business.

B) Database information stored within the Sentinel system and electronic or
paper records generated by the Sentinel system may not be used for the
personal gain of myself, staff members, or other individuals or corporations.

C) No other person or organization is authorized to access the Sentinel System
using my account credentials.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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2 Introduction

If you have any questions about this manual, please contact Dean Alban,
Director of Computer Services, at the Supreme Council at 202-232-3579.

Sentinel is an online software tool designed for use by Valley officers and staff

members that makes the Valley’s job of managing Membership data easier and
more efficient. The software system is made up of data entry screens, reports,
and data management tools that unify virtually all Supreme Council and Valley-
related data in a managed system.

Sentinel’s various functions allow you to:

+ Track name, address, and other personal information for Candidates,
Members, and non-Members,

s Track Member activities and participation in Valley events, including plays,
committees, and offices,

* Track dues and contributions, and produce reports using that information.

Your Valley’s data resides on secure servers at the office of the Supreme
Council, and is integrated with the main database used at the Supreme Council
(Patriot). Data changes in the Supreme Council’s Patriot database are reflected
in the Sentinel system. For example, address changes made by the Supreme
Council cascade immediately into Sentinel. Conversely, when you enter data
changes into Sentinel, such as address changes, this information automatically is
gueued into the Supreme Council’s database for review and acceptance by the
Supreme Council staff without the need for re-entry. Although Sentinel will not
replace all of the paperwork that you are required to submit to the Supreme
Council, it will eliminate much of the duplicate data entry that occurs.

2.1 What Is a Relational Database?

Sentinel is a relational database system with a graphical user interface (GUI). A
relational database is:

¢ A collection of various kinds of information from a variety of sources,
stored in such a way that relationships can be defined between individual
data items and groups of data items,

% Atool that organizes and coordinates the information in such a way that it
can be retrieved and worked on easily,

s A way to quickly and efficiently analyze data, create reports, and ask and
answer specific questions.

Relational databases also provide the following functions:
+ Information storage,
% Information indexing,

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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+» Format conversion,
+ Information transfer.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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2.2 What Is a Graphical User Interface?

A graphical user interface allows people to interact with computers in a visual
way. You use the mouse and keyboard to enter and process information
presented in a way that “makes sense” to humans, while the PC receives the
information in a way that “makes sense” to computers.

2.3 How to Use this Manual

2.3.1 Document Hyperlinks

Throughout this manual, there are hyperlinks (also called links), which are words
or phrases in an underlined blue font. If you are using an electronic version of
the manual, you can click on a hyperlink to take you directly to another part of the
document.

2.3.2 Common Sentinel Features

The Common Sentinel Features section discusses the fields, buttons, links, and
other items you see on screens throughout Sentinel. These features function
alike everywhere they appear in the application.

2.3.3 Common Sentinel Errors and Error Messages

This is a troubleshooting guide that explains how Sentinel indicates that an error
has occurred, and how to solve the problem that created the error. If the
troubleshooting guide does not provide sufficient assistance, then your Valley
Administrator may be able to assist you. Technical support for Sentinel is also
available

2.3.4 Quick Reference Guides

Quick reference guides are step-by-step instructions for performing common
tasks. Follow the steps in the order listed to complete the task.

2.3.5 Keyboard Shortcuts

Keyboard shortcuts are combinations of keystrokes that allow you to perform
actions without using the mouse. Simply press all the listed keys simultaneously
to perform the action. For example, Ctrl + S means that you should press the
Ctrl key and the S key simultaneously.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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System Requirements

* Windows-based PC (Windows 98 or above)

+» Client PCs accessing Sentinel are required to use Internet Explorer (IE),
version 5.5 or above

% Security Policy must be set at a minimum of Medium in Internet
Explorer

+ Cookies must be enabled in Internet Explorer.

¢ If cookies are not enabled in Internet Explorer, you will see the

following error message on the Sentinel Login Screen, as shown in
Figure 1 below. (Cookies are small text files stored on the PC. The

file stores information such as site preferences and personally
identifiable information.)

,SUPREME COUNCIL

. L-T ANCIENT AND ACCEPTED SCOTTISH RITE OF FREEMASONRY

User Marme: |

Password: |

Cookies are not enabled on your system! Cookies must he enabled to use
Sentinel. If you reguire assistance, please refer to the getting started section of
the Sentinel Users Manual or call the Supreme Council for help.

Click here to read the terms of use you agree to by using Sentinel!

Copyright 2003 - Patriot Software Solutions, Inc.

Figure 1: Sentinel Login Screen with Cookies Not Enabled Message

¢ Privacy setting must be set at a minimum of Medium High in
Internet Explorer

+» Temporary Files must refresh each time the screen is visited

An Internet connection using a 56KB or faster modem

Adobe Reader 5.0 or higher is required for certain reports and downloads.
Adobe Reader may be downloaded for free at the following website:
(http://www.adobe.com/products/acrobat/readstep2.html). Please note

that using older versions of Adobe Reader or Adobe Acrobat may produce
unpredictable results.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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¢ Microsoft Word, Microsoft Access, and Microsoft Excel are required for
certain data extracts, reports, and downloads

There are a few additional things you can do to keep Sentinel (and other
programs) running at maximum efficiency.

+ Enter data consistently—pay attention to capitalization, abbreviations, and
hyphens

¢ Make sure that your PC has enough system memory (RAM) to run
effectively

% Use the System Tools (Start > Programs > Accessories > System Tools)
to clean up the hard drive, scan the hard disk, and defragment the hard
drive regularly

= Lotus Soghcations F (= Commurications P

j Diocuments P2 Adobe Reader B0 = Entettainmer ¥

_& ) 2 Intwnet E gl 5 Games "

Sattings 4 =

[ Miciosoit Acces = Susen T'-i:.t!: ot Backup

,33 el v [ Muciomolt PomeiPos i wl Chatacter Map
] Mwicsd Prasc B Cabudaice 23 Ditk Ceanup

Q s B it v B CommewdPospl B Disk Defisgments:

" A (2 Outiook Express [4] imagng W Getting Stated

I Windows Joumal Viewsr 4] Motepad 3] Schedued Tasks

ﬁ Log O agkin.. E} Windows Media Plager 9 Pain W Spstem Information
= Snagit7 b E® Surnchionize

_ﬂ it Dowwrn. ¥ A) Windows Explorer

Figure 2: Start > Programs > System Tools > Defragment

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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4  Getting Started

4.1 Accessing Sentinel

In order to access Sentinel, you must first open Internet Explorer (IE). Double-
click on the IE icon on your desktop to begin.

Inkternet
Ex u] lorer

Figure 3: Internet Explorer Icon

Next, enter the Sentinel application’s address, http://sentinel.scot-rite.org, in
the address bar.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
12



Sentinel User’'s Manual

4.2 Logging In
You need a username and password in order to log in to Sentinel. Ask your

System Administrator for this information.

After you have opened the Sentinel website, the Login screen, shown in Figure 4
appears. The password field on the login screen is case-sensitive. For example,
if your password is “Applesl1”, then Sentinel does not accept “applesl.”

2SUPREME COUNCIL

i ANCIENT AND ACCEPTED SCOTTISH RITE OF FREEMASONRY

g.*ii o

25| SOUTHERN JURISDICTION, USA

Lser Marme: |

Password: |

Click here to read the terms of use you agree to by using Sentinel!

Copyright 2003 - Patriot Software Solutions, Inc.

Figure 4: Sentinel Login Screen

Enter your username and password, then click the Login button.

Table 1: Sentinel Login Screen Fields & Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
. Enter your unique user ID. This
Username Required field is case-sensitive.
Enter your password. . This field
is case-sensitive, and accepts
letters, numbers, and special
Password Required Field characters (*, $, %, etc.).

Passwords must be at least five
characters long and contain both
letters and numbers.

Login Button

Action Button

Click on the button after you have
entered your username and
password.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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Field/Button
Name

Field/Button
Information

Field/Button Description

Terms of Use

Hyperlink

Click on the hyperlink to review
Sentinel’'s Terms of Use.

If your username and/or password is incorrect, you will see the error message
shown in Figure 5 below:

Lser Mame: lkest |
Pasgword: | |

User name or password is imsalid!
Click here to read the terms of use you agree to by using Sentinel!

Copyright 2003 - Patriot Software Solutions, Inc.

Figure 5: Failed Login Error Message

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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After you have logged in successfully, the Welcome screen (see Figure 6)

appears.
Member Quick Lookup
Member Last Mame: Mermber 1D: I—F|_r'|d|
Sentinel Motifications
Date Type From Description Delete?
121 212003 Esgnat;:mddress lindah ';291 gﬂdzr;lajs; for Dean R Alhanwas updated by lindah r
1211112003 Eggnat;:rﬁddreaa helter '1I'r21}31 ?EDUBr_ESS for not foundwas updated by helter an r
1211112003 Eggnat;:rﬁddreaa skelterl—m gmrj%a; for Dean R Alban was updated by skelter r
1211112003 Eggnat;:rﬁddreaa skelterl—m gmrj%a; for Dean R Alban was updated by skelter r
1211112003 Eggnat;:rﬁfﬂliatinn tannin E:u[[Irzyéﬁmli;:ar;;mnjgrgatinn for not found was updated r
121 1/2003 Eggnatieerﬁfﬂliatinn T Epa]::liz;feadﬁg;a#anr?r:inr'TDnr;nf;iﬁq,ITDD;_DEEH R Alban was r

Celete All Checked Items |

Figure 6: Sentinel Welcome Screen

Recent notifications from the Patriot system are listed, and the menu bar displays

available options.

Table 2: Sentinel Welcome Screen Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Member Last Search Criterion Use this field to search for a
Name person by last name
. Use this field to search for a
Member ID Search Criterion person by Member number
Find Button Action Button Click this button to initiate a

search

Delete Checkbox

Indicator

Click in this check box so that a
checkmark appears to indicate
that you wish to delete the
message.

Delete All Checked

Items Button

Action Button

Click this button to delete selected
messages.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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4.3 Logging Out of Sentinel

When you have finished, please remember to log out of Sentinel by clicking the
Logout menu option (Figure 7) in the upper right corner of any screen.

Figure 7: Logout Menu Option
The logout screen, shown in Figure 8 below, has a link to the login screen.

% SUPREME COUNCIL

Wi ANCIENT AND ACCEPTED SCOTTISH RITE OF FREEMASONRY
2| SOUTHERN JURISDICTION, USA

You have heen logoed out.
Click here to login again

Copytight 2003 - Patriot Software Solutions, Inc.

Figure 8: Sentinel Logout Screen

NOTE: Sentinel automatically logs you out after 45 minutes of inactivity.

Table 3: Sentinel Logout Screen Fields and Buttons

Field/Button F|eld/But_ton Field/Button Description
Name Information
Click Here to Login . Click on the link to return to the
Again Hyperlink Sentinel Login screen

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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4.4 Creating a Shortcut to Sentinel

You can create a shortcut to Sentinel in two different ways; you can use the
Favorites function in Internet Explorer, or you can create a desktop shortcut.

441 Adding a Link in Favorites

To add the Sentinel web address to the Internet Explorer Favorites menu,
navigate to the login screen as described above. Then, go to the Favorites
menu and select Add to Favorites...

; http:/ /www.msn.com, - Microsoft Internet Exp

File Edit Wiew | Favorites Tools  Help

eoack - S - M| :
Organize Favorites. ..

Address
1 Links 2
U1 Media r
@ MSM. cam

2] Radio Station Guide
2] Sertinel Login

Figure 9: Add to Favorites

Next, name the link by typing into the Name area. Click OK to complete the
process.

Add Favorite 7 =]
Internet B xplorer will add thiz page to your Favarites lizt, o
[~ Make available offline [Customize,.. | Zancel
M ame: ISentinel Login Screen Create in <<

Create ir: MNew Folder...

i

Figure 10: Naming & Saving a Link

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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Now, when you pull down the Favorites menu in Internet Explorer, you can see
the link in the list.

8 Welcome to MSMN.com - Microsoft Internet H

File Edit Wiew | Favorites Tools Help

d=Eack - = - Add to Favorites. ..
Address I@ http: i Drganize Favarites.. .

1 Links C
1 Media L
@ MSM, carm

Radio Station Guide

Figure 11: Sentinel Link Displays in Favorites Menu

4.4.2 Creating a Desktop Shortcut

To create a desktop shortcut, open IE and navigate to the Sentinel Login Screen
as described above. Then, right-click once anywhere in the Internet Explorer
window. Select Create Shortcut.

Y Logn - Micsnsalt Inbemal Eaplaese =101 x|

Fils [l Visw  Fyestsr  Tralr b -
+ Baxh = ﬂ _.ﬂ fH a'E--:l'l -._“Fd'h: L F i ﬂ“lﬁl J ol
Ad:lerr|-¢_| H;:.r.-;wwuwln-m'm-1mpm;¢?j ,;:'E-:u Leds * & 5nagt 1

DUNCIL

RITE O FREEMASLIEY

SEET Mame

P BRI

Figure 12: Create a Shortcut

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
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An icon labeled “Login” appears on the desktop.

3

EJ’
Login

Figure 13: Login Icon

4.4.3 Renaming the Shortcut

You can rename the shortcut by clicking the right mouse button over it, and
selecting Rename from the menu.

Make available offline

Send To

Cuk
Copy

Create Shortout
Celete
Rename

Propetties

Figure 14: Right-click Menu

Type the new name for the shortcut into the text box, and press the Enter key
when done.

3

EJ

Sentinel Login
Screen

Figure 15: Renamed Shortcut Icon

Double click on the new shortcut icon to access Sentinel’s login screen.
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4.5 Internet Explorer Settings

This section leads you through all the required Internet Explorer setup for
Sentinel. You can access each item individually by opening the Internet
Options dialog box.

45.1 Setting the Security Policy
Open Internet Explorer. In the Tools menu, select Internet Options.

File Edit View Favorites | Tagls  Help

dmBack - = - @ #%  Mail and News vl
Synchronize. . .
fiddress I WWindows Update

Internet Options...

Figure 16: Tools > Options
The Internet Options dialog box opens.

Internet Options 7] x|

General lSecurit_l,ll F'ri'-.fac_l,ll Enntent] Connections F'ru:ugrams] .ﬂ.dvanced]

Home page
% ¥'ou can change which page to uge for your home page.
Address: hithp: 4 faana, g, com.

I1ze Current I1ze Default I1ze Blank

Temporary Internet files

oy Pages you view on the Intermet are stored in a2 special folder
@ Y for quick viewing later.

Delete Cookies... Delete Files... Settings...

Hiztory

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

Days ta keep pages in histary: 1] El: Clear Higtony

Colors... | Faonts... | Languages. .. | .-’-'-.cu:essibilit_l,l...|

] | Cancel | |

Figure 17: Internet Options Dialog Box
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Select the Security tab from the Internet Options dialog box

Internet Options 7] x|

General Secrity l F'rivau:_l,ll Enntent] Eunnectinns] F'ru:ugrams] .ﬂ.dvanced]

Select a'web content zone to specify itz zecunty settings.

O @

|nterret Local intranet  Truzted sites Restricted
gites

Internet
B Thiz zone containg all Web sites pou
haven't placed in ather zones

Securiby level for thiz 2one
tove the glider bo set the securnty level for thiz zone.
Medium

- Safe browszing and still funchonal

- Prompts before downloading patentially unzafe content
- Unsigned Activess controls will not be downloaded

- | - - Appropriate far mozst Internet sites

Cuztom Level... || |

k. | Cancel | Apply |

Figure 18: Internet Options - Security

If the dialog box on the screen does not resemble Figure 18 above, click on the
Default Level button.

Move the slider until the level is Medium. Click Apply to change the setting.
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4.5.2 Adjusting the Privacy Setting
Select the Privacy tab in the Internet Options dialog box.

Internet Options 7] x|
General] Security  Privacy l Enntent] Eunnectinns] F'ru:ugrams] .-’-'-.dvanu:ed]

Settings

= Move the zlider ta zelect a privacy zetting for the [nternet
q‘f_‘:". ZOhe.

M edium High

- - - Blocks third-party cookies that do not hawve a compact
T privacy policy

- Blacks third-party cookies that uze perzonally identifiable
infarmation without your explicit consent

- - - Blocks firgt-party cookies that use perzonally identifiable
infarmation without implicit congent

[rpart... Advanced... | Drefault |

Weh Sites

To overide cockie handling far individual 'feb sites,
click the Edit button.

Edit...
] | Cancel | Apply |

Figure 19: Internet Options - Privacy

Move the slider until the level is Medium High. Note that this setting also
enables cookies, as required by Sentinel. Click Apply to change the settings.
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4.5.3 Choosing Temporary Internet File Settings

Select the General tab in the Internet Options dialog box, if it is not already
selected, as in Figure 20 below.

Internet Options 7] x|

General lSecurit_l,ll F'ri'-.fac_l,ll Enntent] Connections F'ru:ugrams] .ﬂ.dvanced]

Home page
% ¥'ou can change which page to uge for your home page.
Address: hithp: 4 faana, g, com.

I1ze Current I1ze Default I1ze Blank

Temporary Internet files

oy Pages you view on the Intermet are stored in a2 special folder
@ Y for quick viewing later.

Delete Cookies... Delete Files... Settings...

Hiztory

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

Days ta keep pages in histary: 1] El: Clear Higtony

Colors... | Faonts... | Languages. .. | .-’-'-.cu:essibilit_l,l...|

] | Cancel | |

Figure 20: Internet Options Dialog Box
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Click on the Settings button. The Settings dialog box opens.
2lxl

o ‘“heck for newer wersions of stored pages:
.F + Every wisit ko the page
wery time wou skart Internet Explorer
= aukomnatically
" Mever

—Temporary Internet Files Folder

Current location:  CiDacuments and
SettingstliraplkiniLocal
Settings) Temporary Internet Files!,

Amount of disk space to use:

— | so0 = MB

Maowe Folder, .. | ‘Wiew Files. ., | Wiew Objects, .. |

Ok I Cancel |

Figure 21: Settings Dialog Box

In the Check for newer versions of stored pages section (at the top of the
dialog box), make sure that Every visit to page is selected. Click OK, and the
Settings dialog box closes. Click OK again to close the Internet Options dialog
box.

NOTE: You must make sure that the pages refresh each time you visit them, or
the changes you have made recently may not be visible.
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5 Sentinel Technical Support

When you encounter a technical issue or error that is not covered in the Common
Sentinel Errors and Error Messages troubleshooting guide, your first resource is
your Valley Administrator.

If your Valley Administrator is unavailable or unable to resolve the issue, then call
Sentinel Technical Support at the Supreme Council, at (202) 232-3579.

If the Sentinel Technical Support is unable to resolve the issue, then your call will
be forwarded to Tier Il Technical Support.
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6 Security

As a Sentinel user, your account’s security settings dictate which areas of the
system are available to you. These settings, established by your Valley’s
Sentinel Administrator, are based on a user role. The roles described in User
Accounts have been established for Valley Administrators to assign to their staff
when setting up Sentinel accounts.

