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Software End User License Agreement

IMPORTANT: Read this carefully before using your copy of ChurchWatch. This is a legal
agreement between you (either an individual or single entity) and White Mountain
Software for the use of the ChurchWatch software.

Acceptance

Use of your copy of ChurchWatch indicates your acceptance of and agreement to be bound by all of the following terms
and conditions. If you do not agree to these terms and conditions, promptly return the intact ChurchWatch package,
containing the CD and/or diskettes, together with the other components of the product to the place of purchase for a
full refund.

Proprietary Rights

This program and any accompanying documentation are proprietary products of White Mountain Software and are
protected under international copyright laws. Title to the program, or any copy, modification or merged portion shall
at all times remain with White Mountain Software.

Permitted Uses

You may use the enclosed software on a single computer that you own or use. Under no circumstances may you use
it on more than one machine at a time. You may make a copy of the software for backup purposes, provided that you
reproduce and place our copyright notice on the backup copy.

You may transfer this program and documentation together with this license to another party, but only if the other party
agrees to accept wholly the terms and conditions of this license and you notify White Mountain Software of the name
and address of the other party. All copies must be transferred to the same party or you must destroy those copies not
transferred. Any such transfer terminates your license.

Non-permitted Uses
Without the express permission of White Mountain Software, you may not:

1. Use the software in a computer service business including rental, networking or timesharing software, nor may
you use it for multiple user networks or on multiple computer system applications in the absence of individual
licenses with White Mountain Software.

2. Use, copy, modify, alter or transfer, electronically or otherwise, the software or documentation except as
expressly allowed in this agreement.

3. Translate, reverse program, de-assemble, decompile or otherwise reverse engineer the software.
4. Sub-license or lease this program or its documentation.
Term

This license is effective from your date of purchase and shall remain in force until terminated. You may terminate the
license and this agreement any time by destroying the program and its documentation, together with all copies in any
form.

White Mountain Software may terminate this agreement if you fail to comply with any of its terms or conditions. Upon
any termination of this license, you agree to destroy the licensed software, and its documentation together with all
copies, modifications or portions of them in any form. You must provide us, on our request, written certification of such
destruction.

Limited Warranty

White Mountain Software warrants that, for a period or ninety (90) days of normal use from the date of original
purchase, as evidenced by your receipt, the CD and/or diskettes on which the software is recorded will be free from
defects in materials and faulty workmanship and the software will function substantially as described in the enclosed
program documentation.



Except for the aforesaid warranty, all products delivered pursuant to this Agreement are delivered on an “as is” basis
and White Mountain Software expressly disclaims any and all other warranties, expressed or implied, including, without
limitation, implied warranties or conditions of merchantable quality or fitness for a particular purpose. No verbal or
written information or advice given by White Mountain Software or its employees or representatives shall increase the
scope of the above Limited Warranty or create any new warranties.

Limitation on Liability

White Mountain Software’s entire liability, in tort, contract or otherwise, and your exclusive remedy for breach of the
limited ninety (90) day warranty herein before provided for shall be the replacement of any CD and/or diskette or
program documentation not meeting with such warranty which is returned to the party from whom you purchased,
together with a copy of your paid receipt. In no event shall White Mountain Software be liable to you or any third party,
in tort, contract or otherwise, for lost money, time, data or information of any kind or for consequential, special, indirect,
incidental, punitive or other damages that may arise through the use of the product licensed thereunder. This warranty
gives you specific legal rights and you may also have other rights under the law of your jurisdiction.

Support

After the initial free support period, the duration of which is at the full discretion of White Mountain Software, White
Mountain Software has no support obligation to the end user unless the optional support contract has been purchased
and is active. If you have a problem with a defective CD and/or diskettes or with the installation or operation of the
program contact White Mountain Software directly.

U.S. Government Restricted Rights

The software and documentation are provided with restricted rights. Use, duplication, or disclosure by any of the state,
local or federal government in or of the United States of America is subject to restriction as set forth in subparagraph
(c)(I(iii) of the Rights in Technical Data and Software-Restricted Rights at 48 CFR 52.227-19, as applicable.

Governing Law

This license agreement shall be governed and determined by the laws of the Province of Saskatchewan, Canada and
shall be subject to the exclusive jurisdiction of the Courts of the Province of Saskatchewan, Canada to which you agree
to attorn and submit.

White Mountain Software
610 Bronson Cres.
Saskatoon, SK

Canada

S7J 5E5



Copyright Notices and Trademarks

This software and documentation is protected by Canadian and United
States copyright laws, and by international treaty provisions.

ChurchWatch and this User’s Guide are Copyright (c) 1999-2006 by White
Mountain Software. All Rights Reserved.

Microsoft and Foxpro are registered trademarks of Microsoft Corporation.
Windows and Windows NT are trademarks of Microsoft Corporation.
Eudora is a registered trademark of QUALCOMM Incorporated.

Outlook is a registered trademark of Microsoft Corporation.

Word is a registered trademark of Microsoft Corporation.

Excel is a registered trademark of Microsoft Corporation.

WordPerfect is a registered trademark of Corel Corporation.

Quicken and QuickBooks are registered trademarks of Intuit, Inc.

Simply Accounting is a registered trademark of ACCPAK International
PhoneTree is a trademark of PCS, Inc.

This manual uses American spelling.

Printed in Canada.
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What’s New in Version 4?
(Items are listed in random order)

ITEM NEW FEATURE AND/OR

CHANGE
1 Database system upgrade
2 New Report Engine
3 Ability to output all reports to

a variety of formats

4 Smarter online update for
reports

5 Improved online update

6 Report filters improved

7 Brand new email system
throughout

8 Ability to save Mail Manager
lists

9 Improved Database Rescue
Utility

-Xii-

COMMENTS

Database has been upgraded to
Microsoft Visual Foxpro 9, the latest
version

Microsoft Visual Foxpro 9 implements a
powerful new reporting engine allowing
for much more sophisticated reports with
multiple detail bands etc.

You can now output all reports to HTML
(webpage), Microsoft Word, Microsoft
Excel, Adobe PDF, ASCII text etc etc.
The resulting output is fully editable!!
In the past, updating reports may have
erased some of you user-defined
changes (for reports found in SETUP-
>REPORTS page). Thisis no longer the
case. The reports are also keptin a
separate file online so you can decide if
you want to upgrade or not.

We now have the ability to issue much
longer messages when you do an online
update of the software

The Report Manager now only allows
filters that are applicable to the report
you choose. After running a report, it
correctly restores the filters so they can
be used again.

The email capabilities of ChurchWatch
have been completely redesigned using
a reliable third party software add-on.
Bulk email is beefed up and you can now
send internet email from within
ChurchWatch’s Message Manager
system.

You can now save and recall the lists you
create in the Mail Manager.

The Database Rescue Utility is now even
more powerful and can solve a wider
variety of problems.
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Salutation creation dramatically ChurchWatch creates the salutation

faster

New Mail Manager

Mail Manager List Negation

French Language
Certificates

Batches now have comments

Direct Deposit giving type

More Library Labels

Library Manager
Improvements

Ability to store notes and

-Xiii-

strings automatically (eg Mr. and Mrs.
Ted Smith). This is now done
dramatically faster.

A huge list of Mail Manager filter options
has been added, making the ability to
create mailing labels, mail merges etc
much much more powerful and much
easier. For example you can now quickly
create a list of all non-givers, all
envelope holders who have not given
and A LOT MORE. The listis very long.
You can now negate the filter option in
the Mail Manager. So you can choose
“all people who have given”, then negate
it to get “all people who have not given”.
This instantly doubles the power of the
filtering list.

All Registers certificates are now
available in French Language and have
been improved for better
format/readability and include the
pastor/priest’'s name.

You can add a comment to each giving
batch.

You can now select direct deposit
offering type (along with cash/cheque
etc).

ALL label formats are now supported in
the Library Manager

HUGE improvements in the Library
Manager:

Part of a series checkbox

Reservation list

Automatic email notifications!!

Warning on checkout if item reserved
Report by publish date to find old items
Report by borrow count to find unpopular
items

Adjustable borrow periods

Automatic email notification when item is
overdue

More!
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committee minutes in the
Group Editor

Attendance Manager Sort By
Date

Mailing labels have envelope
number!!!

Include Titles option in Tax
Receipt Mgr

Tax receipts now have a
creation date

Receipt number reset
protection

Batch locks

Giving Manager Improvements

Proper handling of split
offerings!

Envelope number shifting!

-Xiv-

You can now sort by date in ascending
OR DESCENDING order in the
Attendance Manager QuickSearch list
FINALLY! You can now easily ask for
the envelope number on mailing labels!
You can even ask for last years, this
years or next years envelope number.
You can now ask the Tax Receipt
Manager to include titles (Mr/Mrs etc).
You can reprint tax receipts at any time
and the issue date remains constant.
Much better protection on the common
mistake of resetting the tax receipt
number after generating some receipts.
This is no longer allowed. In addition,
there is a much better information popup
when you attempt the reset.

You can now lock a batch to protect it
from change. You can think of this as a
proper “POST".

The Giving Manager has been improved
dramatically once again:

Better form layout

Added F5 function key posting shortcut
When in edit mode, if you change the
name, the other fields are no longer
erased. This was very inconvenient in
past versions.

ChurchWatch now handles split offerings
properly. When you split an offering
(one giving to several accounts) a
special editing wizard counts down the
total as you enter data. All giving reports
can now show or hide the split details.

A much requested feature!
ChurchWatch now stores last years, this
years and next years offering envelope
numbers. A special shifting wizard has
also been implemented to help you
rapidly enter and shift the envelope
information. You can now enter next
years envelope numbers without having
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User accounts can now be
copied

Picture file filename protection

Groups “of interest”

Tax Receipt Manager
improvements!

New Report viewers

Giving Manager shows window
total

Mail merge now includes
phone numbers

Church name check

CCRA website modifiable

Common Giving Manager
problem shortcuts

Name on tax receipts can now
be longer

Fixed sort order on
QuickReport labels

Ability to copy ALL addresses
to the clipboard

Email Tables To Support
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to archive the giving data first!

Its easier than ever to create new
ChurchWatch user accounts based on
existing account information.
ChurchWatch now protects against
filenames with bad characters like single
guotes, double quotes etc.

Ability to track groups of interest. This is
a group that a person has expressed
interest in and may join in the future but
is not officially part of the group.

Ability to print 1, 2 or 3 receipts per page
Receipt range filter for easily printing a
range of receipts

There is now a choice of 2 different on-
screen report previewers with the ability
to view 1, 2 or 4 up paging, ability to live
search for text within the report (') and
better printing options! Scaling of the
page is now much better also.

The giving manager now shows the total
of all offerings in the grid window.

When creating another database, the
filename is now checked for bad
characters

The Canada Customs and Revenue
Agency website is now editable in the
SETUP form to future proof the software.
There are now buttons in the Giving
Manager to solve common problems like
moving all offerings of a deceased
person.

This new feature also obeys the current
filter in effect. It's a great way to create a
“quick directory” for pasting into any
Windows application.

You can now email your data tables to
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Improved

Giving Manger People Filter

Bulk Email Improved

Ability to enter District/Area

First Communion Register

Added copy button to registers
Improved the “Quick Receipt”
tax receipting

New non-giver reports

New Pledge reports

Better warning when archiving

Inactive Families

Giving window improvement
Disabled backgrounds are now
lighter

Ability to lock account name in
Giving Manager

Numerous report improvements

-XVi-

customer support from OUTSIDE the
ChurchWatch program. So if you cannot
launch ChurchWatch you can still email
your data for inspection.

You can now filter the people list in the
Giving Manager to main contacts only,
envelope holders only etc.

Bulk email has been dramatically
improved and uses the new email
services built into ChurchWatch. Much
more reliable and useful.

Each family now has a district or area
entry. You can filter on districts in the
Mail Manager and produce reports for
specific districts or areas.

There is now a First Communion
Register, certificate and
accompanying reports.

Makes for easier data entry

Quick Receipts can now include titles
and obey the “include spouse” setting
There are new non-giver reports and
envelope-holder-with-no-giving reports.
Added reports for pledge versus giving
between 2 dates and all people who did
not pledge

When you archive data there is now a
popup message explaining what is going
to happen. You now have the ability to
cancel the archive process.

Mainly for use in the Attendance
Manager and Giving Manager, you can
now mark a family “inactive”.

The Giving Manger data window now
shows most recent data entry

Disabled fields now have a lighter
background for easier viewing

When you have several entries to the
same account and the account is not the
default account you can now lock the
account name in the Giving Manager
Data Entry Area. Very convienient.
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Chapter 1 - Installation and Overview

Thank you for purchasing ChurchWatch. We trust you will be impressed
with the rich feature set and flexibility of ChurchWatch as well as its ease of
use. Before using ChurchWatch you should fully read this User’s Guide to
become familiar with the functions and features now available to your church
office. ChurchWatch is written in Microsoft Visual Foxpro (tm) and uses
industry standard xbase database file formats. Xbase files are compatible
with many other third party programs such as Seagate’s Crystal Reports
(tm). This User's Guide assumes that you have basic familiarity with the
Microsoft Windows (tm) operating system.

Features
ChurchWatchis organized as a set of “Managers” which make up a comprehensive software
suite. Each Manager can access the ChurchWatch tables independently and several or all
Managers can be open simultaneously. The ChurchWatch Managers are:
Manager Description Chapter
Import Manager Import your existing church data into ChurchWatch 5
Export Manager Easily export data from ChurchWatch to several formats 5
Membership Manager Family groupings, addresses and contact information, person details 8
Visitor Manager Details about visitors 9
Visitation Manager Details about visits. 10
Giving Manager Keep track of contributions/offerings 11
Tax Receipt Manager Part of the Giving Manager used at tax time 11
Pledge Manager Keep track of pledges towards giving accounts 12
Event Manager Church events, calendars and meetings 13
Class Manager Keep track of classes, teachers, enrollment 14
Attendance Manager Tracks attendance, detailed or summary for events and Sunday School 15
Mail Manager Create mailing labels, mail merges, form letters, name tags etc 16
Message Manager Send inter-office messages using ChurchWatch 17
Sermon Manager Keep track of sermons. 18
Library Manager Keep track of church library materials. 19
Report Manager Hundreds of pre-defined reports 20
Query Manager Ad-hoc SQL queries into any ChurchW atch table 21
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Manager Description Chapter
Bible Manager Several public-domain Bible translations 22
Hymn Manager Lyrics to nearly 700 hymns 23
Backup Manager Backup your data to protect your investment 24
Restore Manager Restore your backed up data in the event of loss of data 25
Registers Manager Catholic registers for Baptism, Confirmation, Marriage, Profession of Faith, Death and | 27
First Communion
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Requirements

Minimum requirements (*) for running ChurchWatch are:

L Pentium class computer

L 64 Megabytes of RAM

L 20 Megabytes of hard disk space

L Microsoft Windows 32 bit operating system (98, ME, XP, 2000 etc). ChurchWatch

does not run in Windows 3.1 or Windows 95.
L 800x600 video display

(*) results and performance may vary on your computer hardware.

White Mountain Software Recommends:

L Pentium 4 computer

512 Megabytes of RAM

100 Megabytes of hard disk space
Microsoft Windows XP operating system
1024x768 or higher video display
Sound card and speakers

Analog Modem for phone dialing
Backup disk drive

NOTE: When installing on Windows XP Pro systems, make sure you are logged on as an
administrator account when using ChurchWatch. ChurchWatch must be permitted
to have read/write/delete/create privileges in the ChurchWatch root folder and in
all subfolders underneath the ChurchWatch root folder. Otherwise “access denied”
type file errors can occur.

Single User Installation

To install ChurchWatch simply insert the program CD into your CD-ROM drive and close
the door. After a few seconds an installation screen will appear. If the installation screen
does not appear you can run the setup program manually as follows:

1. Click the Windows Start button

2. Choose Run

3. Type d:\setup.exe (you may need to replace the “d:” with the drive letter of your CD-
ROM drive)

4, Click the OK button

Follow the instructions to install ChurchWatch. We recommend installing to the directory
C:\Program Files\White Mountain Software\ChurchWatch4 but you may choose any

directory on any drive.
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Network Installation

Network installation requires the purchase of additional licenses and a separate special
workstation installation CD for each workstation on the network. The single user copy of
ChurchWatch is installed on the network file server and the workstation installation copies
are installed at each workstation. ChurchWatch can operate on any network that supports
peer-to-peer file sharing under Microsoft Windows. If you can see the server’s drives under
“Network Neighborhood” or “My Network Places” in the Windows Explorer you can likely run
ChurchWatch on your network.

To install the server copy:

1.

Choose one computer to be a file server. This should be your most powerful
computer and one that will be powered on at all times.

At your chosen network file server, follow the installation instructions described in
“Single User Installation” to install the software on the server. Use the CD labeled
“Single User or Server”.

The installation will create a ChurchWatch folder and install the software there - the
default is c:\Program Files\White Mountain Software\ChurchWatch4. Mark the
ChurchWatch folder you just created as shared and add all network users who will
be using ChurchWatch. This is done as follows:

Right-Click the Windows Start button
Choose Explore
In the Explorer window find the folder you just created and right click on it

Choose Sharing or Sharing and Security

= ) White Mounkain Software
H I
Expand
Explore
open
Search...
Find using QuickFinder

Figure 1-1 Selecting Sharing
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8. Indicate that the folder is shared and give it a name such as ChurchWatch

| T S P E T ES] _J g_ﬁ
Gereral | QuickFinder | Shaing | Custornize

Local zharing and zecurity

12 Toshare thiz folder with other uzers of this computer
H_!Jlg only, drag it to the Shared Documents folder.

To make this falder and its subfolders private 2o that
only you have access. select the following check box.

Metwork sharing and security

J  Toshare thiz folder with both network, uzers and other
,L;J ugers of thiz computer. select the first check box below
= = and type a share name.

Share this folder on the network,
Share name: | Churckiw/atch

Allow network. users to change my files

Learn more about sharing and security.

[ u] H Cancel ][ Apply I

Figure 1-2 Network Share Properties

9. Depending on your operating system and security levels you may need to add any
network users and give them full access permissions to the shared folder. Note that
on NT, 2000 and XP operating systems you will require administrator privileges to
perform this action.

To install a workstation copy:

1. Place the Workstation Install CD into the workstation’s CD-ROM drive or into any
accessible CD-ROM drive on your network. After a few seconds an installation
screen will appear. If the installation screen does not appear you can run the setup
program manually as follows

Click the Windows Start button, Choose Run, type d:\setup.exe (you may
need to replace the “d:” with the drive letter of your CD-ROM drive) and
click the OK button

2. Follow the instructions to install on the local workstation

3. Now you need to connect this workstation to the file server and this is done as
follows:

4. First, create a permanent drive mapping to the server’'s ChurchWatch folder. Inthe

Windows File Explorer choose TOOLS from the main menu and then choose MAP
NETWORK DRIVE. Browse to the ChurchWatch folder on your server and select
it. Make sure that the “Reconnect at Logon” checkbox is checked and then click
OK. You should now have a new drive letter connected to the server’s
ChurchWatch folder. TIP: Choose the same drive letter on all your workstations.
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! o [ E L T d

Windows can help you connect ko a shared network Folder
and assign a drive letter ko the connection so that wou can

\\‘ access the folder using My Computer,
—

Specify the drive letter For the connection and the Folder
that vou want ko connect ko;

Drrive: W

Falder: | Wserverichurchwatch [ @

Example; Yserverishare
Reconnect at logon

Connect using a different user name,

Sign up For online storage or connect ko &
network server,

[ Finish J[ Zancel

Figure 1-3 Mapping a Network Drive

5. Find the ChurchWatch icon in your START->PROGRAMS or START->ALL
PROGRAMS list and right click your mouse on it. Choose PROPERTIES.

6. Click the Shortcut tab. Finally change the “Start-In” folder to the drive letter you
created in step 4 above.

| ELrE e b e |

P | I PRI T I

ﬁ Sl o] e et
2

Tacellper Aoiating

aigel bz Log szl

Tacel: My rtzin Doivesne®. Zlwrchivess:z 1 acensicluee
Sieil e st

Taazaaer Moe

F il -k

Coermme v

Sl e, ] | e ., ] | Jedeanal

[ ok ] s | A

Figure 1-4 Setting the “ Start-1n”
Folder
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Updating the Desktop Shortcut on Each Workstation:

The ChurchWatch install program creates a desktop shortcut for you but you will need to
connect the Workstation to your server as follows:

1. Right click on the ChurchWatch desktop icon. Choose PROPERTIES.

2. Click the Shortcut tab. Change the “Start-In” folder to the drive letter you created
in step 4 above.
| SHUFIELE I B ie T e Minnarijas MJE

A —
General | Shortcut | Compatibility

ﬁ Sharteut to cwatch,exe
E

Target type: Application
Target locatior: Churchiw/atch 4

Target: Mountain SoftwaresChurchied atch $owatch, exe”

Start in: LR
Shortcut key: | Maone

Fiur: MHarmal window

Commett:

Find Target... l l Change lcan... ] [ Advanced..

[ (] 4 ][ Cancel ][ Apply ]

Figure 1-5 Setting the “ Start-1n" Folder
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Importing Data From Previous Versions or From perSEY

You can easily import your existing ChurchWatch or perSEY data tables using a special
import program called UPGRADE.EXE. This program is found in the main ChurchWatch
folder (usually C:\Program Files\White Mountain Software\ChurchWatch4). Make sure
ChurchWatch is not running, then find the program UPGRADE.EXE and double click the
icon to run the program. Follow the instructions and answer the prompts to import your
existing data. The UPGRADE.EXE program can only be run after a fresh installation of
ChurchWatch 4. If you have added any data to ChurchWatch since installation,
UPGRADE.EXE will delete it. When asked where your existing ChurchWatch or perSEY
data exists, it is very important that you give the root folder location, NOT a backup folder.
Using a backup folder will not work.

Using ChurchWatch in Multi-User Environments (Network)

ChurchWatch uses Optimistic Record Buffering which is the preferred method in database
systems. This simply means that two or more user’s on the network will be able to view and
edit the same record at the same time. The first user to save the record by moving to a new
record or by closing the form will be the “winner”. Any other user attempting to change the
same record will receive a warning as shown in figure 1-6. ChurchWatch gives you the
option of overwriting the first user’s changes or abandoning your changes. Except in
exceptional circumstances, you should always abandon your changes and then re-edit the
record.

Church atch

WARMING: Another uzer an the network haz modified this record, ou have the choice of dizcarding your changes or
ovenaniting the ather user's changes.

Wwe ztrongly recammend that you dizcard and then re-do your changes [answer YES] Thiz applies even if you have naot
made any changes.

Do pouw want to dizzcard pour changes?

Figure 1-6 Record Update Conflict Warning

In very rare cases it is possible to receive this warning even when you have not yet made
a change to the record because ChurchWatch sometimes modifies records or moves the
record pointer without the user being aware of this fact.
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Uninstalling ChurchWatch

To uninstall ChurchWatch follow this procedure:

1. Click on START-SETTINGS-CONTROL PANEL or in Windows XP, START-
CONTROL PANEL.

2. Double click the Add/Remove Programs icon.

3. Select ChurchWatch in the list and then click the Add/Remove button.

Re-Installing ChurchWatch

CAUTION! Re-installing ChurchWatch will install empty database tables. You will
need to make a backup before uninstalling or re-installing ChurchWatch!
Be sure to protect your datal

Important File Types

Your data is contained in three different types of files: *. DBF, *.CDX and *.FPT. These files
are found in the ChurchWatch root folder, the ARCHIVE folder and in any “sub-church”
folders. Digital photos are stored in the PHOTOS folder and digital signatures are stored
in the SIGS folder. Using this information you can create your own backups.

Setting Screen Resolution

If your display resolution is set to 640x480 you may notice that many of the ChurchWatch
forms do not fit properly on the screen. During the design of ChurchWatch we have made
a conscious decision to support screen resolutions of 800x600 or higher only. This allows
ChurchWatch to take advantage of the extra screen space to fit more information onto each
form. Set your screen resolution to a resolution of at least 800x600 with a color depth of at
least 256 colors. Note that ChurchWatch looks much better and runs slightly faster if you
set your color depth to Hi-Color (16 bit) or better. To set your screen properties:

Right click your mouse anywhere on the Windows desktop

Choose Properties

Choose the Settings tab

Set the Desktop Area to at least 800x600

Set the Color Palette to at least 256 colors, 16-bit color is highly recommended.
Click OK

ougrwWNE

If you cannot achieve these settings it probably means your video card does not have
enough memory. It is better to have a larger Desktop Area with less colors.
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Starting ChurchWatch

Simply double-click on the ChurchWatch desktop icon or choose ChurchWatch from
Windows’ START->PROGRAMS->CHURCHWATCH 4 OR START->ALL PROGRAMS-
>CHURCHWATCH 4 to start ChurchWatch. A title window will appear giving the name of
the program and the software version you are running. Note that you can click on the title
window or press any key to remove it from the screen more quickly.

“Readme” File
Be sure to check the contents of the README.TXT file on your CD for any information that
was not available at the time this manual was written.

Handling Multiple Churches

ChurchWatch easily handles multiple databases or multiple churches. More information
follows in chapter 2 and chapter 4.
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Chapter 2 - Menus, Toolbars and Shortcuts

ChurchWatch provides three different main menus to give different forms of access to the
ChurchWatch Managers and other features. This chapter describes the menus and
ChurchWatch toolbars in detail.

Top-of-Screen Menu

The main menu found at the top of the screen is the usual Windows pull-down type of
menu. There are menu items for File, Edit, Forms, Lists, Window and Help. For more
detailed information on the sub menu items in these menus refer to the applicable chapter
in this user’s guide. A summary follows:

ﬂ S T U L R A LS N T G T Sl E T

Figure 2-1 Top-of-Screen Main Menu and ChurchWatch
Toolbars

Tip: The underlined items in the menus (and on buttons) indicate keyboard shortcuts.
Press the ALT key at the same time as the indicated letter to activate the menu item

or button..

File Menu

L Statistics This item displays statistical information about your
database tables including the number of records in each
table and the number of deleted records in each table.

L Who's On This item is available only if security is enabled and is
useful only if you are operating on a network. Who's On
lists all users currently logged into ChurchWatch. If the list
is in error due to a power outage or software crash, you
may have to clear the user flags (found on the SETUP-
SECURITY page).

L Message Manager Loads and displays the Message Manager for sending
inter-office (user to user) and internet email.

L Set Password This item is available only if security is enabled. Allows
you to change your ChurchWatch login password.

L Import Data Launches the Import Manager to allow you to import data
from several formats into ChurchWatch.

L Export Data Launches the Export Manager to allow you to export data

from ChurchWatch to one of several different formats.
Also includes detailed contribution data export into formats
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L PhoneTree Export
L Backup Manager
n Restore Manager
u Calendar

L New Giving Year
n Page Setup

L Puzzle

L Exit

Edit Menu

u Undo

u Redo

n Cut

. Copy

u Paste

u Select All

understood by many standard accounting software
packages.

Launches the Phonetree (tm) Export Wizard that allows
you to export name and phone informationto a PhoneTree
compatible file. For more information on PhoneTree and
cold calling refer to www.phonetree.com.

Launches the Backup Manager to perform a backup of all
your ChurchWatch data (for the current church only).

Launches the Restore Manager to restore data that was
previously backed up with the Backup Manager (to the
current church only).

Shows a calendar.

Archives all giving data and all expired pledge data and
clears the giving table. Should be used at year end or in
a new year only.

Gives access to printer properties. Useful mainly when
modifying or creating new reports.

A simple puzzle game.

Exits ChurchWatch.

Used to recall deleted text or correct a mistake. Useful
only in data field entries. Undo does not recall deleted
records. You may also use the CTRL and Z keys at the
same time as a shortcut.

Used to undo the undo (replace the previous item). You
may also use the CTRL and R keys at the same time as a
shortcut.

Copiesthe highlighted text to the clipboard and deletes the
highlighted text. You may also use the CTRL and X keys
at the same time as a shortcut.

Copies the highlighted text to the clipboard. You may also
use the CTRL and C keys at the same time as a shortcut.

Pastes the Windows clipboard contents into the current
data field or edit window. You may also use the CTRL and
V keys at the same time as a shortcut.

Highlights (selects) all text in a data field or in the Bible
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u Find
u Mass Edit
u Preferences

Forms Menu

and Hymn Managers. Note that your cursor must be
inside the edit window for this item to be active.

Launches the find text dialog box to allow you to search
for some text of interest.

Launches the Mass Edit Wizard which allows you to
perform massive changes to your databases. For
example, you could change anyone with a zip code of
12345 to 12346.

Launches the SETUP form.

This menu gives quick access to all the ChurchWatch high level forms.

Lists Menu

This menu gives quick access to all the ChurchWatch forms dealing with lists.

Window Menu

This menu gives you quick access to all open forms and windows. In addition it allows you
to auto arrange all open windows.

Help Menu

This menu gives you access several important items:

L ChurchWatch Help Topics

The ChurchWatch online help system. The entire
contents of this manual can be found here.

L Update Your Software Online

With your purchase of ChurchWatch you are entitled to
free software upgrades within the current version. If you
have an internet connection simply select this item to have
your software automatically updated via the internet.

u ChurchWatch On The Web

L Email to Support

A quick link to the ChurchWatch web page. Your internet
connection must be “live” first.

This item launches your mail program to send an email
message to ChurchWatch support.  Your internet
connection must be “live” first.

ChurchWatch User’'s Guide
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L Email Tables to Customer Support

This item compresses your church data tables and emails
them to ChurchWatch support. You have the option of
adding a comment to explain the problem and we
recommend that you do so. Your internet connection must
be “live” first. You can also perform this operation outside
of ChurchWatch from START->PROGRAMS-
>CHURCHWATCH4->EMAIL TABLES TO SUPPORT.

L About Information about your software versions.

Main Menu

The main menu is a form that is displayed on the ChurchWatch desktop. If you do not wish
to use this form you can set it to auto-minimize in SETUP-USER PREFERENCES.

'f-"ﬁ;f-l',ﬁff]“ NI Eer DS J_rmm,l Ljhﬂ—?

Your Church Name Here

@ Membershlp Mgr @ Sermon Manager / W To-Do List. .

ﬁfﬁl \.r'|5|tat|0n Manager [L] lerar\,-' Manager / -TDSti‘ckv MNotes— -~

@ Message Manager

lﬁl Visitor Manager @ Bibla Manager

@ Gi-uing,Manager_f 7 ﬁ Hymn Manager z ﬁ] Regrsters :
2 Pledge Manager e o et

j ge d ‘}@ Mail Manager ; % Setup

. Ei.'-ent Manager ' w Fiepo‘rt' Manager e ﬁ 'E-xit'
:!5 S.S. /Class Manager H:’f’ Query Manager
M Attendance Mgr

| -[|Yeur To-DIo List | | Saturday, Octoker %, Z005 |]

Figure 2-2 Main Menu Form

Tip: You will find that the main menu operates faster if you set your video display to 16
bit color or “Hi Color” or better.

Enter your church name in the SETUP form to have it displayed at the top of the main
menu.
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ChurchWatch Shortcut Toolbar

The ChurchWatch Shortcut Toolbar is normally found near the top of the screen and
contains buttons that allow access to most of the main forms. The toolbar is moveable and
dockable and for each user, ChurchWatch will remember where you last located the toolbar.