NOTE: if you are the Valley’s designated Administrator, the Supreme Council
creates your account.

6.1 User Accounts

Only one Valley can be assigned to one user account at a time. However, the
Supreme Council can reassign a Valley user’s account to another Valley when
necessary.

The various roles of a user of a Valley are:

6.1.1 Valley Administrator

A Valley Administrator accesses all areas with complete edit capability.
Furthermore, the Valley Administrator has authority and complete control to
maintain accounts for other users within the Valley, with the exception of the
Valley Administrator account itself, which remains under the administration of the
Supreme Council. This account can be assigned only by the Supreme Council.
There is only one Valley Administrator account per Valley. See Section 15:
Administrative Users for more information about Valley Administrator tools.

The administration of Sentinel, from the standpoint of the Supreme Council,
includes the ability to:

+ Override and reset a Valley user’s password,

+ Lock out a Valley user (deactivate an account)

+ Delete a Valley user’s account,

+ Change a user’s associated Valley.
The Supreme Council has control over all Valley accounts created, not just the
Valley Administrator.

6.1.2 Valley User
A Valley User accesses all areas with complete edit capability.

6.1.3 Valley Read-Only User
A Valley Read-Only User accesses all areas in read-only mode.
NOTE: A special administrative account allows an administrative-level user to

select, at time of login, which Valley to modify. This type of account is reserved
for use by Supreme Council staff Members only.
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6.2 Passwords

All passwords in Sentinel must be at least five (5) characters long, and must
contain some combination of letters and numbers. Special characters (*, %, $,
etc.) may be used in the password. Passwords do not expire, but may be reset
by the Valley Administrator.
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7 Forms

Some paper forms have been superseded by Sentinel functionality. Table 4
below summarizes these changes.

Table 4: Forms Superseded by Sentinel Functionality

Form Name/Number Replacement Sentinel Function
Demit Form Request Statistical Change
Statement of Fees (Form 330) Generate a Form 330 menu option

Address Change: People
Maintenance

Status Change: Request Statistical
Change

Change of Address/Status (Form 660)

Non-Member change of address/status

(Form 770) People Maintenance
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8 Common Sentinel Features

This section discusses the fields, buttons, links, and other items you see on
screens throughout Sentinel. These features function alike everywhere they
appear in the application.

8.1 Field Types

Any place that you enter data is called a “field.” Fields may be optional or
required. You must complete all required fields on a screen in order to save your
work. Optional fields may be left blank, or filled in later.

Some fields may be display-only, or grayed out. Information in grayed-out fields
remains visible, but cannot be modified.

NOTE: Fields with identical labels function identically throughout the Sentinel
system. For example, a Member ID field is always a Member ID field, no matter

which screen it appears on.

Table 5: Field Types

Field Type Description
Type directly into the text box. Text boxes may limit the
y
memberiD: [ number of characters allowed. Text boxes may also
require that the information be formatted in a certain way.
Text Box For example, a currency field requires a decimal point
and two places to the right.
Active? .
Checkboxes are used to answer a yes/no question. Left-
W~ click once inside the checkbox to indicate “yes” or “true.”
Leave the check box blank to indicate “no” or “false.”
Checkbox

&+ Preferred?
" Preferred?
Radio Button

Radio buttons are used to indicate a single choice among
multiple options. Click the mouse inside the radio button
next to the option you wish to select.

[ =
MP -
b
mT
MNE
e
MDD
MNE J
MF
MNH

N
1

Drop-down Box

Drop-down boxes are used to indicate single or multiple
choices among multiple options. To indicate a single
choice, click on the down arrow to display the choices,
then scroll down to the option you wish to select. Click on
your chosen option. To select multiple options in a single
drop-down box, hold down the Ctrl key and click on each
option that you wish to select. (This is very useful when
you are searching—for example, you can search a tri-
state area by selecting NY, NJ, and CT in the State field.)
You can also select a contiguous range of options. Click
on the first item in the list. Then, hold down the Shift key
and click on the last item in a list.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.

29




8.2 Buttons

Sentinel User’'s Manual

Table 6: Common Sentinel Buttons

Button

Description

K

This button opens the appropriate Lookup dialog box; for
example, Lookup a Person. Use this function to fill in text
boxes.

Add

Click this button to add a record to the database. This
button usually appears on screens that require data entry.

Delete |

Click this button to remove a record from the database.
Please note that you cannot undo a record deletion.

Export to Excel

This button appears on screens that allow you to save a
set of records as an MS Excel spreadsheet. For more
information about this process, see Saving Reports and
Data Extracts.

Click this button to start a search, after you have filled in
at least one search criterion.

ok |

Click this button to indicate that you are ready to proceed
to the next step in the process

Refresh |

When you edit a record, the information that you change
can affect other data items on the same screen. Clicking
refresh allows you to see your changes.

Reparts |

If reporting is available, based on the type of action you
have performed, then you can see the list of available
reports by clicking this button.

Return |

Click this button to return to the most recent search
results screen.

Save |

Use this button to save a new record or changes to an
existing record. (See Note below)

Select |

Click this button to select a specific record and transfer its
information to the process you are working on.

kd

Click this button to delete the information in the field.
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NOTE: The Save button may have additional descriptive text, such as Save
Payment Information.

| Save Payment |

| Save this Request |

Figure 22: Save Buttons with Messages

8.2.1 Message Buttons

Message buttons have instructions on them that indicate what happens when
you click on the button. Examples are shown in Figure 23 below.

Create Access Database File To Download |

Search Payments |

Figure 23: Message Buttons

8.3 Action Links

In some places, you may see a hyperlinked command, such as [OK], [Edit], or
[Cancel]. These action links have exactly the same functions as buttons with the
same label. Usually, these links appear in tables.

To enter a new record, enter the information in the Add section of the table and
click the Add link when complete.

If you wish to edit a particular record, click on the Edit action link in that row. The
screen refreshes and you are able to edit the entire record. When you have
made your changes, use the Save action link to update the record, or the Cancel
action link to discard the changes.

You may delete the entire record by clicking on the Delete action link. In the
following cases, you may not be able to delete a record:

* The record is required by the Sentinel System,
¢ There are other records related to the record you wish to delete,
¢ The record is controlled by the Supreme Council.
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8.4 Click Here to Try Again

If a search is does not find any matches, or a process is unsuccessful, Sentinel
displays a message with that information. There is also a Click Here to Try
Again link that takes you back to where you started and resets the screen so that
you may try again. Use the Click Here to Try Again links in place of the Back
button in your browser. Clicking on the link resets the screen, but clicking on the
Internet Explorer Back button does not.

Mo matching people ar member records were found based on the search criteria you supplied.

Click Here to try again

Figure 24: Click Here to Try Again Link

8.5 Screen Navigation

DO NOT use the Stop @, Back =, or Next = buttons in Internet Explorer. If

you get lost in Sentinel, clicking the Refresh = button on the IE toolbar
automatically returns you to the Member Quick Lookup screen.

DO NOT use the Enter key in place of the buttons on the Sentinel screens. The
Enter key disabled in Sentinel, and does not have any effect.

You may move from one field to the next in any Sentinel screen by pressing the
Tab key. You may move to the previous field by pressing Shift + Tab

85.1 Sentinel Back and Next Buttons

The Sentinel Back and Next buttons move you to the previous or next screen in
a sequence, respectively. These buttons appear in multi-step processes that
involve more than one screen.

< Back | Mext = |

Figure 25: Sentinel Back & Next Buttons

8.5.2 Browsing Through Records and Search Results

B 2] ors (51 551

Figure 26: Sentinel Navigation Buttons

A button with a single forward arrow (>) moves you forward one record, i. e., from
record #4 to record #5, for example. A button with a double forward arrow (>>)
moves you to the last record in the record set. A button with a single backward
arrow (<) moves you back one record, from record #5 to record #4, for example.
A button with a double backward arrow (<<) moves you to the first record in the
record set. The numbers in the middle describe the current record and total
number of records.
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8.5.3 Page Number Links

If you have more than one page of search results, the search screen allows you
to page through your results by clicking on page number links. An ellipsis (...)
indicates that there are more pages of records. Click on a page number to view
a specific page, or on the ellipsis to get another set of page number links.

LT21314151617 181920

Figure 27: Page Number Links

8.6 On-Screen Messages

When you have performed an action in Sentinel, such as saving data, you might
see a message like those shown in Figure 28 appear on the screen after the
screen refreshes.

Figure 28: Message Bar Examples — Successful Operation

[No matching members found!

Figure 29: Message Bar Examples — Incomplete/Unsuccessful Operation

When the message bar has a green background, the operation has been
successful. When the message bar has a yellow or red background, the
operation is not successful OR not complete. Read the message carefully to
determine whether an error has occurred.

8.7 Sorting Data in Tables

Sentinel allows you to sort data in tables by clicking on the hyperlink in the table
column heading.

Ciice Mame Beqin Date End Ckate 1 Office Edit Dalele

Figure 30: Table Column Heading Links

The column heading that you choose to use as a sort criterion changes to bold
when you click on it. The first time that you click on the table column heading, all
search results in the table (all pages) sort in alphabetical order (A-Z). The
second time that you click on the same table column heading, all the search
results in the table (all pages) sort in reverse alphabetical order (Z-A).
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8.8 Searches

Any or all of the pieces of information in a record can be used in a search.
Simply enter at least one search criterion, and the system provides a list of
Members whose information matches the item(s) searched. Sentinel supports
searches using greater than, less than, fragment (wildcard) matching, is blank
and is not blank. You can employ Boolean search logic--AND or OR--using the
Join Search Elements with drop-down box in the upper right corner of the
screen. This drop-down box defaults to AND.

An example of a wildcard search is shown in Figure 31 below. Note that the
asterisk (*) is used to indicate the wildcard. You can place the asterisk before,
after, or in the middle of a search criterion. See the Advanced Search Examples
section for more information about searches in Sentinel.

23 Member Lookup -- Web Page Dialog

|0

Last Mame:

First Mame:

Member ID

Select |
Select |
Select |

Figure 31: Wild Card Search Results

8.8.1 Search Results

When a search turns up fewer than thirty (30) matches, all of the records are
displayed on one search results screen. When a search turns up thirty matches
or more, then the records are grouped into pages of ten matches each. Use the
page number links to navigate to other pages.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
34



Sentinel User’'s Manual

8.9 Grayed-Out Fields and Buttons

If a field cannot be edited, or a button is inactive, then its appearance changes so
that it is “grayed out.”

L1:|ealtimore | |10/28/2000 |D ==
Figure 32: Grayed-Out Fields and Buttons

Information in grayed-out fields remains visible, but cannot be modified. Buttons
that are grayed out cannot be clicked. In some cases, grayed-out buttons may
become active after you have made changes to editable fields on the screen, or
after a screen refreshes.
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Members

Dues

A 4

Officers/
Volunteers

Y
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Valley

Data
Offloading

Maintain Officers

Maintain Play Casts

Enter Dues Payments

Search Dues Payments

A 4

\ 4

Admin

Create and Download an Access DB File

Maintain Valley Master Details

\ 4

Search People

Add New People to Sentinel

Generate a Form 330

Sojourner Search

User Maintenance

Gift Fun Maintenance

Valley Status Codes Maintenance
Valley Officer Groups and Committees

Valley and Committee Officer Definitions Maintenance

User-Defined Labels Maintenance
Select Different Valley
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10 Sentinel Notification System

Valley-level users are notified when changes have been made to records within
their Valleys’ system. The Sentinel Notification System (SNS) alerts a Valley of
data changes that have been applied to its records by the Supreme Council. The
Valley user can see whom at the Supreme Council made the change, as well as
the date that the change was made. This notification process occurs
automatically as Patriot broadcasts data changes to Sentinel. Messages appear
on the Sentinel Welcome Screen.

Eiermiis= s | By CHPE &1 s Wil i g v oy Ll 4 ¥ padng fuiTen

| Mismbis Cinlck Luukiip |

| Wember Last Hame | Wember x| Fird ||
Beniessl Mofibeaione 0000000
Date  Typa From  Descriglion Detmta?|
by arppnz Vakey Musiar o The Zanad Valey Wastar racord was updatad oy e |
Updals =epl [ es] on 1A L0 iy |
| Li _|
| Dalste &l Chacked ltams |

Figure 33: Sentinel Welcome Screen with Notifications

After you have read the messages, you can delete them on the Welcome screen
in the SNS by clicking the mouse in the Delete? check box at the right of the
message and clicking on the Delete All Checked Items button.

Examples of data changes applied to Sentinel that trigger an SNS message for
the Valley are new Member processing, address changes, and Member status
changes. Valley users may also use SNS to notify other Valleys and the
Supreme Council in an ad hoc fashion. These messages are displayed on the
Welcome screen.

All messages in the Sentinel Notification System are read-only.

If a notice arrives while you are working, a flashing red exclamation point
appears in the upper left corner of the screen, as shown in Figure 34. If you click
on the exclamation point, then the Welcome screen appears with the new SNS
message.

#: Members

Figure 34: Sentinel New Message Indicator
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11 Screens

NOTE: Some Sentinel functions are restricted to higher-level users. You only
see menu options that are available to your user account type.

11.1 Members

P

Search People
i fAdd New People to Sentinel
 Generate a Form 330
i Sojourner Search

Figure 35: Sentinel Members Menu

11.1.1 Member Quick Lookup

[RITT13 9 Crmic AT s A D s wraly Mt CriThicadiiiig

i' Mambar Ouick L ook

ih'l-lrl & Lagl Mame Mg i | Fird |

Figure 36: Sentinel Member Quick Lookup Screen

This screen allows you to search for a Member by Last Name and/or Member ID
number. It appears after the Welcome or Select a Valley screen, and whenever

you click the Internet Explorer refresh = button. Please see the Advanced
Search Examples for additional information about searching.

Table 7: Sentinel Member Quick Lookup Screen Fields and Buttons

Field/Button Fleld/But_ton Field/Button Description
Name Information
Member Last Search Criterion Use this field to search for a
Name person by last name
. Use this field to search for a

Member ID Search Criterion person by Member number

) . Click this button to initiate a
Find Button Action Button search
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11.1.2 Search People

This screen has multiple tabs—Profile, Other Addresses, Other Member Info,
Offices/Volunteer/Groups, Donations, and Notes.

Sentinel allows you to search using criteria from any of the People Maintenance
screens. You can combine search criteria from multiple screens (Profiles, Other
Addresses, Donations, etc.) by entering the information on each screen and
making sure that AND is selected in the Join Search Elements drop-down box.
Please see the Advanced Search Examples for additional information about
searching.

NOTE: The Member ID and Join Search Elements fields remain unchanged at
the top of every screen in the People Search function.

After you have entered all the search criteria, click the Find button in the upper
right corner of the screen. When the search has completed, Sentinel displays a
list of results on the Browse Search Results screen.

NOTE: You must enter at least one search criterion, or the search will not return
any records.

Members Duers Cilicers N olunieers Walley Dl CHTinadling Bulmin
Coemitenet Seanch Crieria Fromn The Bedow feeas. Ohck Find Afier Yow Bees Flled in Tour Crifena:

| Fridih | laragae | I ALl I it |
[P | e} Juk Biaerh Elamprits with: | AND =] IE'

Figure 37: Join Search Elements Drop-down Box

For example, you wish search for every person in the database who lives in New
Jersey, whose last name starts with R, and is retired. On the Profile tab, enter
R* in the Last Name box, and NJ in the State box. The, go to the Other
Member Info tab, and select Retired in the Job Status drop-down box. Select
AND in the Join Search Elements drop-down box, and click on the Find button.
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11.1.2.1 Profile Tab

11.1.2.1.1 Simple/Expert Versions

Members Nucs Oificer s olamieers Vil e st s CHTaEding Aciimin
Comnilina Saarch Crifesia Fromm Thee Balow Aseas. Chek Find Sfer e Have Blled InYoas CrAeni

il I CHhEr Ao B e l_ D TR R R ] l CHTHE B ERah L resT ri s I Chom s

Maekar D | Join Searck Elamants wiih F”JITH I
s bl s
it | - Firat L | i | |  Leet | : |
Hickame | | Prefames Hame | | B | =]
aley 5 s | Jon | | 5. Member Type | |on| |
Primany Adidress SC Mesnbes ship Stahes. Seloction - Expont Version | Uss Simpls Veszion |
Type - Yalley Diafa | Elakss Vallery / Dale | Sislus
Stalus - L1 1] I - _J%] ] i
Lnet | L2 7l oS AN | i
Ling 1 | | Taleptirn= Hensf
~—'Homa |:| Work: | / Caadl; | |
CityState | = Bt anil Degrayf Dates
Jip Irml:"-nl |nu|i~:'- Earin | ig® 18
County. | Elik 12% | Eky
country. | o ==Ta| et
Change
o I :J
T S T Fpoares Raa
 iE| I[** prevemeay st Spouse Firsl Hama |
2]  Prafereag?  Ind Eipouss Lasi Hama ]
wallay Laet Biad &n) I.\.I | S L g It.l I

SC Membership Status Selection - Simple Version | Use Expert Wersion |
Only show members that are: j Eﬁectivel:l

Figure 38: Simple Version

Table 8: Sentinel People Search — Profile: Simple Version Tab Fields and Buttons

Field/Button Fleld/But_ton Field/Button Description
Name Information
SC Mem Valley, Eff Date and Status Code
Only Show Select the Member classification

Search Criterion

Members That Are from the drop-down box

Use this field to search by the
Since Search Criterion effective date of the Member
classification

Use Expert
Version Button

Click to change to the Expert

Action Button version of the Search screen
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In the Expert version of the Search People screen, the SC Membership Status
section changes to SC Membership Status Selection, and offers several fields
that can be used as search criteria. The rest of the screen remains the same.

SC Membership Status Selection - Expert Version | Usze Simple Wersion |
Walley | Date | Status Walley | Date | Status
L1 17| | |2L2] 12| I I

L3] Bl I [7]L4] 21| | []

Figure 39: Expert Version

Table 9: Sentinel People Search — Profile: Expert Version Tab Fields and Buttons

Field/Button Field/Button

Name Information Field/Button Description

SC Mem Valley, Eff Date and Status Code

Use the ? button to select a
L1-L4 — Valley Search Criterion Valley/Orient combination, or type
the information into the field

Use this field to search by the

L1-L4 — Date Search Criterion level effective date

Use the ? button to select the
L1-L4 — Status Search Criterion level status code, or type the
information into the field

Use Simple
Version Button

Click to change to the Simple

Action Button version of the Search screen
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Table 10: Sentinel People Search — Profile Tab Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Member ID Search Criterion Use this field to search for a
person by Member number
Join Search o Select AND to search by all
. Search Criterion search criteria. Select OR to
Elements With o
search by any search criteria.
Eind Button Action Button Click this button to initiate a

search

Member Name Information

Blimirhid Warnd idnimatios

Piaf | -| Firgl wadie [ Lagt  [park*
MIcknEmE I— Firelemd MHNamne F=Sl ) | -]
Yallay Slaius ' nnl 3 Wambaer Tys I -1|||

Prefix Search Criterion ﬁg)l(ect a prefix from the drop-down

First Search Criterion Use this fle!d to search for a
person by first name

Middle Search Criterion Use this flelo_l to search for a
person by middle name

Last Search Criterion Use this field to search for a
person by last name

Nickname Search Criterion Use this field to search for a

person by nickname

Preferred Name

Search Criterion

Use this field to search for a
person by preferred name

Suffix

Search Criterion

Select a suffix from the drop-down
box

Valley Status

Search Criterion

Use this field to search for a
person by the assigned Valley
Status code

Use this field to search for a

On Search Criterion person by the date of the
assigned Valley Status code
Use this field to search for a

'Sl'ypc):e Member Search Criterion person by the Supreme Council

member type
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Field/Button
Name

Field/Button
Information

Field/Button Description

On

Search Criterion

Use this field to search for a
person by the date of the
Supreme Council member type
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Table 11: Sentinel People Search — Profile Tab Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
Primary Address
Primary Address

Thpe: vI

Status: - I

Ling 1: |

Ling 2: |

City, State: | | j

Zip: [ within|  miles)

County; |

Cauntry: j

Change Code: j
Type Search Criterion ;ﬂ%ﬁgﬁ%éﬁ:g )flddress from
Status Search Criterion Select the address status from the

drop-down box

Use this field to search for a
Line 1 Search Criterion person by the first line of the
street address

Use this field to search for a
Line 2 Search Criterion person by the second line of the
street address

Use this field to search for a

City Search Criterion person by city

Use this field to search for a

State Search Criterion person by state

Enter the ZIP code that you wish
to search. To search only in a
specific ZIP code, leave the text
box blank

ZIP Search Criterion

Enter the radius around the base
ZIP code in miles. This field will
only accept numbers. Wildcard
searches are not available.

(Within X miles) Search Criterion

Use this field to search for a

County Search Criterion person by county
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Field/Button
Name

Field/Button
Information

Field/Button Description

Country

Search Criterion

Use this field to search for a
person by country

Change Code

Search Criterion

Select the address change
notification type/reason from the
drop-down box.
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Table 12: Sentinel People Search — Profile Tab Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Telephone Numbers

Home: |

Telephone Humbers

Work: | Cell: |

Use this field to search by a home

Home Search Criterion phone number
L Use this field to search by a work
Work Search Criterion phone number
L Use this field to search by a cell
Cell Search Criterion phone number
Birth and Degree Dates
Birth and Degree Dates
Bith: | 147 | 180 |
30 | 32° | 33" |
KCCH: | GC: |
Birth Search Criterion Use this field to search by a birth
date
. o Use this field to search by a
14 Search Criterion fourteenth degree date
. o Use this field to search by a
18 Search Criterion eighteenth degree date
. o Use this field to search by a
30 Search Criterion thirtieth degree date
. o Use this field to search by a thirty-
32 Search Criterion second degree date
o Use this field to search by a
KCCH Search Criterion KCCH date
Ge Search Criterion ;Jse this field to search by a GC
ate
330 Search Criterion Use this field to search by a thirty-

third degree date
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Table 13: Sentinel People Search — Profile Tab Fields and Buttons
Field/Button Field/Button . .
Name Information Field/Button Description
Email Addresses
Email Addresses
1 " Preferred?
2] " Preferred?
L Use this field to search by an
1 Search Criterion email address
L Use this field to search by an
2 Search Criterion email address
Click in the radio button to indicate
Preferred? Search Criterion that the email address is the
person’s primary email address
Signers
Signers
1st: |
2ndy
Use this field to search using the
1% Search Criterion name of the first signer for that
person
Use this field to search using the
2 Search Criterion name of the second signer for that

person

Spouse Name

Spouse Hame

Spouse First Name|

Spouse Last Name|

Spouse First
Name

Search Criterion

Use this field to search using the
first name of the person’s spouse

Spouse Last Name

Search Criterion

Use this field to search using the
last name of the person’s spouse
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Table 14: Sentinel People Search — Profile Tab Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Modifications

Wl Lid Med ia |

I.l.l[

L

=

Fl kel da -\.u-[ -1 |

Valley: Last Mod
By

Search Criterion

Use this field to search using the
username of the Valley person
who most recently modified the
record

Valley: Last Mod
On

Search Criterion

Use this field to search using the
date of the most recent
modification of the field by a
Valley user

SC: Last Mod By

Search Criterion

Use this field to search using the
username of the Supreme Council
person who most recently
modified the record

SC: Last Mod On

Search Criterion

Use this field to search using the
date of the most recent
modification of the field by a
Supreme Council user
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11.1.2.2 Other Addresses Tab
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Figure 40: Sentinel Search People — Other Addresses Screen

This screen is used to search using alternate addresses. The address fields
function exactly the same in both alternate addresses.

Table 15: Sentinel People Search — Other Addresses Tab Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Use this field to search for a

Member ID person by Member number

Search Criterion

Click this button to return to the
most recent search results
screen.

Return Button Action Button

Use this button to save a new
record or changes to an existing
record.

Save Button Action Button

Use this field to search for a

Member ID Search Criterion person by Member number
oo Select the type of address from

Type Search Criterion the drop-down box

Status Search Criterion Select the address status from

the drop-down box
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Field/Button

Field/Button Name Information

Field/Button Description

Use this field to search for a
Line 1 Search Criterion person by the first line of the
street address

Use this field to search for a
Line 2 Search Criterion person by the second line of the
street address

Use this field to search for a

City Search Criterion | 0 0 by city

State Search Criterion g:géwsbgi{?atg search for a
zIP Search Criterion g:;éwsbgezl?;%z%‘gc“ for a
County Search Criterion :)Jesééwsbgﬂgjﬁt;eamh for a
Country Search Criterion Use this field to search for a

person by country

Select the address change
Change Code Search Criterion notification type/reason from the
drop-down box.

11.1.2.3 Other Member Info Tab
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Figure 41: Sentinel Search People — Other Member Info Screen
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This screen is used to search using job information, user-defined fields, dues
information, and Blue Lodge information.

Table 16: Sentinel People Search — Other Member Info Tab Fields and Buttons

Field/Button Name

Field/Button

Information Field/Button Description

Member ID

Use this field to search for a

Search Criterion person by Member number

Return Button

Click this button to return to the
Action Button most recent search results
screen.

BB B ors: (51551

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
Action Buttons arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Save Button

Use this button to save a new
Action Button record or changes to an existing
record.

Job Information

Job Information

Ernployer; |

Job Status: Current =

Job Title: |
Job Code: | -]

Employer

Use this field to search for a

Search Criterion person by current employer

Select the job status from the

Job Status Search Criterion drop-down box
) L Use this field to search for a
Job Title Search Criterion person by job title
Job Code Search Criterion Select the job code from the drop-

down box

User Defined Fields

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.

51




Sentinel User’'s Manual

Field/Button Name Field/Button

Field/Button Description

Information
Usesr Dsfimed Fields
Ligar Fiakd 1 [ Ligor Fiald 2 [
i)sesf Fledd 3 | Llges Fleld 4 |
Liser Fletd 5 [ Liger Fleld & [
iiser Fiehd 7 [ Lser Fiaid 8 |
UserFled 9. | Lger Field 10 |
Use this field to search for a
[Field Name] Search Criterion person by the user-defined field
data item

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
52




Sentinel User’'s Manual

Table 17: Sentinel People Search — Other Member Info Tab Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Member Dues Summary

Member Dues Summany
Current Dues Year:

I—
Current Staterment Code: I_
Current Status Code: I_
Currentyear Total Faid:
Current Year Due Balance;

Past Due Balance:

il

Total Balance Due:

Use this field to search for a
Current Dues Year Search Criterion person by the current four-digit
dues year

Use this field to search for a
Search Criterion person by the current statement
code

Current Statement
Code

Use this field to search for a
Search Criterion person by the current dues status
code

Current Status
Code

Use this field to search for a
Search Criterion person by the current amount of
money paid for the year

Current Year Total
Paid

Use this field to search for a
Search Criterion person by the current amount of
money owed for the year

Current Year Due
Balance

Use this field to search for a
Past Due Balance Search Criterion person by the current amount of
the past due balance

Use this field to search for a
Total Balance Due Search Criterion person by the current amount of
the total balance owed
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Table 18: Sentinel People Search — Other Member Info Tab Fields and Buttons

Field/Button Name

Field/Button
Information

Field/Button Description

Blue Lodge Information

Blue Lodge Information

Lodge Mame:

Lodge Mumber:

Lodge City:
Lodge State:

T

Lodge Name

Search Criterion

Use this field to search for a
person by Blue Lodge name

Lodge Number

Search Criterion

Use this field to search for a
person by Blue Lodge number

Lodge City

Search Criterion

Use this field to search for a
person by Blue Lodge city

Lodge State

Search Criterion

Select the Blue Lodge state from
the drop-down box
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11.1.3 Browse People Search Results
The Browse People Search Results screen appears when Sentinel completes a

people search.

_.
L
=

-

Mew Search | Esportto Excel | Reports

Maire Prefermad Address
|, [ Ti )
s, I Cir Jlown, P& 15335-1150
o, I iney Wl 217 i
=i, I Chesape h, M
=, I Svkesville, MD 21 1
o, I nald, MO 311 4
T, I Fomsst Hl, MO 21060 i
i, [ Baitir i [ |
mih, I Hatimioee M
riidh, Sever atk, WD 211 46-21 56

Figure 42: Sentinel Browse Member Search Results Screen

Search results are displayed ten at a time. You can page through the results by
clicking on any of the page number hyperlinks at the bottom center of the screen.
Each Member ID, Name, and Preferred Address is a link to the Profile.

Table 19: Sentinel Browse People Search Results Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
. ) Click on the link to view the
Member ID Link Hyperlink related record
. ) Click on the link to view the
Name Link Hyperlink related record
Address Link Hyperlink Click on the link to view the

related record

New Search
Button

Action Button

Click on the button to discard the
current search results and begin a
new search

Export to Excel
Button

Action Button

This button appears on screens
that allow you to save a set of
records as an Excel spreadsheet.
For more information about this
process, see Saving Reports and
Data Extracts.
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Field/Button Field/Button Field/Button Description
Name Information
) Click this button to see the list of
Reports Button Action Button available reports.

The following reports are available from the Browse People Search Results
screen:

+ Blue Lodge Information Report

+» Deqgree Date Listing

+» Member Directory Listing

+» Member Dues Information

+» People Labels
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11.1.4 Add New People to Sentinel

This screen closely resembles the Profile screen. The major difference is that
this screen is used to add new information to the Sentinel database, while the
Profile and other People Maintenance screens edit information that already
exists. The information that you enter feeds into many other functions in
Sentinel, including searches, reports, data extracts, and other Sentinel functions.
For this reason, you should enter as much information as possible when you
create a new record. However, you can always go back and edit the record, or
add information to it, using the People Maintenance functions.

NOTE: DO NOT create a new record every time you wish to add or edit
information to a person’s record. Use the Search People screen to locate the

appropriate existing record, then use the Profile and other People Maintenance
screens to edit the existing record. It is extremely important to avoid creating
duplicate records. If you think you have created a duplicate record, notify your
Valley Administrator and call Sentinel Technical Support at the Supreme Council,
at (202) 232-3579.
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Figure 43: Sentinel Add New People to Sentinel Screen

This screen can be used to add any kind of People record to the Valley’'s Sentinel
database—Members, Candidates, vendors, members’ spouses, and other non-
members.

After you have entered all the information that you wish to include, click the Save
button to add the new record to the database.
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Table 20: Add New People to Sentinel Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Member Name Information

Blimirhid Warnd idnimatios

Prais [ =] wagie | Last [park®
Mickname I— Frelemd Mame p=3l 5] | _-]

Yallay Slaius ' nnl Z Mambor Type I -1|||
Prefix Optional Field ﬁelect a prefix from the drop-down

oX

First Required Field Enter the person’s first name
Middle Optional Field Enter the person’s middle name
Last Required Field Enter the person’s last name
Nickname Optional Field Enter the person’s nickname

Preferred Name

Required Field

The Preferred Name is the name
that appears in large letters at the
top of the People Maintenance
screens.

Suffix

Optional Field

Select a suffix from the drop-down
box

Valley Status

Optional Field

This field defaults to Candidate,
but you may change the Valley
Status code using the drop-down
box. Options in the Valley Status
drop-down box can be edited
using the Valley Status Code
Maintenance screen.

On

Optional Field

Record the effective date of the
current Valley Status code

Birth Date

Optional Field

Enter the person’s birth date

Save Button

Action Button

Use this button to save a new
record or changes to an existing
record.
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Table 21: Add New People to Sentinel Fields and Buttons

Field/Button

Field/Button Field/Button Description

Name Information
Primary Address
Primary Address
Type; Home -
Status: |G|:u:u:| j
Line 1: |
Line 2: |
City, State: | c
Zip:
Cauntny: | j
Change Code: |Drigina| Ardd j
. . Select the type of address from
Type Optional Field the drop-down box
. . Select the address status from the
Status Optional Field drop-down box
. . . Enter the first line of the street
Line 1 Optional Field address
. . . Enter the second line of the street
Line 2 Optional Field address
City Optional Field Enter the city
State Optional Field Enter the state
ZIP Optional Field Enter the ZIP code
Country Optional Field Enter the country
Select the address change
notification type/reason from the
. . drop-down box. Please note that
Change Code Optional Field whenever you change or add an
address, you must change or add
the Change Code also.
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Table 22: Add New People to Sentinel Fields and Buttons

Field/Button Field/Button

Name Information Field/Button Description

Job Information

Job Information

Employer: |

Joh Title: |

Job Etatus:l =

Job Code: | j

Line1: |

Line2: |

City, State: | v

Zip: |

Courtry: | j
Employer Optional Field Enter the employer’'s name
Job Title Optional Field Enter the person’s job title

. . Select the person’s job status
Job Status Optional Field from the drop-down box
. . Select the person’s job code from
Job Code Optional Field the drop-down box
. . . Enter the first line of the
Line 1 Optional Field employer’s street address
. . . Enter the second line of the

Line 2 Optional Field employer’s street address
City Optional Field Enter the employer’s city
State Optional Field Enter the employer’s state
ZIP Optional Field Enter the employer’s ZIP code
Country Optional Field Enter the employer’s country
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Table 23: Add New People to Sentinel Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Lodge Information
Lodge Information
Mame: |
Mumber:
City |
State: v
Name Optional Field Enter the Blue Lodge name
Number Optional Field Enter the Blue Lodge number
City Optional Field Enter the Blue Lodge city
. . Select the Blue Lodge state from
State Optional Field the drop-down box
Telephone Numbers
Telephone Humbers
Horme:
Wark:
Cell:
. : Enter the person’s home phone
Home Optional Field number
. . Enter the person’s work phone
Work Optional Field number
. : Enter the person’s cell phone
Cell Optional Field number
Email Addresses
Email Addresses
1 " Preferred?
2] " Preferred?
. . Enter the person’s first email
1 Optional Field address
. . Enter the person’s second email
2 Optional Field address
Click in the radio button to indicate
that the email address is the
Preferred? Optional Field person’s primary email address.
This is the email address that is
used by Patriot.
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Table 24: Add New People to Sentinel Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Signers
Signers
15t:|
2ndy
st ; . Enter the name of the first signer
1 Optional Field for that person
2nd Optional Field Enter the name of the second

signer for that person

Spouse Name

Spouse Hame

Spouse First Name|

Spouse Last Name|

Spouse First
Name

Optional Field

Enter the first name of the
person’s spouse

Spouse Last Name

Optional Field

Enter the last name of the
person’s spouse
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11.1.5 People Maintenance

People Maintenance refers to a series of screens used to keep track of personal
information. People Maintenance is not a menu option; in order to find a record,
use the Search People screen. The People Maintenance screens are:

s Profile
+» Other Addresses
+ Other Member Information

+ Offices/Volunteers

++ Donations
+ Notes

People Maintenance can be used to keep track of both Members and non-
Members (for example, a Member’s spouse may have a separate record in the
database.) However, certain screens in People Maintenance, such as Offices,
only apply to Members.
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11.1.5.1 Profile
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Figure 44: Sentinel Member Profile Screen

The Profile screen is used to edit information in existing records. It closely
resembles the Add New People to Sentinel screen. The major difference is that
this screen is used edit information that already exists, while the Add New
People to Sentinel screen is used only to add new information to the Sentinel
database.

NOTE: DO NOT create a new record every time you wish to add or edit
information. Use the Search People screen to locate the appropriate existing
record, then use the Profile and other People Maintenance screens to edit the
existing record. It is extremely important to avoid creating duplicate
records. If you think you have created a duplicate record, notify your Valley
Administrator and call Sentinel Technical Support at the Supreme Council, at
(202) 232-3579.

Options in the Valley Status drop-down box may be set by a Valley Administrator
using the Valley Status Code Maintenance screen.
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Table 25: Sentinel Profile Fields and Buttons

Field/Button Name

Field/Button
Information

Field/Button Description

Member ID

Informational Field

Displays the person’s Member ID
number, if applicable

Return Button

Action Button

Click this button to return to the
most recent search results
screen.

BB B ors: (51551

Action Buttons

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Save Button

Action Button

Use this button to save a new
record or changes to an existing
record.
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Table 26: Sentinel Profile Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Member Name Information

Wsims=i Hains kil reimalsii

FPrpls |[|| '-'l Fired W Mifddie W Lasd IF
Hifkreime |-|-— Priémed Hame ||-' G, Walls Eufa | _-_]
w1y Sl | Member =] on |17 /2004 B .C. Memnbee Typa | o |
. . . Select a prefix from the drop-
Prefix Optional Field down box
First Required Field Records the person’s first name
. . . Records the person’s middle
Middle Optional Field name
Last Required Field Records the person’s last name
Records the person’s nickname.
Nickname Optional Field Used as the Preferred Name in
Patriot.
The Preferred Name is the name
Preferred Name Required Field that appears in Iarge_letters at the
top of the People Maintenance
screens.
Suffix Optional Field Select a suffix from the drop-

down box

This field defaults to Candidate,
but you may change the Valley
Status code using the drop-down
Valley Status Optional Field box. Options in the Valley Status
drop-down box can be edited
using the Valley Status Code
Maintenance screen.