@ I L OV 2 SUFES 0 & N
Figure 2-3 Shortcut Toolbar

ChurchWatch Data Context Toolbar

ChurchWatch easily manages the data from multiple churches and from archived giving
years. The ChurchWatch Data Context toolbar is a simple way to select the database or
Church data you want to work on. The left list selects the Church name and the right list
selects the giving year (current year or archived years). This toolbar is normally found near
the top of the screen. The toolbar is moveable and dockable and for each user,
ChurchWatch will remember where you last located the toolbar. Caution should be
exercised when editing past giving years - don'’t forget that you have a past year selected.
As a warning indication, the right list will turn red when a past giving year is selected. In
addition, this toolbar contains a button for disabling the auto-formatting features of
ChurchWatch temporarily. Auto format rules are setin SETUP->FORMATS. However, for
some names the auto formatting rules may not apply properly (for example “deHaan”).
Simply disable Auto Formatting, enter the name, tab off the field and then re-enable the
Auto Formatting using this toolbar.

|HiIIVaIIey Full Gospel || 2005 | Ap| [AUTO FORMAT EMABLED
\ I |,

Ditalines Naa Giving Year Auto Formatting Enable

Figure 2-4 Data Context Toolbar

Undocking and Moving the Toolbars

To move and/or undock either toolbar simply click your mouse on the vertical bar at the far
left. While continuing to hold the mouse button down, drag the toolbar to the desired
position. If dragged onto the ChurchWatch desktop it will “float” there as a window until you
move it. When “floating” the toolbar is always on top and may cover up parts of forms.
Note that when the toolbar is located on the ChurchWatch desktop, its shape may change
automatically. The toolbars are sizeable so you can resize them as desired when they are
“floating”.

Docking the Toolbar

To dock (lock in place at the top, bottom, left or right of the screen) the toolbar use the
move procedure above and move the toolbar to the top, bottom, left or right of the screen
until it locks in place. The toolbar will remain docked until you move it again. When
docked, forms will not be allowed to use the space occupied by the toolbar.
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Shortcuts
ChurchWatch includes many shortcuts to help make you more productive.

a) Sticky Notes - Sticky notes are simply temporary windows where you can place
reminders to yourself. Sticky note windows always remain on top regardless of the
state of the main ChurchWatch window. Even when you exit ChurchWatch, the
sticky notes will remain on your desktop. Sticky Notes are accessible from the main
menu or under FORMS-STICKY NOTES. A quicker way is to press the F3 function
key shortcut.

b) SmartForms - All forms in ChurchWatch are “smart”. For each user, they will
remember their size and position as well as other state information such as sort
orders and column sizes in grids. Most forms are sizeable. To change the size of
a form click on the border of the form and drag it to a new size. You can also
maximize and minimize most forms using the sizing buttons on the title bar of the
form window (see below).

Minimize Maximize Close
| & SEL AT e e .__J.__j “i]/

Figure 2-5 Form Title Bar Buttons

C) Right Clicks - Many of the lists and grids in ChurchWatch have mouse right-click
shortcut menus. To access the menu, position your mouse over the list or grid and
then click the right mouse button. A shortcut menu will “pop up”. Select the
shortcut menu item of interest. In the case of lists, only list items are “right-
clickable” - unused areas of the list are not. If the list is empty, the short cut menu
is not accessible except in the case of QuickSearch lists where you can click on the
“QuickSearch” title to access the shortcut menu. Refer to the example menu in
Figure 2-6.

2 e IETS I TR

Full Marm

‘

El- % SMITH {Joe) :
: - Farmi b [

Collapse all |

Add Person

Delete Person

Find Person
Fird Mext

Setk a Filker

ros e Clear Filkers

CuickReport

Capy Mame bo Cliphoard

Figure 2-6 Example “Right-
Click” Shortcut Menu
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d) QuickSearch Lists - All main ChurchWatch forms have a QuickSearch list located
at the left side of the form. The QuickSearch list is a quick way to locate items of
interest. The QuickSearch lists have a keyboard search feature built in. You can
quickly search the list by first selecting it (click on an item in the list) and then by
typing the first few letters of the item you are looking for. In addition, the Quick
Search list is horizontally sizable. Click on the area between the right side of the
list and the form and then drag to resize. Refer to the example below:

In many cases you can delete the selected item in the QuickSearch list by pressing
the DELETE key on your keyboard.

& FETTETE IS HITHEET
I e [
=& SMITH {Joe) ’
i @ SMITH, Joe =D -
~ @ SMITH, Arne pm—
- : Main | Church
B =1MITH, Amy uren jj'
2 N :
& SMITH, Peter i
- Title:
- g SMITH, Sally
4B
: Preferr
Marital Skatus:
| | |

Click and drag this area to resize

Figure 2-7 Resizing QuickSearch List

e) Column Width Sizing - Many of the ChurchWatch forms have grids or tables in
them. Each of the columns within the grid are sizeable. The ChurchWatch
SmartForms will remember the size of the columns and restore them automatically
next time you open the form. To resize the width of a column, click on the vertical
bar between the columns and drag the column to a new size. Refer to the example

below.
Comrmenk:
Type:! | ]
~— Batch Statistics —— List in Data-Entry Order [ ]sha
| Erv # rl* Marne
2 entries in this batch JOHMSOMN Peter
Pre-Tatal: $0.00 PETERS Rl
Entry Tokal: $130,00 j i

Click and drag hetween columns to resize

Figure 2-8 Resizing Grid Columns
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f) Grid Sort Order - The sort order of most grids can also be changed simply by
clicking on a column header to sort by that column. The mouse pointer will change
to a down arrow when you are correctly positioned over the header. SmartForms
will remember your sort orders. Refer to the example below.

— Batch Statistics i List in Data-Entry Order [ | Show Deleted Records (Record

O T | Erw & 3 §  nMame ~ Amount
2 entries in this batch JOHMEOM, Peter $30.00 |
Pre-Tokal: $0.00 FETERS. Eil $100.00 |

Entry Takal: $130.00
Balance: $130.00
Envelope Tokal (Hash): O
Envelope Count: 0
Lonse Cash Takal; $0.00 I

i Batch Comtral ——mm—

Click on a header to sort by that column

Figure 2-9 Changing the Sort Order

0) Multiple Selection Lists - Many of the lists in ChurchWatch are multiple selection
capable. To select several items, click once on the first item, then press and hold
the SHIFT key while clicking on the last item. To select items one at a time, click
once on the first item, then press and hold the CTRL key while clicking on each of
the remaining items. An example of a multi-selection is shown below.

—_

Main || Church || Contack || T&T || Giving | Groups |,

Figure 2-10 Selecting Multiple List Items
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h) Menu Shortcuts - Most ChurchWatch main menu items have keyboard shortcuts.
The keys are listed in the top of form menu at the right side of each item.

- SEhuTeEteh S BBy lG ool

FI|E-' E|:||I: ': IS - Llsts Wlndl:lw Help
@ W attendance CTRL+N |
_ & Bible Text CTRL+E &=
2 & @ events CTRL4E
l‘ &) cving CTRL+G F
43 Himn Lyrics CTRL+Y
{E] Library Manager CTRL+L
‘Eﬂ M ail Manager CTRL+M
g F‘hu:une Dlaler kTRLH}
(& Queries CTRL+) .t
) Registers CTRL+W
i Reparts CTRL+O |
&F Sermon Manager CTRL4D
| ¥ 5.5, & Class Manager  CTRL+5
[ sticky tiotes F3 v
¥ To-DoList CTRL+T
g4 visitation Manager CTRL+U .
§ visitor Manager CTRL+K

TEETTRATTO -~

Figure 2-11 Keyboard Shortcuts

i) Working Without a Mouse - You can work with ChurchWatch even if your mouse
is not functioning. Use the TAB key to move between items and use the ENTER
key to activate items.

i) Browse Windows - All the main ChurchWatch forms have a “Browse” button to
view the data in rough spreadsheet style format. You can change the current
record being viewed by simply clicking on a record of interest and then by closing
the browse window. Columns in the browse window are temporarily sizeable using
the same method as described in item E) above. In addition, you can change the
order of columns temporarily by clicking on a column header and then by dragging
the column to the left or right.

k) Moving Between Form Items - The TAB key is used to move between fields and
items on forms.

) Super Search - The Super Search form warrants its own section and is described
in the next paragraph.
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Super Search!

ChurchWatch has a handy Super Search form that allows you to search for anything,
anywhere. To activate the Super Search form, right-click your mouse on any text box or

drop down list box. The following form will be displayed:

3

| &, T PETRSECTT

[(Table: hiouse)

{Field: postal_cod)

(Type: Characker) ]

~ Search For What?

{JEquals

) Does Mok Equal
{iareater Than
{iLess Than

() Begins With
(:} Conkains

{E} Is Between

12340 Yalues
12249 [ Yalues ]

~ Cpkions

[]1gnore Empty Yalues
[ match Upper/Lower Case

[ pisplay Search String

Cancel

Figure 2-12 Super Search Form For Type=Character

The top line of the Super Search shows the name of the table and field you are searching
on (refer to Appendix A) and the type of the field (will be one of character, numeric or date).
In the “Search For What?” box choose the type of search you would like to perform. In the
above example, we are looking for a postal or zip code that is between 12340 and 12349.
The VALUES buttons can be used to select from all values currently defined in your
database, although this is not necessary. The items that appear in the Options box depend
on the type of field you are searching and are usually self-explanatory.

ChurchWatch User’'s Guide
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Chapter 3 - “ChurchWatch Today”

“ChurchWatch Today” is a summary page that is displayed on startup and when selected
from the LISTS menu.

& Turliiys Helnrleys _J__JJ

AIITONWAIoN,

Today is Monday, Qctober 31, 2005

four Unfinished Tasks aday
Due Dake Task Frarm To Event
2005.11.058  File Board Reporte 02:00 Ph 03:00 Prd Smith Wedding

Birthdays This Month 3 ]
Birthdate ‘Wha Fram To Class

0700 P 000 P Support Group
20051031 SMITH, Joe

[ 3ust shaow today's birthdays

[CIPlease don't show this farm on startup Use color in the grids

Figure 3-1 “ChurchWatch Today” Form

This page is handy to determine the current day and date, whether or not you have any
inter-office messages waiting, your personal list of to-do items and today’s church events
and birthdays. The ChurchWatch Today page is user-specific. That s, the inter-office mail
reminder and the to-do items reflect those of the user who is currently logged into
ChurchWatch. You cannot see the to-do items or mail messages for other ChurchWatch
users since these are treated as private.

You can modify what’s viewed on this form by checking or unchecking the check boxes on
this form.

Note: If security is turned off on the SETUP-SECURITY page, the ChurchWatch Today
page will treat all entered to-do items as public and not assigned to any specific
user. In this case, anyone using ChurchWatch will see the same list. In addition,
no mail notices will be displayed.

Tip: If you don’t want the ChurchWatch Today page to be displayed on startup you can
turn off this feature in the SETUP form on the USER PREFERENCES page.
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Setup and Maintenance

(T
Chapter 4 - Setup and Maintenance 1

Before using ChurchWatch for the first time you will need to enter your church’s name and
address and review some of the ChurchWatch setups. For convenience all ChurchWatch
setups are done on one form. You can access the SETUP form from the main menu, from
the top-of-screen menu under EDIT->PREFERENCES or from the Shortcut Toolbar.

The SETUP form also allows you to setup other preferences. Some of these are user-
specific (“One User”) while others will apply to all users (“All Users”) of ChurchWatch. The
SETUP form is organized into a series of pages. The following tables explain each of these
pages.

2 SELIPY T EN T GE JJE

Behavior Events Idser Def Fields - House Reports Ermail

Church Info | Maintenance || User Preferences || Giving || Formats || Appearance || User Def Fields - People || Security

~— Pastor[Priest Mame: Other Churches:
Rev. Dawid Armicags | ‘ ( [ Setup ar Edit Cther Churches
«~— Church Address:
Church Mame: Hill Valley Full Gospel |
address1: 123 Elm Street ]
Addressz: v
by Ayt oum | Stake/Prov.: | HI D
Zip/Postal Cd: 12345 |C0untry: ‘USA D
Phone: 306-955-3657
Fax: 306-3EL-3657 [ Set ] [ Clear ]
E-Mail: mIchurchwatch_ com m
Web Page: adnin@chur chwatch. con @]

Figure 4-1 Setup and Maintenance Form
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SETUP PAGE 1 - Church Info

Item Description Applies To
Pastor/Priest Name Name of your pastor or priest. Presently this is used only on All Users
Registers Certificates.
Setup or Edit Other Click this button to create another database. You can use this All Users
Churches feature to handle data from multiple churches or just to create
separate databases within your church (for Sunday School for
example).
Church Name The name of your church. Your church name will be printed on All Users
reports.
Address1 The address of your church. All Users
Address2
City City or town that your church is located in. All Users
State/Prov US State or Canadian Province. If this does not apply in your All Users
country you may simply enter 2-character text in this box as
required.
Zip/Postal Cd Zip code or postal code of your church. All Users
Country The country your church resides in. You can choose from the All Users
countries in the list or enter a new country name if yours is not
listed. The selection of this field affects the State/Prov field so enter
this first.
Phone Church’s phone number. All Users
Fax Church’s fax number. All Users
E-Mail Your church’s email address. All Users
Web Page Your church’s web page URL. All Users
Church Logo If you have a church logo you can set it here (for use on reports). All Users
Use the SET button to indicate the file name of your logo file or use
the CLEAR button to clear the logo from ChurchWatch. Your logo
file must be in .BMP, .GIF or .JPG format.
Tip: White Mountain Software would be pleased to assist you in
converting your church logo from paper to digital format.
Table 4-1 Church Info Page
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SETUP PAGE 2 - Maintenance

Before selecting any maintenance functions you should perform a backup to protect your
data. In addition, you should make sure that no one else is using ChurchWatch (click FILE-
WHOS ON) since all database tables must be closed during maintenance. ChurchWatch

will warn you if other users are online.

Note: If you have security turned on only the “admin” account is permitted access to the

Maintenance page.

Item

Description

Applies To

Perform a Backup

Launches the Backup Manager so you can do a backup before
performing any maintenance functions. Always do a backup
before selecting a maintenance function.

All Users

Re-Index Databases

Occasionally (recommend once per week minimum) you
should re-index your database tables to optimize the
performance of ChurchWatch. This function can also fix
certain errors. If you notice odd behavior, missing data etc, a
database re-index can often solve the problem. Before calling
for support try clicking this button.

All Users

Pack Databases

When you delete a record on any of the ChurchWatch forms the
record is not physically deleted, only marked for deletion. This is
done so that you can undelete the record if desired. Choose Pack
Databases to physically delete records and free up disk space.

All Users

Fix Corrupted Memo Files

Very rarely, usually after a power disruption, you may receive a
“corrupted memo file error” while using ChurchWatch. To correct
the problem, click this button.

All Users

Zap All Tables

CAUTION. This button deletes all data in all database tables.
Note that the data cannot be recovered once zapped unless you
have a good backup.

All Users

Reset SmartForms Data

Use this button to reset all SmartForms data. All sizes, positions
and states of forms will be forgotten so that all forms revert back to
original defaults. This is especially useful if a form is off-screen
due to a change in screen resolution.

All Users

Repair House and People
QuickSearch Lists

The QuickSearch lists in the Membership Manager are derived
fields. You can regenerate and repair them at any time if
necessary by clicking this button. Normally this is not necessary.

All Users

Mass Edit

Launches the Mass Edit Wizard to change large amounts of
database data from one value to another

All Users

Default Backup Path

Use this field to set a default backup directory. The Backup
Manager will always load this as the default disk drive and
directory. Use the Browse button beside the field to choose a disk
drive and directory.

All Users

Table 4-2 Maintenance Page
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SETUP PAGE 3 - User Preferences

This page allows each user to customize ChurchWatch to their personal preferences.

Item Description Applies To
Desktop Window Size on | You have three choices for the startup size of the ChurchWatch One User
Startup desktop:
Normal: Window is sized normal
Minimize: Window is minimized onto the Windows Task
Bar
Maximize: Window is maximized to use full screen
Tip: Put ChurchWatch in your START-PROGRAMS-STARTUP
folder and set the window size to minimized to have
ChurchWatch auto-start and sit on the Windows Task Bar
whenever you turn on your computer.
Change Your Password Use this button to change your login password. This button only One User
appears if security is turned on.
Show Family Photos on If you are not using family photos you can uncheck this box. One User
Household Form
Show Person Photos on If you are not using person photos you can uncheck this box. One User
People Form
Sound Effects Check this box to turn on sound effects. One User
Button Help Text When this box is checked, ChurchWatch shows help text whenever | One User
you hover your mouse over a button.
Notify on New Messages | When this box is checked, ChurchWatch will notify you when you One User
receive a new inter-office message. Applicable only when security
is turned on.
Display Backup Reminder | When this box is checked, ChurchWatch will remind you to do a One User
on Shutdown backup whenever you exit the program.
Prompt on Deletes When this box is checked, ChurchWatch will always ask if its ok to | One User
delete a record. We recommend leaving this checked.
Show “ChurchWatch When this box is checked, the ChurchWatch Today page is always | One User
Today” on Startup loaded when the program starts.
Minimize Main Menu If you don't use the main menu window, check this box to have it One User
Form on Startup automatically minimized on startup.
Auto Re-Index Tables On | When this box is checked, ChurchWatch will automatically reindex | One User
Exit your database tables when you exit (if no other users are online).
Favorite Word Processor | Enter the path to your word processor’'s .EXE file. This item is One User
used by the Sermon Manager when editing a sermon file.
Table 4-3 User Preferences Page
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SETUP PAGE 4 - Giving

This page is used to setup preferences related to the Giving, Pledge and Tax Receipt
Managers.

Note: If security is turned on, only users with access to the Giving Manager will be able
to view this setup page.

Item Description Applies To

Charity Registration # Certain countries, particularly Canada, require that churches and All Users
charities be registered for tax purposes. Enter your church’s
charity registration number here. This number is printed on
income tax receipts and on Substantiation of Contributions reports
(USA).

Last Receipt # Assigned Each tax receipt printed by ChurchWatch has a serial number for All Users
auditing purposes. This setup field is the last tax receipt number
printed. It cannot be altered although you can reset the number to
zero by clicking the RESET TO ZERO button. We recommend you
do not reset the last receipt number but if necessary it should not
be done more than once per tax year or duplicate serial numbers
will result.

Default Giving Account Most churches have a giving account that is used more commonly | All Users
than others. For example “Budget”. First setup your giving
account names (refer to chapter 6) and then set the default giving
account here. When adding offering data the Giving Manager will
always pick this account by default in an attempt to minimize your
data entry effort. To clear the default account click the delete
button beside the field.

CCRA Website (Canada) | If your church is located in Canada, you are required by CCRA All Users
guidelines to include the CCRA website on all tax receipts. The
CCRA website is defaulted to www.cra.gc.ca/charities but you can
modify the website in this field if necessary.

Include CCRA Website Check this box to include the CCRA website on tax receipts. If All Users
on Tax Receipts your church is not located in Canada, uncheck this box.
Auto Load Prior Giving Check this box to have the Giving Manager seek and automatically | All Users

Patterns (Master Enable) | set the account and amount boxes based on a person’s last giving
when doing postings. This is very useful since many people follow
a tithing pattern that repeats week to week. Use this feature to
reduce data entry. This is the “master” enable switch. In addition,
the auto-load status for EACH PERSON can be set on the GIVING
page of the Membership Manager. Unchecking this box disables
the auto load feature entirely regardless of the auto-load setting of
each person.

Fiscal Year End Enter the last date of your churches fiscal year here. This valueis | All Users
used in the fiscal year reports.
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Item Description Applies To
Tax Receipt Digitized Tax receipts (Canada) and the Substantiation of Contributions All Users
Signature report (USA) both permit a digitized signature to simplify the tax

reporting process. Three buttons are provided here:

SET SIGNATURE FILE: Click this to select a .BMP file that
contains your digitized signature.

CLEAR: Click this to clear the signature file.

TEST: Click this to see what the signature
would look like on a tax receipt.

Tip: When creating your signature file use a dark, thick felt pen
and then scan at high quality. White Mountain Software
would be pleased to assist you in scanning your signature.

Table 4-4 Giving Page
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SETUP PAGE 5 - Formats

This page allows you to setup ChurchWatch’s auto formatting features.

Item Description Applies To

Date Format Select the date format you would prefer to use. Examples are All Users
given with each.

Default Postal Code/Zip This item is useful for reducing the amount of data entry you need All Users
to do when entering addresses. You can enter the first few
characters of the zip code or postal code for your area.
ChurchWatch will automatically enter these prefix characters
whenever you create a new church family in the MEMBERSHIP
MANAGER.

Currency Symbol ChurchWatch uses a default currency symbol of “$” which may not | All Users
be correct for your country. You can set a single character
currency symbol in this field.

Auto Formatting This box contains several options for auto formatting names and All Users
list items. To keep your data tidy we highly recommend selecting
an auto format style for each of the items listed. You have three

choices:

No Auto Formatting: Entered items are left as-is (e.qg.
“smith”)

Initial Caps: Entered items are auto converted to
initial capital letters (e.g. “Smith”)

All Caps: Entered items are auto converted to all

capitals (e.g. “SMITH")

Note that there are FORMAT ALL NOW buttons for each. Click
this button to cause ChurchWatch to reformat all stored data
immediately.

Tip: If you have a name or list item that ChurchWatch has
trouble auto-formatting you can set this option to No Auto
Formatting, enter the name or list item and then reset this
setup item to the desired format. Your entered name or
list item will remain as-entered as long as you do not re-
select the entry field.

Note: Register data is not affected by auto formatting.

Table 4-5 Formats Page
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SETUP PAGE 6 - Appearance

This page allows you to setup the overall look and feel of the ChurchWatch program itself.

Item Description Applies To
Item List Begin by selecting an item in the list on the left. One User
Detail Window Change settings using the prompts in the panel at the right. One User
Themes “Themes” are pre-defined sets of ChurchWatch appearance One User

settings. ChurchWatch provides several themes that you can
select from using the pull down list box in this window. In addition
you can create and maintain you own themes using the buttons
SAVE AS, SAVE and DELETE:

SAVE AS Use the SAVE AS button to save your current
settings under a new theme name.

SAVE Use the SAVE button to save your current
settings under the current theme name. This
modifies the current theme.

DELETE Use the DELETE button to delete a user defined
theme. You cannot delete the default
ChurchWatch theme.

Table 4-6 Appearance Page

SETUP PAGE 7 - User Defined Fields, Membership Manager, People Level

This page allows you to set the titles used for user defined fields in the Membership
Manager. These field names will be used in the Membership Manager, in data filters and
in ChurchWatch reports.

Item Description Applies To

Character Fields Six user defined character (text) fields are supported. Enter the All Users
titles here.

Numeric Fields Three numeric fields are supported. Enter the titles here. All Users

Checkbox Fields Three logical (true/false) checkbox fields are supported. Enter the All Users
titles here.

Phone Two additional phone numbers are supported. Enter the titles All Users
here.

Table 4-7 User Defined Fields, People Page
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SETUP PAGE 8 - Security

Security is discussed in more detail in Chapter 7. Here is a summary of the security page
on the SETUP form:

Item Description Applies To
User List This list shows all currently defined user names. N/A
Add Click ADD to add a new user name. N/A
Edit Click EDIT to edit the name, password and/or access privileges for | N/A
a user.
Delete Click DELETE to delete a user name. N/A
Disable All Security When this box is checked, security is turned off but this is definitely | N/A

not recommended. When security is turned off you will not be
required to login when ChurchWatch starts. In addition, certain
features of ChurchWatch such as the Message Manager will not be
accessible.

Note:  White Mountain Software strongly recommends that you
leave security turned on. Your government’s laws may in
fact require that church records are protected.

Clear Online Flags If the list of user’s online in FILE-WHOS ON shows more users N/A
than you know are logged on click this button to clear
ChurchWatch'’s records of who is online. This will be required in
the event of a power outage or PC crash while ChurchWatch is in
use.

Table 4-8 Security Page
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SETUP PAGE 9 - Behavior

You can change the behavior of ChurchWatch using the items on this page

to Guess the Gender

gender of each individual entered. First person is male, second is
female and all following are male.

Item Description Applies To
Auto-Set City When Check this box to have the Membership Manager automatically set | All Users
Adding New Families the city for you when new families are added. The church’s city is

used.

Auto-Set State/Province Check this box to have the Membership Manager automatically set | All Users
When Adding New the state or province for you when new families are added. The
Families church’s state or province is used.
Print Child’s Last Name Check this box to modify directory reports as described. All Users
in Directories if Different
From Contact’s Last
Name
When Entering Report Check this box to have each user’s favorite reports list shown when | All Users
Manager Auto Select the Report Manager is started. When unchecked, the Report
Favorites Manager starts with the attendance reports list showing.
When Adding People Try | Check this box to have the Membership Manager auto-set the All Users

Table 4-9 Behavior Page
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SETUP PAGE 10 - Events

ChurchWatch permits recurring events to be defined. You can adjust some of the
parameters of this feature to optimize the performance of ChurchWatch.

Item Description Applies To

Recurring Events/Classes | When you define a recurring event or class, ChurchWatch looks All Users
ahead a specific number of days to auto-define future events. You
can set the number of days that ChurchWatch looks ahead here.
The lower this number the faster ChurchWatch will perform the
look ahead and other event based operations. You can also cause
an immediate look ahead (if you change the number) by clicking
the LOOK AHEAD NOW button.

Data Integrity When this box is checked, ChurchWatch will check your Facility, All Users
Resource and People schedules for schedule conflicts whenever
an event or class is created or changed. Note that on slower
computers this may be a slow operation. Uncheck this box to turn
off the schedule check and speed up the operation of
ChurchWatch when creating or changing events. The CHECK
NOW button can be used to force a manual check at any time
regardless of whether the checkbox is checked or not.

Attendance Data By default ChurchWatch never deletes attendance data. You must | All Users
manually purge the attendance data to free up disk space. Enter a
date and click the PURGE button. Finally, go to the SETUP-
MAINTENANCE page and click the PACK button.

Table 4-10 Events Page

SETUP PAGE 11 - User Defined Fields, Membership Manager, Household Level

This page allows you to set the titles used for user defined fields in the Membership
Manager, Household level. These field names will be used in the Membership Manager,
in data filters and in ChurchWatch reports.

Item Description Applies To
Character Fields Two user defined character (text) fields are supported. Enter the All Users
titles here.
Numeric Fields Two numeric fields are supported. Enter the titles here. All Users
Checkbox Fields TV|VO Iﬁgical (true/false) checkbox fields are supported. Enter the All Users
titles here.

Table 4-11 User Defined Fields, Household Page
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SETUP PAGE 12 - Reports

This page allows you to modify ChurchWatch report files that don’t appear in the Report

Manager.
Item Description Applies To
Open Report File Outputs | ChurchWatch is capable of outputting reports to several formats. One User
in the Appropriate Check this box to have the report open in the appropriate external
External Program.... viewer (for example Adobe PDF Reader, Microsoft Word etc)
When Viewing On ChurchWatch has two report viewers. The default viewer runs One User
Screen, Use Report faster but has no search capabilities. Check this box to get a
Viewer With Search report viewer with search capabilities.
Capabilities
Report List Select the report you want to modify or restore from this list. All Users
Modify Layout Click this button to modify the layout of the selected report. For All Users
information on modifying reports, refer to the Report Manager
chapter.
Restore Original Whenever you modify the layout of a report, a backup copy of the All Users
original is automatically saved for you in the folder “Original Report
Backups”. If you create errors during the modification of the report
you can always restore the original backup by clicking this button.
Never delete the “Original Reports Backup” folder.

Table 4-12 Reports Page
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SETUP PAGE 13 - Email

This page allows you to select an email method and setup the details. Two different email
protocols are supported: SMTP and MAPI. Each has its own pros and cons. MAPI uses
your email program (such as Outlook Express) to send email. The advantage is simplicity -
you have already set up your email program and ChurchWatch simply uses the services of
it. There are several disadvantages:

- MAPI will leave messages in the outbox of your email
program (when using bulk email for example, this could be
hundreds of copies of the same message).

- MAPI is not always reliable depending on the settings of
your Windows installation and you email program

- Some email programs have to be MAPI enabled with an
internal setup, otherwise MAPI requests are blocked
(Outlook for example).

- MAPI does not allow good error checking from within
ChurchWatch

Despite these disadvantages, MAPI is simple and requires no additional setup.

The other protocol is SMTP. SMTP is more complicated but is capable of sending email
transparently without the use of an external email program. This allows ChurchWatch to
send email on its own. The advantages are reliability, no messages in your outbox and
good error checking and reporting. The disadvantage is that SMTP requires more setup.
The rest of the items on this setup page apply directly to the SMTP selection (refer to table
4-13). Based on this information, select one of the protocols. If your selection is causing
problems or it is not possible to send email, try the other protocol.

Item Description Applies To
Automatically call up the Check this box if you use a dial-up internet connection. It will One User
Windows Internet Dialer cause the dialer dialog to be displayed automatically when needed.

Internet Mail Server Name of your ISP’s mail server. One User
Name for Outgoing Email

Your Email Address Enter your full email address in this field One User
Sender Name Enter the name you want the receiver of the email to see in the One User

‘from’ field. Typically this is just your name (eg Jane Doe).

ISP Password

Use SMTP Authentication | Check this box only if your ISP (Internet Service Provider) requires | One User
ISP Login Name SMTP authentication. Normally this will not be required. If your

ISP requires it, check this box and also enter your ISP login name
and password. You can acquire this information from your ISP if
you are not sure.

Table 4-13 Email Page
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Chapter 5 - Import and Export Managers

Data can easily be imported from your existing database system into ChurchWatch. You
can also export data stored in ChurchWatch. Many popular file formats are supported. The
Export Manager is also used to export giving data into popular accounting packages such
as QuickBooks, Quicken and Simply Accounting.

Loading Data Into ChurchWatch - The Import Manager

You must proceed carefully when importing data into ChurchWatch and careful planning is
important. ChurchWatch uses Microsoft Visual Foxpro's Import facility and no data
validation is done. As such, you can create problems if you attempt to load a field that is
of the wrong data type (e.g. a text field loaded into a numeric field for example). White
Mountain Software intends to correct this limitation in future versions of ChurchWatch.
Even with this limitation, the Import Manager is an extremely powerful tool to easily and
quickly load your existing data into ChurchWatch.

Note that data you import is always appended to the existing ChurchWatch tables. That
means that you can add data using the Import Manager at any time without disrupting the
data you already have stored in ChurchWatch, but you cannot add data to existing records.

Planning and Preparing for the Import
This is a very important step. Carefully plan your import by doing four things:

1. Examine your existing data and the ChurchWatch table structures listed in
Appendix A to determine which of your fields can be properly imported into
ChurchWatch. Take note of the type of field ChurchWatch can accept (numeric,
character, logical etc).

n

Choose the file type you want to import from. ChurchWatch supports:

Comma delimited text file (.TXT) (BEST CHOICE)
Blank delimited text file (.TXT)

Semi-Colon delimited text file (.TXT)

Tab delimited text file (.TXT)

Foxpro (and Xbase) DBF file (.DBF)
Microsoft Excel files (V2-V4, V5, V7) (.XLS)
Lotus Symphony file (WRK, .WR1)

Lotus 1-2-3 file (WKS, .WK1)

Symbolic link (.SLK)

System Data Format (SDF)

Microsoft Multiplan (.MOD)

Visicalc (.DIF)

Framework Il ((FW2)

Paradox (.DB)

Rapidfile (.RPD)

w

Decide on how to uniquely define each family. You can use a numeric family id or
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a family name but since many families have the same last name and since
members of the same family may have different last names, we recommend
assigning a temporary family id code to each family. Each person in the family
should have the same numeric family ID code. Note that ChurchWatch will replace
these temporary family IDs with new ones of its own choosing.

4. Create a file of the chosen file type using your existing Church Management
software, database or some other software. Use only the fields you chose in step
1 and take note of the order of the fields in the file. Append your temporary family
ID code if necessary during this step.

In our example, we are going to use a comma delimited text file to import two families.
Refer to Appendix A and study the fields we have chosen. We have chosen the following
fields in the following order:

Family name (family_nam of HOUSE table)

First name (first_name of PEOPLE table)

Authority (record_lev of PEOPLE table, where 1=Contact, 2=Spouse, 3=Child)
Address1 (address1 of HOUSE table)

City (city of HOUSE table)

Phone (housphonel of HOUSE table)

Directory (directory of HOUSE table)

NougkrwdE

Here is the sample data we are going to use. We want to import two families. The Smith
family will be placed into the church directory while the Peters family will not.