Records the effective date of the

On Optional Field current Valley Status code

Displays the Supreme Council

S. C. Member Type Informational Field membership type.

Displays the effective date of the
On Informational Field Supreme Council membership

type.
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Table 27: Sentinel Profile Fields and Buttons

Field/Button Name

Field/Button
Information

Field/Button Description

Primary Address

Primary Address

Type; Home "I
Status: Good j
Line 1: |18 Bluebird Lane
Line 2: |
CityState:  |Raltimore [MD x|
Zip: |
Courty: |
Cauntry; j
Change Code:| Original Add j
. . Select the type of address from
Type Optional Field the drop-down box
. . Select the address status from
Status Optional Field the drop-down box
. . . Records the first line of the street
Line 1 Optional Field address
. . . Records the second line of the
Line 2 Optional Field street address
City Optional Field Records the city
State Optional Field Records the state
ZIP Optional Field Records the ZIP code
Country Optional Field Records the country
Select the address change
notification type/reason from the
drop-down box. Please note
Change Code Optional Field that whenever you change or
add an address, you must
change or add the Change
Code also.
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Table 28: Sentinel Profile Fields and Buttons

Field/Button Name

Field/Button
Information

Field/Button Description

S. C. Mem Valley, Eff Date and Status Code

SC Membership Status Selection - Expert Version |

Use Simple Yarsion I

Walley | Date | Status Walley | Date | Status
L1] 2| | |21L2] 12| I H
L3] | | 24 B] Tl

S. C. Mem Valley,
Eff Date and Status
Code [Request
Statistical Change]
link

Hyperlink

Click on the link to open the
Reqguest Statistical Changes

dialog box

L1-L4 — Valley

Informational Field

Displays the Valley/Orient
information

L1-L4 — Date

Informational Field

Displays the level effective date

L1-L4 — Status

Informational Field

Displays the level status code

Telephone Numbers

Haorme: |

Telephone Numhbers

Uﬂnrk:l

ce:[

. . Records the person’s home
Home Optional Field phone number

. . Records the person’s work phone
Work Optional Field number

. . Records the person’s cell phone
Cell Optional Field number
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Table 29: Sentinel Profile Fields and Buttons

Field/Button Name

Field/Button

Information Field/Button Description

Birth and Degree Dates

Birth and Degree Dates

Bith: | 147 | 180 |
a0 | 32° | 33" |
KCCH: | GC: |
Birth Search Criterion Records the person’s birth date
. o Records the person’s fourteenth
14 Search Criterion degree date
. o Records the person’s eighteenth
18 Search Criterion degree date
. o Records the person’s thirtieth
30 Search Criterion degree date
. o Records the person’s thirty-
32 Search Criterion second degree date
KCCH Search Criterion Records the person’s KCCH date
GC Search Criterion Records the person’s GC date
. o Records the person’s thirty-third
33 Search Criterion degree date
Email Addresses
Email Addresses
1 " Preferred?
2] " Preferred?
. . Records the person’s first email
1 Optional Field address
. . Records the person’s second
2 Optional Field email address
Click in the radio button to
Preferred? Optional Field indicate that the email address is

the person’s primary email
address
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Table 30: Sentinel Profile Fields and Buttons

Field/Button Name

Field/Button

Field/Button Description

Information
Signers
Signers
1st: |
2ndy
st . : Records the name of the first
1 Optional Field signer for that person
nd . : Records the name of the second
2 Optional Field signer for that person

Spouse Name

Spouse Hame

Spouse First Name|

Spouse Last Name|

. . . Records the first name of the

Spouse First Name Optional Field person’s spouse
. : Records the last name of the

Spouse Last Name Optional Field person’s spouse
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11.1.5.2 Other Addresses
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Figure 45: Sentinel Member Profile - Other Addresses Screen

Use this screen to record additional addresses. You can change this information
without affecting the Preferred Address. You can enter two additional addresses,
for a total of three per record. Fields with identical labels function identically in
both Alternate Addresses.

Table 31: Sentinel Other Addresses Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
. . Select the type of address from
Type Optional Field the drop-down box
. . Select the address status from the
Status Optional Field drop-down box
. . . Records the first line of the street
Line 1 Optional Field address
. . . Records the second line of the
Line 2 Optional Field street address
City Optional Field Records the city
State Optional Field Records the state
ZIP Optional Field Records the ZIP code
Country Optional Field Records the country
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Field/Button

Field/Button

Field/Button Description

Name Information
Select the address change
notification type/reason from the
Change Code Optional Field drop-down box. Please note that

whenever you change or add an
address, you must change or
add the Change Code also.
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11.1.5.3 Other Member Information

i Frodils 5 dribesr Adidresesa By iF e e Wadinr s e G oS iF Deoiwnines 2 Team Bres
Wember i 1 |H. G. Wells === 3 w10 [E 2] [Sawe]
Lialy o iy ;
lEmploer | | Jah Title T |
L iob Status " Job Code | Craative Atz |

[bsean Dogefied ol Flededs ('talleny' om0t il o &2 S0 Tiaod das Crigions umdan = Rdein')

F wariie Color [

resaam

ILicersa Flale

Eample Labal 4

[Hample Labal §

Bample Labal &

BEample Labal 7

Sample Labal &

[Sample Labal 3

Wil Dasas Siblisinaly
Lurrent Dlugs raar
crrent Elalemient Code
Carrent Etalus Code
Carrent Vead Tobal Paid
CrrRnt Y Rar Dys Baancs
Pagt Due Balars

Tolal Bslance Liue

| Barmple Labal 11 | |
Bt Lacdgs lfas msation
Ladpe Mame= |
Lodpe Mumbar
Lodpe City

Lodpe Stals | 'rl

7]

| Shaw Yaarly Duas Detals |

Figure 46: Sentinel Member Profile - Other Member Information Screen

This screen is used to record job information, dues summary information, Blue
Lodge information, and other data items in the user-defined fields. Information in
user-defined fields is not shared with Patriot.

Table 32: Sentinel Other Member Info Fields and Buttons

Field/Button

Field/Button Field/Button Description

Name Information
Job Information

Job Information
Employer: | Job Title: |
Job Status: Current = Job Code: | j
Employer Optional Field Records the employer’s name
Job Title Optional Field Records the person’s job title

. . Select the person’s job status
Job Status Optional Field from the drop-down box

. . Select the person’s job code from
Job Code Optional Field the drop-down box
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Table 33: Sentinel Other Member Info Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

User-Defined Fields

Usesr Dsfimed Fields

iser Fiakd 1 [ ilser Fiald 2 |

i)sesf Fledd 3 [ Llges Fleld 4 |

Liges Flehd 5 | Liger Flgid & |

iser Finid [ iJser Finld & |

Llser Flesd 9 [ Llges Fleld 10 |
The Valley Administrator defines
the fields using the User Defined
Labels Maintenance screen.

[Field Name] Optional Field Each field holds a maximum of 50

characters, including spaces.
Enter the information indicated by
the label. Information in these
fields is used only by Sentinel.

Member Dues Summary

Member Dues Summary

current Dues Year: D

Current Statement Code:

Current Status Code: |:|

Current Year Total Paid: @

current Year Due Balance:

Fast Due Balance: @

Total Balance Due:

| Show Yearly Dues Details |
. . Records the current four-digit year
Current Dues Year Optional Field for dues owed
Current Statement Obtional Eield Records the current statement
Code P code
Current Status Obtional Eield Records the current dues status
Code P code
Current Year Total Obtional Eield Records the current amount of
Paid P money paid for the year
Current Year Due Obtional Eield Records the current amount of
Balance P money owed for the year
. . Records the current amount of the

Past Due Balance Optional Field past due balance
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Field/Button
Name

Field/Button
Information

Field/Button Description

Total Balance Due

Optional Field

Records the current amount of the
total balance owed

Show Yearly Dues
Details Button

Action Button

Opens the Dues Details dialog
box.

Lodge Information

Blue Lodge Information

Lodoe Mame:

Lodoge Mumber:

Lodge City:
Lodge State:

7

Name Optional Field Records the Blue Lodge name
Number Optional Field Records the Blue Lodge number
City Optional Field Records the Blue Lodge city
State Optional Field Select the Blue Lodge state from

the drop-down box
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11.1.5.4 Offices/Volunteers
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Figure 47: Sentinel Member Profile - Offices/Volunteers Screen

This screen records the offices and volunteer positions that are currently or
previously were held by the Member.

Table 34: Sentinel Offices/Volunteers Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Click this button to return to the
Return Button Action Button most recent search results
screen.

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
il ﬂat of 56 ﬂ il Action Buttons arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.
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Field/Button Name

Field/Button
Information

Field/Button Description

Office

Required Field

Select the Office from the drop-
down box. Options in the Office
drop-down box may be set by a
Valley Administrator using the
Valley Officer and Committees
screen.

Group

Informational Field

Sentinel automatically completes
the Group, based on the
information entered in the Office
drop-down box.

Begin Date

Optional Field

Enter the effective start date of
the term in office

End Date

Optional Field

Enter the effective end date of the
term in office

In Office

Optional Field

When a Member no longer holds
an office, it is not necessary to
delete the record. Instead, edit
the record by adding an End
Date and removing the check
mark from the In Office
checkbox.
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11.1.5.5 Donations
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Figure 48: Sentinel Member Profile - Donations Screen

This screen lists information pertaining to all the donations previously given by a
Member, including the date, amount, and specific fund. This is also where new
gifts are recorded.

Table 35: Sentinel Donations Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Click this button to return to the
Return Button Action Button most recent search results
screen.

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
il <| 4 of 56 ﬂ il Action Buttons arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Paid Date Required Field Records the date of the donation
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Field/Button Name

Field/Button
Information

Field/Button Description

Fund

Required Field

Select the fund from the drop-
down box

Options in the Fund drop-down
box may be set by a Valley
Administrator using the Gift Fund
Maintenance screen.

Check/CC Number

Optional Field

Records the check or credit card
number used to make the
donation

Records the amount of the

Amount Required Field donation

Edit Link Action Link Click the link to edit the record

Delete Link Action Link Click the link to delete the record
When you have completed the

Add Link Action Link text of the Note, click the Add link

to save the information
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11.1.5.6 Notes
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Figure 49: Sentinel Member Profile - Notes Screen

This screen allows you to attach free-form text notes to a record. You may add
as many text notes to a record as required. Notes are not shared with Patriot.

Table 36: Sentinel Notes Screen Fields & Buttons

Field/Button

Field/Button Name Field/Button Description

Information
: . Displays the person’s Member ID
Member ID Informational Field number, if applicable
Click this button to return to the
Return Button Action Button most recent search results

screen.

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
il <| 4 of 56 ﬂ il Action Buttons arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Edit Link Action Link Click the link to edit the record

Delete Link Action Link Click the link to delete the record

When you have completed the
Add Link Action Link text of the Note, click the Add link
to save the information
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Field/Button Name

Field/Button

Field/Button Description

Information
Select the Note category from the
list provided. Options are set by
Category Optional Field the Valley Administrator using the
Notes Category Maintenance
screen.
Textual Note Optional Field Enter a note up to 7000

characters long

If you need to add a Notes Category, and you do not have access to the Admin
menu, ask your System Administrator for assistance.
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11.1.6 Generate a Form 330
This function replaces the paper version of the Form 330.

11.1.6.1 Generate a Form 330 — Initial Screen
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Figure 50: Sentinel Generate a Form 330 — Initial Screen

Table 37: Sentinel Generate a Form 330 — Initial Screen Fields and Buttons

Field/Button Field/Button

: Field/Button Description
Name Information

Click this button to indicate that
OK Button Action Button you are ready to proceed to the
next step in the process

You can add as many people as
you like to the Form 330. Simply
enter the number in the box
provided.

Number of men to
be included on this Required Field
Form 330

When you click the OK button, Sentinel moves to the Generate a Form 330 Data
Entry screen.
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11.1.6.2 Generate a Form 330 — Data Entry Screen

This screen is used to select the people who will be invested, and to record the
date of investiture. Information entered on this screen is sent to Patriot.

11.1.6.2.1 Special Instructions
Please read all the instructions before filling out the form.

ONLY USE THIS ONLINE FORM TO COMPLETE INITIATIONS, ADDITIONAL
DEGREES, AND/OR AFFILIATIONS FROM OTHER JURISDICTIONS!

1. For each line, select the new member from your member list using the ?
button.

2. Enter the appropriate dates of investitures.

3. Use the box below each member's selected name to indicate if the member is:
% An initiation,
* Receiving additional degrees, or
% Affiliating from another jurisdiction

4. When done, click the Save button.

5. On the next screen, select Click here to generate your Form 330 report and
print the report on 8.5" x 11" paper.

6. Enclose your Valley's check with the Form 330 you just printed and submit to
the Supreme Council as usual. There is no need to submit a hand-written, yellow
Form 330. The computer version is acceptable.
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Figure 51: Sentinel Generate a Form 330 — Data Entry Screen
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Table 38: Sentinel Generate a Form 330 — Date Entry Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

New Member

Required Field

Click on the ? button use the
Lookup a Person function for each
New Member text box. To enter a
specific person’s name into the
Form 330, click the Select button
on that particular row of search
results.

Chapter Date Optional Field Date of investiture in the chapter
Lodge Date Optional Field Date of investiture in the lodge
Council Date Optional Field Date of investiture in the council
. . . Date of investiture in the
Consistory Date Optional Field consistory
: . Indicate if this is an: initiation,
Describe here if Optional Field additional degree, or affiliation

this is an:

from other jurisdiction

Save Button

Action Button

Use this button to save a new
record or changes to an existing
record.
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11.1.6.3 Generate a Form 330 — Generate Form Screen
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Figure 52: Sentinel Generate a Form 330 — Generate Form Screen

This is the final step in the process of generating a Form 330. All you need to do
is click the Click here to generate your Form 330 report button, and go
through the Save/Download process.
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11.1.7 Sojourner Search

The Sojourner Search function allows you to find Members who are paying dues
to a lodge in a ZIP code that is different from their current home ZIP code. For
example, a Member may reside in Florida, but pay dues to a lodge in his
previous home state of Minnesota. The full Member record is not accessible,
because the Member—and therefore, the Member record—belongs to a different
Valley.

NOTE: Sojourner searches are limited by Orient. If the radius entered extends
past the Orient’s border, the search results will not include matches from another
Orient.

The Sojourner Search screen has two tabs, Sojourner ZIP Code Radius tab
and the Sojourner ZIP Code Listing tab. Each tab performs a different kind of
search.

Searches may take a few minutes, so please click the Search button only once
and allow the search to complete. You will see a message like the one shown in
Figure 53 below. Click the OK button to continue.

Microsoft Internet Explorer x|

& Sojourner searches can take up to bwao minutes to complete, Do not stop or cancel vour search after vou skark!

Figure 53: Sojourner Search Warning Message

DO NOT click on the IE Stop button and start the search again after it has
started; doing so only slows down the server, and repeated attempts may cause
the server to malfunction.

After you click the OK button, you will see a message on the screen that
acknowledges that the search is underway.

| Flease wait,, your search is riERing! |

Figure 54: Search in Progress Message

When the search is complete, you will see your results on the Sojourner Search
Results screen.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
86




Sentinel User’'s Manual

11.1.7.1 Sojourner ZIP Code Radius Tab
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Figure 55: Sentinel Sojourner Search — ZIP Code Radius

This search functions similarly to the ZIP_code radius search on the Search
People screen.

Table 39: Sentinel Sojourner ZIP Code Radius Search Fields and Buttons

Fleﬁg?nu;ton T;\?ﬁﬁ;ﬁ&? Field/Button Description
Enter the ZIP code around which
Base ZIP Code Search Criterion YOU W'.Sh to search. NOTE: This
field will not accept wildcard
searches.
Miles Range from . Enter the number of miles for the
Base Search Criterion radius of the search.
. Click this button to find matching
Search Button Action Button records
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11.1.7.2 Sojourner ZIP Code Listing Tab
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Figure 56: Sentinel Sojourner Search — ZIP Code Listing

Table 40: Sentinel Sojourner ZIP Code Listing Search Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

ZIP Code List

Search Criteria

You may enter a single ZIP code,
multiple ZIP codes, a range of ZIP
codes, or several ranges of ZIP
codes as search criteria.

Separate each ZIP code or ZIP
code range in the list to search
with a comma. Example: 46201,
46202, 46220-46226, 46228

When you enter a range of ZIP
codes, put a hyphen between the
first and last ZIP codes. Example:
46201-46210

Separate multiple ranges with
commas. Example: 46201-46210,
47401-47410, 49601-49610

NOTE: This field will not accept
wildcard searches.

Search Button

Action Button

Click this button to find matching
records
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11.1.8 Sojourner Search Results
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Figure 57: Sentinel Sojourner Search Results Screen

This screen displays a list of all Members from other Valleys who have a Primary
Address within the selected radius of the base ZIP code. Complete Member
Records from other Valleys are not available, nor is the information displayed on
the Sojourner Search Results screen editable.

Table 41: Sentinel Sojourner Search Results Fields and Buttons

Fleld/Button Feld/Button Field/Button Description
Name Information
New Search Click on the button to discard the
Button Action Button current search results and begin a

new search

This button appears on screens
that allow you to save a set of
records as an MS Excel

Export to Excel Action Button spreadsheet. For more

Button information about this process,
see Saving Reports and Data
Extracts.

Reports Button Action Button Click this button to see the list of

available reports.
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The following reports are available from the Sojourner Search Results screen:
¢ Blue Lodge Information Report

+» Deqgree Date Listing

+» Member Directory Listing

«» Member Dues Information

+ People Labels
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11.2 Dues

(Do |

= Enter Dues Payments
i Search Dues Payments

Figure 58: Sentinel Dues Menu

11.2.1 Create a New Dues Payment Batch
This screen opens when you select Enter Dues Payment from the Dues menu.

Dues Payment Entry
Flease Provide Deposit Date for this Pavment Batch

Deposit Date: |

Proceed To Payment Entry |

Figure 59: Sentinel Create a New Dues Payment Batch Screen
This screen is the first step in the Dues Payment Entry process.

Table 42: Sentinel Create a New Dues Payment Fields and Buttons

Field/Button Fleld/But_ton Field/Button Description
Name Information
Deposit Date Required Field Enter the deposit date
Proceed to .
Payment Entry Action Button Click on the button to go to the
Button next step
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11.2.2 Enter Dues Payment
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Figure 60: Sentinel Enter Payment Screen

This screen is the second step in the Dues Payment Entry process. Click on the
? button use the Lookup a Member function for each payment that you wish to
enter. To enter a specific person’s name on the payment screen, click the Select
button on that particular row of search results. When you select the Member,
Sentinel retrieves the Member Record dues information, and refreshes the
screen. The Member’s Primary Address information and name are automatically
filled in. Information in this screen is shared with Patriot.

NOTE: If you enter an amount in the Dues Payment Amount text box that is more
than the amount due, Sentinel notifies you. You may proceed to enter the
amount, and the appropriate credit amount shows on the Member’s record.

After you have entered all the payment information, click the Save button.
Sentinel saves the information to the database and refreshes the screen. The
refreshed screen is blank so that you can enter another payment.

If you wish to review a dues payment record that you have already created, then
use the back arrows (< or <<) to scroll through the record. Some of the text
boxes have been grayed out and can no longer be edited. Also, the buttons are
different.
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Enter Dues Payiment Saved!

ez| «|zorz = =]

Save Payment

| Feports |

fember D
Total Due:
Check Mumber:

Dues Payment Amaount:

J Mame: |

Box 1 Amount;

Box 2 Amount:

I

Box 3 Amount:

[12/12/2003

Show early Dues Details |

Deposit Date:

mMember's Frimary Address
Line 1: |

Line 2:
City:
State:

Fip:

|
|
[ =
|

Country: |

Change Source: |

Update Address |

Figure 61: Sentinel Saved Payment Record

NOTE: Dues payments may not be edited after the information has been saved.
To change the information, delete the payment record and re-enter the
information in a new record. Then, save the new record.

Table 43: Sentinel Enter Dues Payment Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

Action Buttons

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Save Payment

Button Action Button

Use this button to save a new
record or changes to an existing
record

Reports Button Action Button

Click this button to see the list of
available reports
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Field/Button Name

Field/Button
Information

Field/Button Description

Member ID

Required Field

Enter the Member ID number or
use the ? button to search for a
Member

Name

Required Field

If you have selected the Member
ID using the Member Lookup
function, then this information is
filled in automatically.

Total Due

Required Field

Records the total amount owed
by the Member

Check Number

Optional Field

Enter the number of the check
used to pay the dues

Dues Payment
Amount

Required Field

Enter the amount of the Dues
payment

Box 1 Amount

Optional Field

If the member has made an
additional donation to a gift fund,
enter the amount in this field

Box 2 Amount

Optional Field

If the member has made an
additional donation to a gift fund,
enter the amount in this field

Box 3 Amount

Optional Field

If the member has made an
additional donation to a gift fund,
enter the amount in this field

Deposit Date

Informational Field

Displays the date entered on the
Create a New Dues Payment
Batch screen

Show Yearly Dues
Details

Action Button

Opens the Dues Details dialog
box
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Table 44: Sentinel Enter Dues Payment Fields and Buttons

Field/Button Name

Field/Button
Information

Field/Button Description

Member’s Primary Address

Member's Frimary Address

Line 1: |

Line 2:

ity

Zip:

|
I

State: I - I
|

Country: |

Change Source: |

Update Addrass |

Records the first line of the street

Line 1 Optional Field address
. . . Records the second line of the

Line 2 Optional Field street address

City Optional Field Records the city

State Optional Field Records the state

ZIP Optional Field Records the ZIP code

Country Optional Field Records the country
Select the address change
notification type/reason from the
drop-down box. Please note

Change Code Optional Field that whenever you change or

add an address, you must
change or add the Change
Code also.

Update Address
Button

Action Button

Click the button to edit the
member’s address information
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11.2.3 Search Dues Payments
Please see the Advanced Search Examples for additional information about
searching.
Search Dues Payments
Join Search Elements with: |AND = Search Payments |

Member 1D | J

LastiFirst Mame: | |

Check Mumber: Ii

Dues Payment Amount: Ii

Box 1 Armount. Ii

Box 2 Amount: Ii

Box 3 Armount: Ii

Deposit Date: Ii

Entered By Ii

Entered On: Ii

Figure 62: Sentinel Search Dues Payments Screen — Before Searching

This screen is used to search for dues payment information. After the search is
complete, the information displays and the buttons on the screen changes to the
Search Dues Payments Results screen.

Table 45: Sentinel Search Dues Payment Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Search Payments
Button

Action Button

Click to search for dues payment
records that match the criteria you
have entered

Member ID

Search Criterion

Use this field to search by
Member ID number. Enter the
Member ID number or use the ?
button to search for a Member.

Last/First Name

Search Criterion

Use this field to search by
Member name. Enter the
Member’s last name in the first
box and/or the member’s first
name in the second box

Check Number

Search Criterion

Use this field to search by check
number
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Field/Button

Field/Button

Field/Button Description

Name Information
Dues Payment Search Criterion Use this field to search by the
Amount amount paid for dues

Box 1 Amount

Search Criterion

Use this field to search by the
amount donated to the gift fund

Box 2 Amount

Search Criterion

Use this field to search by the
amount donated to the gift fund

Box 3 Amount

Search Criterion

Use this field to search by the
amount donated to the gift fund

Deposit Date

Search Criterion

Use this field to search by deposit
date

Use this field to search by the

Entered by Search Criterion name of the person who created
the deposit record
Use this field to search by the
Entered on Search Criterion date that the deposit record was

created

You can run the Dues Payment Processing report from this page by clicking the
Reports button and selecting Dues Payment Processing.
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11.2.4 Search Dues Payments Results

4 Pasmrierils Founid
Export ko Excel | Reports

Blemiber I Harme il Deal rrrenil I
o5 smith, NG 2 il

55 I Smith, I i1k l

S smith, I BRI

Figure 63: Sentinel Search Dues Payments Results Screen

This screen provides links to the dues payment records that match the search
criteria entered on the Search Dues Payments screen.

Table 46: Sentinel Browse Dues Search Results Fields and Buttons

Fleld/Button FieId/But_ton Field/Button Description
Name Information
Member ID Link Hyperlink E(:allig't(egnrézirl(ijnk to view the
Deposit Date Link Hyperlink E(:alli;(egnrégirlélnk to view the
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11.2.5 View Dues Payment

Muimbois Db Oificii & aluilaai & Wl Nata OMaading Adinin | aggioin

ierw Dusas Payment |
o]l ore 3] 2] oewtepaymene | Regoes |
Kambar |0 B vama: [
Chack M |7
Diues Pagment Amaunt I_-_

Bucee 1 Arritaml |

almioner's Fund Ling 1: [0

Widires & Cephaes. |

Dapost Date | I

Figure 64: Sentinel View Dues Payment Screen

This screen appears after you have selected a dues payment record to view from
the Search Dues Payments Results screen.

NOTE: Fields that are grayed out may not be modified. Buttons that are grayed
out are not operational.

Table 47: Sentinel View Dues Payments Fields and Buttons

Field/Button

Field/Button Name Information

Field/Button Description

A button with a single forward
arrow (>) moves you forward one
record. A button with a double
forward arrow (>>) moves you to
the last record in the record set.
A button with a single backward
il ﬂat of 56 ﬂ il Action Buttons arrow (<) moves you back one
record. A button with a double
backward arrow (<<) moves you
to the first record in the record
set. The numbers in the middle
describe the current record and
total number of records.

Click this button to delete the
Delete Payment . payment record from the

Button Action Button database. You cannot undo this
action.

Click this button to see the list of

Reports Button Action Button available reports
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Field/Button Name

Field/Button
Information

Field/Button Description

Member ID

Informational Field

Displays the Member ID number

Name

Informational Field

Displays the Member’s name

Check/CC Number

Informational Field

Displays the check or credit card
number used to make the original
payment

Amount Boxes

Informational Fields

Displays the amount designated
for each fund, if any

Deposit Date

Informational Field

Displays the date that the deposit
record was created

Show Yearly Dues
Details Button

Action Button

Opens the Dues Details dialog
box.

You can run the Dues Payment Processing report from this page by clicking the

Reports button and selecting Dues Payment Processing.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.

100




Sentinel User’'s Manual

11.3 Officers/Volunteers

'h Maintain Officers
1 Maintain Play Casts

Figure 65: Sentinel Officers/Volunteers Menu

11.3.1 Valley Officer Maintenance

This screen is used to maintain the Valley’s officer structure in Sentinel. Officer
assignments automatically transfer to Patriot. This screen has both a search
function and a data entry function. It functions similarly to the Play Cast
Maintenance screen.

When you first open this screen, the entire list of Valley officers is displayed.
Information on this screen is shared with Patriot.

ECII'II.I! Eroup Lasi Mama TermBegin  Term End n Ofice™ Fﬂdj
| 5 | s F o s
Tice 1] Fdar degm Dale End Ol n O
I H [ M8 [ 1 |®

Figure 66: Sentinel Officer Maintenance Screen

If you wish to see only a subset of the list, you can narrow it down using the Find
function at the top of the screen. Select your criteria in the drop-down boxes in
the top section of data fields, and click the Find button. You must select at least
one item in order to sort out the list.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
101



Sentinel User’'s Manual

Table 48: Sentinel Valley Officer Maintenance Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Search
Ciflce Group Lasi Mams Term Bsgin Term End _r'|l|'||rq'.' Fl"lﬂl
| B SF r [ el
Click this button to start a search,
Find Button Action Button after you have filled in at least one

search criterion.

Reports Button

Action Button

Click this button to see the list of
available reports

Options in the Office drop-down
box may be set by a Valley
Administrator using the Valley

Office Search Criterion Officer and Committees screen.
Select the office that you wish to
search for.

o Select the group that you wish to

Group Search Criterion search for
Enter the last name of the

Last Name Search Criterion officeholder that you wish to
search for

. o Select the start date of the office

Term Begin Search Criterion record that you wish to search for

o Select the end date of the office
Term End Search Criterion record that you wish to search for
In Office Search Criterion Select either active or inactive

officer records
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Table 49: Sentinel Valley Officer Maintenance Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Add

Cornmander G| wistson, | 17:002 1Ha200s g5
Cornmander Corl ==, [ 1H 200 12005 veg i
Commandet ol acciph, [ 15004 1152005 )
Mastar of Kadoeh corsistony  Jonas, [INGTGTNNE Ve i -
Mizsbar of Kadosh Cornslstony - Polioknf - 1113002 112002 o
Valley Secretary Cthar Errllh_— rJ3004 173152008 o Ed i
Valley Secrelary Cthar Wiels, Herbar Gaorge 12r1520032 17312004 Mo
Venerable Mather Lt Smith, [ 2nenoeo 12002 i
Weierahhe Masher Lo Fa h'l-rl._ 112002 BE
Wererabke Masier Loeis ketee I 1oz TeE Eiif Ioekas

S = Ty [Cookup Hame—= 3] 5] | g

Office

Required Field

Select the office that you wish to
add to the record. Sentinel
automatically selects the Group.

Name

Required Field

Enter the name of the person who
holds the office, or click the ?
button to open the Lookup a
Member dialog box.

? Button

Action Button

Open the Lookup a Member
dialog box

X Button

Action Button

Click this button to delete the
information in the field

Begin Date

Optional Field

Enter the beginning date of the
term of office

End Date

Optional Field

Enter the end date of the term of
office

Active

Optional Field

Indicate whether the officeholder
is currently active by placing a
check mark in the checkbox
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11.3.2 Play Cast Maintenance

This screen is used to maintain information about cast Members for Degree
plays. The cast lists for Degree plays 4-32 are defined in Sentinel and ready for
use. This tool allows Valleys to keep track of all the Members who know a
specific part in a Degree play. The last date that the Member performed the role
also appears on the play cast record, if you choose to enter this information.
This screen functions similarly to the Valley Officer Maintenance screen.

Foadn

i 5t Wnica od* | anan, NG 10 Or2003 Y3

Ind Voice o adshes, [ G 12050200 1IIS2000  Yes
e Wi s 04" Alban, _ Yas
a55t Expart i Faen, | NENEGEGN 11 5T 99 100 22003 Y3
Capt of Gusnd [T Ll YT _ 1712003 s
Wa=star af © aramoniss il o lones, _ 10¥3 998 2112003 ¥as
Oiraior o4 | emifn Vas

= [ HE | &

Figure 67: Sentinel Play Cast Maintenance Screen
This screen is used to maintain the various casts for plays in Sentinel.

When you first open this screen, the entire list of people who have participated in
plays is displayed. If you wish to see only a subset of the list, you can narrow it
down using the search function at the top of the screen. Select your criteria in
the top section of data fields, and click the Find button. You must select at least
one item in order to sort out the list.
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Table 50: Sentinel Play Cast Maintenance Fields and Buttons

Flelﬂg?nuéton T;}?ﬁﬁ;ﬁf;’: Field/Button Description
Search
|Fiode Play, LasiMame  FustActed  LasiAced  Ative?
— ] [ T 11 1 [ 3] Lwesors|
Click this button to start a search,
Find Button Action Button after you have filled in at least one
search criterion.
) Click this button to see the list of
Reports Button Action Button available reports
L Select the role that you wish to
Role Search Criterion search for.
o Select the play that you wish to
Play Search Criterion search for
Select the last name of the
Last Name Search Criterion member that you wish to search
for
) L Select the earliest date that the
First Acted Search Criterion member first acted in the play
. Select the most recent date that
Last Acted Search Criterion the member acted in the play
) L Select either active or inactive
Active Search Criterion members records
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Table 51: Sentinel Play Cast Maintenance Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Add
Pl | e
i 5t Wnica od* | anan, NG 10 Or2003 Y3
Ind Voice o adshes, [ G 12050200 1IIS2000  Yes
e Wi s 04" Alban, _ Yas
a55t Expart i Faen, | NENEGEGN 11 5T 99 100 22003 Y3 [Ecki] [Chslat]
Capt of Gusnd iT by h':r.m__ 1712003 s
Wa=star af © aramoniss il o lones, _ 10¥3 998 2112003 ¥as
O aiod o4 | emifn Yas
] [ i I I I+ [Add
1
Select the role that you wish to
Role Required Field add to the record. Sentinel
automatically selects the play.
Enter the name of the member
Name Required Field who, or click the ? button to open
the Lookup a Member dialog box.
. Open the Lookup a Member
? .
? Button Action Button dialog box
. Click this button to delete the
X Button Action Button information in the field
. . . Enter the first date that the
First Acted Optional Field member acted in the play
. . Enter the most recent date that
Last Acted Optional Field the member acted in the play
Indicate whether the member is
Active Optional Field currently active in the play by

placing a check mark in the
checkbox
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11.4 Valley

Maintain Yalley Master Details

Figure 68: Sentinel Valley Menu

11.4.1 Maintain Valley Details

4 5 T cers Voketess W aliny Diata OeMosdng AN L gt
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Figure 69: Sentinel Maintain Valley Details Screen

This screen maintains detail information about the Valley. Some data items,
such as the Valley ID/Name, and Orient are not editable, and display only for
informational purposes.

Three types of addresses can be maintained on this screen—the official address
for the Valley, the renewal address, and the invoice address. Please note that all
address fields on the screen function exactly alike. Dues and Gift Fund
information are also maintained on this screen.

11.4.1.1 Dues

The dues amount for each level can be set individually. This item is used in
calculations and reports throughout Sentinel. Dues information is shared with
Patriot.
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Table 52: Sentinel Maintain Valley Details Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Wall ayiDaTians: | ll

Crmnt

Save | Befrash ]

Save Button

Action Button

Use this button to save a new
record or changes to an existing
record.

Refresh Button

Action Button

When you edit a record, the
information that you change can
affect other data items on the
same screen. Clicking refresh
allows you to see your changes.

Valley ID Informational Field Displays the Valley’s ID number
Valley Name Informational Field Displays the Valley’'s Name
Orient Informational Field Displays the Valley’s Orient
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Table 53: Sentinel Maintain Valley Details Fields and Buttons

NOTE: Address fields function identically for all types of addresses.

Field/Button

Field/Button

Field/Button Description

Name Information
Address Information
i s e 4:_115'_!-3 Aeldr 25 s Infed imatsn
Lin 1 [Eamimare 5k Bodies Valley Phone. [410-243-3200
Ling 2 |=300 M. Charlas Streat [#10-243-3232
CilSale  [Bakimare WD = Yalley Emak  [aasr@ercines
Zip, Counky  [21Z1B-1808 = Walley Website |
Renewal At s Wifor iation irvolce kidiess ifoimation
Ling 1 [Eakimans Sk Bodies [E£C 2B Ecattish Ris
Lirws 2 |3800 H. Charas Soreat |za300 M. Charlas Strast
Cil Ealp |Bakimorna (Mo =) |Baltmare |
Zip. Counky [2121E-1803 =] D, Courdy  [Z1ZiB-1E0n LS4 |
. . . Records the first line of the street
Line 1 Optional Field address
. . . Records the second line of the
Line 2 Optional Field street address
City Optional Field Records the city
State Optional Field Records the state
ZIP Optional Field Records the ZIP code
Country Optional Field Records the country
. . Records the Valley’'s primary
Valley Phone Optional Field phone number
. . Records the Valley’s primary fax
Valley Fax Optional Field number
. . . Records the Valley’'s primary
Valley Email Optional Field email address
Valley Website Optional Field Records the URL of the Valley's

website
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Table 54: Sentinel Maintain Valley Details Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Dues
Dues
Levell Amaunt: Im SpecialAmountt: Im
Level2Amount: IW SpecialAmount2: Im
Level3Amount: IW SpecialAmounts; Im
LewveldAmount: IW SpecialAmountd. IW

SpecialAmounts: |52.3EIEIEI

. . Records the annual dues amount
LevellAmount Optional Field for a Level 1 membership
. . Records the annual dues amount
Level2Amount Optional Field for a Level 2 membership
. . Records the annual dues amount
Level3Amount Optional Field for a Level 3 membership
. . Records the annual dues amount
Level4Amount Optional Field for a Level 4 membership
SpecialAmountl Optional Field
) ) . The Special Amount boxes are for
SpecialAmount2 Optional Field alternate dues amounts. These
SpecialAmount3 Optional Field special dues amounts are applied
. . . to the Member record in the Dues
SpecialAmount4 Optional Field Master Record function.
SpecialAmount5 Optional Field

Dues Notices Funds

Dues Notices Funis

Box 1 Fund for Motice Description:
Box 2 Fund for Motice Description:
Box 3 Fund far Motice Description:

Test Fund 1 j

Almoner's Fund? j

Widow & Orphans j

The choices for the drop-down

boxes in this are set in the Gift
Fund Maintenance screen. Use
these drop-down boxes to select

Box 1 Fund for . .
Notice Description Optional Field
Box 2 Fund for . .
Notice Description Optional Field
Box 3 Fund for . .
Notice Description Optional Field

the funds that appear on the Dues
renewal notices.
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11.5 Data Offloading

= Create and Download an Access DB File

Figure 70: Sentinel Data Offloading Menu

Sentinel can prepare a snapshot of Valley data in an MS Access format,
available for download. Additionally, each Valley may trigger a regeneration of
the MS Access snapshot to be downloaded. A regenerated snapshot needs
about an hour to complete.

MEFTIET S Dues Uficersfolumesrs Waley Datn Cfloadng Adrmm Lagoul

Creme i Desrilosd o o ossf Aocess Copy of you Valley's Dita

| Craats Accass Databass Fila To Download |

Click the butiors 1o bagin fe creation. Floase be padon as his mako ke several minuas)

Figure 71: Sentinel Data Offloading Screen

This local copy of the database may be used for secure storage, disconnected
data browsing, and custom reporting using any reporting tool that supports MS
Access.

The Valley’s snapshot database includes the following tables:
% Member Table
s Activity Table
* Registration Table
+» Gift History Table
% Valley Information Table
% Officers Table
s Committee Assignments Table
% Casts Table
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11.5.1 Create and Download an MS Access Database

To create a snapshot database, select this option from the Data Offloading
menu. Simply click the button to start the process.