"Smth","Joe",1,"123 Elm Street", "Anytown", "555-1212", T
"Smith","Helen",2,"123 Elm Street", "Anytown", "555-1212", T
"Smth","Johnny", 3,"123 Elm Street"”, "Anyt own", "555-1212", T
"Smith","CG ndy",3,"123 Elm Street", " Anytown", "555-1212", T
"Smith","Amanda", 3,"123 Elm Street"”, " Anyt own", "555-1212", T
"Peters","Eldon",1,"123 Any Street", "Anytown","111-2222",F
"Peters","Shiela", 2,"123 Any Street", "Anytown","111-2222" F
"Peters","Tomy", 3,"123 Any Street", "Anytown","111-2222" F

Tip: Notice that blanks are not allowed in the input file unless inside quotations. Notice
the T and F indicators (with no quotes) at the end of each record. T stands for
TRUE and F stands for FALSE and they will be used to set the directory field which
is a logical field (has a value of TRUE or FALSE only). For ChurchWatch logical
fields you MUST use T or F with no quotes in order for the import to be successful.

Tip: Date fields must have 4 digit years and be in exactly the same format as you have
chosen for ChurchWatch (SETUP-FORMATS). In addition, if you are using a text
file as the input source, the date fields should not be in quotes.
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As already mentioned, using a family ID code is a better method for import so lets add a
numeric family ID to the start of each record:

"Smth","Joe",1,"123 El m Street", "Anytown", "555-1212", T
"Smith","Helen",2,"123 Elm Street", "Anyt own", "555-1212", T
"Smth","Johnny", 3,"123 Elm Street"”, "Anyt own", "555-1212", T
"Smith","CG ndy",3,"123 Elm Street", " Anytown", "555-1212", T
"Smith","Amanda", 3,"123 Elm Street"”, " Anyt own", "555-1212", T
"Peters","Eldon",1,"123 Any Street", "Anytown","111-2222",F
"Peters","Shiela", 2,"123 Any Street", "Anytown","111-2222", F
"Peters","Tomy", 3,"123 Any Street", "Anytown","111-2222" F

NNONRPRRRP

Now that the input file is complete and has been checked we are ready to begin the import.

Step 1 - Choose the Import Type
£ Data Import g o

5TER 1 Doa backup befo_ra attempting toimport datal :
il nat do_ne proper_h}', this can cause significant damage ko vour dakabases!
IF wou hawve done a backup, seleck the tablels) you wish to import daka to,

(%7 Holse (F\.c'ltlresses) : Assumes each record
() House and People Details contains & unique Family

Cancel

Figure 5-1 Choosing the Import Type

You have two choices for the import type. If you are simply importing family names and
addresses choose the “House” option. If you are importing any fields that are contained in
the PEOPLE table choose the “House and People Details” option. In this example we are
importing fields that are contained in the PEOPLE table so we choose “House and People
Details”.

Since we are using a Family ID instead of Family Name as the key we need to check the
“Use Family ID in Import File as Key” checkbox.

Click the NEXT button to move to the next step.
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Step 2 - Choose the Fields

£ Data Import g ]
. STER 2 Select the database fislds that match the import data,
- Toke that Figld arder is critical and Figlds from-your data file -
- cannot be skipped. : : ;
DER_ID [l » | |FAMILY ID P
FAMILY NAM E FAMILY HNAM
MIDDLE NAM |=| —/— i%|FIRST HaHE
BEX i ‘ [ |mECORD_LEV
EIRTHDATE ALDDRESSL
OCCUPATION el Ty
. |MEMBERDATE |II» [ | mous pHONEL
- |ENVELOPE_N TR :DIRECTDRY
WOREPHONE ‘Ill
EMPLOYER
JFAX
EMAIL_A %
NOTES ;
EXTENSION [ve [»
< Back Mext = [ Finish

Figure 5-2 Choosing Import Fields

Next, choose the fields you are going to import into ChurchWatch from the list at the left.
Move your chosen fields to the list on the right using the arrow buttons. Note that the order
is very important and must exactly match the order of the fields in your input data file. If
you make a mistake in the ordering, you can click and drag on the square boxes on the left
side of the right hand list to reorder the items.

You may not skip fields in the input data file. The above figure shows the fields in our
example input file in the correct order with no skipped fields.

If you choose an incorrect field name you can use the left facing arrows to move fields back
to the main list but take note that they will be added back at the bottom of the left hand list.

Click the NEXT button to move to the next step.
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Step 3 - Select File Type and Name

&4 nat, — &
& Data Import Q o
- STEP 3. Select the File Fnrmat.you are impaorting From.

(%) Delimited Text File (. TaT) Separator Characker:

I FoxPro 2% Table { .DBF) () Comma

() Excel v5, 71 5L5) () Blank

(O Excel ¥2-v4 (L 4L5) () Semi-Colon

(") Lotus Symphony ¥1 {WRE) 2 T8

(JLatus Symphany ¥1.1-¥1.2 (WR1)
() Lotus 1-2-3 V1a (WKS)

() Lotus 1-2-3- V2. [ WKL)

) Symbolic Link £.5LE)

(" Syskem Data Format (SDF)

(i Microsoft Muliplan ¥4.01 {.MODY
) tisicale {.DTF)

() FrameWork I1 (. P 2)

"y Patadoy Database {.DE)

) RapidFile ¥1,2 [ RPD)

Figure 5-3 Setting File Type and Name

Next, set the file type for your input file. If the input file is a text file, as it is in this example,
you must also choose the delimiter type. The “delimiter” is the character used to separate
input fields. Choose one of comma, blank, semi-colon or tab. Our example is a comma
delimited text file.

Click the FINISH button to move to the next step. The Import Manager will prompt you for
the name of the file you are using for an input file. Use the displayed dialog box to select
your file.
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Step 4 - Review the Results and Commit the Data
£ Data Import g o

S STEP 4, Save the imparted data_.
~Use the Browse button to check the impork CAREFULLY.
Ther click the Commit button ta save the datsinto Churchiateh,

WOTE: Be sure to double check the
[ BrowsejCheck Farnily_id and per_id (person_id) Fislds
ko see how Families have been struckured,

Figure 5-4 Final Steps

The Import will be performed and the page shown above will be displayed. Click the
BROWSE/CHECK button to view the results of your import. Be sure to double check the
way that the Import Manager has grouped the families in the input file:

£, imported Data - 111! CHECK CAREFULLY 111! =)o
Per_id Family_id! Family_nam Fist_name |Hecord lev Addressl City Housphonel | Directory) |4
11 4: Sriith Joe 1:123 Elm Street Artoin BEE-1212 T
12 4iSmith Helen 21123 Elm Street Lrytown ae5-1212 T
13 4: Smith Johnrg 31123 Elm Street Argtown 5551212 T
14 4: Sriith Cindy 3123 Elm Street Artown 5551212 T
15 4: Sriith Amanda 3123 Elm Street Artoin BEE-1212 T
16 BiPeterz Eldon 11123 dny Strest Lrytown 111-2222 F
17 5:Peters Shiela 2123 Any Street Argtown 111-2222 F
M 18 BiPeters T armrmy 3123 Any Strest Artoin 111-2222 F I
|
v et

Figure 5-5 Results of the Import

Study the results in Figure 5-5. Notice that the data has been correctly imported. Also
notice that the family ID fields from our example input file have been changed.
ChurchWatch assigns its own family IDs.

Tip: Blank records in the import are caused by blank lines in the input file or by a
carriage return at the end of the file. You have a choice of correcting the input file
and redoing the import or leaving the import results as-is and deleting the blank
family in the Membership Manager later.
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Although the data in the import results shows many repeated fields, such as the address
field, ChurchWatch actually stores the data much more efficiently. In our example, only two
(2) family records will be created with five (5) People records in the “Smith” family and three
(3) People records in the “Peters” family.

Finally close the browse window and click the COMMIT button to commit the imported data
into ChurchWatch. Once you have successfully imported data into ChurchWatch you
should go to the SETUP->FORMATS page and format all data as desired using the
FORMAT ALL NOW buttons.

Summary and Items of Note

Note the following:

Giving data cannot be imported into ChurchWatch since there is a complex
relationship between giving records and household (address) information.

Use the BACK buttons if you make a mistake during the import process and need
to redo a step

Blanks are not allowed in .TXT input files unless between quotes (*”)

You must use a family id or family name to group families

Field order is critical

You cannot skip fields in the input file unless they are at the end of the record
Never import data to the PDIRECTORY field of the PEOPLE table. Choose the
DIRECTORY field in the HOUSE table instead. ChurchWatch will automatically fill
in the PDIRECTORY field for you.

Importing marital status or title fields will update the appropriate lists in
ChurchWatch

ChurchWatch logical fields must be imported as T or F with no quotes

Date fields must have 4 digit years and be in exactly the same format as you have
chosen for ChurchWatch (SETUP->FORMATS). In addition, if you are using a text
file as the input source, the date fields should not be in quotes.

Blank lines in the input file cause blank records to be imported

Do not use header records in the input file. Spreadsheet output files should be
checked for a header record and if one exists it should be deleted.
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Copying Data Out of ChurchWatch - The Export Manager

You can easily export your data into many different file formats using the Export Manager.
You can export Household, People or Giving data. The Export Manager can also export
your giving data into a QuickBooks, Quicken or Simply Accounting file. Thisis an excellent
way to extract your giving information for use in many different accounting software
packages since most will read QuickBooks files.

Step 1 - Choose the Data to Export

To start the Export Manager select FILE->EXPORT from the top-of-screen menu. The
following page will be displayed:

£, Export Manager g@

STEP 1. Select the type of data you wish to export.
You may also set a filter to select a specific set of data.
() House (Addresses)
() People (Details) _
%) House &Peaple
-

Figure5-6 Choosing the Data to Export

Select the type of data you want to export. You may also set a data filter (refer to Chapter
30) by clicking the SET FILTER button. Use the TEST/BROW SE button to review the data
you have selected (note you will have an opportunity to select specific fields in the next
step). Once you are satisfied with what you have selected, click the NEXT button. In the
example above, we have chosen to export House and People fields.

The Giving export selection is a special case and will be covered later in this chapter.
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Step 2 - Choose Specific Fields
& Export Manager g@

STEP 2. Select the database fields vou wish to export,
' Thiz wil also set the order of the field columns,

Choose Fram These Fields: These Are The Fields To Export:

FIRST_NAME |
FAMILY NAM &

ADDRESSL

ADDRESSZ

CITY

PROV

POSTAL_COD

HOUSFHONEL

BIRTHDATE

FAM_NOTES [
PUE_EMAIL
INC_SPOUSE
FAMILY ID_E
PEL_ID
FAMILY NAM B

MIDDLE_NAM

SEX

OCCUPATION

MEMEERDATE @
EECORD_LEV

ENVELOPE_N

| WORKPHONE

Figure 5-7 Choosing the Fields to Export

In this step you need to choose the specific data fields you are interested in exporting. The
fields will be placed in the output field in the exact order that you select them. Use the
arrow buttons to move fields from the master list at the left to the selection list at the right.
In the example above we have chosen person’s first name, the family name from the House
table (see note below), the person’s address and birthdate. You can reorder your selections
by clicking and dragging on the square buttons in the right list box. When you are satisfied
with your selections and their order click the NEXT button.

NOTE: When “House & People” is selected in step 1, there are several data fields with the
same name in the HOUSE and PEOPLE tables. These will show up in the master
field listas FAMILY_NAM_A, FAMILY_NAM_B, FAMILY_ID_A, FAMILY_ID_B etc.
The " A”fields are from the HOUSE table and the “_B” fields are from the PEOPLE
table. Take care when selecting these fields.
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Step 3 - Choose a File Type

Finally, you must choose the type of file you would like to export the data to. The Export
Manager supports many different file types.

£ Export Manager g@ 3

STEP 3. Select the-file format you would lke to export to, ther click FINISH.

Export File Format: 5 Separator Character:
(=) Delimited Text File {, TXT) %) Comma

() FoxPra 2, Table (. DBF) ) Blank.

() Excel ¥5, W7 £.5L5) ) Semi-Calan

O Excel y2-4 {24L5) CITAE

() Lotus Symiphany 41 {AWRK)

() Lotus Symphory 41, 1-V1,2 (WR1)
() Lobus 1-2-3 ¥1a {WKS)

() Lotus 1-2-3- ¥2, (WKL)

() ayrobalic Link {.5LK)

() Systern Data Format {.SDF)

() Microsaft Muliplan 4,01 {,MOD}
() wisicale {.DIF)

Figure 5-8 Choosing the Export File Type

Cancel

When choosing a delimited text file you must also choose the separator character which can
be one of a comma, a blank, a semi-colon or a tab. Choose the file type and then click the
FINISH button. In our example we have chosen a comma delimited text file as the output
destination.

Finally, you will be prompted for a file name and drive/folder location. Enter a file name.
At this point the export will occur and indicate successful completion.

Here is the comma delimited text file created by our example:

"Eldon","Peters',"123 Any Street",""," Anytown","","","111-2222",1953.03.04
"Shida',"Peters',"123 Any Street","","Anytown","","","111-2222",1954.03.08
“Tommy","Peters',"123 Any Street",""," Anytown","","","111-2222",1996.07.06
"Amanda’,"Smith","123 EIm Street",""," Anytown","","","555-1212",1968.04.07
"Cindy","Smith","123 EIm Street",""," Anytown","","","555-1212",1967.01.15
"Helen","Smith","123 EIm Street",""," Anytown","","","555-1212",1945.12.18
"Joe","Smith","123 EIm Street",""," Anytown","","","555-1212",1942.09.23
"Johnny","Smith","123 Elm Street",""," Anytown","","" "555-1212",1965.03.04

Tip: If you export to one of the non-text formats and have trouble reading the file, try

creating a comma delimited text file instead. Most software packages are able to
import comma delimited text files.
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Exporting to Popular Accounting Packages

You can export your giving data directly to a native accounting package file. ChurchWatch

supports:

u QuickBooks IIF files

u Quicken QIF files

L Simply Accounting for Windows
L Simply Accounting for DOS

When you select Giving Data in step one of the export, you are given several options as
shown in Figure 5-9.

NOTE: As of Quicken 2004, QIF files are no longer supported.

IMPORTANT: Beforebeginning you will need to create accounts inyour accounting
package that exactly match the accounts in ChurchWatch including
spelling and upper/lower case letters.

Step 1 - Choose the Accounting File Type

£, Export Manager g@

STEP 1. Select the type of data you wish to export.
You may also set a filter to select a specific set of data.

) House (Addresses) Set Filker
S
) House &Peaple A HLES

() Giving Test/Brovwse

‘ol can quickly export financial transactions ko a Quickeri (k) or
QuickBaoks (kmY impott file or choose 'athet’ ta expart o same other
type of File Format.

MNOTE: Most Accounting

@ GuickBinoks {tm) (117 Fie) softmare packages can

) Quicken (tm) (.QIF File) import QuickBooks files,
O Sfmply Accountfng For Windows NOTE: A5 of Guicken 2004
() Simply Accounting For DOS you will nat be able boimport
(JOther bype of export file JIF Files.

-

Figure 5-9 Choosing the Accounting File Type

Choose either a QuickBooks IIF file, a Quicken QIF file, Simply Accounting for Windows,
Simply Accounting for DOS or other type of export file. Click the NEXT button to move to
the next step. If you choose “other” follow the directions under STEP 2 - Choose Specific
Fields in the previous section.
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Step 2 - Choose the Giving Records to Export

Now you need to choose which giving records you are going to export. Simply clicking on
the record will check the check box on that row and mark the record for export. Records
that have already been exported are not listed to avoid exporting the same data more than

once.

& Export Manager

W%

“STEP 2. Select the giving records you wish to export, then click FINISH.

Check off the transactions you wankt to export {click arewhere on arow). Click header to change sort order,
Dra_g_header to change u;_u:ulumn width (NOTE: This may ch_ange sark prc_ler)._ Set a filker in step 1 'tg reduce records shown,

2 Date Ervv# Lask Mame First Mame Account Arnount Exp. Date 'A.
[ 120031013 Evans Elizabeth Budget 335,00 I
[ 20031013 Johnzon Adam Budget $20.00
[] 2003.10.13 Johnzon Learne tizziohz $30.00

] 20031013 Loose Caszh Budget $30.00
[v]
: (2]

=]

8] 2

‘ IE ‘ ‘ = ‘ ‘ ‘ ‘ [¥] Exclude transactions already exported
WA= .
|

Figure 5-10 Selecting the Giving Records to Export

Since there are usually many records needing export to your accounting package, there are
several powerful features on this page to assist you in selecting the correct records. Table
5-1 lists these features.

Form Item

Description

Clicking on a row

Click either on a row or in the check box to check or uncheck the
individual record for export. Only checked records are exported.

== | Check all, single batch
date

Click this button to check off all records for one batch date. You will be
prompted for the batch date.

Check all, single account
@I name

Click this button to check off all records for one specific giving account
name. You will be prompted for the account name.

Check all, single person

L&

2
o

Click this button to check off all records for one specific person. You will
be prompted for the person’s name.
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Form Item

Description

Check all, single

IE envelope number

Click this button to check off all records for one specific envelope
number. You will be prompted for the envelope number.

Check all

Click this button to check off all records listed.

Uncheck all

Click this button to uncheck all records listed.

Exclude Transactions Already
Exported Check Box

To avoid duplicate accounting entries, this box should normally be
checked to exclude data you have already exported. If you would like to
view records that have already been exported (and even export them
again if you wish) uncheck this box.

NOTE: This is a fairly dangerous operation with respect to keeping your
accounting records up to date and for this reason, leave this
check box checked whenever possible!

Table 5-1 Accounting Export Features

Sizing the Form, Changing the Sort order and Some Other Useful Features

You can resize the form to any size you are comfortable with. You can also change the sort
order of the list simply by clicking on the column header. The width of the fields in the grid
can be resized left and right by clicking between the column headers and then dragging
either left or right. You can also change the row height by clicking between the rows and
then dragging up or down. To reduce the list of records you are dealing with, you can set
a data filter in step one - refer to Chapter 30 for information on data filters.

ChurchWatch User’'s Guide

5-13



Import and Export Managers

Step 3 - Performing the Export

You can specify the deposit account that transactions will be credited to. Each Account
Name is associated with one Deposit Account Name. The association is made in the
Accounts Editor (LISTS->ACCOUNT NAMES).

| Data Entry | ¥TD Statistics || Monthly Statistics

: Date Created: _

Tax Receiptable Deposit Account
| is Entered Here
in the Account

ACCount #:

| Account Mame: [Budget

: Budget (Goal): $0.00| (Goalis $ per year) Names Form
Da:u:uzit Acct: /<| E]
: Comment:

Figure 5-11 Setting the Deposit Account Name

Inthe Export Manager, once all desired records have been checked, click the FINISH button
to begin the export. When prompted, enter the file name of the file you want to place the
export data in. You may enter a file extension but it will be replaced with .1IF (QuickBooks)
or .QIF (Quicken). For our example above, here is the sample QuickBooks file created.
The first 3 lines are header information telling QuickBooks what is in this file. The following
is an example QuickBooks file (note the deposit account names “Credit Union” and “Royal
Bank”):

I TRNS, TRNSTYPE, DATE, ACCNT, NAME, AMOUNT, MEMO

I SPL, TRNSTYPE, DATE, ACCNT, NAME, AMOUNT, MNEMO

I ENDTRNS

TRNS, DEP, 10/ 13/ 03, Credit Uni on, El i zabet h Evans, 35. 00,
SPL, DEP, 10/ 13/ 03, Budget , El i zabet h Evans, - 35. 00,
ENDTRNS

TRNS, DEP, 10/ 13/ 03, Credi t Uni on, Adam Johnson, 20. 00,
SPL, DEP, 10/ 13/ 03, Budget , Adam Johnson, - 20. 00,
ENDTRNS

TRNS, DEP, 10/ 13/ 03, Royal Bank, Leanne Johnson, 30. 00,
SPL, DEP, 10/ 13/ 03, M ssi ons, Leanne Johnson, - 30. 00,
ENDTRNS

TRNS, DEP, 10/ 13/ 03, Credi t Uni on, Loose Cash, 30. 00,
SPL, DEP, 10/ 13/ 03, Budget , Loose Cash, - 30. 00,

ENDTRNS

Refer to your QuickBooks documentation for information on importing the file.
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Here is a sample Quicken file:

D2001. 11. 15
T30. 00

NDEP

M

PEl don Peters
Lbudget

N

stands for deposit date

stands for transaction anmount

stands for transaction type (DEP = deposit)
stands for menp and hol ds your comment
stands for payee

stands for catagory (account)

B EEEL

D2001. 11. 15
T40. 00

NDEP

M

PHel en Smith
LM ssi ons

N

D2001. 11. 15
T5. 00

NDEP

M

PShi el a Peters
LKi dz Cl ub

N

D2001. 11. 15
T50. 00

NDEP

M

PJoe Smith

LM ssi ons
N

Refer to your Quicken documentation for information on importing the file.
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Here is a sample Simply Accounting file:

10- 14-03, "10",""
0, 35. 00
10-14-03,"1",""
0, 20. 00
10-14-03,"2",""
0, 30. 00
10-14-03,"0",""
0, 30. 00

Refer to your Simply Accounting documentation for information on importing the file.
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Chapter 6 - Lists

Pﬁe. Crnreiifee i - pIL e i FOlREn s el
File Edit Forms [E5i Window Help

T
Hill Yalley Full Gos|

2 Chl_.lrl:.h E.;cil.i:t;n.as. . %
3t i

Zhurch Resources

Account Names

T T T

Dake MNames

ki

Deposit Account Mames
Districts/Areas

Marital Status
Membership Tvpes
Special fwards

Special Needs

Time & Talents

Titles i
Churchiwatch Today

=R
Figure 6-1 ChurchWatch Lists

ChurchWatch maintains several user editable lists in order to make the program as flexible
as possible. Before entering data into ChurchWatch you will need to review and possibly
add items to some of the lists shown in figure 6-1, excluding the “ChurchWatch Today” item.

You will have to decide which lists need to be created. For example, if you plan to group
people you will need to create some church group names in the Church Groups Names list.
If you are using the Giving Manager to track offerings you will need to create items in the
Accounts Names list. The following sections describe each of the ChurchWatch lists.

Tip: You can have ChurchWatch auto-format your list names by selecting an auto format
method for lists on the FORMATS page of the SETUP form.
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Account Names

If you intend to use the Giving Manager to track offerings or pledges, you will need to create
a list of giving accounts that each offering or pledge can be assigned to. ChurchWatch
provides a Giving Account Editor for this purpose. Note that once an account is used in the
Giving Manager it cannot be deleted until either the record(s) in the Giving Manager are
deleted or have their account altered, or the giving data is archived at year end. The Giving
Account Editor is also where you associate deposit accounts with giving accounts for use
in the Export Manager when exporting to an external Accounting software package.

To access this form select “Accounts Names” from the Lists menu.

& L el e SR R e e J ._Jﬂl
I e | o | CEE
d S

Zullding Fuamd i

S Date creatc TR
az-onk o n ET."< E=oripkcbie
AZZINE WEMS | har et |
Cuzicet (oczl tunonn o PZoa g presyesn
(I | o Ereiel I_] E]
1o eit
F A ) [

Figure 6-2 Giving Account Editor

ChurchWatch User’'s Guide 6-2



Lists

Form Item

Description

PAGE 1

Date Created

Date the giving account was created.

Account #

You can assign a numeric account number to the account.

Tax Receiptable

Check this box if the giving account is tax receiptable. The receiptable status of any
transaction in the Giving Manager can be altered at any time. The value of this will be
the default used at initial entry time.

Important: Only records marked receiptable will be included on tax receipts and
on the Substantiation of Contributions Report.

Account Name

Name of the account. This item will be auto formatted if list auto format is turned on.

Budget Set a yearly budget goal for this account by filling in this field.

Deposit Acct If you intend to export giving data and import it into an external accounting package, you
will need to define a deposit account name for each giving account. The deposit
account name must exactly match the deposit account name in your accounting
package. This is the deposit account that offerings to this giving account will be
credited to in a double entry bookkeeping system.

Comment Any comment.

PAGE 2

Table

The table on this page shows the year-to-date totals for all accounts you have created.
Items in read show goals that have not been met.

PAGE 3

Table

The table on this page shows the monthly totals for all accounts you have created.

BUTTONS

Add Click this to create a new giving account.

Del Click this to delete the current giving account name. You cannot delete accounts that
are in use.

|< Click this to go to the first account.

< Click this to go back one account.

> Click this to go forward one account.

>| Click this to go to the last account.

Browse Click this to view all account data in a spreadsheet format.

Exit Click this to exit the Giving Account Editor.

Table 6-1 Giving Account Editor Form Items
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Lists

Church Group Names

& i ST JJ@
_ Data Entry | People In This Group || People Interested In This Group || Motes
=5 all Groups %

1"!1";1'; Care Ministry
Wi Church Board Group ID: -
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,",‘-,‘.i Missions Group Date Created: _
: '|"l1"r1'i. Praver Chain

\lw Srith Small Group

Mame of the Group:

| Care Ministry |

Caomment:

’ Create Mew Folder ]
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Figure 6-3 Church Group Names Editor

You can create a list of church group names using the Church Group Names Editor.
Examples of church groups might be cell groups, prayer groups, small groups, board
members, missions group members, People who like pizza etc. Select “Church Group
Names” from the Lists menu.

Grouping people is very useful in the Mail Manager where you can send a form letter, print
mailing labels or do a mail merge to all members of a group. Many reports are also group
based. You can add a person to a group or set of groups in the Membership Manager,
Groups page. Perhaps a more convenient way is to add people to the group directly in the
Church Group Names Editor since many people can be added here at once to the same

group.

Group maintenance is also much easier in the Group Names Editor since you can see all
people in the group at once making it easier to remove a set of people or all people from
the group.

The Group Names Editor allows you to create folders and sub-folders to help organize your
groups more efficiently.

Table 6-2 lists the form items with their descriptions.

Renaming a Group or Folder

To rename a group or folder, click on the name in the list, pause and then click it a second
time. When a selection box appears around the item, make any edits you require and then
press the ENTER key.
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Lists

People Interested in the Group

You can also keep track of a list of people interested in the group but not formally included
in the group on page 3 of this form.

Form Item Description
PAGE 1
List The list is a “treeview” control that shows group folder names and group names

within each folder. There is a root folder called “All Groups” that cannot be
deleted. Click on a group name in this list to select it for editting.

Create New Folder | Click this button to create a new group folder. The folder is created in (under)
the currently selected folder or the parent folder of the currently select group.

Move Folder or First select the group or folder you want to move, then click this button. In the

Group list that appears, select the folder name that you want to move the item(s) to.
You may move a single group or an entire folder tree (including all sub folders).

Group ID Used internally by ChurchWatch.

Date Created The date the group was created.

Name of the Group Name of the group. This will be auto formatted if list auto formatting is turned on. This

field indicates the current group that most buttons on this form will operate on.

Comment Any comment.

List Box A list of all people assigned to this group.

Add People Click this button to add people to the current group.

Add By Filter This button provides a handy way to add a large number of people to the group by using

a people filter. For more information on filters refer to chapter 30.

Remove Select a person in the group and then click this button to remove him/her from the
current group.

Remove All Click this to remove all people from the current group.

Delete All Similar to Remove All except this deletes all people in the group from your Membership

data as well. Use this button with caution.
PAGE 3

List Box A list of all people interested in this group.
Add People Click this button to add people to the current interest group.
Add By Filter This button provides a handy way to add a large number of people to the interest group

by using a people filter. For more information on filters refer to chapter 30.

Remove Select a person in the interest group and then click this button to remove him/her from
the current interest group.
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Lists

Form Item Description

Remove All Click this to remove all people from the current interest group.

Delete All Similar to Remove All except this deletes all people in the interest group from your
Membership data as well. Use this button with caution.

Notes You can keep free-form notes, meeting minutes or anything else of interest in the notes
window for each group.

Add Click this to create a new group.

Del Click this to delete the current group.

|< Click this to go to the first group in the list.

< Click this to go back one group.

> Click this to go forward one group.

>| Click this to go to the last group.

Browse Click this to view all group data in a spreadsheet format.

Exit Click this to exit the Group Editor.

Table 6-2 Group Editor Form Items
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Lists

Church Facilities

Every church has facilities that need to be managed. Facilities are usually rooms in the
church such as meeting rooms, class rooms, the sanctuary, a gym etc. ChurchWatch
provides a Church Facilities Editor to allow you to create and maintain a list of facilities.
The facilities you define can be booked in the Event and Sunday School Managers. You
can view the booking schedule for any given facility from several places in ChurchWatch.
ChurchWatch can also warn you if you over book a facility. Before any of this can happen,
you need to create a list of facilities specific to your church. Select “Church Facilities” from

the Lists menu.

& Ficifiies

Doowm 1
Doowm &

Doowm Z0OZ

SBanctuary

Data Entry | In Use By

Facility 10 -
Date Created: _

Marne of the Facility:

- [B]X]

||L0unge

Comment:

l

»

|

H

l[ Brovese H Exit ]

Figure 6-4 Church Facilities Editor

Form Item

Description

PAGE 1

Facility ID

Used internally by ChurchWatch.

Date Created

The date the facility name was created.

Name of the Facility

Name of the facility. This will be auto formatted if list auto formatting is turned on. This
field indicates the current facility that most buttons on this form will operate on.

Comment

Any comment.

PAGE 2

List Box

A list of all events and classes that use this facility.
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6-7



Lists

Form Item Description
Schedule Click this to view the detailed schedule listing for the facility. Figure 6-6 shows an
example schedule.
- ASCHE ] _J_Jk.j
Schedule for Room 202
From Date/Time To Date/Time Event Type Evenit Name
20051031 0200 PM - 200510.31 0300PM  EVENT [tmith Wedding
Figure 6-5 Sample Schedule Display (From button on page 2)
Remove Select an event or class and then click this button to remove the facility from the
selected event or class.
Add Click this to create a new facility.
Del Click this to delete the current facility.
|< Click this to go to the first facility in the list.
< Click this to go back one facility.
>> Click this to go forward one facility.
>| Click this to go to the last facility.
Browse Click this to view all facility data in a spreadsheet format.
Exit Click this to exit the Facilities Editor.

Table 6-3 Facilities Editor Form Items
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Lists

Church Resources

Every church has resources that need to be managed. A “Resource” is another name for
an “Asset”. Resources are assets that the church owns and needs to track for insurance,
booking, lending, scheduling or other reasons. ChurchWatch provides a Resource Editor
to allow you to create and maintain a list of resources and even store a photo of the
resource. The resources you define can be booked in the Event and Sunday School
Managers. You can view the booking schedule for any given resource from several places
in ChurchWatch. ChurchWatch can also warn you if you over-book a resource. Before any
of this can happen, you need to create a list of resources specific to your church. Select
“Church Resources” from the Lists menu.

&, ciiurc Hesuurces and Ssasis \_j \_J E
11 e Sphone -Aril" 2 =] Details | Purchase || Sale || Borrowed || In Use By
Paper Cutter
Resource ID: Asset #:
Screen - = 234
White Board Date Created: _
Resource Mame: | Projector |
Manufacturer: |NEC |
"
©E
LT1E0
R [ add [ view] [ Dol |
Comment: | |
ofl G ) (oo J (M L€ 1> W] [ome] [o0]
Figure 6-6 Resource Editor
Tip: If you decide to track your church resources using the Resource Editor, remember

to keep a backup of your ChurchWatch data off-site in case of a fire. This listing
would be useful for insurance purposes.
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Form Item Description
Resource ID Used internally by ChurchWatch.
Date Created Date resource name was created.
Asset # If your church keeps asset numbers enter it here. ChurchWatch will not use it except to

print it on reports.

Resource Name Name of the resource.

NOTE: If the name of the resource has a red background it indicates that the resource
is currently lent out - check the Borrow Page to see who has it.

This item will be auto formatted if list auto formatting is turned on. This field indicates
the current resource that most buttons on this form will operate on.

Manufacturer Company that manufactured the resource item.