Create Access Database File To Download |

Figure 72: Sentinel Database Creation Button

After the database has been created, Sentinel displays a message like the one
shown in Figure 73 below, and allows you to download the database.

Create and Download a Microsoft Access Copy of your Valley's Data

Your Access database was created successiullyl
The file size is: 5.816MB

Click here to download!

Figure 73: Sentinel Database Creation Message & Link

Click the Click here to download link and follow the steps to save a file.
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12 Dialog Boxes

12.1.1 Lookup a Person

‘23 Person Lookup -- Web Page Dialog

Last Mame:

First Mame:

Figure 74: Sentinel Lookup a Person Dialog Box

This dialog box is a simplified search screen. You can search by last name, first
name, or both. Please note that Sentinel finds exact matches only. For
example, if you type “Wells” into the last name text box, variant spellings such as
“Welles” do not appear.

Please see the Advanced Search Examples for additional information about
searching.

Table 55: Sentinel Lookup a Person Fields and Buttons

Fiellsllg?nu;ton T:?:)C:ﬁ;ttltgr? Field/Button Description
Find Button Action Button SCéi;:(CLhis button to initiate a
First Search Criterion gesfséwsbgi:?ston:ﬁ]afh for a
Last Search Criterion gjﬁséwsbgﬁfstt%:lﬁqag chfora
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12.1.2 Lookup a Member
a Member Lookup - Web Page Dialog

0

Last Mame:

First Mame:

Figure 75: Sentinel Lookup a Member Dialog Box

This dialog box is a variation of the Lookup a Person dialog box. The only
difference is that the Lookup a Member dialog box offers the additional option of
searching by a Member ID number. (You can search by any combination of
Member ID, last name, and first name.) Please note that Sentinel finds exact
matches only. For example, if you type “Wells” into the last name text box,
variant spellings such as “Welles” do not appear.

Please see the Advanced Search Examples for additional information about
searching.

Table 56: Sentinel Lookup a Member Fields and Buttons

Fielﬂg%u;ton 'lzﬁ(l)drﬁ;ttltg: Field/Button Description
Find Button Action Button SCéingLhis button to initiate a
D Search Criterion ;L)Jjﬁs(t)?:Sbgerlr?etrgbseeralrlghntjor:]ger
First Search Criterion gesr?séwsbgi:?ston:l?naemh fora
Last Search Criterion gesr?séwsbgﬁfstt%:lﬁwagm for a
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12.1.3 Request Statistical Change

Access this function by clicking on the SC Valley Membership, Effective Date,
and Status Code link on the Member Profile screen.

a RequestStatisticalChange -- Web Page Dialog

Current Membership Status for Member
Lewvel Valley Status Effective Beginning On

Lodge:  [Baltimore |

Chapter:  [Baltimore

|
Council:  [Baltimore |
|

Consistary: [Baltimore

Proposed Membership Status for Member
Valley Status Effective Beginning On

[Baltimare j |

Chapter:  [Baltimore =
Council: |E.a|tirn|:|re jl

Consistary: [Baltimore =

Optional note explaining this regquest

Save this Request

|hI:I:|:|:,l',l'patriu:ntsuppn:nrt.net:BIZIBIII,I'F'e::nple,l'RequestStatistin:al |ﬂ Inkernet

Figure 76: Sentinel Request Statistical Change Dialog Box

Status may be changed at any level or combination of levels. For each level
changed, please enter a status effective date.
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Current statistical information is displayed for informational purposes, but cannot
be edited. When a change is requested, the information is gueued for review by
the Supreme Council. Until the requested change is reviewed, no further
statistical changes can be requested for the same record. If you attempt to enter
another change before the previous change is processed, the system produces
the message shown in Figure 77 below (with appropriate information):

There iz a pending request from lirapkin submitted on 1M1 232004 2:11:40 PM that has
not been processed by the Supreme Cauncil. Mo further statistical changes may be
requested until the current request is reviewed.

Figure 77: Previous Request Statistical Changes Message

The Save This Request button does not appear, and you cannot save your
changes.

Table 57: Sentinel Request Statistical Change Fields and Buttons

Field/Button Field/Button
Name Information

Field/Button Description

Current Membership Status Information

Request Statistical Change For Member

Current Membership Status for Member

Level Valley Status Effective Beginning On
Lodge:  |Salisbury  |D [3/22/1339
Chapter:  [Salisbury D [4/12/1900
Council:  [Salisbury [ [4/19/1999
Consistory: [Baltimore [ |5/1/1999
Displays the Valley where the
Valley Informational Fields | Member was invested with the
level
. . Displays the member status code
Status Informational Fields for the level
Effective Informational Fields Displays the effective date for the
Beginning On level
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Table 58: Sentinel Request Statistical Change Fields and Buttons

Field/Button Field/Button
Name Information

Field/Button Description

Proposed Membership Status Information

Proposed Membership Status for Member
Effective Beginning On

Level Valley Status

Lodge:  [Salisbury

=l

Chapter:  |Salisbury

=]

Council:  |Salisbury

=]

Consistary: [Baltimore

Optional note explaining this request

=l

Save this Reguest

Displays the Valley where the

Valley Informational Field Member was invested with the
level
. . Select the status code you wish to

Status Optional Field request to change
Effective Obtional Eield Enter the desired effective date for
Beginning On P the change

. Enter a brief explanation of the
Optional note
explaining this Optional Field reason that the change was
request request and any other pertinent

information

Save This Request

button Action Button

Use this button to save a new
record or changes to an existing
record
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12.1.4 Find a Valley

This dialog box only appears on the Expert version of the Profile tab of the
People Search screen. Clicking on a ? button next to the first box for a level in
the Expert section opens the dialog box.

SC Membership Status Selection - Expert Version | Usze Simple Wersion |
Walley | Date | Status Walley | Date | Status
L1 | | |2L2] | | H
L3 B | . L4: .

Figure 78: People Search Screen - Profile Search - Expert Version

The dialog box displays a list of Valley names, along with the Orient for each
Valley. Clicking the Select button enters the information into the appropriate field
for the search.

a Member Lookup -- Web Page Dialog

Hame

Orient

Aberdeen
Anana
Alken
Albany
Alexandria
Alliance
American Military
Anchorage
Arecibo
Ashewille
Astoria
Atlanta
Algusta
Austin
Baker
Bakersfield
Balboa

South Dakota
Okinawa - Guam
South Carolina
Georgia
Yirginia
Mebraska
Mato Bases
Alaska

Fuerto Rico
rHorth Caraling
Qregan
Georgia
GeOrgia
Texas

Qregon
California

Fanama Canal

Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select

Select

R E A

Select |

|htt|:n:,I',I'patri-:ntsuppl:nrt.net:EDSDICDmmDnDiaIDgs,l"-.-'-aIIE';.le:uc |ﬂ Inkernet

Figure 79: Find a Valley Dialog Box
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12.1.5 Dues Details

Access this function by clicking on the Show Yearly Dues Details button on the
Other Member Info screen.

‘2 Dues Details -- Web Page Dialog
Dues Details
10 5574090
Marme: Edward Smith

Total Due FPaid Balance

50.00 50.00 1]

Figure 80: Sentinel Dues Details Dialog Box

A year-by-year record of dues information available in Sentinel displays in the
dialog box.

Table 59: Sentinel Request Statistical Change Fields and Buttons

Field/Button FieId/But_ton Field/Button Description
Name Information
Total Due Optional Field Elzcségf itr?; ;g:zldamount due for
Paid Optional Field f:f;;é‘;f ihe total amount paid for
Balance Optional Field 5: :ﬂfg‘i ;gfegalance due for the
e
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13 Reports

13.1 Saving/Downloading Reports

No matter which report you are saving, the process is the same. When you have
run the report and elected to save it (rather than open it for immediate viewing),
Sentinel/Windows opens a series of dialog boxes to lead you through the
process.

The first step is to choose whether to view or save (download) the file. Windows
opens a File Download dialog box. To save the file, click the Save button. To
view the file, click the Open button. If you do not wish to proceed, click the
Cancel button.

File Download __: x|

[ooks sugpicious, ar you do nok fully frust the zource, do not open ar

@ Some filez can harm your computer. [F the le information below
save this file,

File name: Sentinel344. mdb
File twpe:  Microzoft Access Application

From: patriotzupport. net

&, Thiz type of file could harm your computer if it containg
maliciouz code.

Wiould you like to open the file or zave it to your computer?

Open | Save I Cancel b ore Info

¥ | falways azk before opening this pe of file

Figure 81: File Download Dialog Box

If you choose to view the file, then Adobe Reader opens automatically and
displays the file. If you decide that you would like to save the file, then click on

the Save icon | in Adobe Reader and follow the Save procedure.
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If you prefer to download the file and click the Save button, then the Save As
dialog box opens. Navigate to the place where you wish to save the file. Enter
the name of the file in the File name drop-down box, and make sure that the
Save as type drop-down box shows the correct file type.

5 ave in; Iﬁ LR apkin j = ¥ E-

= Deskiop
Fawarites

I:I My Documents
|:| Skart Menu
|:| serCraka

File narme: ISentinel344 j Save I
j Cancel |
E

Save as type: I Microzoft Access Application

Figure 82: Save As Dialog Box

To complete the process, click the Save button. To abort the process, click the
Cancel button.

13.2 Output Formats

13.2.1 Crystal Reports (Crystal HTML Viewer Document)

Crystal Reports works behind-the-scenes to format information for printable
reports. The displayed report is read-only, but may be printed.

13.2.2 PDF

PDF is a read-only format. You can view or save a PDF file from Sentinel.
However, you must have an Adobe program (Reader, Acrobat, etc.) installed in
order to view the file. Adobe Reader may be downloaded for free at the following
website: (http://www.adobe.com/products/acrobat/readstep2.html).

13.2.3 MS Word

MS Word files are read/write, provided you have MS Word installed on your PC.
You can view or save an MS Word file from Sentinel.
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13.2.4 MS Excel

MS Excel files are read/write, provided you have MS Excel installed on your PC.
You can view or save an MS Excel file from Sentinel.

13.3 Blue Lodge Information Listing

13.3.1 Generating the Report

Access the report from the Search Member Profiles — Search Results screen.
After you have completed a search, click the Reports button. Select the Blue
Lodge Information Listing report by clicking on it. Then, click the Next button.

Select Report To Fun From The List and Click Hext

Degree Date Listing

hember Directary Listing

hlember Dues Information

FPeaople Labels (Avery 5160 Laser Label)

Figure 83: Select the Blue Lodge Report
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13.3.2 Report Parameters

Select the format for the report output using the drop-down box, and click the
Next button to generate the report.

Mrmhers Chirm MirmgYodunier e Unlley Ill@ EHnmdiesg

Hepmi: Eue Lodgs iformafien LisSosy
Sedacl Papameters o s Beporn ||
Coupud oy repan Sprmsfled &9 |l.'r,-s|.1| HTHL Wimsar Docurmant E

First Bart Ordar |-'-J|.|'|! try Hame '|
Becond Bard Gidei |I nige Ciy ﬂ

Tiriral Eaart Ordar |L|.|d:|r Slale *'l

< Bark

Figure 84: Blue Lodge Report Parameters

13.3.3 Report Content
% Member ID Number

s Preferred Name
+ Lodge Name/Number
+ Lodge City/State
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13.4 Degree Date Listing

13.4.1 Generating the Report

Access the report from the Search Member Profiles — Search Results screen.
After you have completed a search, click the Reports button. Select the Degree
Date Listing report by clicking on it. Then, click the Next button.

Select Report To Run From The List and Click Hext

Blue Ladge Infarmation Listing
Degree Date Listinc
Mermber Directory Listing
Member Dues Infarmation
FPeople Labels [Avery 5160 Laser Label)

Figure 85: Select the Degree Date Listing Report

13.4.2 Report Parameters

Select the format for the report output and the sort criteria using the drop-down
boxes, and click the Next button to generate the report.

Wembers Dues Oificers’ohmbeers Valley Ikais Oifoading Rdmin

Fearant: Daip et Db Listing

Saloct Parameiars fes this Roport

Daztpud mw repor fomabed as Micraaf] Encel Daciumen ﬂ
Drcdar Fapail By Wembe: Humber :’

_<Back | Maxt> |
Figure 86: Degree Date Report Parameters

13.4.3 Report Content

s Person ID s 32° (Date)
s Name s 33° (Date)
% 14° (Date) % KCCH (Date)
% 18° (Date) % GC (Date)

s 30° (Date)
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13.5 Member Directory Listing

13.5.1 Generating the Report

Access the report from the Search Member Profiles — Search Results screen.
After you have completed a search, click the Reports button. Select Member
Directory Listing report by clicking on it. Then, click the Next button.

Select Report To Run From The List and Click Hext

Blue Lodge Information Listing
Degree Date Listing
tember Directory Listing
Mermber Dues Information
FPeople Labels (Avery 5160 Laser Label)

Figure 87: Select the Member Directory Report

13.5.2 Report Parameters

Select the format for the report output and the sort criteria using the drop-down
boxes, and click the Next button to generate the report.

Members Dues OfMicers Y sunieers Walley [l OiMoailing Bimin Logmn

Fapant: Marilion DiEaciary Listig |

This repart ksls meomiber inloemaion on a =ngle line for each member This
rapart is sukable for af Wasing fomals

| Sabech Bl mmetnn  los This Pegert |

QIR iy de e formaisd ag | Bticresafl Yeord Documend j I
Firsi Sor Ondeer iﬁ\.plu by Mama '|'|
Betnnd S Orosr ! Mlenber Slahes 'l
Third Sort Order [opcode = |

< Back flast = |

Figure 88: Member Directory Listing Report Parameters

13.5.3 Report Content

< Member Name < Work Phone #
< Member Status « Cell Phone #
s Preferred Address + Email Address (Preferred

<+ Home Phone # Email)
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13.6 Member Dues Information Report

13.6.1 Generating the Report

Access the report from the Search Member Profiles — Search Results screen.
After you have completed a search, click the Reports button. Select the Member
Dues Information report by clicking on it. Then, click the Next button.

Select Report To Run From The List and Click Hext

Blue Lodge Information Listing
Degree Date Listing
tember Directory Listing
‘Member Dues Information

Feople Labels [Avery 5160 Laser Label)

Figure 89: Select the Member Dues Report

13.6.2 Report Parameters

Select the format for the report output using the drop-down box, and click the
Next button to generate the report.

MEFTInEr S Dues Uficersiolumess aley Datn Cfloadng Adrmm L ppgoa

Riogprd - Wemidsen [4ses W6l il [

Skt Paramatens Tol Bés Rapon |

Dt rry repart formated @ [Crystsl HTWL Yiewer Docurent =] |

< Back | Mk = |

Figure 90: Member Dues Information Report Parameters

13.6.3 Report Content
s Member ID # K

Member Name

X4

Current Balance

L)

Past Due Balance

X/
L X4
X/
L X4

>
X4

Current Year Total Paid

o
A

Current Dues Year D

L)

X4

Total Balance

X/
L X4

Current Dues Code D

L)

X/
L X4

Current Statement Code
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13.7 People Labels

13.7.1 Generating the Report

Access the report from the Search Member Profiles — Search Results screen.
After you have completed a search, click the Reports button. Select the People
Labels report by clicking on it. Then, click the Next button.

Select Report To Run From The List and Click Hext

Blue Lodge Information Listing

Degree Date Listing

Mernber Directory Listing

Member Dues Infarmation

‘Peaple Labels (Avery 5160 Laser Label)

Figure 91: Select the People Labels Report

13.7.2 Report Parameters

Select the format for the report output and the sort criteria using the drop-down
boxes, and click the Next button to generate the report.

MESTIE S Dues

[.

OficersAolumicers Valey Oata CiTloadng A

Rapgart: Paople Labeks iRy 5160 Lasa Labali

|

E".lll'.l:Ll i rapant e alod &5 Sdabe Acrabal Fis :J

 Selict Pagatustars for fhis Rapant

tider Listssin By Alphatsbcal =

_sBack |[Hext> |

Figure 92: People Labels Report Parameters

| oo

NOTE: For large mailings, a ZIP code sort is preferred, but not required, by the
U. S. Postal Service for ease of processing.

13.7.3 Report Content

< Name

s Member Number (if applicable)

+ Address

s City/State/ZIP
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13.7.4 Printing Labels

Sentinel automatically formats this report for Avery 5160 labels. An MS Word
file formats the labels for easy printing. Load the blank label sheets into the
printer according to the printer manufacturer’s instructions, or hand-feed the
blank labels if the printer allows.

NOTE: The correct way to hand-feed or insert a sheet of blank labels into a
printer varies according to manufacturer and model. If you are unsure how to do
this, check the printer’'s user manual for instructions.
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13.8 Dues Payment Processing Report

13.8.1 Generating the Report

Access the report from the Search Dues Payments screen. After you have
completed a search, click the Reports button on the Search Dues Payments
Results screen. Select the Dues Payment Processing report by clicking on it.
Then, click the Next button.

MEmoErs Oues DMcersVolur e Valey [harlm CHTlzaxding Armen

;51-h|:| Fapart To Fum Froan Thee Lisd amd Clck M

« Back || Hlarl::-l

Figure 93: Select Dues Payment Processing Report

13.8.2 Report Parameters

Select the format for the report output, the level of detail (Detail/Summary) and
the sort criteria using the drop-down boxes, and click the Next button to generate

the report.

Mueirtheis LHICmi S oiuiflemi & Wlly Vela LMo adesg A

Fepart; Duss Bagmenl Procsssing
This repart s duas pemants processsd I ynur cument st
[ Sebect Farametens (o this FBeparl |
TR Iy PRt Tiematad R |l."r_-':| al HINL Viewer Doournent j
Disptay Dipfall ar BurmemanyT il =
Fire Sioer Oy |r-.-:r\-'\-i "'F
E'E-n-'.l:-n:l‘i-:-dl:r:-:u [Depasit Daie =]

< Bsck | Mt |

Figure 94: Dues Payment Processing Report Parameters
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Report Content

Summary

s Member Name

s Member ID

% Deposit Date

% Check/CC Number
+ Dues Amount

s Check Total

% Subtotals

13.8.3.2

+ Subtotal of each of the three fund contributions (Boxes 1,2 and 3)

+ Subtotal of dues payments applied to previous years

+» Subtotal of dues applied to current year

+ Subtotal of unearned dues (Dues collected for an ensuing year or
years)

Detail

% Member Name

s Member ID

% Deposit Date

% Check/CC Number
s Payment Amount

+ Dues applied to year XXXX

+» Subtotals

+ Subtotal of each of the three fund contributions (Boxes 1,2 and 3)
+ Subtotal of dues payments applied to previous years
+» Subtotal of dues applied to current year

+ Subtotal of unearned dues (Dues collected for an ensuing year or
years)
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14 Data Extracts

Data extracts are customizable reports based on searches. You must perform a
search in order to create a data extract. Data extracts function identically, no
matter the source of the data. The People Profile Search data extract example is
used throughout the manual.

14.1 Creating a Data Extract

14.1.1 Access Data Extract Function

Data extracts are accessed by clicking the Reports button on any Search
Results page. When the list of reports appears, select Extract a dataset and
click the Next button. This action sends you to the Select a Dataset screen.

Select Report To Run From The List and Click Next

Blue Lodge Infarmation Listing

Degree Date Listing

Member Directory Listing

fember Dues Infarmation

Feaople Labels (Avery 5160 Laser Label
Extract a dataset

| < Back |[ Mext =]

Figure 95: Extract a Dataset

Table 60: Sentinel Report Selection Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
. Moves you to Select a Dataset
Next Button Action Button screen
Back Button Action Button Returns you to Search screen

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
131




Sentinel User’'s Manual

14.1.2 Select a Dataset

Available choices vary according to the type of search you have performed.
Select a dataset from the list of choices by clicking on it with the mouse, and click
the Next button. This action sends you to the Select Fields for Extract screen.

Select Dataset From The List and Click Next

:Heople Profile Search

| < Back |[ Mext = ]

Figure 96: Select a Dataset

Table 61: Sentinel Dataset Selection Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
. Moves you to Select Fields for
Next Button Action Button Extract screen
. Returns you to Report Selection
Back Button Action Button screen
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14.1.3 Select Fields for Extract

When you create a data extract, you are pulling information directly out of the
Sentinel database tables. Therefore, the available data items that you see in the
list may not always be identical to the field labels that you see on a search
screen. Also, the available data items will be in alphabetical order, rather than
the order that you see on the screen.

Wambers Dues DAicers Aolieeeer s Valley [lmia Oflusding Admin
Sefect Feedils Ter Exfiact
Fiefil Mo Chveck Al B glur.ll_i Selecied
Ful s [F |=d
e Cusln U _J
=ndei El
HomeFas ]
HomreP hore IF'
InfAatanDale |E|
ECCHDgS ilT |
=l
LM pedly ]
LA M Bon ]
I anthidamn 1 LI
| <Back || Makt= |

Figure 97: Select Fields for Extract

When you have completed your selection, click the Next button. This sends you
to the Select a Format screen.

Table 62: Sentinel Select Fields for Extract Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
Click inside the box to select all
: . available fields. There may be
Check All Files Selection Checkbox several dozen fields, so this may
take a few minutes.
. Use these checkboxes to select
Selected Selection Checkbox individual data items
. Moves you to Select a Format
Next Button Action Button screen
. Returns you to Select a Dataset
Back Button Action Button screen
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14.1.4 Select Format for Extract

14.1.4.1 Output Formats
Output format options are:

% MS Word
s+ MS Excel

All output files are read/write, provided you have MS Word/MS Excel installed on
your PC.

Mreinbein | iFliom s vtsluifienin 'l gt el LHlInmdmg HAdimn

L _ Salect 3 Fanmat fud tha Extract

Zatpid W et famneled |H|'_ o= Excel Document j

<Back || Mewt> |

Figure 98: Select an Output Format

After you have selected the format for the data extract, click the Next button.
This will begin the save/download procedure.

Table 63: Sentinel Select Fields for Extract Fields and Buttons

Field/Button Field/Button

: Field/Button Description
Name Information

Choose MS Word for a text

Output my extract Selection Drop-down document or MS Excel for a

formatted as: Box

spreadsheet.
Next Button Action Button Begins the save procedure
Back Button Action Button Returns you to Select Fields for

Extract screen
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14.2 Saving/Downloading Data Extracts

No matter which data extract you are saving, the process is the same. When you
have completed the dataset, field, and format selection process, Windows opens
a series of dialog boxes to lead you through the process.

Windows opens a File Download dialog box. To save the file, click the Save
button. To view the file, click the Open button. If you do not wish to proceed,
click the Cancel button.

File Download __: x|

[ooks sugpicious, ar you do nok fully frust the zource, do not open ar

@ Some filez can harm your computer. [F the le information below
save this file,

File name: Sentinel344. mdb
File twpe:  Microzoft Access Application

From: patriotzupport. net

&, Thiz type of file could harm your computer if it containg
maliciouz code.

Wiould you like to open the file or zave it to your computer?

Open | Save I Cancel b ore Info

¥ | falways azk before opening this pe of file

Figure 99: File Download Dialog Box

If you choose to view the file, then the appropriate program opens automatically
and displays the file. If you decide that you would like to save the file, then click

on the Save icon @ and follow the Save procedure.
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If you prefer to download the file and click the Save button, then the Save As
dialog box opens. Navigate to the place where you wish to save the file. Enter
the name of the file in the File name drop-down box, and make sure that the
Save as type drop-down box shows the correct file type.

21x]
5 ave in; Iﬁ LR apkin j = ¥ E-
. _lCookiss:
@ = Deskiop
Higtary Favarites
I:I My Documents
|:| Skart Menu
|:| UserData
2 File narme: IS entinel344 j Save
fdy Hetwork P...
Save as tppe: IMiu:ru:usu:uft Access Application j Cancel |
s

Figure 100: Save As Dialog Box

To complete the process, click the Save button. To abort the process, click the
Cancel button.
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The Final Product

After you have completed the save procedure, you can open your data extract
using the program appropriate to the file format.
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Figure 101: Data Extract Displayed in MS Excel
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15 Administrative Users

15.1 Data Updates

There are three classes of data flow between Sentinel and Patriot. Each flow is
described below, along with general rules for how updates are applied:

15.1.1 Data Entry in Sentinel That Updates Non-Sensitive Patriot
Data
Non-sensitive data is data that pertains to the dues system. Data changes

pertaining to the dues system automatically update the dues records for the
corresponding Member in Patriot automatically, and is not reviewed.

o
r,

£ General Process Flow of information from Sentinel to Patnot (Pamaot Insensifive Data) h

Ermwy Caila ‘ . I',_ ___l'_‘=.H || h{ }—‘ i ‘

Teartifas dile
i Paisgi

Figure 102: Flow of Non-Sensitive Information from Sentinel to Patriot
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15.1.2 Data Entry in Sentinel That Updates Sensitive Patriot Data

Sensitive data refers to address updates, names changes, officer changes, and
Member statistical changes. In these scenarios, the data does not automatically
update Patriot, but is queued for review by Patriot users. This review process in
Patriot ends with a message sent to the Valley through the Sentinel Notification
System.
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Figure 103: Flow of Sensitive Information from Sentinel to Patriot
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15.1.3 Data Entry in Patriot That Updates Sentinel

Data entered in Patriot always overrides the Sentinel data. When this occurs, the
Valley receives notification of the change through the Sentinel Notification

System.

/ General Process Flow of Infformation from Patriot to Sentinel \

: Data iz Stored
Patriot uzer enterz 1 Batriok

. Databaze

hould thiz data tranzfe
to Sentinel?

Mo = [one

Yez

Update data
in Sentinel

Does thiz data update
exizting data in Sentinel?

—={ Done

ez

!

Sentinel Notification
Service issues data lIpdate data | s
update me=zzage to in Sentinel

Walley

- /

Figure 104: Flow of Information from Patriot to Sentinel
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15.2 System Security

All communication between the Sentinel application server and the client PC is
encrypted by 128-bit Secure Socket Layers. This encryption level is the current
industry standard for data-communication encryption over the Internet.

15.3 Valley Administrators

A Valley Administrator accesses all areas with complete edit capability, and has
authority and complete control to maintain accounts for other users within the
Valley (with the exception of the Valley Administrator account itself). This section
describes additional screens and functions available to Valley Administrators

15.4 Dual/Plural Member Records

Sentinel maintains records for each Valley associated with a dual/plural Member,
while Patriot maintains a single record for the dual/plural Member. This gives the
Supreme Council one set of name/address/phone and degree date information
for a Member, while giving each Valley discretion in viewing and maintaining its
own Member record.

When a Valley wishes to change a Member’s address, the change is ultimately
approved or disapproved by a Supreme Council staff member. If the change is
approved, all Sentinel addresses for other Valleys sharing that Member are
notified via the Sentinel Notification System and updated. If not approved,
address changes are not applied to the primary address in Patriot, and other
Valleys do not receive the change. However, the Valley that made the original
change still shows the Member’s new address in Sentinel, and is notified via the
Sentinel Notification System that the address in Sentinel is out of sync with the
Patriot system. The Supreme Council can always override a Valley by
processing an address change in Patriot. All Valleys associated with the
Member are notified via the Sentinel Notification System that a new address
change has been processed and applied to the existing Sentinel address.
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15.5 Select a Valley Screen

Your permissions may allow you to work with more than one Valley’'s data.
Therefore, it is necessary for you to select a Valley before proceeding with work.
The Select a Valley screen is where that selection is made.

Select a Valley

Your credentials require you select a valley
to weork with. Highlight the wvalley from the
list helow and click "OK".

Aberdeen i’

Agana

Aiken

Albany

Alexandria

Alliance

American Military
Anchaorage

Arecibo

Asheville hd

Copyright 2003 - Patriot Software Solutions, Inc.

Figure 105: Sentinel Select a Valley Screen

Select the Valley by highlighting it with the mouse and clicking OK. If you wish to
change Valleys without having to log out and log in again, go to the Admin menu
and click on the Select Different Valley menu option. The Select a Valley
screen opens.
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15.6 Admin Menu Functions

NOTE: The Admin Menu is not available to all users; access is based on user
account type.
' -
System-Wide User Maintenance

Gift Fund Maintenance
i Valley Status Codes Maintenance

i \falley Officer Groups and Committees
:: Yalley and Committee Officer Definitions Maintenance
i User Defined Labels Maintenance

Select Differemt Valley

Figure 106: Sentinel Admin Menu (All Options Displayed)

15.6.1 User Maintenance

Add
Syeiem-Wda Liser Malndanance

L osipiin Miafmid W alley MEme CiiEnl Marme Parmissian

alireas Gignigia Walley Admirssiraior
ced Lmana wallEy Adminesiralar
LETHET] Wiaillary Adminesraior
dhawiham ¥¥ichita valley Adminesiraior
pfrarme West Wirginia valley Adrninestraior
Jkabn Washmpian vallay Adminesiraior
imarshall Balrnone Mardlani valley Alrmifesralo
irabinighe CiumEmerand Wallay Admiresiraion
Ihaieig Eallrmioie vialley AdmireSiralon
lirapkir allay Adminesdrato

Figure 107: Sentinel User Maintenance Screen

This screen is used to select an account to modify. All of the user accounts that
can be managed are displayed in the results table. To edit the user account,
click any one of the links.

Table 64: Sentinel User Maintenance Fields and Buttons

Field/Button Field/Button . .
Name Information Field/Button Description
) Click this button to create a new
Add Button Action Button USer account
) ) . Click on the link to edit the user
Login Name Link Hyperlink account
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Field/Button Field/Button Field/Button Description
Name Information
Valley Name Link Hyperlink ;I(I:igguc;]rtl the link to edit the user
Orient Name Link Hyperlink ;I(I:igguc;]rtl the link to edit the user
Permission Link Hyperlink ;I(I:igguc;]rtl the link to edit the user
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15.6.2 Edit User Account

Savel ﬂ«ddl Delete Feturn

Login Marne: |
MEW Passward: |
MEW Fassword Cnnﬂrmatinn:|
Full Name (Firstand Last): |

Email: |

Walley: Baltimare j
Crient: j
Lser Role: j

Last modified by an 12:00:00 Ahkd

Figure 108: Sentinel Edit User Account Screen

This screen is used to create, delete, or edit user accounts. You can also use
the screen to

* Reset passwords,
s Set permissions,
+ Update email accounts.
Table 65: Sentinel Edit User Fields and Buttons

Field/Button FieId/But_ton Field/Button Description
Name Information

Login Name Required Field Records the username
NEW Password Optional Field” Sets the user’s password
CN:EX:‘/irIanZStiZV:\md Optional Field” Confirms the user’s password
Full Name Required Field Records the user’s full name
Email Optional Field Records the user’'s email address
Valley Optional Field Records the user’s Valley
Orient Optional Field Records the user’s Orient
User Role Required Field Records the user’s Role

" This field is required when a new user account is created. When the user account is
maintained, the field is optional; you do not need to reset the password every time you edit the
user account.
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15.6.3 Gift Fund Maintenance
G Funils il s e
'T Funil Ling 4 Ksa 00 chears T | T Waq hars mas
ALNMORER Almoner's Fund2 Almoners Fund Lre { Almoners Fund Line i)
TEET Tesl Fund 1 v i
TEET1 Tew Fund 2 d
TEET3 TaslFund 3 1 EiT] D e beckad

I
1
Figure 109: Sentinel Gift Fund Maintenance Screen

This screen is used to add, delete, and modify gift fund records. The table
column headings are links that can be used to sort the records alphabetically.

T Frmids Maienaince

gl a1 Mg 1 gl Ars s
MMONER  Alwaesrs Funt? rnangs Fund Ling 1 Ay Fued Ling il
TEET Tzt Fund 1 |
TEET2 Tast Fund ¥ F|
| [whdow B Orphans fwidows & Orphars |Gt Fuird (B [Cancel]

Figure 110: Sentinel Gift Fund Maintenance Screen — Edit Mode

The screen refreshes when you change to edit mode, and you are able to edit
the Fund Name and both lines of the message. Sentinel automatically audits
changes to the fund record by recording the username and the date of each
modification.

Gift fund information appears on dues notices, is used to generate reports, and is
parsed for financial information.

Table 66: Sentinel Gift Fund Maintenance Fields and Buttons

Field/Button

Field/Button

Field/Button Description

Name Information
Fund Code Required Field Records the Fund Code
The Fund Name is used to
populate the Dues Notices Fund
Fund Name Required Field drop-down boxes on the Maintain

Valley Details screen. Enter the
fund name exactly as you wish it
to appear on the screen.
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Field/Button

Field/Button

Field/Button Description

Name Information
) ) . Records the first line of
Line 1 Required Field information about the fund
Line 2 Required Field Records the second line of

information about the fund

15.6.4 Valley Status Code Maintenance

CAMDIDATE
MEM
FIDHEEM
JPOLUEE

[

Wiy S1ahEs Coile Ml shaice
iy Sl LS pdEjes d

Carriidate

Mamhar

o M ambsar

dpouse

Werdortaet. Frowder

[

Figure 111: Sentinel Valley Status Code Maintenance Screen

This screen is used to define the categories that are used to classify People
records. You can also see the number of People records in each category.

You may delete the entire record by clicking on the Delete action link. Please
note that only status codes with a count of zero may be deleted.

Table 67: Sentinel Valley Status Code Maintenance Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Valley Status Code

Required Field

Records the Valley Status Code

Valley Status
Description

Required Field

Enter the Valley Status description
exactly as you wish it to appear on
the screen.
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15.6.5 Valley Officer Groups and Committees

Wl CHTRz 8 Gil Gl Biil Coimaim ses Rasilinimnin

1l e Raim

Btk Coenimimas [ H] [
Chaphar "fes ]
Conslsion Vs
Councd hi
Lodyge = i
MOESr Lommiiss MO 15
L0 1T T i
| Mo

Figure 112: Sentinel Valley Officer Groups and Committees Screen

This screen is used to define the groups and committees that are used to classify
Officer and Volunteer records. You can also see the number of records in each
category. Items in this table are used to populate the drop-down box on the
Valley and Committee Officer Definitions Maintenance screen.

You may delete the entire record by clicking on the Delete action link. Please
note that only groups with a count of zero may be deleted.

Table 68: Sentinel Valley Officer Groups and Committees Fields and Buttons

Field/Button Fleld/But_ton Field/Button Description
Name Information
. . Select the group to which the
Group Required Field office belongs
Edit Link Action Link Click the link to edit the record
Delete Link Action Link Click the link to delete the record
When you have completed the
Add Link Action Link text of the Note, click the Add link
to save the information
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15.6.6 Valley and Committee Officer Definitions Maintenance

LA @ Rarnhin

Counil Comenandas 1
Conssshary Master of Kadosh i
Bk Commifes LEles

Lickge Vanarabia Wagler 1
Chapar Visa Wagles 1
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Figure 113: Sentinel Valley and Committee Officer Definitions Maintenance Screen

This screen is used to define the Office and Committee roles that are used to
classify Officer and Volunteer records. You can also see the number of records

in each category.

You may delete the entire record by clicking on the Delete action link. Please
note that only groups with a count of zero may be deleted.

Table 69: Sentinel Valley Officer Groups and Committees Fields and Buttons

Field/Button
Name

Field/Button
Information

Field/Button Description

Group

Required Field

Select the group to which the
office belongs

Office Name

Optional Field

Enter the name of the office as it
appears on the other Sentinel
screens

Office Rank

Optional Field

Rank refers to the office’s position
within a group (organizational
level or committee). In the
example above, Master of Kadosh
is the highest rank in the
Consistory group, and Wise
Master is the highest rank in the
Chapter group. Rank is used to
sort records in reports and data
extracts. Enter a number that
indicates the office’s relative
position in the group.
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15.6.7 User-Defined Label Maintenance

Edit User Defined Field Labels
Save I
1|Favorite Color 6. |Sample Label &
2.|Ir'|Seam 7. ISampIe Label 7
3|License Plate 8. |Sample Label 8
4.|Sample Label 4 g |Sample Label 9
5.|Sample Label 5 1D.|Sample Label 10

Figure 114: Sentinel User-Defined Label Maintenance Screen

There are ten fields on the Other Member Info screen that can be customized to
reflect a Valley’s particular needs. This screen is used to assign a label to those
fields. Simply type the label for each field in the appropriate text box and click
the Save button. You do not need to label all the fields.

NOTE: User-defined fields have a maximum length of 50 characters.

15.6.8 Select Different Valley

Selecting this menu option opens the Select a Valley screen so that you can
change Valleys without having to log out and log in again.
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16 Common Sentinel Errors and Error Messages

This is a troubleshooting guide that explains how Sentinel indicates that an error
has occurred, and how to solve the problem that created the error.

When you encounter a technical issue or error that is not covered in this
troubleshooting guide, your first resource is your Valley Administrator. Technical
support is also available.

16.1.1 Errors in Individual Fields

Fields with errors show a yellow background, as in Figure 115 below, when you
try to save or move on to the next step in a process. You must correct the error
in the marked field(s) to proceed.

Figure 115: Field with Yellow Background Indicating an Error

This error occurs because the information you have entered is formatted
incorrectly, or is inappropriate for the field type. For example, entering a ZIP
code in a phone number field results in this error. The message bar may provide
additional information in some cases.

16.1.2 Required Fields
Required fields have an aqua background, as shown in Figure 116.

|Parks
Figure 116: Required Field with Aqua Background

All required fields on a screen must have data in them in order to proceed. If you
try to proceed without information in one or more required fields, you receive a
required field error message. If the screen is a search screen, Sentinel simply
returns a No Matching Records Found message, as shown in Figure 117
below.