Model Model number.

Serial # Serial number.

Add (Photo) Click this to add a photo of the resource. The photo must be in .BMP format.

View (Photo) Click this to view a larger copy of the photo.

Del (Photo) Click this to delete the photo.

Comment Any comment.

Purchased By Person who purchased the resource item.

Purchase Date Date the resource was purchased.

Purchase Price Amount paid for the resource.

Warranty Expires Warranty expiry date.

Vendor Contact Info Name, address, phone, free form notes etc of the company, organization or individual

and Notes that the resource was purchased from. You can enter anything you want in this edit
box.

Date Sold Date the resource was sold.

Sale Price Sale price.

Sold To and Contact Name, address, phone, free form notes etc of the company, organization or individual
Information the resource was sold to. You can enter anything you want in this edit box.

PAGE 4
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Form Item Description
Borrowed By Name of person who currently has the resource borrowed. Can only be borrowed by a
person listed in the Membership Manager.

NOTE: The present version of ChurchWatch does not consider borrowed items when
checking for resource conflicts. Keep this in mind when lending out items that
may be required by church events or classes.

Date Borrowed Date the resource was borrowed.

Set Click this to select the name of the person borrowing the resource.

Clear Click this to clear the borrower’'s name.

List Box A list of events and classes that are using this resource.

Schedule Click this to view the detailed schedule listing for the resource. Figure 6-4 shows an
example schedule.

Remove Click this button to remove the current resource from the selected event or class.

Add Click this to create a new resource.

Del Click this to delete the current resource name.

|< Click this to go to the first resource.

<< Click this to go back one resource.

>> Click this to go forward one resource.

>| Click this to go to the last resource.

Browse Click this to view all resource data in a spreadsheet format.

Exit Click this to exit the Resource Editor.

Table 6-4 Resource Editor Form Items
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Lists

Date Names

ﬁbatajluma: __J_jk_jll

Baptism

Commitment
Confirmation
First Communion
MeCready Add
MeCready Change
MeCready Delete
Other Date #1
Other Date #&
perSET Datel
per3ET DateZ

F.ename

Delete

Exit

Figure 6-7 Church Dates Editor

You can store any number of special dates for every person in your database. Each date
can be given a name of your choosing (refer to the example in figure 6-7). Use the Date
Names Editor to edit the names of the dates you want to keep track of. Table 6-5 lists the
form items with their descriptions.

Form Item Description
List Lists all defined date names.
Add Click this button to add a new date name.
Rename Select a date name, then click this button to rename it.
Delete Select a date name, then click this button to delete it.
Exit Click this to exit the Date Names Editor.

Table 6-5 Date Names Editor Form Items

ChurchWatch User’'s Guide 6-12



Lists

Deposit Account Names

&, e TN ETES: __J J J

Boyal Bank

Fename

Exxit
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(e ]

Figure 6-8 Deposit Account Names

Deposit account names are associated with giving accounts in the Account Names Editor
(already described). Deposit Account Names are created in the Deposit Account Names
editor. Select “Deposit Account Names” from the Lists menu.

Form Item Description
List Lists all defined deposit account names.
Add Click this button to add a new deposit account name.
Rename Select a deposit account name, then click this button to rename it.
Delete Select a deposit account name, then click this button to delete it.
Exit Click this to exit the Deposit Account Names Editor.

Table 6-6 Date Names Editor Form Items
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Lists

District/Area Names

ﬁb]str]uts BNETE: \_J‘__Jk_jll

Eriarwood
College Park
Lakeridge
Nutana

Figure 6-9 District and Area Names Editor

You can create a list of districts or areas using this form. Districts/areas are selected in the
Membership Manager. There are also several related reports in the Report Manager. You
can also filter on a specific district/area in the Mail Manager.

Form Item Description
List Lists all defined deposit account names.
Add Click this button to add a new deposit account name.
Rename Select a deposit account name, then click this button to rename it.
Delete Select a deposit account name, then click this button to delete it.
Exit Click this to exit the Deposit Account Names Editor.

Table 6-7 District/Area Names Editor Form Iltems
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Lists

Marital Status

You can enter your own marital status names for use in the Membership Manager by using
the Marital Status Editor. Select “Marital Status” from the Lists menu.

ﬁ.iu'mr]tal_:tatlu \_J_Jdll

Commorn—Latr
Divorced

Married

Beparateaed
Bingle

Widow (Er)

Exit

Figure 6-10 Marital Status Editor

Form Item Description

List The list at the left of the form lists all currently defined marital status names. The first
item in the list is always a blank item and it cannot be deleted. Click inside this list to
select a marital status type for renaming or deletion.

Add Click this to create a new marital status type.

Rename Click this button to rename the current selected marital status type.

Delete First select an item from the list and then click this to delete the marital status.
Exit Click this to exit.

Table 6-8 Marital Status Editor Form Items
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Lists

Membership Types

You can enter your own church membership types for use in the Membership Manager by
using the Membership Type Editor. Example membership types might be “Full”, “Youth”,
“No” etc. Select “Membership Types” from the Lists menu.

& METIDETEIN PN HEs: ﬂ d ai
H DataEntry | vembershio Rol | Lz i
Touth
verershio 0[S

Date Created: _
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|Full |

Comment:

| |

o I T NET N

Figure 6-11 Membership Types Editor
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Form Item Description

Membership ID Used internally by ChurchWatch.

Date Created Date this membership type was created.

Name Name of the membership type. This item will be auto formatted if list auto formatting is
turned on. This field indicates the current type that most buttons on this form will
operate on.

Comment Any comment.

Add Click this to create a new membership type.

Del Click this to delete the current membership type.

|< Click this to go to the first membership type.

< Click this to go back one membership type.

> Click this to go forward one membership type.

>| Click this to go to the last membership type.

Browse Click this to view all membership types in a spreadsheet format.

Exit Click this to exit the Membership Types Editor.

Table 6-9 Membership Types Editor Form Items
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Lists

Special Awards

From the Sunday School Manager you can assign special awards to people. Awards are
defined in the Award Editor. Award handling is unique since deleting an award from the
awards list will not remove copies of the award already assigned to people. Select “Special
Awards” from the Lists menu.

2 Speeial temndpainisnanee \..iL—']ﬂi
m swarded To | : .
&11 Star Attendance [~]
Bward 10 -
Date Created: _
Ayward Mamne: |Bible Bucks
Comment: |
ol (ot J(osee ] [W 4]

Figure 6-12 Special Awards Editor
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Form Item

Description

PAGE 1

Award ID

Used internally by ChurchWatch

Date Created

Date the award was created.

Award Name

Name of the award. This item will be auto formatted if list auto formatting is turned on.
This field indicates the current award that most buttons on this form will operate on.

Comment

Any comment.

PAGE 2

Table A list of all people who have the current special award.

Add People Click this button to add people to the list.

Remove Select a person and then click this button to remove him/her from the list.
Remove All Click this button to remove all people from the list.

BUTTONS

Add Click this to create a new award.

Del Click this to delete the current award name.

|< Click this to go to the first award.

< Click this to go back one award.

>> Click this to go forward one award.

>| Click this to go to the last award.

Browse Click this to view all awards in a spreadsheet format.
Exit Click this to exit the Special Awards Editor.

Table 6-10 Special Awards Editor Form ltems
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Lists

Special Needs

Adults and children in your church may have special needs that Sunday School teachers
and others will need to know about. You can create a list of special needs and then assign
them to people. Some examples of special needs might be “Asthma”, “Wheel Chair
Access” or “Allergic to Bee Stings”. There are several reports pertaining to special needs
and you can target a group of people with one special need in the Mail Manager to create
mailings, mailing labels, etc. Select “Special Needs” from the Lists menu.

&, Suzelnlyplaads Mlalnizianes \_j n_J ﬂ1

Azthma
Pearut Allerogy
Meed 10 -
Date Created: _

Special Meed Mame:
||Idheelchair Aocess |

Comrment:

RN KR
Figure 6-13 Special Needs Editor

You can add a person to one or more special needs groups in the Membership Manager,
Needs page. Perhaps a more convenient way is to add people to the group directly in the
Special Needs Editor since many people can be added at once here.

Special Need maintenance is also much easier in the Special Needs Editor since you can

see all people in the group at once making it easier to remove a set of people or all people
from the group.
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Form Item Description
Need ID Used internally by ChurchWatch.
Date Created The date the need name was created.

Special Need Name Name of the special need. This will be auto formatted if list auto formatting is turned
on. This field indicates the current need that most buttons on this form will operate on.

Comment Any comment.

List Box A list of all people who have this need.

Add People Click this button to add people to the group with the current need.

Remove Select a person in the needs group and then click this button to remove him/her from

the current needs group.

Remove All Click this to remove all people from the current need group. This will not actually delete

any people records, just remove the need.
BUTTONS

Add Click this to create a new special need.

Del Click this to delete the current special need.

|< Click this to go to the first need in the list.

< Click this to go back one need.

> Click this to go forward one need.

>| Click this to go to the last need.

Browse Click this to view all special need data in a spreadsheet format.
Exit Click this to exit the Special Needs Editor.

Table 6-11 Special Needs Editor Form Items
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Lists

Time & Talents

Finding volunteers for various jobs that need doing around the church can be a challenge.
The Time and Talents Listand T&T Page in the Membership Manager can help you find the
people you need. The Time and Talents Editor is the method by which you can create a list

of hobbies, interests, skills, spiritual gifts, ministries and any other item you can think of.
Select “Time & Talents” from the Lists menu.

&, e And Talegis JJE‘
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Figure 6-14 Time and Talents Editor
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Form Item Description

PAGE 1

Date Created Date the time/talent was created.

Name of Time/Talent | Name of the time/talent. This will be auto formatted if list auto formatting is turned on.
This field indicates the current time/talent that most buttons on this form will operate on.

Type Type. One of:
A Activity

G Gifting

H Hobby or Interest
S Skill

M Ministry

o Other

PAGE 2

List Box A list of all people who have or are involved with this time/talent.

Add People Click this to add people to the list of people who have or are involved with the current
time/talent.

Remove Select a person and then click this to remove him/her from the group of people that

have the current time/talent.

Remove All Click this to remove all people from the group of people who have this time/talent.
Add Click this to create a new time/talent.

Del Click this to delete the current time/talent.

|< Click this to go to the first time/talent.

< Click this to go back one time/talent.

> Click this to go forward one time/talent.

>| Click this to go to to the last time/talent.

Browse Click this to view all time/talent data in a spreadsheet format.

Exit Click this to exit the Time & Talent Editor.

Table 6-12 Time and Talents Editor Form Items
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Lists

Titles

You have the option of entering titles for people such as Mr., Mrs., Ms., etc in the
Membership Manager. Doing so will give you the option of creating more formal mailing
labels in the Mail Manager. For example “Mr. and Mrs. Joe Smith” rather than “Joe and
Helen Smith”. Before you can do so you will need to create the titles using the Titles Editor.
Select “Titles” from the Lists menu.
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Figure 6-15 Titles Editor

Form Item

Description

List

The list at the left of the form lists all currently defined titles. The first item in the list is
always a blank item and it cannot be deleted.

Add

Click this to create a new title.

Rename

First select a title from the list and then click this to rename it.

Delete

First select a title from the list and then click this to delete it.

Exit

Click this to exit the Titles Editor.

Table 6-13 Titles Editor Form Iltems

Reports

There are many reports available relating to all of the different ChurchWatch lists. Refer
to Chapter 17 for information about the Report Manager.
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Lists

To-Do List

You can keep a simple, personal, checklist of things to do using the To-Do List. Figure 6-16
shows the To-Do list form. Click “To-Do List” from the main menu or select it from the
“Forms” menu. The to-do list is not considered to be a ChurchWatch list since it is not a
setup type of list.

- SOOI ORI M=
Date Due Descripkion Maokes Done? Date Done D
_[200811.05  File Board Reports [ Edt [ ]
_[200511.15  Dentist Appaintment [ Edt [ ]
n v
| add || pelete | | Ext |

Figure 6-16 Personal To-Do List

Each user has his/her own private and personal to-do list. Items entered here cannot be
seen by other users. Click the ADD button to add an item and then fill in the blanks. Select
an item and click DELETE to remove it. You can also keep free-form notes for each item
by clicking the EDIT button. When the item is done check the done checkbox and the item
will be struck from the list.

Note: Items shown in red are past due.
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Security and User Name Maintenance

Chapter 7 - Security and User Name Maintenance

Why Do You Need Security?

ChurchWatch has several layers of security built into it. The product is shipped with security
turned off to make it easier for first time users. When security is turned on you will be
required to log in to gain access to ChurchWatch. That means you will need a login name
and a password. Not only is the use of the security features recommended, your
government’s laws may actually require that your church records be protected.

Although many people may have access to the church computer(s), and therefore
ChurchWatch, only the people you give user names and passwords to will actually be able
to enter the program.

Passwords used in ChurchWatch are stored encrypted to minimize chances that someone
would be able to “crack” the security system. As well, when passwords are typed in, the
characters are not shown on the screen.

You will need to designate one person to be the ChurchWatch administrator and an “admin”
user account is supplied for this purpose. The “admin” account cannot be deleted or
modified.

It is HIGHLY recommended that you turn on security as soon as you are comfortable with
ChurchWatch.

What Parts of the Program Are Protected?

All areas of the program can be protected in detail with View/Modify and/or Delete access
privileges.

Turning Security On or Off

Security is turned on by unchecking the “Disable All Security” checkbox on the SECURITY
page of the SETUP form (refer to figure 7-2). Once security is turned on only the “admin”
user will have access to the SECURITY page from that point on. Only the “admin” user has
permission to add or delete user accounts.

To turn off security (not recommended) login as “admin” and check the “Disable All Security”
checkbox on the SECURITY page of the SETUP form.

Once security is turned on a login form will appear each time you start ChurchWatch as
shown in figure 7-1. In order to gain entry into ChurchWatch you will need a user account
and password. These can only be created by the ChurchWatch administrator.
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| &, Lyaii)

Please log in:

User Mame: ||

Passwiord:

[ Ok, ][ Cancel ]

Figure 7-1 The Login Form

The “admin” Account

ChurchWatch is shipped with an “admin” user name already defined. The default password
is “lion”. The first time you login you will need to use the “admin” user name. The user
name and password are case sensitive so “admin” and “lion” should be typed into the login
form in lowercase and without the quotes. Press the Enter key once you have entered the
password.

You will need to designate one person as the ChurchWatch administrator. The person you
choose should be very trustworthy since he/she will have unlimited access to ChurchWatch
and all user accounts.

As the administrator, your first job should be to change the password from “lion” to
something secret that only you know. Never write your password down where someone
could find it and never use simple passwords such as the names of your children.

Once you have changed your login password you are ready to create user accounts if other
users will require access to ChurchWatch.

Tip: Do not forget your password! If you forget the password to the “admin” account
there is no way to modify user accounts in ChurchWatch or to perform maintenance
functions. Refer to the section “What if | Forget My Password?” later on in this
chapter.

ChurchWatch User’'s Guide 7-2



Security and User Name Maintenance

User Names and Passwords
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Figure 7-2 Security Page of the Setup Form. (Only the “admin” user has access)

Adding, deleting and editing of user accounts can only be performed if you are logged in as
“admin” or if security is turned off. First find the SECURITY page of the SETUP form as
shown in figure 7-2.

Adding or Editing a User Account

To create a new ChurchWatch user name, click the ADD button. You will be prompted for
the name of the user. Note that user names are case sensitive, meaning that the user name
is sensitive to upper and lower case letters. It will have to be typed in at login time exactly
the way you create the name here. Once you have entered the name, the form shown in
figure 7-3 will be displayed. The default password is exactly the same as the user’s name
but at this point you have the opportunity to change the password and set the access
privileges for the user. It's probably best to just leave the password the same as the login
name for now and let the user select their own password after they have logged into
ChurchWatch for the first time. You can decide now or later on the user’s access privileges.

To Edit the user’'s name, password or access privileges at a later time, you can click the
EDIT button (refer to figure 7-2). The same form shown in figure 7-3 will be displayed.

The COPY button in this form allows you to copy the privileges from another user to speed
data entry.
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Figure 7-3 User Name Attributes

Modifying Access Privileges

ChurchWatch provides the ability the modify the access rights of each user to a very
detailed level. This allows certain parts of the program to be marked “off limits” for the user
in question. Refer to figures 7-2 and 7-3 above. Select a user and click the EDIT button
to edit the user’s access rights. The form shown in figure 7-3 will be displayed. The first list
allows you to control a users access to other church databases if you are using the multi-
church features of ChurchWatch. With this list you can allow or disallow complete access
to the data of the specified church. The second list labeled “Access Privileges” allows you
to control the user’s access to various parts of the ChurchWatch program. Find the item(s)
of interest at the left side of the list and then check or uncheck the checkboxes at the right.
You have a choice of View, Modify and Delete access. “View” access means that the user
can view data. “Modify” means that the user can change what he or she sees. “Delete”
means that the user can also delete records for the selected access item. For example, if
you select the item “Giving Manager” and then check View but uncheck Modify and Delete,
the user will have access to the Giving Manager but will not be able to modify or delete any
of the data he or she sees there.

Tip: To reduce data entry time, use the COPY button to copy all privileges from another
user, then make any necessary modifications.

Deleting a User Account

To delete a user name, first select it from the list on the left side of the SECURITY page on
the SETUP form. Then click the DELETE button. Deleting a user will also delete all the
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user’'s messages from the Message Manager.

\Note: The “admin” account can never be deleted.

Tip: User names and passwords are case sensitive, meaning that upper and lower case
letters are significant. If you are having trouble logging on check your CAPS LOCK
key.

Clearing the “Online” Flags

ChurchWatch keeps track of who is logged on at any given time. In the event of a power
outage or PC crash, this information will be left corrupted. When this happens you may see
more users logged in under FILE-WHOS ON than are actually logged in. In addition, the
maintenance functions in the program, such as re-indexing the database, may return errors
indicating that other users are logged on when in fact this is not the case. To correct this
situation simply click the CLEAR ONLINE FLAGS button. You should only do this if you
know you are the only user logged into ChurchWatch.

Changing Your Password

Once you are logged into ChurchWatch you can change your password either by selecting
FILE->SET PASSWORD or by using the CHANGE YOUR PASSWORD button on the
USER PREFERENCES Page of the SETUP form. You will need to enter your existing
password and the new one. Remember that passwords and user names are case sensitive.
Your password will be stored encrypted for further protection. This feature is only available
when security is turned on.

Checking Who'’s Online

You can see who is currently logged into ChurchWatch by selecting FILE->WHOS ON. This
feature is only available when security is turned on. If the same user is logged in more than
once (not recommended) you will only see one instance here.

What If | Forget My Password?

If you forget your password you will need to see the ChurchWatch Administrator. The
administrator will be able to change your password.

If you are the “admin” user and you have forgotten your password you will need to contact
White Mountain Software. Note that we will only give out access information to the
contact person that purchased the software. If your contact person leaves the church
you should contact White Mountain Software so that we can update our records.
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ety

Chapter 8 - The Membership Manager ol

Keeping Track of Your Membership, Contacts and Vendors

Most churches purchase Church Management Software to at least keep track of names
and addresses of people attending and visiting their church. ChurchWatch has a
sophisticated Membership Manager to keep track of:

- family or household groupings (not all people in a household have to be
related or even have the same last name)

- addresses (primary and alternate)

- family photo

- details about each person

- person photo

- church casual contacts and vendors (suppliers)

Tip: People are always added to the current family. To create a new family, create the
household first, then add people to the household.

Tip:  When adding family members (people) add them in authority order - Main contact
first, then spouse, children, others. ChurchWatch will attempt to guess the gender
and authority level as you enter the members. This feature reduces data entry
time.

There are also user defined fields to allow you to keep track of anything else you can think
of.

The Membership Manager has a one-generation family tree view to allow you to quickly
find and select a family or a person. As such, there are two levels in the Membership
Manager: household and person. A household defines the common address and phone
numbers for a family or a contact. Typically you create a family first and then you enter
the names of the people belonging to the family. Note that family members can have
different last names (handled in the person details) but only one common family name is
entered as a reference at the household level - this is usually the last name of the main
contact person of the household.

You can also use the Membership Manager as a simple way to keep track of contacts and
vendors. Contacts are generally people outside of the church for which you need to store
contact information. Vendors can be businesses that the church uses on a casual or
frequent basis such as a local print shop.

Selecting Level

Select household level by clicking on a family name in the QuickSearch list. Select person
level by clicking on a person name in the QuickSearch list.
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The Input Form
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Figure 8-1 The Membership Manager Input Form (example shows person level)

Family ID

The family ID field is used internally by ChurchWatch. It cannot be modified but is
sometimes a handy, unique reference.

Household Level, Main Address Page

The Household Level has five (5) pages. The first is labeled “Main Address” and displays
the primary address for the contact or family. This is the address that will appear in all
reports and church mailings. To make a change simply click the mouse in one of the data
entry windows (e.g. City) and begin to type. On this page you can also set the type of
household (church family, temporary giver, contact or vendor). You can set the publishing
level for church directories and whether or not the email address should be published in
directories. There is also a checkbox for including spouse name on tax receipts for this
family.

Tip: Set the Country field before setting the State/Province field since the country
defines the list of states or provinces.

ChurchWatch User’'s Guide 8-2




The Membership Manager

Household Level, Alternate Address Page

The second page displays the secondary or alternate address for the contact or family. This
is an excellent place to store seasonal addresses such as the summer cottage or winter get-
away. Select this page by clicking on the page header. To make a change simply click the
mouse in one of the data entry windows (e.g. City) and begin to type. Note that the
alternate page header will be shown in bold as a reminder whenever there is data entered
for the alternate address.

Tip: Set the Country field before setting the State/Province field since the country
defines the list of states or provinces.

Household Level, Notes Page

The third page is used to enter unlimited free form notes about the family. There is a
security level for this page so you can lock out certain users from accessing this page,
thereby making the notes confidential if desired.

Household Level, User Defined Page

The fourth page is labeled “User Defined” and it contains several fields that you can setup
to be anything you want. To access this page click on the page header. The titles for these
fields can be set on the SETUP form on the USER DEFINED FIELDS - HOUSE page (refer
to Chapter 4). Table 8-1 lists the user defined fields, their types and allowable field lengths.

Field Name Type Length Decimals
Char Field #1 alphanumeric (text and numbers) 30
Char Field #2 alphanumeric (text and numbers) 30
Num Field #1 numeric 7 0
Num Field #2 numeric 7 2
Check #1 logical (true/false)
Check #2 logical (true/false)

Table 8-1 User Defined Fields, Household Level
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Household Level, Family Photo Page

The fifth page is labeled “Family Photo”. Use this page to store and maintain a family
photo. You can also enter caption text here to describe the people in the photo and the order
they appear in. The caption will appear in photo directory reports.

You can use this feature to create color or black and white photo directories. BMP, JPG and
GIF files are allowed. You can create a church photo directory by using the Report
Manager, Directories.

You can also display the family photo in the Membership Manager under the QuickSearch
list. To turn on this behavior, click the “Show family photos on household form” checkbox
in SETUP->USER PREFERENCES. An example of this behavior is shown in figure 8-2.
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Figure 8-2 Displaying the Family Photo Under the QuickSearch List

ChurchWatch User’s Guide



The Membership Manager

Church Directories

ChurchWatch provides several church directory and photo directory reports. Occasionally
families do not wish to be published in the church directory. In addition, you probably do not
want to list casual visitors, contacts and vendors in the church directory. The “Publish in
Directories” checkbox is used to indicate if this family/household should be published or not.
Check the box to publish a family or uncheck it to hide the family from church directory
reports. You can also specify the level of detail that you want published. Choices are No
Restrictions, Publish Name and Address, Publish Name and Phone, and Publish Name
Only. You can also publish or hide the email address in any directory that contains email
addresses by checking or unchecking the “publish email” checkbox.

Type of Contact

The Membership Manager can keep track of several types of contacts. The type is selected
on the Main Address page. “Church Family” refers to a family that either attends regularly
or is a casual visitor. “Temporary Giver” refers to someone who gives an offering (and must
therefore be tracked for tax purposes) but does not attend church regularly. Temporary
Givers can be automatically deleted at year end when the giving and pledge data is
archived. This item is discussed in more detail in the Giving Manager, chapter 11.
“Contact” refers to a person or family outside of the church that you need to store contact
information about. “Vendor” refers to a business that the church works with or any business
for which you want to store contact information about.

Tip:  Anyone stored in the Membership Manager can give an offering regardless of the
type of contact.

Include Spouse Name on Tax Receipts

In ChurchWatch, offerings are credited to people, not families at data entry time. This is
described in more detail in Chapter 11. However, it is possible to include a spouse name
on the tax receipt, thereby giving the appearance that the offering is credited to the couple.
To select this behavior for the current household, check the “include spouse name on tax
receipt” checkbox on the Main Address page.

Inactive Families

A family can be marked “inactive” on the Main Address page. At this time, this feature is
used only as a list filtering option in the Giving and Attendance Managers.
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Household Level, Form Buttons

This section describes each of the buttons at the household level.

Button Title

Description

QuickSearch List

Use the QuickSearch list to browse, find and select either a household or a person.
Selecting a household selects household level while selecting a person selects person level.
The form will change context accordingly. You can search the QuickSearch list by clicking
inside the list and then by typing the first few characters of the family name. Incremental
searching in the QuickSearch list is available for family names only.

To expand a household to view the people in the household, click on the “+” sign beside the
family name. Click the “-“ sign to collapse the family list again.

Add Family Click this button to create a new household. You will be prompted for the family name.
This is usually the last name of the main contact.
Add Person Click this button to add a person to the currently selected household.  You will be

prompted for the first name.

Move Person

Click this button to move the currently selected person

PAGE 1/PAGE 2

Swap

Click this button to swap the main and alternate addresses for the current family. Handy
when families move out to the cottage for the summer.

Copy

Click this button to copy the address presently in view to the Windows clipboard. You can
then “paste” the address into any other Windows application. The paste operation in most
Windows applications is CTRL-V. You may also find it under EDIT-PASTE in the top-of-
screen menu for the application of interest. This feature is very handy for copying
formatted addresses into word processors and spreadsheet applications.

Copy All

Click this button to copy ALL addresses to the Windows clipboard. This operation obeys
the current filter in effect. You can then “paste” the data into any other Windows
application. The paste operation in most Windows applications is CTRL-V. You may also
find it under EDIT-PASTE in the top-of-screen menu for the application of interest. This
feature is very handy for exporting all addresses into word processors and spreadsheet
applications for example.

Pcode/Zip Globe

Click the globe button to have ChurchWatch access the internet to produce a map showing
the location of the address based on the street address and/or postal code or zip code. At
the very least, the postal/zip code must be valid and you must have a “live” connection to
the internet.

Phone Click the phone buttons to open the phone dialer.

E-Mail Click the email button to open your email program with the email address of this family
already filled in for you. Be sure to setup your email options on the SETUP->EMAIL page
first.

PAGE 5

Add Photo Click this button to specify the filename of the family photo. BMP, JPG and GIF files are

supported.
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Button Title Description

View Click the View button to zoom in on the photo.

Delete Photo Click the Delete button to delete the family photo.

BUTTONS

Church Families Click this button to show church families only.

Temporaries Click this button to show temporary givers only.

Contacts Click this button to show contacts only.

Vendors Click this button to show vendor names only.

Custom Filter Click this button to set a custom data filter of your design. Refer to chapter 30.

Clear Filters Click this button to clear the current data filter.

Copy Click the COPY button to copy an entire household/family to another church database.
You must have the destination database already defined (created in SETUP->CHURCH
INFO->SETUP OR EDIT OTHER CHURCHES).

Del Click the DEL button to delete the current family or contact and all people within the family
or contact. If the family or members of the family have made giving contributions,
ChurchWatch will not permit you to delete.

Find Click the FIND button to find a family or contact by name. When doing a find, only the first
few letters of the name of interest need to be entered. The find will locate and show the
first occurrence found.

Find Next Repeats the last find. This is handy if you have more than one family with the same last
name since the FIND button will only find the first occurrence.

|< Click this to go to the first household record in the list.

<< Click this to go back one household.

>> Click this to go forward one household.

>| Click this to go to the last household record in the list.

Browse Click this to view all households in a spreadsheet format.

QuickReport Click this to get a quick report of all households in the current data filter or if no filter is in
effect, all households.

Exit Click this to exit the Membership Manager.

Table 8-2 Household Level Button Summary
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Person Leve

I, Keeping Track of Your Greatest Resource - People!

ChurchWatch is capable of storing almost limitless information about the People in or
associated with your church through use of the person level in the Membership Manager.
The person level is organized as a series of pages or file cards with logically grouped
information on each page. Refer to figure 8-3 for an example of the person level pages.
You can also refer to the same figure throughout th chapter as a reference.

Although the amount of data you can store with the Membership Manager might seem a bit
daunting at first, most data entry fields in the are optional. Use only what you need. As a
rule you should fill in the first and last name, the gender and the authority fields. We
also recommend setting the title but this is not necessary.

Note: Every person you add in the Membership Manager is automatically assigned
to the current family. To create a new family with new members use the Add
Family button.
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Figure 8-3 The Person Level Pages
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The person level is made up of twelve (12) pages:

Page Title Description
Main Personal information such as names, gender, authority, marital status, free form notes.
Church Information that is church related such as membership level, key dates etc.
Contact ChurchWatch is capable of storing extensive contact information for a person including

several phone numbers, work related information and e-mail addresses. There are also two
user defined phone numbers on this page (or any other form of information you might want
to store).

T&T T&T stands for Time and Talents. This page is a summary of each persons ministry skills,
general skills, spiritual gifts, interests, hobbies etc.

Giving The Giving page is a summary of a person’s giving and pledges year-to-date. The page is
viewable only if you have been given giving access privileges and the information is read-
only. This is also where you assign an envelope number.

Groups This page is a summary of all church groups the current person belongs to.

Attend. This page gives an attendance summary for the current person. You cannot enter data on
this page.

Needs This page is a summary of all special needs the current person has.

User If you need to store a specific item of interest and ChurchWatch does not provide a field, you

can create several user defined fields. The User Def. page is where you would enter your
user-defined data. You can also set the field titles in the SETUP form on the USER
DEFINED FIELDS - PEOPLE page.

Notes This page holds confidential pastor’s and Class notes for the current person. You must have
access privileges to be allowed to view this page.

Classes This page contains summary information pertaining to classes. The information here is
quite extensive but most of it must be modified in the Sunday School/Class Manager, not
here.

Photo Use this page to specify and view a photo file for the current person.

Table 8-3 Person Level Page Summary

Family ID, Person ID and Envelope # Fields
These fields are used internally by ChurchWatch and cannot be modified. Envelope
numbers are entered on the “Giving” page of this form.

Full Name
You can tell who the current person is that you are editing by looking at the top of the form.

The full name of the individual is always displayed here. In the example shown in figure 8-3
the current person’s name is “Peter James Johnson”.
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Person Level, Main Page

This page contains general personal information about the current individual. This is the
only page that contains information that you must enter - specifically the name, gender and
authority fields. We also recommend that you enter the title field but it is optional.

The COPY button inside the Names box is used to copy the full name and address of the
current person to the Windows clipboard. You can then “paste” the information into any
other Windows application such as word processors, spreadsheets etc. As an example, we
have used the COPY button to copy the information from figure 8-3 above into this User’s
Guide:

Peter James JOHNSON
123 EIm Street
Anytown, ON L1L 1L1
CANADA

If you enter a birthday or anniversary date, ChurchWatch will automatically calculate the
age or years married and print this information under the field. ChurchWatch always uses
4 digit years and is Year 2000 compliant. If the person doesn’t want their age published,
uncheck the “Publish Age” checkbox.

The Free Form Notes box is used to enter any textual information or notes you desire. The
ZOOM NOTES button directly below the notes is used to open an edit window and give you
more room to work on the notes.

You can also track family history and family trees by setting the Father and/or Mother fields
on this page. Use the SET buttons to set the Father or Mother or the CLR buttons to clear
the field. Use the GO TO button to go to the Father’'s or Mother’s record. The data
displayed in the Father and Mother fields is the person ID of the Father or Mother
respectively.

Defining Titles and Marital Status Types

To keep ChurchWatch as flexible as possible, we have allowed you to enter your own titles
and marital status types. You can find more information about this in chapter 6. To access
the defined titles or to create a new one, click the button to the immediate left of the title
box. To create a new marital status or view the existing list, click on the button to the
immediate right of the marital status box.

Person Level, Church Page (Key Dates, Visitors and Prospects)

The Church page contains all information specific to the church. This includes key dates
such as baptism, confirmation, commitment etc. You can create your own key date names
by clicking the EDIT DATE NAMES button. You can enter or modify the actual dates
directly on this page. Note that these dates are independent from the dates used in the
Registers Manager.
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You can use this page to set a person’s membership level. Click the button to the right of
the membership field to edit the list of membership types available.

You can also indicate if a person is a prospect by checking the prospect box. There are
reports in the Report Manager pertaining to prospect tracking.

Although ChurchWatch has a Visitor Manager, visitors are actually created in the
Membership Manager on this page. Check the “Person is A Visitor” checkbox to indicate
that the current person is a visitor. Once marked as a visitor, this person will also show up
in the Visitor Manager.

Person Level, Contact Page (Contact and Work Related Information)

Use this page to enter extensive contact information for the individual including phone
numbers, work related information, e-mail addresses and personal web page.

There are also two (2) user defined phone numbers on this page. You can set the titles for
these fields in the SETUP form on the USER DEFINED FIELDS - PEOPLE page. Each
field contains 30 characters and can actually be set to anything you want, not just phone
numbers.

This page also contains a sample mailing label with address and phone numbers for
convenience so that you can view a person’s address and household phone numbers
without flipping back and forth to the Membership Manager.

Person Level, T&T (Time and Talents) Page

The Time and Talents (T&T) page is a summary of an individual’s ministry skills, general
skills, spiritual gifts, interests, hobbies etc. To add a Time and Talent to a person, select
an item from the list at the left and move it to the list at the right using the right facing arrow
button. Similarly you can remove a Time and Talent from a person by selecting one from
the list at the right and then clicking the left facing arrow button. To modify the list of
available Time and Talents click the TIME AND TALENT EDITOR button on this page.

Person Level, Giving Page

The Giving page is viewable only if you have been given access to the Giving Manager and
tables. The Giving page gives a summary of a person’s giving and pledging year-to-date.
Note that the data in the table cannot be modified on this page. If there is more data than
can be shown on one page you can use the scroll bar to scroll down or click the BROWSE
button under the table to open a spreadsheet style window.

Envelope Numbers
Envelope numbers are optional but if you want to use them they can be assigned on the

Giving page. ChurchWatch keeps track of last year’s, this year’'s and next year’s envelope
numbers. You have the choice of either entering the envelope number yourself or clicking
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the SET button to have ChurchWatch select the next available number for you. The SET
button affects this year’s envelope number only. Envelope numbers are numeric and
cannot contain letters. You should note that envelope numbers are completely optional in
ChurchWatch. If you prefer, you can use the person’s name when entering giving data in
the Giving Manager.

Envelope Number Shifting

ChurchWatch always uses this year’s envelope numbers in all operations. However, you
can enter next year’'s envelope numbers in the Next Year field. When you are ready you
can do an “envelope shift”. An envelope shift moves the Next Year envelope number into
the This Year field. The This Year field is moved to the Last Year field and the old Last
Year value is shifted out (deleted). You can enter the Next Year envelope numbers at any
time. Anenvelope shift would likely be done in a new giving year after archiving your giving
data. A powerful envelope shift wizard is provided to assist you in this operation.

Click the shift button (up arrow) below the envelope numbers to display the Envelope
Number Shift form. Refer to figure 8-4. The Envelope Number Shift form is powerful but
complex. Study it and this user’s manual carefully before attempting a shift.

IMPORTANT: Be sure to do a backup before attempting any operations found on this
form. The envelope shift cannot be undone.
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This operation shifts envelope numbers andior assigns new envelope numbers to the 'next veat’ field. IF shift is chosen, last vear's # is set
Lo this wear's # and this vear's # is set to next vear's number,

WARNIMNG: Envelope shift cannot be undone. Make sure you have a recent backup!

j Print Motification letters
JF 14 I
€ fer current persan only (2} far current person only
(=) For all people where next year's envelope # is non-blank =
() for all people {posk-shift)
() far all people where this vear's envelope # is non-blank

) for all people where sither this yvear's or next vear's envelope # is non-blank [IPrint Only 1 Letter Per Househald

() For all people regardiess of current envelope numbers Letker Destination
()For all envelope holders wha have given this vear (3) Sereen Preview
Auko-assign new envelope numbers to 'next vear' field AFTER the shift ) Printer
(*) For the people specified in the shift instructions above () PCF File
(for all people in the database (including visitors and temporaries) (M5 Word DOC File
) For all people who currently have an envelope number (M3 Ward RTF File
() for people of & specific membership level (M3 Word Flow DOC
() Restart at envelope number 1 (M5 wiord Flow RTF
(%) Continue the envelope number sequence {no reset) O Microsoft Excel File
(") Skart ak this number: (CHTML File
() Just keep old number (i.e. Copy) (I Plain Text File

[ Copy This Year's To Mext Year's l [ QK ] [ Cancel

Figure 8-4 Envelope Number Shift Form

There are several operations available to you here:
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Shifting the envelope numbers

Auto assigning new envelope numbers into the Next Year field
Printing notification letters

Copy this year’s envelope numbers to next year

PP

If this is the first time you have used the envelope shift, you will likely want to “seed” the
next year's envelope numbers first. Otherwise there is nothing to shift (or you will have to
manually enter the next years envelopes). You can either click the COPY THIS YEAR’'S
TO NEXT’ YEAR’S or use the auto assign feature to seed next year’'s envelope numbers.
For that reason we will discuss these features first.

Copying This Year’s Envelope Numbers to Next Year

Click the button in the bottom left of the form to copy this year’s envelope numbers into the
next year field. This operation is performed for ALL people. This operation is a quick way
to seed the next year’s envelope numbers. This would likely only be used once because if
the envelope numbers truly aren’t changing, there is no reason to use the envelope number
shift in the first place.

Auto Assigning Next Year’s Envelope Numbers

To auto assign next year’s envelope numbers, begin by checking the auto assign checkbox.
This will enable the options underneath this checkbox. Next, decide if you want to limit the
auto assign to a specific set of records and select one of the items below the checkbox.
Next, decide how you want the program to decide on the new envelope numbers. You can
chose one of: restart at envelope number 1, continue the envelope numbers (first envelope
number generated will be one more than the largest number used this year), specify a start
number or just copy (keep) the existing number. When you are satisfied with all sections,
click the OK button to perform the operation(s).

Shifting Envelope Numbers

To shift envelope numbers begin by checking the “Shift Envelope Numbers” checkbox. This
will enable the options underneath this checkbox. Choose one of the options. This
operation will shift the envelope numbers back one year (Next Year gets moved to This
Year etc). Click the OK button when you are satisfied with the options to perform the shift.

Sending Notification of the New Envelope Numbers

This form even includes a handy way to notify families/people of their new envelope
numbers by sending out letters. To perform this operation, click the “Print Notification
Letters” checkbox. Next decide if you want to print for the current person only or for all
people. You can also decide if you want one letter per household or one letter per person.
A word of caution, though. When selecting one letter per family, the program will do exactly
that, even if members of the family have different envelope numbers. Also choose an
output destination. Then click the OK button to perform the operation.

Tip: Note that you can send emails or print mailing labels (complete with the envelope
number) by using the Mail Manager. The Mail Manager provides much more
flexible notification options than are provided here.
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Person Level, Groups Page

The Groups page is a summary of groups an individual belongs to. Thisis an excellent way
to track small groups, cell groups, church board members etc. To add the person to a
group, select a group from the list at the left and move it to the list at the right using the right
facing arrow button. Similarly you can remove the person from a group by selecting a group
from the list at the right and then clicking the left facing arrow button. To modify the list of
available groups click the GROUP EDITOR button on this page.

Person Level, Attend. Page

The Attendance page is a read-only page that gives a summary of a person’s schedule and
past attendance history for both church events and Sunday school. The list at the left,
labeled “Schedule”, is a list of the church events the person is required at, Sunday school
classes the person is enrolled in, and classes the person is teaching (rows shown in light
blue indicate a class the person is teaching). The list at the right, labeled “Attendance
History”, is a list of all events and classes that the current person has attended in the past.

Person Level, Needs Page

The Needs page is a summary of an individual's special needs such as allergies and
disabilities. To add a special need to a person, select an item from the list at the left and
move it to the list at the right using the right facing arrow button. Similarly you can remove
a special need from a person by selecting one from the list at the right and then clicking the
left facing arrow button. To modify the list of available needs click the NEED EDITOR
button on this page.
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Person Level, User Def. Page

In keeping with the flexible design of ChurchWatch, this page contains a block of user
defined data entry fields. You can make these fields anything you want. The titles for these
fields can be set on the SETUP form under the page USER DEFINED FIELDS -> PEOPLE.
Table 8-4 lists the data types and lengths of each of the user defined fields.

Field Name Type Length Decimals

Character #1 alphanumeric (text and numbers) 30
Character #2 alphanumeric (text and numbers) 30
Character #3 alphanumeric (text and numbers) 30
Character #4 alphanumeric (text and numbers) 30
Character #5 alphanumeric (text and numbers) 30
Character #6 alphanumeric (text and numbers) 30
Checkbox #1 logical (true/false)

Checkbox #2 logical (true/false)
Checkbox #3 logical (true/false)
Numeric #1 numeric 7 0
Numeric #2 numeric 7 0
Numeric #3 numeric 7 2

Table 8-4 User Defined Fields, Membership Manager, Person Level

Person Level, Notes Page

This page contains Pastor’s confidential notes and Class notes. This page is treated as
confidential and only those users who have been given access rights to the page are
allowed to view it. Each edit window contains free form notes and may contain any text.
There is no limit to the amount of text you can enter.

If the edit window is grey in color it indicates that you have not created a note pad for this
person. Click the appropriate CREATE NOTES button to open a notepad. When a note
pad has been created the window will be shown in white. Whenever the window is white
you can type text directly into the window. To expand the window for easier editing click
the appropriate ZOOM NOTES button.

Use DELETE NOTES to delete the notes.
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Person Level, Classes Page

The Classes page contains all class related information for an individual. There is a list for

each of:

u Current Classes - all classes the current individual is enrolled in

L Classes Achieved - all classes the current individual has graduated from

L Special Awards - all awards the individual has acquired

L Classes Taught - all classes the current individual has taught or is teaching

There are also several buttons on this page. To delete an achieved class, first select one
from the list and then click the DELETE SELECTED button.

The ADD, EDIT (identified by a list icon) and DELETE buttons perform operations on the
Special Awards list. The ADD button adds a special award to the current individual. The
EDIT button displays the Special Awards list so you can add or remove special award
names. The DELETE button deletes the selected award from the current individual.

You can delete a class taught by selecting one and then clicking the DELETE SELECTED
button under the list.
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Person Level, Photo Page

The Another useful feature of ChurchWatch is the handling of personal photos. The
Personal Profile report includes a color or black and white photo if you have one entered.
BMP, JPG and GIF files are allowed. To add a photo click the ADD button. Select the
photo file that contains the photo for the current individual. Click the DELETE button to
delete the photo or click the VIEW button to view a larger copy of the photo. The view
window can be resized as needed.

You can also display the family photo in the Membership Manager under the QuickSearch
list. To turn on this behavior, click the “Show family photos on household form” checkbox
in SETUP->USER PREFERENCES. An example of this behavior is shown in figure 8-5.

NV enibos e 153
LB USRI e

= 10

=% PETERS (Bill
{ @ PETERS, Eil
- SMITH (Jog)

- g SMITH, Joe

e 3 SMITH. Am

HMSOM (Peter)

- onnson, e

o g JOHMSOM, Sally
e b JOHMSOM, Avery

P @ SMITH, Anne

Full Marne: |Peter James JOHNZION |

Family I0: - Person ID: - Env #: -

Main || Church || Contack || T&T || Giving | Groups | Attend, || MNeeds | User || Motes | Classes

7]

@, View

Auko Expand

File Marne: C\PROGRAM FILESYWHITE MOUMTAIMN SOFTWAREWCHURCHWATCH 4PHOTOS\RRE BMP

[

Add Fanily

l

Add Person

l

Mave Person

] [ Dl ] -..[Find Ne.xt ] . E]@ [ Set Filker ”Cl-n.aar Filker ] [ QuickReport ][ B.rowse ] [ Exit: ]

Figure 8-4 Displaying a Person Photo Under the QuickSearch List
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Person Level, Form Buttons

Table 8-5 lists all form buttons not already explained:

Button Title Description

Del Click the DEL button to delete the current person. If the person has made giving
contributions, ChurchWatch will not permit you to delete the record.

Find Click the FIND button to find a person by last name. When doing a find, only the first few
letters of the last name of interest need to be entered. The find will locate and show the
first occurrence of the last name you entered. You can also right-click your mouse in any
field to do a SuperSearch.

Find Next Repeats the last find. This is handy if you have more than one person with the same last
name since the FIND button will only find the first occurrence.

|< Click this to go to the first person in the list.

< Click this to go back one person.

> Click this to go forward one person.

>| Click this to go to the last person in the list.

Set Filter Click this button to set a data filter. Refer to chapter 30.

Clear Filter Click this button to clear the current data filter.

QuickReport Click this to get a quick report of all people in the current data filter or if no filter is in effect,
all people.

Browse Click this to view all people in a spreadsheet format.

Exit Click this to exit the Membership Manager.

Table 8-5 Person Level Button Summary
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Chapter 9 - The Visitor Manager [ﬁ]

The Visitor Manager is used to track details about your church visitors. Visitors are stored
in the Membership Manager just like any other person and must be marked as a visitor
there. Refer to figure 9-1. Only people marked as a visitor will show up in the Visitor
Manager.

& bzl PRASNEEET:

Full Mame: |Peter James JDHNSL\@I

Family I0: - Person ID: - Erv #: I

|,5 Contact || T&T || Giving || Groups || Akkend,

=14 PETERS (Bill |

‘. & PETERS, Gil |

=% SMITH (Jog) ; i ’ S ]
""" @ SMITH, Joe | Member Since: I:I [j

L @ SMITH, Anne A

L G SMITH, Amy hd

— Membership: -

~— Wisibat:

|:| Person is a praspect

|:| Petson is a wisitor Visitar InFarmatian ]

+ o P e s

Figure 9-1 People Must Be Marked As a Visitor In The Membership Manager

The VISITOR INFORMATION button, found on this page, will launch the Visitor Manager.
You can also launch the Visitor Manager from the Main Menu or from the top-of-screen
menu under the FORMS selection.
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Form Fields

This section describes the Visitor Manager form. Refer to figure 9-2 throughout.

s o e e e )

Class ar Event Comrents

hat
I v _w—h_-,;_.l_la_ -2

S AT 3

';.1‘-'."=- A T AR, e LA A, i e "‘-"21'..'::";"=- iyt e
Figure 9-2 Visitor Manager Form
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Table 9-1 lists all form items:

Form Item

Description

Visitor Name

Choose the visitor you want to work with from this drop down list.

|< Go to the first visitor.
< Go back one visitor.

> Go forward one visitor.
>| Go to last visitor.

Request a Visit

Check this box if person requests a visit. Click the SCHEDULE A VISIT NOW button to
schedule a visit.

Membership Check this box if person is interested in membership.

Interest

No Contact Click this button to note that person desires no contact. When checked, this visitor will be
Please excluded from mailings in the Mail Manager and from phone lists in the PhoneTree export.

Needs Prayer

Check this box if person needs prayer. You can use the notes area to note the specifics
about the prayer need. Click the ZOOM button to expand the notes into a larger window.

Appearance This grid lists all appearances recorded for this visitor. Click the EDIT button in the grid to

History to view and/or change comments.

Add Click the ADD button to add an appearance for the current visitor.

Delete Click the DELETE button to delete the currently selected appearance.

Edit Click the EDIT button to edit the currently selected appearance (to change details or
comments).

Exit Click this to exit the Visitor Manager.

Table 9-1 Visitor Manager Form Items

What Happens When a Person is No Longer a “Visitor”?

There are two ways to remove a visitor. One is to delete the person in the Membership
Manager. Thiswill remove all traces of the person from your databases. The second option
is to simply uncheck the “Person Is A Visitor” checkbox in the Membership Manager. If the
person has appearance history in the Visitor Manager, you will be asked if you want to
delete it.

Attendance Manager Automatic Appearance Tracking

When detailed attendance is tracked for a visitor in the Attendance Manager, the
appearance history in the Visitor Manager is automatically updated.
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Chapter 10 - The Visitation Manager

~— Summary:

& Yisituiiu aNTEEET,

§ i

The Visitation Manager is used to keep track of details of your visits to church members,
visitors, or anyone for that matter. You can schedule visits here, then keep track of details
about the visit or any follow-ups later.

=] E3

20051701 07:00 P

Purpose

Bill PETERS Pastor John Counzeling

[ One Mame ][ One 'By'

][ Scheduled ][ Follow-Lp ][ Closed ][ all

«— Details of Current Record:

ihio: Eill PETERS

Yisited By: |Pastor John

Start: Z005.11.01 0Ll:00 PM Hj End: |ZDDS.11.Dl 0z:00 PM [j

Purpose: Counselling

Methiod: In Person Where: |Bill's House | [ @, Zoom Motes

Type: First Time visit I L (D 3cheduled (5 Needs Fallow-Up (O Closed
[t ][ oo ]

Figure 10-1 Visitation Manager Form

Visitation Manager Form

The Visitation Manager Form is split into two sections. The top section is the Summary
Area and displays summary information about all visits currently stored in your database.
You can filter the list to make it easier to find specific visits by using the buttons near the
bottom of the Summary Area. No edits can be made in the Summary Area

The bottom section of the form is the Detail Area and displays details about the current
record. Click on a record in the Summary Area to call up the details. Edits may be made
in the Details Area and any changes you make will be reflected in the Summary Area when
you leave the current field by pressing the TAB key or by clicking your mouse in another
field.
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Follow-Up, Closed and Open States

Form Items

When visits are scheduled they are automatically in an “open” or unresolved state. In the
open state, the SCHEDULED radio button will be selected. If a follow-up is a required, click
the NEEDS FOLLOW-UP radio button. Click the CLOSED radio button to close a visit. This
feature is quite useful because you can create reports in the Report Manager to show all
open or scheduled, follow-up and closed visitations.

Some explanation of follow-up visits is required. When you change the state of a visit to
NEEDS FOLLOW-UP, no follow-up visit is actually scheduled. This state serves as a
reminder until you have time to manually schedule another visit. When the follow up visit
is scheduled you should move the state of the original visit to CLOSED. You can continue
this process for as many visits as a required.

Table 10-1 lists and describes all form items.

Form Item Description

Summary Grid Choose the visitor you want to work with from this drop down list.

One Name Filter button. Click this to view visitation data for a single person.

One ‘By’ Filter button. Click this to view visitation data for one pastor.

Scheduled Filter button. Click this to view only scheduled visits.

Follow-Up Filter button. Click this to view only follow-up visits.

Closed Filter button. Click this to view only closed visits.

All Check this box if person is interested in membership.

Who Click this button to note that person desires no contact. When checked, this visitor will be
excluded from mailings in the Mail Manager and from phone lists in the PhoneTree export.

Visited By Check this box if person needs prayer. You can use the notes area to note the specifics
about the prayer need. Click the ZOOM button to expand the notes into a larger window.

Start This grid lists all appearances recorded for this visitor. Click the EDIT button in the grid to
to view and/or change comments.

End Click the ADD button to add an appearance for the current visitor.

Purpose Click the DELETE button to delete the currently selected appearance.

Method Choose the type of visit, in-person, by phone etc.

Where If desired, enter where the meeting took place.

Type Select first-time or follow-up to describe the visit type.

Visit Id An internal ID created and used by ChurchWatch. Cannot be changed.
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Needs Follow-Up
Closed

Form Item Description
Notes Enter any free form notes here. Click the ZOOM button to expand the notes into a larger
window.
Scheduled Visit state. Described above.

Add Click the ADD button to schedule a visit.
Delete Click the DELETE button to delete a visit.
|< Go to first visit in the summary list.

< Go to previous visit.

> Go to next visit.

>| Go to the last visit in the summary list.
Exit Click this to exit the Visitor Manager.

Table 10-1 Vidtation Manager Form Items
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Chapter 11 - The Giving and Tax Receipt Managers @

One of the most useful features in ChurchWatch is the sophisticated Giving Manager for
keeping track of contributions. A companion Tax Receipt Manager is also included for
creating tax receipts and IRS reports at tax time.

The Giving Manager

This section describes the Giving Manager form.

Setting Up

Before using the Giving Manager you must review some of the setups on the SETUP form.
As well, you will need to create your giving accounts. Figure 11-1 shows the Giving page
of the SETUP form and Table 11-1 explains the fields on this page.

Al |
&, Saiiufiiainiaianes J\.*] a

Behawior Events IJser Def Fields - House Reports Ernail

——

Church Info || Maintenance || User Preferences | GWiNg | Formats || Appearance | User Def Fields - People || Security

~— Giving: - ~—Fiscal Year Endi ——
Charity Regiskration #: |123456—?89|:| | |2,:,,:,5_12_31 | [ = ]
Lask Receipk # Assigned: _ ’ Reset to Zera ] MOTE: Year portion of
Default Giving Account: |Buu:||;|et D| s il

CCRA Website (Canada): |m cra.go.cafcharities |

Include CCRA Website (Canada) on Tax Receipts
Auto-Load Prior Giving Patterns (Master Enable - See Memb, Magr.)

o

~—Tax Receipt Digitized Signature:

Printed Mame: |G. J. Reimer

Set Signature File
| ]
Clear

Test

Figure 11-1 Giving Setups
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Field Name

Description

Charity Registration #

Charitable organizations such as churches need to be registered with the
Government’s tax department in most countries. Your tax department will assign
a charity registration #. Enter it here for use on tax receipts and reports.

Last Receipt # Assigned

Tax receipting is covered in detail later in this chapter. This is the last tax receipt
number that has been assigned. You can reset the number to zero by pressing
the RESET TO ZERO button but this should only be done before any receipts are
issued if at all. If receipts already exist, ChurchWatch will not allow this operation.

Default Giving Account

To speed up data entry, set a default giving account here. This account will
always be auto selected by default when adding giving or pledge records. You will
need to create giving accounts first - refer to the next section. To clear the default
giving account click the delete button (“X") beside the account name.

CCRA Website

Useful only for Canadian churches. CCRA guidelines require Canadian charities
to place the CCRA website on all tax receipts. This field is provided in case the
website changes. It is factory defaulted to the correct website address.

Include CCRA Website on
Tax Receipts

Check this box to include the CCRA website on tax receipts. Churches outside of
Canada should uncheck this box.

Auto Load Person’s Last
Contribution (Master
Enable)

In the Membership Manager, Person Level, Giving page, you may select auto-
load. When this box is checked the Giving Manager will search for and
automatically enter a person’s last giving amount and account when you select the
person or envelope number. This behavior can help speed up data entry for
people who tithe or give the same amount regularly.

~ fulka Load:

[l

Check this box to auko
load this person's last
offering patterns in the
Giving Manager during
dakta entry,

Figure 11-2 Auto Load Selection in the
Membership Manager

The Auto-Load master enable must also be turned on to enable this behavior. You
can temporarily disable this feature by turning off the master enable without
affecting the setup for each person.

Note that you can also quickly set or clear a person’s auto-load attribute by
selecting the person in the Giving Manager’s data entry area and then by clicking
the SET AUTO-LOAD or CLEAR AUTO-LOAD button.

Fiscal Year End

ChurchWatch includes several fiscal year end reports. Enter the fiscal year end
here. Note that the year is unimportant and is not used.

Printed Name

This is the printed name that matches the digitized signature. It will appear under
the signature on tax receipts and reports. Use of a digitized signature is optional
but recommended to save time.
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Field Name Description

Digitized Signature To reduce your work load at tax time, you may enter a digitized signature file. The
digitized signature is used on tax receipts and tax reports. The signature file must
be a BMP, JPG or GIF graphics file. Click the SET SIGNATURE FILE button to
select the signature file. Click the CLEAR button to remove the signature file.
Click the TEST button to view a sample tax receipt with your signature. We
recommend testing your signature before printing any receipts.

Tip: Use a thick dark felt marker to create your signature. Then scan it into a
.BMP, .GIF or .JPG file. In addition, eliminate as much white space
as possible before importing into ChurchWatch.

Table 10-1 Giving Setups
Currency Symbol

You can set the currency symbol used by ChurchWatch on the FORMATS page of the
SETUP form. The default symbol is “$".

Giving Accounts

You will need to plan and setup your giving accounts before entering giving or pledge
records. Refer to Chapter 6 for information on creating and maintaining giving accounts.

How Offerings are Grouped

An “offering” is defined by ChurchWatch as any amount(s) given on one particular date.
This is animportant concept to understand for USA customers. For tax reporting purposes,
offerings >= $250 must be substantiated. In the rare case where two or more offerings are
given on the same day by one person, they will be treated as a single offering. If the total
amount for the day is >= $250 it will appear on the Substantiation of Contributions Report.

A Word or Two About Envelope Numbers

Envelope numbers are optional in ChurchWatch. If you intend to use them, they are
entered in the Membership Manager at the person level on the “GIVING” page. You can
enter offerings by envelope number or by name. Tax receipts are issued to single persons,
not families or even envelope numbers (although spouse name can optionally be shown on
the receipt also). The same envelope number can be assigned to more than one person in
the same family. If you use the envelope number when entering the giving data, and if the
envelope number is shared by more than one person in the family, the offering will always
be credited to the main contact of the household. This is of no consequence, at least in
Canada, since either the husband or wife can claim the receipt regardless of who’'s name
appears on it. The exception to this would be if a child in the family (or any person who is
not the husband or wife) shared the same envelope number. Again, the offering would be
credited to the main contact of the house. You need to understand these concepts if you
decide to use envelope numbers.
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Although envelope numbers are always issued to persons, not families, you can still get
ChurchWatch to issue receipts to couples and can print family-based labels for envelope
boxes in the Mail Manager. The trick is to always make sure that offerings are credited to
the main contact in the family. There are several ways to do this. You could assign the
same envelope number to all people in the family, then enter offerings by envelope number.
In this case, offerings will always be credited to the main contact in the family. Alternatively
you can assign the envelope number to the main contact only and still enter by envelope
number. Or you can enter offerings by name. At tax time, you can produce receipts for a
couple rather than for a single person (refer to the Tax Receipt Manager later in this
chapter). Mailing labels that include the envelope number can be produced in the Malil
Manager. If you choose family based labels, the label will be issued to the family and will
include a single envelope number (the envelope number of the main contact is used).

IMPORTANT: If you enter offerings by name and two or more people in the family
have been credited with offerings, the Tax Receipt Manager will
produce multiple receipts for the family.

Batches

In ChurchWatch, giving records are always entered in sessions or “batches”. Before
entering records you must create a batch date. Each record entered from that point on will
contain the current batch date as the date given. The batch date should be set to the date
that the offerings were collected. To create a batch, click the NEW button under Batch
Control. To edit an existing batch date click the EDIT button. The form in figure 11-3 will
be displayed.

| ﬁ saief nfoEeing

Estch IO 1 TIP: Give batch a designator name for easier tracking

Designatar: Sunday Service

Bakch Date: ZOOE_10. 320 E %
Pre-Calculated Total: (Optional. Used to determine entry balance)

Comrment: | |

Save ] [ Zancel ]

Figure 11-3 Creating or Editing a Batch Date

In this form you can set the batch date and optionally enter a designator name and a pre-
calculated batch total. The Designator name is optional but is a handy way to quickly find
important batches. The pre-calculated total is also optional but is a handy way to make sure
that the data entry balances to the actual teller sheet or known collected totals.

Locking a Batch

You can lock a batch to protect it from any further modifications. To do this, click the LOCK
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button in the Batch Information form or in the Giving Manager. A lock icon indicates that
the batch is locked. To unlock a batch, click the UNLOCK button.

The Giving Manager Form

& e AT HEETE __J __J ﬂ

_ Batch Contribution Data | Batch Summary || YTD Statistics || ¥TD Givers || Filters || Solutions

Erw #: I:l COr Mame: |

[Exclude Inactive Families (%) all People () Main Contacks () Enva# Holders
Arnount: $0.00 Receiptable? Set Auto Load
Accounk: Budget |D Dioc&ﬂcmmfﬂfme
Carnrnenk
— Bakch Statistics List in Data-Entry Order [ | Show Deleted Records (Records shown in red are Qleted)
'
o ) | Erv # Marne Armount Account Tvpe Chi #
4 entries in this batch 1 JOHNSON, Peter $30.00 Budget
Pre-Total: $0.00 PETERS, Bil 100,00 Budget
Entry Tokal: $160.00 L 10000 Budge
Balance: $160.00 1 JOHNSOMN, Peter $15.00 Budget
Envelope Tokal (Hash): 3 1 JOHMSOM, Peter $15.00 Missions
Envelope Count: 3
Loose Cash Tokal: $0.00 I
~— Bakch Control Window Total: $ 160.00
Mew [ Find ] lFind Next] [ Edit ] [ Mowe ] [Delete ] ’UnDeIetel lEdit Receipt] [QuickReport] [QuickReceiptl
[ Edt | [ suniock |
[ Delete ] [ Dep. Slip ] [ P.A&R. ] [ Reports ] [ Mew Vear ] [ Accounts ] [Tax Receipt Mgr ] [ Browse ] [ Exit: ]

Figure 11-4 The Giving Manager Form

Batch Statistics Area and “Envelope Hashing”

The Batch Statistics Area is used to display statistics about the batch. Most are self
explanatory but some explanation is required for the concept of “Envelope Hashing”. The
hash total for any batch is the sum of all envelope numbers. In addition to the batch
balance, the hash total is another way to verify your data entry. Calculate the total sum of
all envelope numbers on your teller sheet for the batch, then compare it to the hash total in
ChurchWatch. If they match you can be reasonably confident of good data entry. Note that
this concept only works if you work 100% with envelope numbers since ChurchWatch will
auto-complete the envelope number when you enter by name and in this case the envelope
number may not be present on your teller sheet.

Data Entry Area

The area at the top of the “Batch Contribution Data” page is used for posting new offerings
or editing existing offerings. It has no other purpose. When the background color of this
page grey, you will be posting new data. When the background color is green, it indicates
that an existing record has been loaded for modification (this will be explained later). Table
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11-2 examines each item in this box in detail.

Form Item Description
Env # If you are using envelope numbers you can start data entry by entering the envelope
number here. The person name will automatically be filled in. Check it to make sure
you have the correct envelope number.
Or Name You can also directly enter a name instead of an envelope number in this box. If the

person has an envelope number assigned, the envelope number will be automatically
filled in.

Exclude Inactive

The list of names can be quite long (its all people in your database). You can reduce

Main Contacts
Envelope Holders

Families the list by excluding inactive families. Inactive families are marked so in the
Membership Manager. Note that if you edit an existing record, ChurchWatch may
automatically uncheck this box so that the person that gave the offering appears in the
list.

All People The list of names can be quite long (its all people in your database). You can reduce

the list by selecting Main Contacts or Envelope Holders. This will make finding a person
of interest easier. Note that if you edit an existing record, ChurchWatch may
automatically remove the filter and reset back to “all people” so that the person that
gave the offering appears in the list.

Amount

Enter the amount of the offering here.

Receiptable

The receiptable status of the account can be overridden for this ONE RECORD ONLY
by checking or unchecking this box. It is automatically filled in when the account is
selected. The receiptable status is normally pulled from the account’s default.

Set Auto-Load
Clear Auto-Load

This button is a convenient way to change the auto-load attribute for the person you
have selected in the name or envelope number fields. Refer to table 11-1 for a
description of the auto-load feature.