Mo matching people ar member records were found based on the search criteria you supplied.

Click Here to try again

Figure 117: No Matching Records Found Message
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On any other kind of screen, Sentinel displays an error message that lists the
required fields, like the one in Figure 118 below.

Microsoft Internet Explorer x|
The following Fields must be entered to save this page:
- Last Mame
- First Mame

- Preferred Mame
- Preferred Address Line 1

Figure 118: Required Fields Error Dialog Box

In addition, the screen refreshes and displays a list of required fields, a shown in
Figure 119.

The following fields must he entered to save this page:
m LastMame
m First Mame

m Preferred Mame
m Preferred Address Line 1

Figure 119: Required Fields List on Screen
Fill in all required fields on the screen to eliminate this error.
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16.1.3 Content Edit Checks

Sentinel checks the format of certain data items, such as phone numbers, dates,
email addresses, and ZIP codes. For example, if you enter only four digits in a
ZIP code field, then Sentinel prompts you to correct the error. Table 70 below
describes correct field formats.

Microsoft Internet Explor x| Microsoft Internet Expl - x|
& The date vou entered is not valid! & The zip code entered is nat walid!
Please enter a valid zip code

Please enter dakes as mmj'dd ey

Microsoft Internet Explorer i[

& The phone number you entered is nok walid!

Figure 120: Sample Sentinel Edit Check Error Messages

NOTE: When entering dates, phone numbers, and ZIP codes it is not necessary
to include hyphens or parentheses. Sentinel automatically formats these fields.
When entering a dollar amount, be sure to include the decimal point and two
digits to the right of the decimal point (cents amount), even if it is .00.

To eliminate the error, click OK in the error message dialog box to close it, and
re-enter the information in the field using the correct format.

Table 70: Sentinel Field Formats

Field Type Correct Format
ZIP code 5 digits (46220) or 5 digits + 4 digits (46220-4184)
Phone Number Area code and 9 digits (317-555-1212)
Dates Two-digit month, two-digit day, four-digit year
(12/01/2004)
Email XXXX@XXXXX. XXX

Automatically formats to two decimal places

For example, if you enter 100, then Sentinel formats the
amount as 100.00. If you enter 1.000, then Sentinel
formats the amount as 1.00.

Dollar Amounts

Year Four-digit year (2004)

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
153



16.1.4 General Errors

The general error message appears whenever there is an error in the system
that is “unexpected,” or unanticipated the programmers who created the Sentinel
program. A detailed email message is sent automatically to the System
Administrator to inform him or her of the circumstances and nature of the error.

Sentinel User’'s Manual

ALERT - An error occurred while your request was being processedd!

An unexpected error has occurred while you were
warking in Sentinel. An email has automatically
heen sentto the appropriate support staff letting
them know this has occurred.

Please follow these steps:

1. Click the link at the bottom of this window to start
wour Sentinel session over again.

2. 3o back to the place in Sentinel where the errar
occurred and attempt to complete your task again.

[fyau are getting this error repeatedly, please log
out of Sentinel and call the Suprarme Council for
additional help.

Click here to startwour Sentinel session over

Figure 121: Sentinel General Error Message

When this error appears, follow these steps:

1.
2.
3.

If you get the same error repeatedly (three times or more), log out of Sentinel and

Click the Click here to start your Sentinel session over link,
Log in to Sentinel normally,

Go back to the place in Sentinel where the error occurred, and attempt the
exact same task again.

call the Supreme Council for help at (202) 232-3579.
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17 Task Quick-Reference Guide

This section may be photocopied by authorized Sentinel users without violation
of copyright.

Quick reference guides are step-by-step instructions for performing common
tasks. Follow the steps in the order listed to complete the task.

17.1 Add a Candidate to the Sentinel Database
1. Select Add New People to Sentinel from the Members menu

P

Search People
i fAdd New People to Sentinel
 Generate a Form 330
i Sojourner Search

2. Enter as much information as possible about the Candidate. At the very
least, you must enter:

+ Last Name
s First Name
s Preferred Name
s Preferred Address Line 1
3. Select Candidate in the Valley Status drop-down box
4. Enter the effective date of the Candidate Status in the on box

Walley SthSICandidate jnn|1f21f20D4

5. Click the Save button
Save |

17.2 Change a Candidate Record to a Member Record
1. Search for the Candidate using the Member Quick Lookup or People Search

screen

2. Select the Candidate record from the Browse People Search Results screen
by clicking on a hyperlink

3. On the Profile tab of the record, change Valley Status from Candidate to
Member

4. Enter the effective date of the Member Status in the on box

valley Status | Member ~lon[1/2/1900
5. Click the Save button

Save |
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17.3 Generate a Form 330
1. Select Generate a Form 330 from the Members menu

P

Search People

Add New People to Sentinel
Generate a Form 330
Sojourner Search

2. Enter the number of initiates in the Number of men to be included on this
form 3307? box

Mumber of men to be included an this form 3307 IE

3. Click the OK button and wait for the Data Entry screen to appear

ok |

4. Using the ? button and the Lookup a Person dialog box, search for the person
who will be invested. When you click the Find button, Sentinel searches for
matching records and the screen refreshes, showing the search results.

‘23 Person Lookup -- Web Page Dialog

Last Mame:

First Mame:

5. Inthe Lookup a Person dialog box, click the Select button that is in the
same row as the name of the person to be invested.

HName Member I
Alban, Marigold Russell -1 Select |

6. Sentinel automatically records that person’s name in the New Member box
and close the Lookup a Person dialog box.

[#][New Member |
1 I".-"'-.I'E”SJ Herbert George ﬂ

7. Enter the effective date of the investiture in the Chapter in the Chapter Date
box

[Chapter Date |

—
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8. Enter the effective date of the investiture in the Lodge in the Lodge Date box

||L0{Iue Date |

9. Enter the effective date of the investiture in the Council in the Council Date
box

|E0uncil Date |

10. Enter the effective date of the investiture in the Consistory in the Consistory
Date box

|E0nsismry Date |

11.Enter the reason for the Form 330 (initiation, additional degrees, affiliation
from other jurisdiction) in the large text box.

Descrbe hera if this is an: INITIATION, ADDL DEGREES, AFFILIATION FROM OTHER JURISDICTIOMN!

12.Click the Save button.

Save |

13. Sentinel saves the information you have entered and opens the Generate
Form screen.

14.Click the Click here to generate your form 330 report button

Click here to generate your form 330 report |

15.The File Download dialog box opens. Click the Open button.

File Download x|

Some filez can harm your computer. [F the le information below
[ooks sugpicious, ar you do nok fully frust the zource, do not open ar
zave this file,

File name: Sentinel344. mdb
File twpe:  Microzoft Access Application

From: patriotzupport. net

&, Thiz type of file could harm your computer if it containg
maliciouz code.

Wiould you like to open the file or zave it to your computer?

Open | Save I Cancel b ore Info

¥ | falways azk before opening this pe of file
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16.Adobe Reader opens and the completed Form 330 displays. Click the print
icon 2@ to print the form.

X/

% If you want to save the Form 330, click the save icon =5
* The Save a Copy dialog box opens.
% Name the file and click the Save button

2| x|
Save in; Ia Sentinel Manual - Patriot j = I'j{ B~
Ej.ﬁ.dmin
@Graphics

E:I Samples, Repaorts & Extracts
E,:I Source Materials

Object name: Form330 j Save

Save 53 type: &idobe POF Files [* pdf] Cancel |
%
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17.4 Request a Statistical Change (Non Form 330)

1.

Search for the Member using the Member Quick Lookup or People Search
screen

Select the Member record from the Browse People Search Results screen by
clicking on a hyperlink

On the Profile tab of the record, click the SC Mem Valley, Eff Date and
Status Code [Request Statistical Change] link.

SC Mem Valley, Eff Date and Status Code [Request Statistical Change]

Sentinel opens the Request Statistical Change dialog box.

a RequestStatisticalChange -- Web Page Dialog

Current Membership Status for Member
Valley Status Effective Beginning On

|paltimore | |D |

Chapter: |E.a|tim|:|re ID

|
Council:  [Baltimore D |
|

Consistory: [Baltimore D

Proposed Membership Status for Member
Level Valley Status Effective Beginning On

Lodge: [Baltimare |

Chapter: IEaItiml:ure
Death

Council: Baltimore Demission
Expulsion

Initiation
suspension far NPD

Consistony |Baltimore

Save this Reguest

|I‘|I:I:|:|:,l',l'patri-:utsuppu:urt.net:EiEIEiEI,I'F‘e:::pIe,I'RequestStatisti-:al |ﬂ Internet

Enter the new Status and the effective date of the new Status for the Lodge,
Chapter, Council, and Consistory. Enter an explanatory note in the large box.

Click the Save this Request button. Sentinel queues the request for review
by the Supreme Council.
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17.5 Change an Address, Phone Number, or Email Address

1. Search for the Member using the Member Quick Lookup or People Search
screen

2. Select the Member record from the Browse People Search Results screen by
clicking on a hyperlink

3. On the Profile tab of the record, change the address, phone number, or email
address information as necessary.

Primary Address

Type; Home "I

Status: Good j

Line 1: |18 Bluebird Lane

Line 2: |

CityState:  |Raltimore [MD x|

Zip: I—

Courty: |

Country: j
Change Code:| Original Add j

Telephone Numhbers

Haorme: | Wiark: | Cell: |

Email Addresses
1 " Preferred?

2] " Preferred?

NOTE: You can edit any information in the entire profile (on any tab) that is not
grayed out.

4. After all the changes are made, click the Save button.

Save |
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18 Keyboard Shortcuts
This page may be photocopied by authorized Sentinel users without violation of
copyright.

Keyboard shortcuts are combinations of keystrokes that allow you to perform
actions without using the mouse. Simply press all the listed keys simultaneously
to perform the action.

Table 71: Sentinel Keyboard Shortcuts

Function Shortcut
Copy Ctrl + C
Cut Ctrl + X
Paste Ctrl +V
Select All Ctrl + A
Send cursor to beginning of field Home
Send cursor to end of field End
Move cursor to the next field Tab
Move cursor to the previous field Shift + Tab

NOTE: Normal Windows shortcuts are functional in Sentinel.
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19 Advanced Search Examples

If you wish search for more than one possible match in a single field, such as
searching for last names that are Martin, Parker, or Smith, then you can enter
two or more search criteria in a single field, so long as the search criteria are
separated by a comma. For the above example, you can enter “Martin, Parker,
Smith” in the Last Name field. This functionality is available in alphanumeric
fields only (not dates or currency).

19.1 Selecting Search Criteria in Drop-down Boxes

If you are using search criteria from a drop-down box, you can select multiple
options in a single drop-down box by holding down the Ctrl key and clicking on
each option that you wish to select. You can also select a contiguous range of
options. Click on the first item in the list. Then, hold down the Shift key and click
on the last item in a list.
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19.2 Alphanumeric Text Field Searches:
“Is Null” Matches anything where the field is blank.

“Is Not Null” Matches anything where the field is not blank. *

19.2.1 Asterisks
o Asterisk matches any characters

19.2.1.1 Examples:
“Martin*” Matches anything beginning with "Martin". Would match Martin,
Martinez, Martinize, Martini

“Mar*” Matches anything beginning with "Mar". Would match Marlin,
Martin, Martini

“*in*” Matches anything containing "tin". Would match Tin, Tines,
Augustine, Abtin

o Matches anything (including blank fields)

19.2.2 Underscores
‘L Underscore Matches any single character

19.2.2.1 Examples:

“Mar_in” Matches items with anything in the fourth position. Would match
Martin, Marlin, Markin

19.2.3 Hyphens
Hyphen allows range searches

19.2.3.1 Examples:

“A-B” Find anything beginning with the letters A or B. Would match
Adams, Anderson, Benic, Brown

NOTE: If you want to look up something that has a hyphen and shouldn't be
treated as a range search, enter a ~ (tilde) before the hyphen and it treats the
hyphen as a literal search character. You cannot use other wildcard characters
when searching with the tilde for a literal hyphen.

© 2004 Patriot Software Solutions, Inc. All Rights Reserved.
163



Sentinel User’'s Manual

19.2.4 Greater Than
“>" Greater than Matches values alphabetically after the criteria

19.2.4.1 Examples:

“>M” Matches anything beginning with an M and everything in the
alphabet coming after the letter M. Would match Max, Maxine,
Nancy, Paul

19.25 Less Than
< Less than matches values alphabetically after the criteria

19.2.5.1 Examples:

‘< M” Matches anything beginning with letters before the letter M in the
alphabet. This would match Adam, Bill, or John. However, it would
not match Mark.

19.3 Date Field Searches:
“Is Null” Matches anything without a date.

“Is Not Null” Matches anything with a date (functions the same as wildcard "*").

19.3.1 Asterisks
ok Asterisk Matches any dates

19.3.1.1 Examples:
ok Matches any date.

19.3.2 Greater Than
‘> Greater than matches dates after the criteria date

19.3.2.1 Examples:

“>01/01/2002” Finds anything after 1/1/2002. Would match 4/1/2002,
1/1/2003, etc. Would not match 1/1/2002 or before.

NOTE: the space between the greater than sign and the date is optional.
“>=" Greater than or equal to matches dates on or after the criteria date

19.3.2.2 Examples:

“>=01/01/2002” Finds anything on or after 1/1/2002. Would match 1/1/2002,
4/1/2002, 1/1/2003, etc. Would not match 12/31/2001 or
before.

NOTE: the space between the equal sign and the date is optional.
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19.3.3 Less Than
“< Less than matches dates before the criteria date

19.3.3.1 Examples:

“< 01/01/2002” Finds anything before 1/1/2002. Would match 1/1/1980,
12/31/2001, etc. Would not match 1/1/2002 or after.

NOTE: the space between the less than sign and the date is optional.
=" Less than or equal to matches dates on or before the criteria date

19.3.3.2 Examples:

“<=01/01/2002" Finds anything on or before 1/1/2002. Would match
1/1/2002, 1/1/1980, 4/1/2001, etc. Would not match
1/2/2002 or after.

NOTE: the space between the equal sign and the date is optional.

19.3.4 Hyphen
Hyphen allows date range searches. These searches are inclusive.

19.3.4.1 Examples:

“1/1/2001-4/1/2001” Finds anything on or after 1/1/2001 and on or before
4/1/2001. i.e., 1/1/2001, 2/5/2001, 4/1/2001. Would not
match 12/31/2000 or 4/2/2001

19.4 Numeric Field Searches (Including Money):
“Is Null” Matches anything without a numeric value.

“Is Not Null” Matches anything with a numeric value (functions the same
as an asterisk wildcard "*").

19.4.1 Asterisks

o Asterisk searches are not supported for numeric fields. Instead,
use ">0" or "Is Not Null" when looking for anything with a numeric
value.
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19.4.2 Greater Than
‘> Greater than matches values more than the criteria amount

19.4.2.1 Examples:

> 50 Finds anything greater than 50. Would match 50.01, 51, 60, etc.
Would not match 49.99, 50 or less.
>49.99 Would match 50, 51, 49.9999 (this usually is not a number seen in

Sentinel, however). Would not match 49.99, 35, 49.98.
NOTE: the space between the greater than sign and the criteria is optional.
“>=" Greater than or equal to matches values equal to or more than the
criteria amount.

19.4.2.2 Examples:

>=50 Finds anything equal to or more than 50. Would match 50, 50.00,
51, 60, etc. Would not match 49.99 or before.

NOTE: the space between the equal sign and the criteria is optional.

19.4.3 Less Than
“< Less than matches values less than the criteria amount

19.4.3.1 Examples:

<50 Finds anything less than 50. Would match 49.99, 0, 25, -15, etc.
Would not match 50, 50.00 or more.

NOTE: the space between the less than sign and the criteria amount is optional.

f<=" Less than or equal to matches numbers equal to or less than the
criteria amount.

19.4.3.2 Examples:
<=50 Finds less than or equal to 50. Would match 50, 50.00, 35, etc.
Would not match 50.01 or more.

NOTE: the space between the equal sign and the number is optional.

19.4.4 Hyphen

Hyphen allows numeric range searches. These searches are
inclusive.

19.4.4.1 Examples:

50-60 Finds anything equal to or more than 50 and equal to or less than
60. Would match 50, 50.01, 55, 59.99, 60.00, etc. Would not
match 49.99, 60.01
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20 Glossary

Application: A piece of software designed to perform a specific task or set of
tasks

Browser: (also, Web browser) Software used to surf the Internet/World-wide
Web. Internet Explorer (IE) is a browser commonly used by PCs.

Candidate: A prospective Member who has not yet completed initial degree work

Case-sensitive: A field that is case-sensitive checks the capitalization of letters.
For example, a case-sensitive field does not accept “adams” in place of “Adams.”

Cookie: A small text file stored on the PC. The file stores information such as
site preferences and personally identifiable information.

Data extract: A collection of information drawn directly from the tables in the
Sentinel database

Dialog box: A special window opened to solicit a specific response

Download: Transferring data from one computer to another computer or
peripheral device, such as a disk drive; also, information that has been
transferred in this way

Edit check: An edit check is an automatic examination of data entered in a field
to make sure that the information is complete and correct for the field type

Ellipsis: A punctuation mark that looks like three periods in a row (...). Used to
indicate that there is more to see; indicates additional pages in a search results
set.

Field: Any area such as a check box, drop-down box selection, radio button, or
checkbox that stores data

Firewall: A security program that filters incoming data

Format: 1) The structure or organization of data; 2) File type (MS Excel, PDF,
etc.)

GUI: Graphical User Interface; software that allows people to interact with
computers in a visual way

Hyperlink: (Also, link) a word, symbol, image, in an electronic document that
links to another such element in the same document or in another electronic
document. Click on the link to activate it.

Icon: Image on the computer screen that represents a program, file, function,
etc.

IE: Internet Explorer, Microsoft’s web browsing program
ISA: Internet Security and Acceleration

Keyboard shortcut: Combinations of keystrokes that allow you to perform
actions without using the mouse
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MS: Microsoft

Operating system: Program that maintains files, runs other programs, and
handles devices such as the monitor, mouse, and keyboard

Output: Information produced by the computer; usually displayed on a screen or
printed

Patriot: The database program used by the Supreme Council

PC: Personal Computer

PDF: Portable Document Format, a graphics file type

Relational database: A collection of information organized into linked tables
SC: Supreme Council; this abbreviation often appears on field labels

Screen refresh: Information makes a round trip to the server, changes are
saved, and the screen is reset for the next action

Server: A computer with a great deal of memory and a specialized operating
system that is set up to send data to and receive data from other computers

SNS: Sentinel Notification System
SSL: Secure Socket Layer

URL: Universal Resource Locator, website address displayed in the address bar
of a browser

Wildcard: A character that is used to represent one or more unknown or variable
characters in a search

Windows: Microsoft's PC operating system program
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