Account

In this field, enter the name of the giving account the funds are to be directed to. You
can click the list button beside the field to launch the Giving Account Editor.

Lock Account Name

Sometimes you will have several entries against the same account. Check this box to
lock the account name so that it is not cleared when posting and so that the default
account (set on the SETUP form) is not loaded.

Comment

A comment can be entered in this field.

Type

Entry of the offering type is optional. Set the type of transaction here - None (not used),
Check, Cash, Credit Card, Gift-In-Kind etc.

Check Number

If a check was given you can record the check number in this field. If you plan to print
deposit slips, you should enter the check number here.

BUTTONS

Loose C Loose Cash button. For loose cash entries, click this button first to have the name and
envelope numbers filled in. Envelope #0 is reserved for loose cash.
Post Click this button to POST (save) your data entry. All fields will be checked before

posting and you will be warned of any errors. As a shortcut, you can just press the F5
function key on your keyboard to post data. A word of caution, though. F5 works even
when the Giving Manager is open but is not being viewed.
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Form Item Description

Splits Editor This button is used for split offerings. Split offerings occur when a single offering is to
be split up and directed to several accounts. Click this button to open the split offering
editor. The Splits Editor will be discussed in a following section

Clear Click this button to clear all data entry fields.

Table 11-2 Data Entry Area Items

Split Offering Editor

The split offering editor allows you to quickly split up an offering into several accounts. All
Giving reports then give you the option of showing the split details or just showing the total
of the offering. Begin by entering an envelope number or a name and the total offering,
then click the SPLITS EDITOR button. The following form will be displayed.

B 50l Uiy iy =13
Total Offering: $100.00
Remaining: $50.00

Amaount: Receiptable?

-

.

-

Account: Vissions

Type: Chedk D #: e %
Arnounk Accounk Rcpk? Rec # g

L 50,0000, Budget B 0

| | Post Al

i | B

TIF: “ou can edi records directly in the grid,

Figure 11-5 Split Offering Editor
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Enter the amount and account as a minimum, then click the SAVE button. Be sure to
double check the receiptable status of the offering. In addition you can optionally enter the
offering type and the check number if it's a check. The bottom window shows all
components of the split. Note that you can modify the information in this window if a
change is needed. As you enter the splits, the total offering will be reduced until it is zero
(shown in the “remaining” field near the top of the form). Once the remain offering is zero,
you have balanced the offering. The DELETE button deletes the selected split record. The
POST ALL button posts all your changes and entries. Be sure to click the POST ALL button
to save your entries.

Viewing a Person’s Address
Hover your mouse over the name or envelope number fields to view the address of the
currently selected person. This can help to verify the person selected when you have
several people with the same name.

Batch Control Area

The boxed area at lower left of the Giving Manager form is used to create and maintain
batch information.

Form Item Description
New Click this button to create a new batch.
Lock Click this button to lock the batch to protect it from any further modifications
Edit Click this button to edit the name, date and pre-calculated total of the currently selected
batch.
Unlock Click this button to unlock a locked batch.
Delete Click this button to delete a batch and all contribution data entered in this batch.
Dep. Slip Click this button to print a deposit slip for the batch.

Table 11-3 Batch Control Area ltems
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Giving Manager Main Pages

Table 11-4 explains the form items and buttons on each of the Giving Manager page tabs

for those items that have not already been discussed.

Field Name

Description

PAGE 1

Show Deleted
Records

Check this box to show deleted records in the table grid. Delete records are shown in
red. Used primarily to undelete records. Note that once the data is PACKED in
SETUP->MAINTENANCE the deleted records are physically removed and cannot be
recalled.

List In Data Entry

You can change the sort order of the table grid by clicking on a column header.

Order However, for giving batches this is normally not convenient for comparing data entries
to a teller sheet. Check this box to list in data entry order.

Table Grid Giving records are shown in this table. The records shown are controlled by the
current filter which is by default the current batch date.

Find Click this button to find a specific record. An important thing to note is that only
records within the current filter (those shown in the table grid) will be searched. Only
the first occurrence matching the search conditions is found

Find Next Click this button to repeat the last find and find the next occurrence.

Edit Click this button to edit the selected record in the table grid. The Data Entry area will
turn green when editing an existing record. If you change you mind about editing the
record, click the CLEAR button. You can also double click a record to edit it.

Move Click this button to move the currently selected giving record to another batch date.

Delete Click this button to delete the currently selected giving record.

Undelete Select a red deleted record and click this button to undelete it.

Edit Receipt Click this button to launch the Receipt Editor. Refer to information later in this chapter.

QuickReport Click this to get a quick report of all giving records shown in the table grid.

QuickReceipt

Click this button to create an instant receipt for the current giving record. This is very
handy for non-profit organizations. Only the one single offering will be included on the
receipt. The receipt will be displayed on screen. Click the printer button on the Report
Toolbar to send the receipt to a printer.

PAGE 2

Table Grid

Shows a distribution summary for the current batch.

PAGE 3

Table Grid

Shows year-to-date statistics for each defined batch. Red records indicate non-zero
balances.

PAGE 4
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Field Name Description
Table Grid Shows a list of all givers in descending order of giving totals.
Filters This page contains a list of handy filters you can apply to the data to assist in finding

and working with your giving data. Caution should be exercised when entering data
with a filter in effect. Remember that new postings are always posted to the current
batch date. Depending on the current filter in effort, newly entered data may not
appear in the table grid on page 1. Return the filter to “Batch Date Filter (Normal)”
when finished working with filters.

More sophisticated custom filters can be created by clicking “Advanced Filtering”.
Refer to chapter 30.

PAGE 6

Move Deceased
Person’s Offerings...

Click this button to move all of the offerings credited to a now deceased person to
another person (such as the spouse).

Move All Offerings
From One Person to
Another

Click this button to move all offerings from one person to another. This button is
handy when you want to print a tax receipt for a family but then find out that you have
offerings in the database that are credited to several people in the family. This
situation will produce multiple tax receipts. If you desire only one receipt, move all of
the offerings to the main contact in the family. THIS MUST BE DONE BEFORE TAX
RECEIPT SERIAL NUMBERS ARE CREATED!

Table 11-4 Giving Manager Main Page Items
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Form Buttons

Table 11-5 explains the form buttons.

Button

Description

P.AR.

P.A.R. stands for Pre-Authorized Remittance. Click this button to import a PAR file.
This feature is intended mainly for United churches but the file format is somewhat
flexible and can be adopted and used by most churches. Refer to the section on
P.A.R. later in this chapter.

Reports

Click this button to open the Report Manager, Giving reports.

New Year

Click this button to start a new giving year. This will allow you to archive all Giving,
Household and People data. This will also delete all giving records in the Giving table
to prepare for the new year’s data entry. Refer to the section titled Preparing for a New
Year - Giving Archive.

Accounts

Click this button to open the Giving Account editor to edit or define new accounts.

Tax Receipt Mgr

Click this to use the Tax Receipt Manager for creating tax receipts or Substantiation of
Contribution reports. Refer to the Tax Receipt Manager description later in this
chapter.

Browse Click this to view Giving records in a spreadsheet format. The records shown depend
on the current filter (by default the filter is the current batch date).
Exit Click this to exit the Giving Manager.

Table 11-5 Giving Manager Buttons

Adding (POSTing) New Records

To add giving records, begin by creating a new batch date (or by selecting an existing batch
date from the QuickSearch list). Next enter data in the Data Entry Area at the top of the
form on page 1. When satisfied with the entry click POST to post the data. Split offerings
can also be entered (refer to the previous section on splitting offerings). When you POST
or SPLIT an entry, a record or set of records will be added to the table grid on the tab
labeled “Batch Contribution Data” (assuming the current filter allows it).

Faster Data Entry

When you begin adding your first giving records you may find that the process is a bit
awkward and slow. The trick to making the data entry go faster is to avoid using the mouse
at all costs. Practice these steps and you will soon become quite proficient at data entry.
We'll assume that the cursor is already located in the envelope number or name field:

Step 1 Enter an envelope number or name. Press the TAB key. If you
entered an envelope number you will need to confirm the name
and then press TAB again. If there is no envelope number press
the TAB key to move to the name field. When in the name field,
there is no need to pull down the list. You can enter the first few
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Step 2
Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Editing Existing Records

letters of the last name, then use the up and down arrow keys to
browse further to the correct name.

Enter the amount to post. Press the TAB key.

The cursor is how on the receiptable field. If you wish to change
it press the SPACE bar. Then press the TAB key.

You are now positioned in the account field. If the account
selected is correct, just press the TAB key. Otherwise type the first
few letters of the account name until you find the account you
need. Pressthe TAB key.

If you wish to enter a comment do it now. Otherwise press the
TAB key again.

To enter a transaction type enter the first few letters of the type.
Note that cash, check and C.C. (Credit Card) all begin with the
letter “C”". Keep typing C until you see the item you want. Press
the TAB key to move on.

If you selected “check” you are now in the check number field.
Enter the check number and press the TAB key. If you did not
select “check” move to step 8.

Press the ENTER key to “press” the POST button or just press the
F5 function key on your keyboard (a shortcut key).

To edit a giving record, double click on it in the table grid. You can also select the record
and click the EDIT button. In either case, the record’s data will be loaded into the data entry

area and page 1 will turn

green. Modify the data and then click the POST button. To cancel

the edit just click the CLEAR button.

Preparing for a New Year - Giving Archive

ChurchWatch works on a tax year of January 1 to December 31. After December 31 you
will not be permitted to enter new records for the new year since Giving years cannot be
mixed (you can still enter records for the past year). Once your tax obligations are complete
and you are ready to start a new year, the giving data needs to be archived. Archiving also

| - NS Y IER T

(Saving year

This operation prepares for & new giving year.

This will archive the current giving files and create
empky ones For the new vear, You also have the
optinn of deleting the temparary {visitor) records

in the people databases.

Delete Temporaries (Yisitors)?

gives you an opportunity to delete all temporary
d household and people records and removes all
giving data so that you are ready for the new
year. Be sure to do a backup before archiving
2':'05) the giving data.

Note that the archived giving data is moved to
the “Archive” folder under the main
ChurchWatch folder. You can always go back
and view or edit past giving years by selecting
the year in the Data Context Toolbar at the top of

[ Fshift envelope numbers AFTER:

the archive is complete: the screen

l Archive ] [

Cancel ]

Figure 11-6 Archiving

Form
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The process is simple and is described in the following paragraphs.

Note: Archived datais stored in the ARCHIVE folder under the ChurchWatch folder.

Important:

Be sure to do a backup first since the Archive process affects many
ChurchWatch tables.

Step 1

Step 2

Step 3

Step 4

Step 5

Do a backup first.

Click the NEW YEAR button in the Giving Manager. The form
shown in figure 11-6 will be displayed.

Recall from chapter 8 that the Membership Manager has a type
field that allows you to indicate if a family is temporarily entered for
giving purposes only (see figure 11-7). Check the “Delete
Temporaries (Visitors)?” checkbox on the Archive form if you wish
to purge all temporary families from the Membership Manager.
You can also wait until another year if you so wish.

[’z"'.
=Hgu=

! -C' Tempatary Giver

ZI { ;:_"?\.fdur
B [ Copy ] [Cn:-p':.:' all ]

]

Figure 11-7

You can call up the Envelope Shift form AFTER the archive is
complete by checking the checkbox in this form. This will allow
you to shift your envelope numbers from the “Next Year” field to
the “This Year” field and so on.

Finally, click the ARCHIVE button to complete the archive. You
are now ready to being entering the current year’s giving and
pledge data.

Using Data From Previous Years

To view and edit data from archived giving years, simply use the year pull-down box on the
ChurchWatch Data Context toolbar. Archived data includes giving, pledges, accounts,

batches, membership and last receipt number.
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P.A.R. Import (Pre-Authorized Remittance)

P.A.R. stands for Pre-Authorized Remittance. The PAR import can also be used for other
types of giving data imports of your design. Click the PAR button in the Giving Manager to
launch the PAR Import form. This feature is intended mainly for United churches but the
file format is somewhat flexible and can be adopted and used by most churches. When you
click the PAR button, the form shown in figure 11-8 will be displayed.

| - AP linuri L.j
Importing to Batch Date 2005.10.30

Set the order of the fields in the Import File:
~ Ch From This List:

[l el

Irnport File Description _

=
o
=
i
+H

=Tmased Field:=
Budget

Person ID
=“Trnu=sed Fields

Budget Mis=ions

Building Fund Building Fund

Missions

CIC

©

() Blank delimited
(+) Comma Delimited

G

’ Impart l [ Cancel

Figure 11-8 PAR Import Form

The PAR Import Form is used to define and perform the PAR import. Once you have
described your file format, ChurchWatch will remember it so that it will not have to be
described again. PAR files must be organized into records using either a person id or
envelope number to define the person to credit the offering(s) to. Following the person id
or envelope number, a list of numbers representing offerings to each account must be
given. Data in the PAR import file must be comma or blank delimited ASCII text.
According to the example in figure 11-8 the PAR import file format is:

ENVELOPE NUMBER, unused field, BUDGET,MISSIONS,BUILDING FUND

and some example data might be:

10, 0.0, 300.00, 20.00, 50.00
12, 0,0, 400.00, 0.00, 0.00

So in this example, envelope # 10 has given $300 to Budget, $20 to Missions and $50 to
the Building Fund. Envelope # 12 has given $400 to Budget.

To describe the file format, select fields from the left-most list in the PAR Import Form and
move them to the right-most list. The right-most list describes the file format. You can skip
fields in the import file by using the <Unused Field> marker in the PAR Import Form.
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Some rules regarding PAR imports:

1.

2.

3.

4

Form).

All data in the file must be numeric.
The data file must be ASCII delimited text.
Do not use a header record in the file.

All data goes to the current batch date (note the header at the top of the PAR Import

Proceeding With the PAR Import

Click the IMPORT button in the PAR Import form to perform the import. You will be
prompted for afile. Locate and select your import file name. The data will be imported into

a

& [rrnuyi

MNOTE: Red records

Importing to Batch Date 2005.10.30

Review your data and either post or cancel,

temporary table and displayed as shown in figure 11-9.

S|i=)E3

indicate invalid envelope #.

REC_MNUM FIRST_MAME LA&ST_MAME Budget Missions Building Fund EMY_MLIM
M| 1 Peter JOHNS0N £300.00 £20.00 £50.00 1
i 2 Bally JOHITS0N z0.00 400,00 F0.00 z
Cancel ]

Figure 11-9 Completing the PAR Import

Review the data and if satisfied click the POST button to commit and save the data.
Otherwise click the CANCEL button.
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The Tax Receipt Editor

The Tax Receipt Editor gives you a much better view and control of the offering amounts
included on any given tax receipt. There are also some simple operations you can perform.

ﬁ'l’uz?-‘.eua]pt Erfiinp JJJ]

~ Individuals -

~ Receipk #:

000000 1 EMY #: 1 Person ID: &

. JOHNSON, Peter James

~ Issue Date:

123 Elm Street

L 2005 11 03 | Arwbown, CN
~ Tax Year: - L1L 111

2005
Items On This Receipt:

Dake Given Account Amounk
» | Budget $30.00
_|2005.10.30 Miszions $15.00
_|2008.10.20 Budget $£300.00
_|2005.10.30 Mizzions $2000
Grand total on this receiptis ¢ 365.00
| move Entry | Dl || Find || Find mext | || M || view |[Ex |

Figure 11-10 The Tax Receipt Editor

To display the Tax Receipt Editor, click the EDIT RECEIPT button on the Giving Manager
form or the RECEIPT EDITOR button on the Tax Receipt Manager form.

Table 11-6 lists and explains the items and buttons on the form.
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Form Item Description
Receipt # The serial number of the current receipt you are viewing is displayed in this box.
Tax Year The tax year the receipt is from is displayed in this box.
Individual This box shows the name, address and envelope number (if assigned) of the person

the receipt was issued to.

Items On This Receipt

This table shows the date, account and amount of each contribution that was
included on the current receipt.

Move Entry Click this button to move an offering from one receipt to another. This is useful to
correct data entry errors after receipts are generated.

Del Click this button to delete the current tax receipt. This will cause ChurchWatch to
clear the tax receipt number from each of the contribution records listed in the table.
No giving data is actually deleted. Deleting a receipt is of questionable use unless
you have not given a hard copy of the receipt to the individual listed. If you have,
deleting a receipt is obviously not recommended and will have implications with your
government’s tax office!

Find Click the FIND button to find a person by family name or envelope number or to find
a specific receipt number. This will find the first matching record. Use FIND NEXT
to search again.

Find Next Click this button to repeat the last find.

|< Click this button to go to the first receipt number.

< Click this button to go back one receipt number.

> Click this button to go forward one receipt number.

>| Click this button to go to the last receipt number.

View Click the VIEW button to view the tax receipt on screen.

Exit Click this button to exit the Tax Receipt Editor.

Table 11-6 Tax Receipt Editor Form Items
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The Tax Receipt Manager

The Tax Receipt Manager is an excellent tool for streamlining end of the year tax
preparations. There are two main uses:

1. Tax Receipts. Tax receipts are used mainly in Canada for the reporting of
charitable donations to the Canada Customs and Revenue Agency but can be used
in other countries as well.

2. Substantiation of Contributions (hereafter referred to as the S.C. Report). This
report is intended mainly for the USA to substantiate contributions of $250.00 or
more to the IRS.

In addition, the Tax Receipt Manager is capable of printing mailing labels for mailing the tax
receipts or S.C. reports.

Two other reports are available:

1. The Giving Details report. This report contains all offerings made by each
person. You may want to mail this out along with the receipts or S.C. report.

2. The Tax Year Audit report. This report is useful after printing tax receipts. It
contains a list of all receipt numbers, the amount on the receipt and who the receipt
was issued to.

There are also many options available to you such as:

L Set report destination (screen or printer)

u Set filters

L Set receipt and report options

Tip: In addition to printing mailing labels, the Tax Receipts and S.C. report are designed

for #10 windowed envelopes when folded twice. A folding machine and #10
windowed envelopes can greatly reduce your work load at year end.
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The Tax Receipt Manager Form

Actions Page

i Tene Haegint dlaay

l Opkions '

~— &ckions:
[[]zenerate Receipt Serial Mumberis)
[C]Print Tax Receipkis)
[C]Print Giving Details reportis)
[ ]Print Mailing Labelis)
|:| Prink Tax Year Audit report
[C]Print Substantiation of Contr, {LUSA)

- — Apply Actions To: -

. () Cuskom Criteria (custom Filker)

~— Repork Destinatiu:u_'i:

{3 Current Giving Record Only
(73 &l Giving Records (vear end)

G' One Person

{1 One Envelope #
{} One Receipk #
() One Account
() One Batch

(%) To Screen Don't prink receipts ("3 & Specific Receipt Range
already printed
) To Prinker :
o ; [ Browse (Test Filker) ]
To POF File . )
~—Last Tax Receipk: -
e B [ reerroo
| T

Figure 11-11 Tax Receipt Manager, Actions Page
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Form Item Description

Generate Receipt Numbers Check this box to generate the serial numbers for receipts. A tax receipt
does not exist until it has a serial number so normally this box is left
checked. If all records already have a tax receipt number, leaving this
box checked will do no harm but no new receipt numbers will be

generated.
Print Tax Receipts Check this box to print the tax receipt(s) to screen or printer.
Print Giving Details Reports Check this box to produce a giving details report for each person.
Print Mailing Labels Check this box if you need mailing labels. Be sure to pick label stock on

the Options page.

Print Tax Year Audit Report Check this box to print an audit report.

Print Substantiation of Cont. (USA) | Check this box to print the S.C. report.

“Apply Actions To"” Data Filter You have many convenient options for creating a filter. Tax Receipt
Options Manager operations will apply to the filtered records only - very handy.
The available filters are:

Current Giving Record Only - apply actions to the current record
only. Refer to the note at the top of
the Tax Receipt Manager form to
verify the current record (the field in

yellow).

All Giving Records - this would be used at year-end in a
church to apply actions to all records

Custom Criteria - choose this to create your own
custom data filter

One Person - click this to choose one person by
name

One Envelope Number - click this to choose one person by
envelope number

One Receipt Number - click this to choose one receipt

number. This can be quite useful to
reprint or view a single receipt that
has already been issued

One Account - click this to choose all records for a
single giving account. This filter can
be useful when receipting for a single
special event

One Batch - click this to choose all records in one
batch date

Specific Receipt Range - click this to choose a specific receipt
range

Tip: Use the BROWSE (TEST FILTER) button to check the results of
your data filter and to see what giving records will be included in
the tax receipt or report generation.
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Form Item Description

Report Destination Reports can be sent to the screen, printer or PDF file. PDF files are
suitable for emailing. PDF files are considered the same way as a printer
in that you will get an “already printed” warning if you attempt to print or
send the tax receipts to a PDF file a second time.

Don't print receipts already printed If you are printing hard copy receipts it is not advisable to issue
duplicates. Check this box to prevent ChurchWatch from printing tax
receipts that have already been printed.

Don't print receipts for amounts Fill this field in to limit generated receipts to amounts greater than this.
less than For example you may not want to issue tax receipts for amounts less
than $5. This refers to the receipt total, not individual offerings. So for
example, if an individual gave seven $1 contributions, this would exceed
the limit and he/she would receive a receipt for $7.

Last Tax Receipt This field shows the last tax receipt number that was generated. The next
receipt generated will carry a serial number of one (1) higher. Use the
RESET TO ZERO button to reset the serial numbers if you are sure no
other serial numbers exist in the database, however, this practice is not
recommended.

Note: If there are tax receipt numbers already generated for the current
giving year, ChurchWatch will not allow you to reset the last
receipt number.

Table 11-7 Actions Page Items
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Options Page

Tene Haeoiul Wlasuay

Label Stock:

Left Label Margin: .zl Spaces ips labels

"

[ substantiation Text | Only Inchude Amounts ==

[ ]pouble Spaced Reports ()1 Copy (1 receipt per page)
[[] one Donation Per Receipt (1 Copy (3 receipts per page)
Include CCRA Website (Canada) (02 Copies (2 receipts per page)
Include Titles (%) 3 Copies (3 receipts per page)
)1 Receipt Per page w) Substan, Text (USA)

o

|Tha.nk wou for your donation.

o

Receipk Editar |
l I )

Figure 11-12 Tax Receipt Manager, Options Page

ChurchWatch User’s Guide 11-22



The Giving and Tax Receipt Managers

Form Item

Description

Label Stock

If you are printing mailing labels you must choose a label stock. Many
different label stocks are supported. If yours is not listed choose one of
similar size. If you are printing to printer ChurchWatch will prompt you to
load the printer with the label stock.

Left Label Margin

If you would like more margin on the left side of the labels enter a number
of spaces in this field.

Skip x Labels

To finish using label sheets that are partially used, enter the number of
labels to skip in this field. Labels are skipped at the start of the job.

Substantiation Text

Click this button to edit the text that appears on the Substantiation of
Contributions Report.

Only Include Amounts

The Substantiation of Contributions report includes any amount greater or
equal to this value. The default is $250.00.

Double Spaced Reports

Check this box for double spaced reports.

One Donation Per Receipt

Includes only one donation amount per receipt. This is not particularly
useful in a church but is intended mainly for charities that must give a
receipt for every transaction.

Include CCRA Website on Receipts

This box is intended for Canadian churches only. Canadian churches are
required to include the CCRA website on all tax receipts. If your church is
located outside Canada, uncheck this box.

1 Copy (1 receipt per page)

Select this item to have 1 receipt per printed page.

1 Copy (3 receipts per page)

Select this item to have 3 unique receipts per printed page.

2 Copies (2 receipts per page)

Select this item to have 2 unique receipts per printed page.

3 Copies (3 receipts per page)

Select this item to have 3 copies of the same receipt per printed page.

One Receipt Per Page With
Substan. Text

Select this item to include only one copy of the receipt per page complete
with the Substantiation of Contributions text. This is intended mainly for
churches in the USA and for charities.

Thank you message for receipts

Use this field to change the thank you message printed on the tax
receipts.

Table 11-8 Option Page ltems
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Form Buttons

Table 11-9 lists and explains the Tax Receipt Manager form buttons:

Button Description
Begin Click this button to perform the actions you have selected.
Receipt Editor Click this button to view the Tax Receipt Editor. Refer to the “Tax Receipt Editor”

section above for more information.

Exit Click this button to exit the Tax Receipt Manager.
Table 11-9 Tax Receipt Manager Buttons
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Including Spouse Name on Receipt

The selection to include spouse name on the tax receipt is done in the Membership
Manager per-family.

IMPORTANT: When checked, if both persons have made donations, the receipt
amounts will NOT be combined into a single receipt. Receipts in ChurchWatch are
always attributed to the individual that made the contribution. In this case you will
get two receipts both addressed to the couple. If this behavior is not desired, make
sure to always credit contributions to the main contact of the household.

Canadian Tax Receipt Generation

Tax receipts are intended mainly for Canadian churches but may be suitable in other
countries as well. ChurchWatch will attempt to place all contributions made by a single
individual onto a single tax receipt, depending of course on the data filter you have selected.
Once a receipt has been generated, ChurchWatch will not automatically add any further
amounts to the receipt since it is assumed the receipt has been issued. If it is absolutely
necessary that a tax receipt be modified, you can use the Tax Receipt Editor to modify the
receipt or delete the receipt, then use the Tax Receipt Manager to recreate a new one.

Here are some guidelines and tips for creating tax receipts:

1. Before proceeding, make sure your giving data is “clean”. Double check all batch
totals using the “Batch Summary #2" report in the Report Manager or the YTD
statistics page in the Giving Manager.

2. Do a backup! We cannot stress this point enough. This will allow you to restore the
starting state of your database tables if necessary and will allow you to proceed with
confidence and re-start if need be.

3. Use a digitized signature if possible so that you won't have to hand sign all the
receipts.

4. Remember to set your charity registration number on the GIVING page of the
SETUP form.

5. Decide if you will be generating a single tax receipt or all tax receipts for year end

and set the data filter accordingly. It's a common mistake to leave the data filter
set to “Current Record Only” at year end.

6. Check the “Generate Receipt Numbers” and the “Print Tax Receipts’ checkboxes
in the Tax Receipt Manager. Make sure you select the screen as your destination
SO you can review the receipt(s) before printing.

7. If desired, you can change the thank you message printed on the receipt.

8. Use a paper folding machine and #10 windowed envelopes to further reduce your
workload at year end.

Tax receipts are issued to single persons, not families or even envelope numbers. The
same envelope number can be assigned to more than one person in the same family. If you
use the envelope number when entering the giving data, and if the envelope number is
shared by more than one person in the family, the offering will always be credited to the
main contact person. This is of no consequence, at least in Canada, since either the
husband or wife can claim the receipt regardless of who's name appears on it. The
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exception to this would be if a child in the family (or any person who is not the husband or
wife) shared the same envelope number. Again, the offering would be credited to the main
contact person in the household. You need to understand these concepts when assigning
envelope numbers.

Very Important! Only offerings marked receiptable are included on tax
receipts. When creating giving accounts, make sure the
default receiptable status is set correctly.

USA Substantiation of Contributions Report

The Substantiation of Contributions Report is intended mainly for USA churches but may
be suitable in other countries as well. To make this report as flexible as possible you can
change the limiting amount which is defaulted to $250 for USA churches. You may want
to double check the amount entered on the Options page before generating the report.

The purpose of the report is to satisfy the IRS requirement that all contributions over $250
be substantiated. The definition of an offering or contribution was given earlier in this
chapter but we will repeat it here:

An “offering” is defined by ChurchWatch as any amount(s) given on one particular date.
This is animportant concept to understand for USA customers. For tax reporting purposes,
offerings >= $250 must be substantiated. In the rare case where two or more offerings are
given on the same day by one person, they will be treated as a single offering. If the total
amount for the day is >= $250 it will appear on the Substantiation of Contributions Report.

Very Important! Only offerings marked receiptable are included on the
Substantiation of Contributionsreport. When creating giving
accounts, make sure the default receiptable status is set
correctly.

Using Data From Previous Years

You can work on receipt data from previous archived giving years simply by selecting the
giving year on the ChurchWatch toolbar. You can even edit membership data, edit giving
records and generate receipts when in a past year context.

When you select an archived year, the year pull-down list will turn red to remind you that
you are editing in past year’'s data. Some ChurchWatch functions are not available when
viewing and editing an archived year.

Note that a snapshot of current membership data is archived along with the giving data. As
such if a person changes address and you need it in a past year you will have to edit the
address in the past year’s data as well.
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Chapter 12 - The Pledge Manager

L e
'J
i€

The Pledge Manager is useful for keeping track of pledges towards your giving accounts.
The Pledge Manager is very similar to the Giving Manager and we recommend you read
and understand Chapter 11 first.

Setting Up

You will need plan and setup your giving accounts before entering giving or pledge records.
Refer to Chapter 6 for information on creating and maintaining giving accounts.

The Pledge Manager Form

TAlx o e e
& o0 {HBENANTHEET

- [B]X]

ilkering
() Selected Person (in QuickSearch)

() Advanced Filkering

(%) Mo Filker {narmal) ]

”Z] Post (F7)

Clear

JOHNS0N, Peter Jame
JOHNSON, Sally ~—Pledge Data Entry
JOHNSO0N, Awvery
PETERS, Bill Ert #: D Or Marne: ‘ ‘
SMITH, Jaoe
SMITH, Arme Arnaunt; Accaount: |Budget
SMITH, Amy .
K Frequency: Week Bi-week] rankhl ear|
e quency: () iy * y y O vearly
SMITH, 3ally sStark Date: |z005.11.03 | EndDate: |z005.12.31 | Comment: |

All Pledge Data | Pladge Summary

[]5how Deleted Records (Records shown in red are deleted)

List in Data-Entry Order

| Er # Marne Arnount Accounk Frequency  Sla
PETERS, Eil $30.00 Budget wiaekly
SMITH, &my $100.00 Budget tonthiy :
| [ |
| Fnd || Findmext | [ Edt | [ oDekte || undelete |

Accounts

[ Browse ] [ Exit

Figure 12-1 The Pledge Manager Form

Filtering and The QuickSearch List

By default the Pledge Manager uses no filtering on your data (all records are shown) and
the QuickSearch list is disabled in this state. You can view the pledges for a single person,
and therefore enable the QuickSearch list, by clicking the “Selected Person” radio button.
Then select a person from the QuickSearch List. The Advanced Filtering radio button can
be used to create a more detailed data filter (refer to chapter 30).
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Pledge Data Entry

The area below the filtering box is used for posting new pledges or editing existing records.
When the background color of this boxed area is grey, you will be posting new data. When
the background color is green, it indicates that an existing record has been loaded for
modification (this will be explained later). Table 12-1 examines each item in this box in

detail.
Form Item Description

Env # If you are using envelope numbers you can start data entry by entering the envelope
number here. The person name will automatically be filled in. Check it to make sure
you have the correct envelope number.

Or Name You can also directly enter a name instead of an envelope number in this box. If the
person has an envelope number assigned, the envelope number will be automatically
filled in.

Amount Enter the amount of the pledge here.

Account In this field, enter the name of the giving account the funds are pledged to.

Frequency You have a choice of 4 frequencies: Weekly, Bi-Weekly, Monthly and Yearly. Bi-Weekly
is every 14 days.

Start Date Enter the date on which the first contribution will be made. ChurchWatch has many
“potential giving” type reports. For most accurate reporting it is important to enter the
date of the first contribution rather than the date the pledge was made on. If the first
contribution date is unknown use the date of the pledge but recognize that potential
giving reports will not be 100% accurate.

End Date Enter the date when the pledge promise expires.

Comment A comment can be entered in this field.

BUTTONS

Post Click this button to POST (save) your data entry. All fields will be checked before
posting and you will be warned of any errors.

Clear Click this button to clear all data entry fields.

Table 12-1 Data Entry Area Items
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Pledge Manager Main Pages

Table 12-2 explains the form items and buttons on each of the Pledge Manager page tabs.

Field Name Description

PAGE 1

Show Deleted Check this box to show deleted records in the table grid. Deleted records are shown in

Records red. Used primarily to undelete records. Note that once the data is PACKED in
SETUP-MAINTENANCE the deleted records are physically removed and cannot be
recalled.

List In Data Entry You can change the sort order of the table grid by clicking on a column header. Check

Order this box to list in data entry order.

Table Grid Pledge records are shown in this table. The records shown are controlled by the

current filter which is by default all records.

Find Click this button to find a specific record. An important thing to note is that only
records within the current filter (those shown in the table grid) will be searched. Only
the first occurrence matching the search conditions is found

Find Next Click this button to repeat the last find and find the next occurrence.

Edit Click this button to edit the selected record in the table grid. The Data Entry area will
turn green when editing an existing record. If you change you mind about editing the
record, click the CLEAR button.

Delete Click this button to delete the currently selected record.

Undelete Select a red deleted record and click this button to undelete it.

QuickReport Click this to get a quick report of all pledge records shown in the table grid.

Table Grid Shows a simple summary of pledge data. This report does not show potential giving,

just a summary of entered pledge data.
Table 12-2 Pledge Manager Main Page Iltems
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Form Buttons

Table 12-3 explains the form buttons.

Button Description
Reports Click this button to open the Report Manager, Pledge reports.
Accounts Click this button to open the Giving Account editor to edit or define new accounts.
Browse Click this to view Pledge records in a spreadsheet format. The records shown depend

on the current filter (by default there is no filter).

Exit

Click this to exit the Pledge Manager.

Table 12-3 Pledge Manager Buttons

Adding (POSTing) New Records

To add pledge records, simply enter data in the Data Entry Area and then click the POST
button. The record will be added to the table grid.

Faster Data Entry

When you begin adding your first pledge records you may find that the process is a bit
awkward and slow. The trick to making the data entry go faster is to avoid using the mouse.
Practice these steps and you will soon become quite proficient at data entry. We'll assume
that the cursor is already located in the envelope number or name field:

Step 1

Step 2
Step 3

Step 4
Step 5
Step 6
Step 7

Step 8

Enter an envelope number or name. Press the TAB key. If you
entered an envelope number you will need to confirm the name
and then press TAB again. If you are not using an envelope
number press the TAB key to move to the name field.

Enter the amount to post. Press the TAB key.

You are now positioned in the account field. If the account
selected is correct, just press the TAB key. Otherwise type the first
few letters of the account name until you find the account you
need. Pressthe TAB key.

To enter a frequency use the RIGHT ARROW key, then press the
SPACE bar to select. Press the TAB key.

Enter a start date and press the TAB key.

Enter an end date and press the TAB key.

Enter a comment if desired, then press the TAB key, otherwise just
press the TAB key.

Press the ENTER key to “press” the POST button.
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Preparing for a New Year - Pledge Archive

Refer to chapter 11 for information on preparing for a new giving year. Inthe case of Giving
records, all records are archived, then deleted. The Pledge Manager is treated differently.
When you archive data, the Pledge Manager table is copied to the archive folder but only
those records with expired end dates are deleted. With this method, you can have pledge
promises that stretch over several years without having to worry about re-entering any data
at year end.

Using Data From Previous Years
To view and edit data from archived pledge years, simply use the year pull-down box on the
ChurchWatch Data Context toolbar.

Pledge Reports and Potential Giving
There are many pledge reports available in the Reports Manager. Some of these reports
introduce a concept called “potential giving”. These are sophisticated reports that allow you

to predict your future giving based on pledge data for any given time period. The reports
of course assume that all pledges will be honored in full and on time.
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P
Chapter 13 - The Event Manager o/

What is an Event?

The Event Manager is a powerful tool used to define church events for the purpose of
tracking attendance, tracking the use of church facilities and resources, tracking the
schedules of people, printing church calendars and setting up reminders. An event can be
anything that happens at your church but should not include Sunday School or other classes
as these are handled by the Sunday School/Class Manager in a similar way. Example of
church events are:

Services
Meetings
Weddings
Baptisms
Funerals

Examples of items that should NOT be placed in the Event Manager are:

L A doctor’s appointment
L Evangelism class

It would be better to place the above items in your To-Do list or the Sunday School/Class
Manager.

There are a number of event setups available on the SETUP->EVENTS page.

Event Frequency

The Event Manager makes it easy to define recurring events to greatly reduce the number
of unique events you will need to create. For example, to track attendance at Sunday
Services, you could define an event titled “Sunday AM Service”, set the initial date to the
next Sunday, and then set it to recur each Sunday thereafter. When it's time to enter
attendance, the event of interest will be found in the Attendance Manager without having
to enter it again.

Important Concept: The Event Manager does not define event occurrences, only
event attributes. Actual occurrences of the events (with
dates) appearin the Attendance Manager and on calendar and
event reports.

ChurchWatch Today and Event Reminders

The ChurchWatch Today page will list all events scheduled for the current day. You can
also set a reminder and ChurchWatch will notify you at the specified time. ChurchWatch
must be running for the reminder to occur.
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Changing the Date or Recurring Information

When you make a change to the scheduling of an event, ChurchWatch will ask you if you
want to delete all occurrences of the event (including attendance that may have been
recorded for past occurrences) before recreating the event and any future events (if the
event is recurring). Normally you should answer YES to remove false occurrences of the
event unless you have some attendance data entered for a past occurrence. ChurchWatch
ALWAYS deletes future occurrences of the event before recreating and adjusting the future
schedule. Answering NO to the prompt may lead to some confusion since old and possibly
incorrect occurrence dates will show up in the Attendance Manager.

The Event Manager Form
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Details Facilities || Resources
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Frequency:

) Cccurs Once Recurs Lnkil:

(%) Every Sunday
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]
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) Once a Month on Day
OEver';-' ‘ ‘ | ‘

‘ of the month

|
[ add || copy || pel || Rename ]EE

[ check || Erowse | [ Exit |

Figure 13-1 Event Manager, Details Page

The Event Manager form consists of a QuickSearch list, a set of pages for defining the
event and a set of buttons to manipulate the selected event. The form always works on the
event that is selected in the QuickSearch list. The name of the current event also appears
in blue near the top of the form. Table 13-1 describes the form buttons and the sections
following explain each page in detail.

ChurchWatch User’'s Guide

13-2



The Event Manager

Button Description

Add Click this button to create a new event.

Copy Click this button to copy an event to a new name. All attributes of the current event are
also copied. Saves data entry time.

Rename Click this button to rename the selected event.

Del Click this button to delete the selected event, all occurrences and all associated data such
as attendance. If you don't want to lose attendance data you simply need to stop this
event from recurring any further. Set the recurs until date to todays date.

< Click this to go to the first event.

< Click this to go back one event.

> Click this to go forward one event.

>| Click this to go to the last event.

Check Click this button to do a manual check for scheduling conflicts.

Browse Browse event records in spreadsheet form.

Exit Click this button to exit the Event Manager.

Table 13-1 The Event Manager Buttons

QuickSearch List

Click on an event in the QuickSearch list to make it the current event. If the event of
interest is not displayed, click the scroll bar to move the list and view more events. There
are a number of options available to you if you right-click on a QuickSearch list item or on
the QuickSearch title.
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Details Page and Recurring Events

The details page is the main page of the Events Manager. Use this page to set the dates
and times for the event. You can specify if you would like a reminder and if the event is to
occur more than once and optionally when it stops recurring. Table 13-2 lists the items on
the Details page.

Form Item Description
Event ID The Event ID is used internally by ChurchWatch and cannot be modified.
Set a Reminder Check this box if you would like ChurchWatch to remind you before the event occurs.

You can also set when you would like the reminder to occur by setting the number of
minutes (or hours in minutes) before the event. Note that ChurchWatch must be
running in order to receive the reminder.

Publish in Calendars Check this box to allow the event name, dates and times to appear in church
calendars.

Exclude in Conflict Check this box to exclude all occurrences of this event from schedule conflict checks.

Checks

From/To Set the initial from and to dates and times using these fields. You can also click the

CALENDAR button beside each field to display a calendar for more easily selecting a
date. You will still need to set the time properly.

Frequency Use the frequency options to set whether the event occurs only once or recurs several
times. There are several sophisticated options available to you here . If you have a
more complex event schedule you will need to manually create each event as a one-
time occurring event. However, the options available in ChurchWatch will allow you to
setup most event schedules that you will encounter.

Recurs Until If the event stops recurring on a specific date you can set it here. If this is not set, the
event will recur forever. You can use this field to stop an event from recurring further
without worrying about deleting the event and losing any attendance data.

Table 13-2 Details Page Form Items

Setting Recurring Events “Look-Ahead”

When you define a recurring event or class, ChurchWatch looks ahead a specific number
of days to auto-define future events for you. You can set the number of days that
ChurchWatch looks ahead on the EVENTS page of the SETUP form. The lower this
number the faster ChurchWatch will perform the look ahead and other event based
operations and the less data that will be stored on your hard drive. However, if you need
to create a calendar for a month that is not included in the look ahead, not all events will
appear. Based on this information you will need to decide what is the best look-ahead value
for your church.
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Description Page

You can enter a description of the event or any other comments on the description page.

People Required Page
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Figure 13-2 Event Manager, People Required Page

The People Required page is provided to record the people required at the event for the
purpose of tracking and checking their schedules. Recording people required at the event
is optional.

To add a person to the People Required list, select the person from the left list and then
click the right facing arrow button. You can also move all people to the required list by
clicking the broken right facing arrow button.

Toremove a person from the required list, select the person from the right list and then click
the left facing arrow button. You can also remove all people from the required list by
clicking the broken left facing arrow button.

Assigning and Completing Tasks

Each person required at the event can be assigned a task or set of tasks by clicking the
ASSIGN/EDIT TASKS button. You can also mark the task(s) complete on the form that is
displayed. Several reports are available that will allow you to track task completion.
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Facilities Page
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Figure 13-3 Event Manager, Facilities Page

The Facilities page is used to optionally assign facilities to the event. If you have facility
and resource checking turned on (on the EVENTS page of the SETUP form), ChurchWatch
will check your facility and resource bookings for schedule conflicts whenever an event is
created or changed. Note that on slower computers this may be a slow operation. Turn off
facility/resource checking to speed up the operation of ChurchWatch when creating or
changing events. You can always check for schedule conflicts manually using the button
the EVENTS page of the SETUP form.

The arrow buttons work similar to the arrow buttons on the People Required page. The
EDIT button will display the Facilities Editor to allow you to create new facilities, change the
names, and other operations. The SCHEDULE button will display a schedule for the facility
selected in the left list. The schedule is useful to manually determine if a scheduling conflict
will be created.

Refer to chapter 4 for information on the SETUP form and chapter 6 for more information
on facilities and resources.
Resources Page

The Resources page works in exactly the same manner as the Facilities page.
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Church Calendars

Several church calendar formats can be created in the Report Manager, Events.
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Chapter 14 - The Sunday School and Class Manager ""lj

This Manager is intended for Sunday School or any class, training or education setting. For
here on in we’'ll call it the “Class Manager”. The Class Manager looks and works very similar
to the Event Manager but it allows you to track:

Classes in your church

Class enrollment

Teachers

Past teachers

Facilities and resource bookings for classes
Promotions and special awards

There are many different types of reports associated with this manager and you can find
them in the Report Manager.

Class Frequency

The Class Manager makes it easy to define recurring classes to greatly reduce the number
of unique classes you will need to create. For example, to track attendance at the
kindergarten class each Sunday morning, you could define a class titled “Sunday AM
Kindergarten”, set the initial date to the next Sunday and set it to recurring each Sunday.
When it's time to enter attendance, the class of interest will be found in the Attendance
Manager without having to enter it again.

Important Concept: The Class Manager does not define class occurrences, only
class attributes. Actual occurrences of the classes (with
dates) appear in the Attendance Manager and on class
reports.

Changing the Date or Recurring Information

When you make a change to the scheduling of a class, ChurchWatch will ask you if you
want to delete all occurrences of the class (including attendance that may have been
recorded for past occurrences) before recreating the class and any future classes (if the
class is recurring). Normally you should answer YES to remove false occurrences of the
class unless you have some attendance data entered for a past occurrence. ChurchWatch
ALWAYS deletes future occurrences of the class before recreating and adjusting the future
schedule. Answering NO to the prompt may lead to some confusion since old and possibly
incorrect occurrence dates will show up in the Attendance Manager.
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The Class Manager Form
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Figure 14-1 Class Manager, Details Page

The Class Manager form consists of a list of classes on the left side, a set of pages for
defining the class and a set of buttons to manipulate the selected class. The form always
works on the class that is selected in the QuickSearch list. The name of the current class

also appears in blue near the top of the form. Table 14-1 describes the form buttons and
the sections following explain each page in detail.
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Button Description

Add Click this button to create a new class.

Copy Click this button to copy a class to a new name. All attributes of the current class are also
copied. Saves data entry time.

Rename Click this button to rename the selected class.

Del Click this button to delete the selected class, all occurrences and all associated data such
as attendance. If you don't want to lose attendance data you simply need to stop this
class from recurring any further. Set the recurs until date to todays date.

< Click this to go to the first class.

< Click this to go back one class.

> Click this to go forward one class.

>| Click this to go to the last class.

Check Click this button to manually check for scheduling conflicts.

Browse Browse event records in spreadsheet form.

Exit Click this button to exit the Class Manager.

Table 14-1 The Class Manager Buttons

QuickSearch List

Click on a class in the QuickSearch list to make it the current class. If the class of interest
is not displayed, click the scroll bar to move the list and view more classes. There are a
number of options available to you if you right-click on a QuickSearch list item or on the
QuickSearch title.
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Details Page and Recurring Classes

The details page is the main page of the Class Manager. Use this page to set the dates and
times for the class. You can specify if you would like a reminder and if the class is to occur
more than once and optionally when it stops recurring. Table 14-2 lists the items on the
Details page.

Form Item

Description

Class ID

The Class ID is used internally by ChurchWatch and cannot be modified.

Publish in Calendars

Check this box to allow the class name, dates and times to appear in church
calendars.

Exclude in Conflict
Checks

Check this box to exclude all occurrences of this class from schedule conflict checks.

From/To

Set the initial from and to dates and times using these fields. You can also click the
CALENDAR button beside each field to display a calendar for more easily selecting a
date. You will still need to set the time properly.

Frequency

Use the frequency options to set whether the class occurs only once or recurs several
times. There are several sophisticated options available to you here . If you have a
more complex class schedule you will need to manually create each class as a one-
time occurring class. However, the options available in ChurchWatch will allow you to
setup most class schedules that you will encounter.

Recurs Until

If the class stops recurring on a specific date you can set it here. If this is not set, the
class will recur forever. You can use this field to stop a class from recurring further
without worrying about deleting the class and losing any attendance data.

Table 14-2 Details Page Form Items

Setting Recurring Classes “Look-Ahead”

When you define a recurring class, ChurchWatch looks ahead a specific number of days
to auto-define future classes for you. You can set the number of days that ChurchWatch
looks ahead on the EVENTS page of the SETUP form. The lower this number the faster
ChurchWatch will perform the look ahead and other event based operations and the less
data that will be stored on your hard drive. However, if you need to create a calendar for
a month that is not included in the look ahead, not all events will appear on the calendar.
Based on this information you will need to decide what is the best look-ahead value for your

church.

Description Page

You can enter a description of the class or any other comments on the description page.
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Enrollment Page

Y Suntar Senuulanl Chiss plauager

EOOE_ 10,02 10:00 AM
20051031 07:00 PH

A=

|Maturity Class

Details || Description || Enrollment

Who is Enrolled in this Class?
& From This List:

JOHNS0N, Avery
JOHNES0N, Peter James
JOHNSO0M, Sally
DPETERE, EBill

Teachers || Facilities || Resources

Enrolment:
JOHNS0N, bAwvery
JOHNSON, Sally
SMITH, Anme
SMITH, Sallsy

Mowve:

SMITH, Amy
EMITH, inne
SMITH, Joe
SMITH, FPeter

zecee

[ Motes ][Pramate ][Pramute Class ]

[[award || Membership Manager |

E@[ Check. || Browse | [ Exit |

l.ﬁ.dd H Copy H Del ” Rename ]

Figure 14-2 Class Manager, Enrollment Page

The Enrollment page is provided to record the people enrolled in the class for the purpose
of tracking detailed attendance. Entering class enrollment is optional.

To add a person to the enroliment list, select the person from the left list and then click the
right facing arrow button. You can also move all people to the enrollment list by clicking the
broken right facing arrow button.

To remove a person from the enrollment list, select the person from the right list and then
click the left facing arrow button. You can also remove all people from the enrollment list
by clicking the broken left facing arrow button.

Class Notes

You can record confidential class notes for each person enrolled in a class. The class notes
are protected by ChurchWatch’s security measures and only those users who have access
to class notes may view and create them. The class notes are free-form and any amount
of information can be entered. Click the NOTES button to access or create class notes.

Promoting People and Classes

You can promote (and optionally move) a single person or the entire class to a new class
by clicking the PROMOTE or PROMOTE CLASS buttons. When you click one of these
buttons you will be prompted with two choices. You can choose to just promote (move)
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people to a new class or you can choose to mark the class as achieved without moving
people to a new class. When you promote a person or class ChurchWatch records the class
as ‘achieved’ in each person’s class data. Classes achieved can be viewed in the
Membership Manager under the CLASSES page. A MEMBERSHIP MANAGER button is
provided here on the Class Manager form for convenience.

When promoting a person or class you will also be given the opportunity to assign a special
award. Refer to the next paragraph for more information.

Assigning Special Awards

Special Awards can be assigned when a person or class is promoted or by clicking the
AWARD button. Before doing so, you will need to create some award names - refer to
Chapter 6 (Lists) for more information. An example of a special award might be “Gold Star
Attendance Award”. You can name the awards anything you like. There are also several
reports available in the Report Manager pertaining to awards.
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Teachers Page

The teachers page is used to optionally assign teachers to a class if this is something you
want to keep track of. ChurchWatch will remember who has taught which classes and this
can be quite useful in the future when trying to remember who has experience teaching

specific classes.

Y Suntar Senuulanl Chiss plangr

A=

I iy cleso

ZO0E.10.02 10:00 AM TPower Hour Details || Description || Enrallment

Z005.10.31 07:00 PM Support Gr
Who Teaches This Class?

& From This List;
JOHNS0N, Avery
JOHNES0N, Peter James
JOHNSON, Sally
TETERZ, Bill

EMITH, inne
SMITH, Joe
SMITH, FPeter
SMITH, Zally

Teachers

Move:

clcel

l.ﬁ.dd H Copy H Del ” Rename ]

E@[ Check. || Browse | [ Exit |

Facilities || Resources

PETERZS, Bill !

Figure 14-3 Class Manager, Teachers Page

To mark a person as teacher, select a person from the left list and then click the right facing
arrow button. You may add as many teachers as required. To remove a teacher or all
teachers click the left facing arrow or the broken left facing arrow. It is important to note,
however, that once a person has been placed in the right list, even for just a moment,
he/she has been remembered as a teacher of this class. When you remove the teacher
from the list you will be asked if you want to remove this class from the person’s list of
taught classes. You can also use the Membership Manager, CLASSES page. Referto a

later paragraph in this Chapter.
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Facilities and Resource Pages

The Facilities and Resource pages work exactly as they do in the Event Manager. Refer
to chapter 13 for more detailed information.

Membership Manager, Classes Page

& R ETINETCII PEAHITHEET

The Membership Manager has a Classes page which gives a full view of all class related
information for a single person.

A

-

B

= TERS, Eil

JOHMSON (Peter)
@ JOHMSOM, Sally
@ JOHMSOM, Avery

PETERS (Eill;

SMITH (Jae}

i b SMITH, Joe

@ SMITH, Anne
 SMITH, Am

@ JOHMSON, Peter Jarr |

- B]]

Full Marne: |Bill FETERS

Family I0: - Person ID: - Env #: -

Current Ca
Teaching Class

Main || Church || Contact || T&T || Giving

Groups || Attend, || Needs

cial

P——

User || Mokes | Classes | Phatg

Awwards: Cl; 5 Taught:
Maturity Class

Auko Expand

[

Add Fanily

l

Add Person

l

Mave Person

Ga] (3

] [ Del ] ’ Delete Selected

MOTE: Double click items For dates, For more detailed maintenance use the Sunday School Manager.

[ Dl ] [Find Next] @EE}@ [Set Filter ”Clear Filter] [QuickReport ][ Browse ] [ Exit: ]

Figure 14-4 Membership Manager, Classes Page

The buttons below each list allow you to do some simple manipulation and clean-up of data.
The data shown in the achieved, awards, and classes taught lists will be remembered even
after you delete the class.

Tip:

You can get the date information for any item except current classes by
double clicking on an item in a list.
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Chapter 15 - The Attendance Manager ‘V

The Attendance Manager is used to enter attendance and/or meeting minutes for a specific
occurrence of an event or class (hereafter referred to simply as ‘events’). You can also use
the Attendance Manager to view the list of event occurrences both in the past and in the
future. Some simple manipulation of event occurrences is also possible.

Recording Methods

The Attendance Manager provides several ways to record Attendance information. You can

record:

L a simple attendance summary, which is just the number of people attending an
event.

L an attendance summary by membership types. This allows you to record the
number of people in each membership category to provide slightly deeper statistics.

L detailed attendance by person. You can record in detail each person that was
present, excused, sick or absent from the event.

L a combination of the above. You can record both details and summary if you want.
In fact, ChurchWatch will keep the summary information up to date automatically
if you wish.
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The Attendance Manager Form

& iy BE A ) J ]j
I -o0cooc.0: 10:00 AM Bunday Aw Service |
T g :
ZOOE_09.11 10:00 AM Sunday Am Serwvic [ (2 List Events (OList 5.5, Classes [F”tered ] ]
Z005.0%.18 10:00 AM Sunday im Servic
Z005.09.25 10:00 AM Sunday Am Serwi Attendance Summary | Attendance Details || Meeting Minutes
ZO005.10.02 10:00 AM Sunday im Servic
Z005.10.059 10:00 AM Sunday Am Servic 1. Choose attendance category! | General Summary |
Z005_.10.16 10:00 AM Sunday bm Servic o+ Enter the attendance: 249
Z005_10_.23 10:00 &AM Sunday bm Servic
ZOOE_10_30 10:00 AM Sunday Am 3 i = o . "
b i Surnmnary of Attendance for this Event
ZOOE_10_31 02:00 PM  Smith Wedding
Z005.11.03 09:08 PM Board Meeting Membtype Attendance
¥ General Summary 349
Total Attendance: 343
[F\dvanced Filters] l Purge By Date ] [ Purge ] l Delete ] [ Exit ]

Figure 15-1 The Attendance Manager

The Attendance Manager form consists of a list of events on the left side, a set of pages for
entering attendance information and a set of buttons to manipulate the selected event. The
form always works on the event that is selected in the QuickSearch list. The name of the
current event also appears in blue near the top of the form. Always make sure you have
chosen the correct event and date combination before entering any attendance data. Table
15-1 describes the form buttons and the sections following explain each page in detail.
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Button Description

Advanced Filters Click this button to change what is displayed in the event list. The following options will be
displayed.

Advanced Fiters:

[ liShow a specific event/class:

[ |Between 2 dates:

2005.11.02 | — |2005.11.03

[ ]List Fukure Dates l (o4 H Cancel J

Figure 15-2 Advanced Options

Purge By Date Click this button to delete ALL attendance information for the selected event prior to and
including a date that you provide. This deletes attendance and meeting minutes data for
the selected event only.

Note:  Since ChurchWatch never automatically deletes attendance data, you should
purge your data once in awhile to preserve disk space. A complete purge for all
events prior to and including a date that you specify can be performed in the
SETUP form under the EVENTS page.

Purge Click this button to delete ALL attendance information for the selected event occurrence
only. This deletes attendance and meeting minutes data for a single selected event
occurrence only.

Delete Click this button to delete the selected event occurrence. This operation is of limited use
and requires some explanation. ChurchWatch “looks-ahead” to recreate future event
occurrences every time you start ChurchWatch. For this reason deleting a future event
occurrence will have no lasting effect since ChurchWatch will just recreate it. Deleting
past event occurrences will work as expected.

This button is provided to remove event occurrences that do not match the current
schedule. Refer to the paragraph titled “Changing the Date or Recurring Information” in
Chapters 13 and 14 for more detailed information on how this situation can occur.

Exit Click this button to exit the Attendance Manager.
Table 15-1 The Attendance Manager Buttons

QuickSearch List

Click on an event in the QuickSearch list to make it the current event. If the event of
interest is not displayed, click the scroll bar to move the list and view more events. You can
also click the ADVANCED button to change what is displayed in the list. You can also right
click on a list item or on the QuickSearch title for more options.
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Attendance Summary Page

The Attendance Summary page is the main page of the Attendance Manager. Use this
page if you are not interested in recording the details of WHO attended. This page simply
records the number(s) of people attending the event. There are two possible ways to record
the summary data:

Step 1 Referto figure 15-1. Select the attendance summary category. If you just want to
record the number of people attending the event, choose “General Summary”. If
you would like to record the attendance data in a slightly more detailed way you can
set the membership level to record how many people of a specific level attended.
For example, you could pick “Full Member”. Of course, this second method will
require several entries to complete the attendance for a single event because you
likely have several membership levels to keep track of.

Step 2 Enter the attendance (how many people attended).

Step 3 Click the SAVE button to save the attendance. The record will be shown in the
summary list beside the SAVE button.

To correct a record, select the category again and enter a new attendance number. Click
SAVE and the record will be automatically updated. Use the DELETE button to delete a
record.
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Attendance Details Page
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[F\dvancedFiIters] l Purge By Date ] [Purge ] lDeIete ] [ Exit ]

Figure 15-3 Attendance Manager, Details Page

Use the Attendance Details Page to record specifically who attended or did not attend an
event. You can also check the “Keep Summary Up To Date” checkbox to have
ChurchWatch automatically keep the summary information up to date while you enter the
detailed attendance. Table 15-2 explains each item on this page.
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Form Item

Description

List Filter

If you would like to reduce the list of people in the attendance list to something more
manageable such as people enrolled in a class, you can select a filter here. Using a filter
along with one of the “Mark All...” buttons can make attendance entry much easier. The
possible selections are:

All people in the database.
Only those people required at an event. Not valid for classes.
Only those people enrolled in a class. Not valid for an event.

All People
People Required
Class Enrollment

Directory Only those people marked for the church directory.
All Men Men only.

All Women Women only.

All Children Children only.

Main Contacts Main contacts of households only.

Spouses Spouses only.

‘Others’ People with authority set to ‘other’ only.

Only those people in a specific group.

Specific Membership Only those people with a specific membership level.
Specific Need Only those people with a specific need.

Specific Talent or Ministry Only those people with a specific time & talent.
Specific Marital Status Only those people with a specific marital status.
Custom Filter Any filter of your choice. Refer to Chapter 24.

Specific Group

Mark All Present

Click this button to mark all people in the attendance list present.

Mark All Sick

Click this button to mark all people in the attendance list sick.

Mark All Excused

Click this button to mark all people in the attendance list excused.

Unmark All Click this button to mark all people in the attendance list absent.
“All” and letter Click the ALL button to set the filter condition to “All People”. Click a letter button to
buttons reduce the list to people with last names that begin with the letter selected.

Barcode Report
Button and Scan

See “Using Barcodes to Track Attendance” below.

Show Colors

Click this to show colors in the table grid. This can assist in data entry.

Show Grid Lines

Click this to show grid lines in the table grid. This can assist in data entry.

Keep Summary Up
To Date checkbox

Check this box to cause ChurchWatch to automatically keep the attendance summary
correct and up to date based on the attendance details. ChurchWatch will record
summary information by membership level.

Exclude Inactive
Families

Check this box to filter out inactive families from the list. Inactive families are marked so

in the Membership Manager.

Sort Orders

Choose between alphabetical order or family order. Affects attendance list.

Attendance List

Use the attendance list to enter detailed attendance information. You may check one of
Present, Excused or Sick or leave all three unchecked for Absent.

Table 15-2 The Attendance Details Page Items
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Absentees

To mark a person absent from the event, simply do not check any of the Present, Excused
or Sick checkboxes.

Using Barcodes to Track Attendance

To reduce data entry time, you can enter data by barcode scan. This feature requires the
use of barcode scanner with a keyboard wedge interface. This type of interface inserts
keycodes directly into the keyboard buffer of your PC, just as if you had typed them
yourself. ChurchWatch uses the Code 3 of 9 barcode font and your barcode scanner must
be enabled to read this type of barcode. Set your barcode scanner to strip any leading or
trailing checksum digits.

Begin by clicking the Barcode Report button in the Attendance Manager to create a barcode
report of all people currently in the Attendance list. A partial example report is shown below.

100% L ([EeEE w &
_ 7 i Hill Vallev Full Gospal
= [Repont Preview Sliarcode i A=l

o

|
Hill Valley Full Gospel ‘

e ecegs  Tunpo: [N

Print Date: 200517.03

Name Person ID (Code39)

il
o
Il
e
Ml
e
R (R
Figure 15-4 Example Attendance Barcode Report

JOHNSON, AVERY |||I||

JOHMNZO0N, FPETER JAMESR |||I|

JOHNION, SALLY |||I|
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Next, position your mouse in the “Scan” field on the Attendance Details page.

Attendance Details | Meeting Minutes

[ MarkallPresent | | Markall Sick |
= [Mark All Excused ] [ Unmark Al ]
IEJCEJE Y6 )0 I Jle (L ) T
BRaannmanag m
"] show Grid Lines [#] Keep atte!Mmmaaacumnn il
r 3 Family Order []Exclude Inactive Families
Marme Present  Excused Siu:k-.f:E
[] [] N |
| arnas i 7 [ = |

Figure 15-5 Scan Field

At this point you may begin scanning barcodes on the report for all people present. If you
make a mistake, simply scan the UNDO barcode near the top of each page of the report to
mark the last person absent. You may scan the UNDO barcode as many times as
necessary to roll back your data entry. The cursor will remain in the scan field during
barcode scanning.
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Meeting Minutes Page
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Figure 15-6 Attendance Manager, Meeting Minutes Page

The Attendance Manager allows you to record the minutes from meetings on the Meeting
Minutes page. You could also record general notes here. First select a class or event from
the QuickSearch list, then select the Meeting Minutes page. There are no font or other
formatting capabilities in the edit window. Table 15-3 explains the buttons on this page.

Button Description
Create If the meeting minutes window is grey in color, it means that a notepad has not been
created yet. Click this button to create and open the meeting minutes.
Print Click this button to print the meeting minutes to a printer.
Zoom Click this button to open an edit window to permit easier editing of the minutes.
Delete Click this button to delete the meeting minutes for the selected event.

Table 15-3 The Meeting Minutes Page Buttons
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Chapter 16 - The Mail Manager :_‘(4

The Mail Manager is used to quickly and easily manage church mailings including:

form letters

mail merges to popular word processing programs
mailing labels in many different formats
bulk e-mail

and even name tags for special events

This chapter explains how to use the mail manager.

Choosing People and Families

& il MEITHEET LJ LJ @1

;| Form Letters || Mail MergefLabels || Bulk E-Mail || Mame Tags

STEP 1: Choose the Families/People to be induded in letters/labelsimerge femailftags.

Filker Lisk: ‘ Al Penple ‘ Lbie Include in LetterMergefLabels
—
BRI 5 [IMegative Fiter (PeoplejFamilies NOT in filter) @ =
© Families Choose From This List f’a
O Pecple JOHNSON, Dr Pete & Sally Fami -
Families: PETEES, Bill Familsy -
(@ Saltation |SMITH, Joe & Anme Family @
{:} Cantact =
) Titles @ (Click name to see a sample label)
= || - ™y
Mame Crder:
(OIS =
(COFNF /
— b =
Use Titles Where Available (Mr, Mrs...) f:"ﬂ [
Cukput Order: ‘Famil\; Mame ‘

| Bean | | EBat |

Figure 16-1 The Mail Manager

The first step before creating any mailings is to choose the families or people that will be
included in the mailing. The “Choose Recipients” page of the Mail Manager is used for this
purpose. Refer to figure 16-1. The main list at the left lists all the people or families that
you can choose from. You can change who is listed by selecting a filter from the “Filter List”
pulldown. You can also change the format of the salutation by selecting one of the format
radio buttons. This is all explained in more detail in the following paragraphs.
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Filtering the People List

Generally, the initial list of people you can choose from (all people in the database) is too
large to manage effectively. Several filters are provided to help reduce the size of the list
to make selection simpler. Use the “Filter List” pulldown and the “Negative Filter’ checkbox
to select one of the following:

NOTE: When using a person-based filter AND selecting FORMAT=Families, only the main

contact of each household is considered.

are 18 years old or older

Filter Name Description Negative Filter
All People All people in the database (no filter) N/A
Directory All families in the church directory All families not in the church directory
All Males All males All non-males
All Adult Men All males who are not marked as a child or | All adult females

All Male Children

All males who are marked as a child or are
under 18 years old

All female children

All Females

All females

All males

All Adult Females

All females who are not marked as a child
or are 18 years old or older

All adult males

age of 18

All Female All females who are marked as a child or All male children
Children are under 18 years old
All Children All people marked as a child or under the All people not marked as a child or any

person who is 18 years old or older

Main Contacts

All people marked as a ‘main contact’

All people not marked as a ‘main contact’

Spouses All people marked as a ‘spouse’ All people not marked as a ‘spouse’
‘Others’ All people marked as an ‘other’ All people not marked as an ‘other’
Prospects Anyone who is marked as a prospect Anyone who is not marked as a prospect

Visitors Permitting
Contact

All visitors who are permitting contact

All visitors not permitting contact

Families With a
Mailbox #

All families who have a mailbox

All families who don’t have a mailbox

Specific
District/Area

All families in a specific district/area

All families not in a specific district/area

Specific Zip/Postal
Code

All families with a specific zip/postal code
prefix

All families that do not have the specific
zip/postal code prefix
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Filter Name

Description

Negative Filter

Specific Group

All people in a specific group

All people not in the specific group

Specific
Membership

All people of a specific membership level

All people not of the specific membership
level

Specific Need

All people with a specific need

All people who do not have the specific
need

Specific Talent

All people with a specific talent

All people who do not have a specific talent

Specific Marital
Status

All people with a specific marital status

All people who do not have a specific
marital status

Required @ an
Event

All people required at an event

All people not required at the event

Required @ an
Event But Absent

All people required at a specific event but
absent

N/A

All People
Attending an Event

All people attending a specific event

All people absent from a specific event

Class Enroliment

All people enrolled in a class

All people not enrolled in the class

All Teachers

All teachers

All non-teachers

Birthday Between
2 Dates

All people with a birthday between two
given dates

All people who don’t have a birthday in the
given date range

Birthdate Between
2 Dates (age)

All people of specific age(s)

All people not of the specific age(s)

Anniversary
Between 2 Dates

All people with an anniversary between
two given dates

All people who do not have an anniversary
between the two given dates

Temp. Givers

All families marked as a temporary giver

All families not marked as a temporary giver

All Givers

All people who have given

All people who have not given

All Givers Giving
$x or More

All people giving $x or more

All people giving less than $x AND including
non-givers

All Givers Giving
$x or Less

All people giving something but $x or less

All people giving more than $x AND all non-
givers

All Givers Giving
to a Specific
Account

All givers who gave to a specific account

All people who have not given to the specific
account

All Givers Giving
to a Specific Batch

All givers who gave in a specific batch

All people who did not give to the specific
batch

All Givers Giving
Between 2 Dates

All givers who gave something between
two given dates

All people who did not give anything
between two given dates
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Filter Name Description Negative Filter
All Envelope All people who have an envelope # (this All people who do not have an envelope #
Holders year’s envelope #)
All Envelope All envelope holders who have given All envelope holders who have not given

Holders Who Have
Given

something this year

anything this year AND all non-envelope

holders

All Envelope
Holders Who Have
NOT Given

All envelope holders who have not given
anything this year

All envelope holders who have given
something this year AND all non-envelope

holders

Top x Givers

The top x givers

All people not in the top x giver list

Top x Givers to
One Account

The top x givers to one account

All people not in the list of top x givers to

one account

Home Email Anyone who has a home email address Anyone who does not have a home email
address

Work Email Anyone who has a work email address Anyone who does not have a work email
address

House User All families whose user defined checkbox Checkbox not checked

Checkbox #1 #1 is checked

House User All families whose user defined checkbox Checkbox not checked

Checkbox #2 #2 is checked

People User All people whose user defined checkbox #1 | Checkbox not checked

Checkbox #1 is checked

People User All people whose user defined checkbox #2 | Checkbox not checked

Checkbox #2 is checked

People User All people whose user defined checkbox #3 | Checkbox not checked

Checkbox #3 is checked

Table 16-1 Mail Manager List Filters

When you select one of the above filters the left list will be refreshed and the list on the right
will be cleared. Note that choosing a filter does not actually select any people for the
mailing, you will still have to make the people selections.

Choosing a Salutation Format

ChurchWatch will automatically create a salutation based on one of the formats you choose.
Table 16-1 lists all possible salutation combinations. Note that LNF stands for Last-Name-
First and FNF stands for First-Name-First.
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As you can see from the following table, you can control the formatting of names in a variety

of ways:
Selected What would appear on a What would appear on a What would appear on a
Format mailing label with titles mailing label with titles mailing label with no titles
defined in the Membership defined in the Membership | defined in the Membership
Manager and “Use Titles” Manager and “Use Titles” Manager
checked NOT checked
Families, Smith, Mr. Joe & Mrs. Helen Smith, Joe & Helen Smith, Joe & Helen
Salutation,
LNF
Families, Mr. Joe & Mrs. Helen Smith Joe & Helen Smith Joe & Helen Smith
Salutation,
FNF
Families, The Smith Family The Smith Family The Smith Family
Head,
LNF
Families, The Smith Family The Smith Family The Smith Family
Head,
FNF
Families, Smith, Mr. & Mrs. Joe Smith, Joe & Helen Smith, Joe & Helen
Titles,
LNF
Families, Mr. & Mrs. Joe Smith Joe & Helen Smith Joe & Helen Smith
Titles,
FNF
People, Smith, Mr. Joe Smith, Joe Smith, Joe
LNF
People, Mr. Joe Smith Joe Smith Joe Smith
FNF

Table 16-2 Salutation Formats

Using Titles

If a title (Mr, Mrs, etc) has been defined for a person, ChurchWatch will use it if you check
the “Use Titles Where Available” box. Preferred names are also used if available.

Setting the Output Order

You can choose the sort order for the Mail Manager’s output by using the pulldown list near
the bottom of the main page. The default order is by family name.
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Selecting People For Mailings

To choose a person for a mailing, click on the name in the left list and then click the right
facing arrow. You may select more than one person at a time by pressing the SHIFT key
while clicking. You can move all people in the left list to the right list by clicking the right
facing broken arrow. Use the left facing arrows to remove people from the mailing selection
list.

Tip:  To see asample label format, click on a name from those you have selected
(in the list on the right).

\Note: Deceased people cannot be included on mailings.

Saving and Restoring Lists

Once you are satisfied with your include list you can save it for later recall. This feature is
useful when the included list filters are insufficient or when you add additional names to a
filtered list. In any case you can save the include list any time you wish and you can store
an unlimited number of lists. Two buttons are included on the form for saving and restoring
lists:

"y 1 | Click this button to recall a stored list. You can also delete lists in the form
that is displayed when you click this button.

f‘*-“‘E Click this button to save an include list. You can also rename and delete
lists in the form that is displayed when you click this button.

When you click the save button, the following form will be displayed:

& Ll ENEEE T NS OTH J hz

Sawve Mew Lisk

Replace Selected List
Modify/Rename

Delete

lil]

Close

Description:

Figure 16-2 Mail Manager List Storage Form

ChurchWatch User’'s Guide 16-6



The Mail Manager

The following table describes the Mail Manager List Storage Form:

Form Item Description
List Box The list box lists all currently stored lists by name. Names prefixed
with (F) indicate a family list. Names prefixed with a (P) indicate a
person list.
Description The description box gives a brief description of the list
Save New List Button Click this button to save the current include list as a new list. You

will be prompted for a name and a description.

Replace Selected List Button Click this button to update or replace a list that already exists.
Select the list by name in the list box and then click this button.

Modify/Rename Button Click this button to rename a list or to edit the description.
Delete Button Click this button to delete the selected list.
Close Button Click this button to close the form.

Table 16-2 Mail Manager List Storage Form, Form Items

To Restore a saved list, click the restore button. The following form will be displayed:

2 mpllaiaregar Lzt Hairlayal J Jd

Load

Delete

10

Close

A Test

Figure 16-3 Mail Manager List Retrieval Form

Select a list from the list box and then click the LOAD button to load it. You can also delete
the selected list with the DELETE button.

ChurchWatch User’'s Guide 16-7



The Mail Manager

Form Letters

& 0l MEIEEET]
Choose Recipients

|:| Do Form Letters

Mail Merge/Labels

AER

Choose a Form Letber: |Builu:|ing Fund Reminder

]

Texk Only Preview:

s, Zoam
Edit

Opkions

Delete

Mew Greetings from the Church Board! We would like to

remind wou of the upcoming..J

[ =]

~Last Modified:
Z005.11.07 07:18 PM

~ Letker Destination: ———

@ Screen Preview

C} Prinker

() PDF File

() Ms Word DOC File
(M3 word RTF File
(M3 ward Flav DOC
(M5 Word Flow RTF
D () Microsoft Excel File

HIMT: Don't use carriage returns except on new paragraphs,

(JHTML File
() Plain Text File

| Begn | | Ext

Figure 16-4 Mail Manager, Form Letters Page

Once you have chosen recipients (the include list) you can create a form letter. A copy of
the form letter will be printed and addressed to each person or family you have selected.
The form letters you create are stored and can be re-used at a later date. Table 16-3

explains each item on this page.
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Form Item

Description

Do Form Letters

Check this box to select the form letter for processing.

Choose a Form Letter

just select it here.

This box lists all form letters you have defined. If you want to use one of these

New Click this button to create a new form letter. You will be prompted to give it a
unigue name.

Zoom Click ZOOM to open a larger edit window for working on the form letter’s text.

Edit Click Edit to edit the form letter’s text.

Options Click options to set a form letter header and/or a digitized signature. Each of
these must be a BMP, JPG or GIF graphics file.

Delete Click this button to delete the selected form letter.

Edit Window The Edit Window is used to edit the form letter’s text. You can also click ZOOM

to open a larger window.

Last Modified

Shows the last time you modified this form letter.

Letter Destination

Choose a destination for the form letter.

Table 16-3 Form Letter Page Items

Note that no formatting or font options are available on the form letter. If more formatting
options are required, a mail merge using a popular Word Processor is suggested.

Tip:

When editing the form letter do not use carriage returns since the printed form letter

will auto-wrap words at the margins.
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Mailing Labels

& a0l MEITHEETE -..J _J ﬂ

Choose Recipients || Form Letters | Mail MergefLabels | Bulk E-Mail || Mame Tags

~Mailing Labels: ~Label Destination: ——
Print Mailing Labels [“Fnclude Envelope # on Labeli Envelape #: (3 Screen Preview
el [Jinclude rMailbo: on Label O Last years O Printer

(%) This vears
Avery 4144 (15716 in, Hx 2-1J2 in, W, 3col.) | ) Next years

() Ms Word DOC File
Left Label Margin: II' SpaCces Skip: IIl labels M5 Ward RTF File
(M3 word Flow DOC

(M5 Word Flow RTF

~— Mailing Merge:
i Ft Excel Fil
[ create a Mail Merge File O Microsaft Excel Fie
(CIHTML File

File: | |E] [ Wiew ] () Plain Text File

() POF File

£dd a Field Mame Header ta the File (Mormal For Ward and WordPerfect Mail Merges)

| Begn | | EBat |

Figure 16-5 Mail Manager, Mail Merge/Labels Page

Mailing labels are created using the recipients and the salutation format you chose on the
Choose Recipients page. Printing the mailing labels is as simple as this:

1. Check the “Print Mailing Labels” checkbox

2. Choose a label stock that matches your labels. If your label stock is not listed,
choose one that is similar in size.

3. You can optionally choose to include an envelope # and/or mailbox # on the labels.

When choosing to include envelope numbers you can even specify if you want last
year’s, this year’s or next year’s envelope #'s.
4, Choose a label destination and click the BEGIN button at the bottom of the form.

If more left margin is required you can set it before clicking the BEGIN button. This will
move the text on each label the specified number of spaces to the right. In addition, if you
need to skip labels to use stock that is partially used, enter the number of labels to skip.
Labels are skipped on the first page only.
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Mail Merges

When you select to create a mail merge, ChurchWatch will create an ASCIl comma-
delimited text file with the names and addresses of the people you have selected.
ChurchWatch normally adds a header record to the file to assist WordPerfect and Word in
the mail merge. Normally you will want to leave the “Add a Field Name Header” checkbox
checked. Here is some example output:

Fi rst _Names, Last _Nane, Sal ut ati on, Address1, Address2,City, State_or_Prov, Zi p_Code, Country
"Wes & Amanda", " DRURY", "DRURY, Wes & Amanda","123 Any Street","","Saskatoon","SK","", " CANADA"
"M Iton","PETERS", "PETERS, M Iton","456 Apple Street","","Saskatoon","SK","", " CANADA"

This type of format can be used by popular word processors as a mail merge data file or you
can use it anywhere this type of a file would be useful. Both Microsoft Word and Corel
WordPerfect will accept a file of this type for use in a mail merge. To create the mail merge

file:

1. Click the “Create a Mail Merge File” checkbox

2. Click the browse button (*...") to set the file name for the output file. Take note of
where you store the file so that you will be able to find it when its time to perform
the mail merge with your word processor.

3. Click the BEGIN button.
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WordPerfect Versions 7 through 11

1. Create a mail merge data file using the ChurchWatch Mail Manager. Follow the
instructions above.

2. In WordPerfect, click FILE-OPEN. Enter the name of the data file you created in step
1.

3. When prompted for file type, choose ANSI (WINDOWS) Delimited Text File

4. An Import Data Form is displayed. Set up the following attributes:

Choose Import As = Merge Data File
Delimiter (or Field) =,

Record = [CR][LF]

Encapsulated ="

Strip = <leave blank>

5. Check off "First Record Contains Field Names"

6. Click OK.

7. The file will be created and shown in the main document window. Click FILE-SAVE
AS and save your data file as <filename>.DAT. Then close the window.

To do the merge:

8. Click TOOLS-MERGE

9. Click CREATE DOCUMENT (or FORM DOCUMENT or FORM) button. In
WordPerfect 10 and 11, click FORM DOCUMENT->CREATE FORM DOCUMENT.
10. If prompted, Click "Use File in Active Window" to use existing document

or "New Document Window" to create a new document

11. Click "Associate Data File" and set the file to the file you saved in

step 7. Click OK.

12. Near the top left corner of the screen click on Insert Field to insert a

field from your merge data file. Continue this process to create your merge document
template. Be sure to save your template document when done.

13. When done, click the MERGE button on the toolbar. In the form that

apears click MERGE to complete the merge. This will create a new document window
with all the merges.

TIP: For up to date mail merge instructions see your WordPerfect User’'s Manual or
the built-in help.
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MAIL MERGE USING MICROSOFT WORD 2002 and 2003

1. Create a mail merge data file using the ChurchWatch Mail Manager. Follow the
instructions found earlier in this chapter.

2. In Word, launch the mail merge wizard by selecting Tools->Letters and
Mailings->Mail Merge Wizard. The Wizard will appear in a pane on the right.

3. Follow the Wizard instructions, clicking NEXT at each step.

4. On the "Select Recipients" page, select "use an existing list" and then click the
BROWSE button. Locate the file that was exported from ChurchWatch in step 1 and
select it.

5. In the dialog box that appears, you can choose the records you want to keep or just
click OK to use all records in the file.

6. Compose your letter or fax. To insert merge fields into your document, click the
"more items" selection in the merge wizard (it will be showing in the pane at the right).
Then in the dialog box that appears, select "Database Fields" and then select the field
from the ChurchWatch export in the list and then click the INSERT button. Finish your
letter and then click NEXT to preview your merge.

MAIL MERGE USING MICROSOFT WORD 97

1. Create a mail merge data file using the ChurchWatch Mail Manager. You need
software version 1.0007 or later. Follow the instructions in the ChurchWatch User's
Guide.

2. In Word, click on TOOLS-MAIL MERGE

3. Under "Main Document" click CREATE and then choose what you wish to
create (form letter, labels etc)

4. Click Active Window to use existing document or New Main Document to
create a new document

5. Under "Data Source" click GET DATA. Choose OPEN DATA SOURCE.

6. Choose the merge output data file you created in step 1.

7. You may get a message at this point and if so click on Edit Main Document

8. Near the top left corner of the screen click on Insert Merge Field to

insert a field from the merge data file. Continue this process to create

your merge document template.

9. When done, Click on TOOLS-MAIL MERGE again. Under item #3 click the
merge button to perform the merge.

10. Follow the Word instructions to complete the merge to a new document.

TIP: For up to date mail merge instructions, refer to your Word User’s Manual or built-
in help.
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Bulk E-Mail

£ il MEIEEET] j Ja

Choose Recipients || Form Letters || Mail Merge/Labels | BulkE-Mall | Mame Tags

— Dpkions:
Send to Family's home E-Mail (%) 5end To One Address at a Time
Send to person's hore E-Mail (") 5end to Several Addresses at Once Using To addresses at a kime
Send to person's work E-Mail {1 5end to Several Addresses at Once Using BCC

[[]5end a copy to the church E-mail address  MOTE: When using "Ta" field, email addresses are wisible to al

~— Message:

Subject: Christmas Cheoir Reminder |

File Attachments: |[ ]

D Use Existing Form Letter Texk @ Enter Message Text Manually

Hi Folks!
Just a quick email reminder concerning the Christmas Choir concert practice at 7:30
pm ot Monday night. See you there!

Begn | |  Ext

Figure 16-6 Mail Manager, Bulk E-Mail Page

This page allows you to send e-mail to the people or families you have selected on the
Choose Recipients page, provided that each person or family has an e-mail address
entered.

You must have setup your email selections in the SETUP-EMAIL page before using bulk
email.

Begin by selecting one or more of the send-to options in the top left corner of this page.
Next, decide if you want to send one email at a time or send to several people at once.
You can also choose between CC (carbon-copy) and BCC (blind-carbon-copy). BCC is
recommended if you don’t want anyone to see everyone else’s email address. You can
specify the number of addresses to “batch up” in each send using the XX addresses at a
time setup to the right of this option list.

Next, enter a subject for the email. A subject should always be entered or some Internet
servers may reject the email as “junk mail”. If desired, you can even include file
attachments. Click the “...” button to browse for a file or files to attach to the email.

Now you need a message body. You can two choices. You can use the text body of an
existing form letter or you can enter text manually on this page. Choose one of these
two options. If you chose to enter the text manually on this page, enter your message
body in the box provided at the bottom of this page.
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Finally, click the BEGIN button to send the emails. If you have chosen MAPI based
email in SETUP-EMAIL, your email program will have copies of the email sends in your
outbox. For this reason, we recommend using SMTP based email when using the bulk
email feature.

Troubleshooting Email

Problems sending e-mail are usually related to not having a MAPI enabled e-mail client
or by not entering correct user and password information when using SMTP email. If
you are using MAPI, try this simple test: Click on the Windows START button and
choose RUN. Enter “mailto:admin@churchwatch.com” and click OK. Your email client
should start. If using SMTP email and you are not sure of your user name and/or
password or you are not sure if SMTP Authentication is in use, contact your Internet
Service Provider.

Important: Especially when using MAPI, ChurchWatch has no control of the e-
mail process once you click the BEGIN button. If an error occurs, a
message will be displayed explaining the error and ChurchWatch
may shutdown. If this occurs, double check that you are
connected to the internet and make sure you have a MAPI-aware e-
mail program. When using SMTP, much better error reporting is
possible. For this reason we recommend using SMTP email
protocol when sending Bulk Email.
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Name Tags

LS EHE T, L.i \-'] LE

" Choose Recipients || Form Letters || Mail MergefLabels | Bulk E-Mail | Mame Tags

Print Mame Tags

Mame Tag Destination:

~— Mame Tag Header (3 Lines Max):
| Llpha Course | f@ 8 :c.reten gy
rinker
| | () FOF File
R,
@7 (M3 Word DOC File
| | (M3 word RTF File
| (M5 word Flow DOC
I (M5 Word Flow RTF
Microsoft Excel File
|A\rerv 5160 (1" x 2-5/8" [:|| 8HTML e
R (3 Plain Test File

Skip! labels Include Attendance Barcodes

MOTE: Barcodes work For ‘people’ Format only

“Begin | [ Exit

Figure 16-7 Mail Manager, Name Tags Page
While not really a mail function, name tag generation fits nicely into the Mail Manager
since it also uses the recipients you selected on the Choose Recipients page.

ChurchWatch prints name tag sizes to fit standard name tag stock you can purchase at
any stationary store.
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To create name tags:

1. Check the “Print Name Tags” checkbox.

2. Enter up to three lines of text to be printed at the top of each name tag.

3. Select the tag stock you have. If your stock is not listed, choose one that is
similar in size.

4. Select a tag destination. Print to screen first to preview the results.

5. Finally click the BEGIN button.

Tip:  When choosing the name tag style, the Avery formats usually work better.

Tip: For all operations in the Mail Manager, always print to screen first to
preview the results before committing to the printer.

Name Tag Options

There are several options on the name tag page. You can save and restore name tag
formats by clicking either the save or restore buttons respectively.

You can skip used labels to finish using up a sheet by entering the number of labels to
skip. Labels are always skipped at the beginning of the report.

If you selected people instead of families you can also include a barcode font on each
name tag, suitable for use in the Attendance Manager, by checking the “Include
Attendance Barcodes”.
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Chapter 17 - The Message Manager QEV

The Message Manager provides a convenient way to send inter-ChurchWatch messages
from one user of ChurchWatch to another. New in version 4, now you can also send
Internet email. When sending inter-ChurchWatch email, recipients do not need to be logged
in at the time since they will be notified of new mail the next time they log in.

Send messages to any other user of ChurchWatch or to yourself
Send Internet email

Notification when a new message arrives

Easily review received, sent and saved messages

Pre-Requisites

If you are going to use the Message Manager to send Internet email, you need to setup your
email options in the SETUP form, EMAIL page.

The Message Manager Form

&, MEESHEENAHITHEET ._.J n_J ﬂ

Inbox Ctho Savebo

TIP: Click on header to change sort order. Bold items are unread.

Time Received From Subject
M2005.11.07 07:50 PM  admin Board Meeting

[ Send Mew l ’ Read ] [ Save ] [ Delete l

Figure 17-1 The Message Manager
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The Message Manager form has 3 pages or mail boxes: received mail (Inbox), sent mail
(Outbox) and saved mail (Savebox). Table 17-1 explains the buttons at the bottom of the
Message Manager.

Button Description

Send New Click this button to compose a new message and select the
ChurchWatch users or Internet email addresses you want to send it to.
Refer to the paragraph below on sending new messages.

Read Click this button to read the message selected in the current mail box.
You can also just double click on a message description to read it.

Save Select a message in either the inbox or the outbox and then click this
button to move it to your savebox. This is useful for messages you want
to keep for awhile but don’t want cluttering up the in and out boxes.

Delete Select a message in one of the mail boxes and then click this button to
delete it.
Exit Click this button to exit the Message Manager.

Table 17-1 Message Manager Buttons

Reading Messages

To read a message just double click on it, or click on it to select it and then click the READ
button. The form shown in figure 17-2 will be displayed and at this point you have several

options:

L Forward Click the FORWARD button to forward a copy of this message to
another ChurchWatch user.

L Reply Click the REPLY button to send a reply message to the originator
of the message.

L Reply All Click the REPLY ALL button to send a reply message to the
originator of the message and to all other users that received the
original message.

L Print Click the PRINT button to print this message.

u Exit Click the EXIT button to exit.
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LETE e T B EEE

admnin

From;  |adwin

._l_'_ISI_'lt_ljec't: " |Boara Meeting [\>
. - =T = 4 —

Message!’ . i o LT 2 A e A D T et

_'IDDn't, forget the board meeting tonight. i
..'-.l

[ F_l?u.r'a.var_l:.I il Re?ly : ][ .R-epl?f_ Al ][ F‘_rint ]| - Ex.ilf. . 3 e L ._'._.:,.__ i

Figure 17-2 Reading a Message

Sending a Message

To create and send a new message, click the SEND NEW button on the Message Manager
form. The following form will be displayed:

Sund o fassugs = [B]%]

Inte‘rnetTo E]
-.QJIn';mn%ttci ; [ o L

Inkernet BCC:

;:-ﬁftachment.s_ ] ] ) [ l

Subject:

LI

<

Figure 17-3 Sending a New Message
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First, click the TO button to select which ChurchWatch users you are going to send the
message to. You can also send internet email by entering an email address or by clicking
one of the “...” browse buttons. The browse buttons will allow you to select an Internet email
address from the ChurchWatch databases. If you click the TO button, the following form
will be displayed:

‘ & MECEAPENI d
Select the users you want to send I:I'[:%message to:

allable Users: ]
admin Move:

paul /a

Figure 17-4 Selecting Users

All ChurchWatch users will be shown in the selection list on the left. Select one user by
clicking on a name or select several users by holding the SHIFT or CTRL keys while
clicking. Then click the appropriate arrow button to move the user names to the right list.
The message will be sent to the users listed in the right list. Click EXIT when you are
satisfied with your selections.

You can either manually enter Internet email address(es) or gather up email addresses from
the ChurchWatch databases. When you click one of the “...” browse buttons for internet
email, the following form will be displayed:

| & o £l sidresans __J_Jd
Select the users vou want to send this message to;

able Email Ay g To!

JUHNZOHN (Peter)

(+) Family Emai () People, Home Ernail () People, Work Email [ Ok ] [ Cancel

Figure 17-5 Get Email Addresses Form (for Internet Email)
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Select the people or families you want to send email to. You can filter on family email,
people home email and people work email addresses using the options at the bottom of the
form. Note that if you are sending to a lot of addresses, the bulk email feature in the Mail
Manager might be more suitable.

Finally, enter a subject and the body of the message and click the SEND button.
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Chapter 18 - The Sermon Manager ﬁ

The Sermon Manager is a handy way to keep close track of sermon texts. Sermon text is
not actually stored within ChurchWatch. Instead ChurchWatch manages the locations of
the files and helps you to find the proper sermon more quickly. This way you can use your
favorite word processor to edit the sermon text. ChurchWatch can even launch your word
processor for you.

Setup

The only setup required is to set the path to your favorite word processor. This is done in
the SETUP form on the USER PREFERENCES page.

The Sermon Manager Form

&S )
LB IIUI SuE 22 ) |

Motes || Dates Given

-Easﬁe?_ﬂqnda?
Sermon On The Mount Date Created: _ Sermon 10 _

Sermaon Tikle: | Easter Sunday |
File Mame: | o sermonhsheaster_sunday. doo |E [ Edit l
\Wriktken By: | Pastor James |

Keywords (Enter keywords seperated by commas):

|easter,risen lord,cross |

ol (30 [ oome J[ e JL et JOH I3 J 0 (o L 5 .

Figure 18-1 The Sermon Manager

The Sermon Manager consists of the usual QuickSearch list and 3 pages on which you can
enter information about the sermon. The Sermon Manager has a sophisticated FIND
command that can search by keyword, title or creation date.
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Form Item

Description

PAGE 1

Date Created

The date the sermon entry was created. You can search on this date.

Sermon ID

Unique ID used internally by ChurchWatch.

Sermon Title

The sermon title. Can be any text.

File Name Path and file name of the sermon file. Sermons are typically created in a word processor
and stored somewhere on your hard disk. This field informs ChurchWatch where the file
is. Choose a permanent location for your sermons before using the Sermon Manager
because moving the files will break the link between the file and the Sermon Manager.
Click this button to help find and set the sermon file.

Edit Click this button to launch your word processor to edit the sermon file.

Written By Name of the person or persons who wrote the sermon.

Keywords You can enter a set of keywords to help you find the sermon at a later date. Keywords

should be separated by commas and should contain no spaces. For example
Jesus,cross,Easter,Risen Lord

PAGE 2

Notes and
Comments

Enter any free-form notes or comments in this text box.

PAGE 3

Date Given Enter the date the sermon was given.

Given By Enter the name of the person giving the sermon.

Down Arrow Click this button to save the Date Given and Given By fields to the table grid.
Table Grid Shows a list of dates the sermon was given and who gave it.

Delete Select a table row and click this button to delete the record.

BUTTONS

Add Click this button to add a new sermon file.

Delete Click this button to delete the current sermon file.

Find Click this button to find a sermon.

Next Click this button to find the next occurrence of a sermon matching your search criteria.
|< Click this to go to the first record in the Sermon Manager.

< Click this to go back one sermon.

> Click this to go forward one sermon.

>| Click this to go to the last record in the Sermon Manager.
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Form Item

Description

Browse

Click this to view all sermons in a spreadsheet format.

Exit

Click this to exit the Sermon Manager.

Table 18-1 Sermon Manager Form Items
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Chapter 19 - The Library Manager

L]

The Library Manager is designed as a simple way to keep track of items in a church library.
The Library Manager can keep track of books, magazines, cassettes, videos etc and can

keep track of borrow status on all items.

The Library Manager Form

& Libpaify dleasta

Evidence 0f The One

Data Entry | Description || Check Out || Check In || Setup || Hiskary || Reserve =

A=)

Title:
Aukhor(s):
Publisher:
Publish Date:
Cwner:
ISEN:
Identifier:

Location:

Left EBehind
Too Busy Mot To Pray

[Jrart of a Series

Evidence 0f The One

Janice Peters

TThite Mountain Publishing

1999_03.02 |E] Media Tvpe: |Book D|
| Loan Period: 14| daws
Call #:

J Btack Walue:

Keywords (Enter keywords seperated by commas);  Due: - E

STATUS: AVAILABLE

@l [ A ] Delete [ Find [ next | .

(s [0 ]

Figure 19-1 The Library Manager

The Library Manager consists of the usual QuickSearch list and 3 pages on which you can
enter information about a library item. The Library Manager has a sophisticated FIND
command that can search by title, identifier, keywords or author.

You can also create library cards and check-in/check-out items using barcode scans.
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Form Item

Description

PAGE 1

Date Created

The date the library entry was created.

Item ID

Unique ID used internally by ChurchWatch.

Part of a Series

Check this if the item is part of a series

Title The title of the item. Can be any text.

Author(s) Authors of the title.

Publisher The publisher of the title.

Publish Date Date of last publishing.

Media Type Set the media type using the pull down list.

Owner Owner of the item.

ISBN ISBN number. ISBN numbers are checked for correct format using the ISBN algorithm.

Loan Period Enter the default loan period here

Identifier Any identifier other than ISBN.

Call # Call #.

Location Location of this item within your church library. This field is free-form text.

Value Monetary value of the item.

Due You can view and/or alter the Due Date for a borrowed item here.

Keywords You can enter a set of keywords to help you find the item at a later date. Keywords should
be separated by commas and should contain no spaces. For example
Parenting,Children,Discipline

Status Loan status of the item

Description Enter any free-form notes or comments in this text box.

PAGE 3

Scanner box

For more information see paragraphs below concerning barcode use. You can scan
library cards AND library item barcodes here. ChurchWatch will automatically tell the

difference.

Manual Check Out

For more information see paragraphs below concerning checkout

Clear List

Click this button to clear the check-out list. This should be done before beginning

checkouts for a new person.

Print On-Loan List

Click this button to print the check-out list. This is a handy report to give to the borrower
for easy reminder of what was borrowed and what needs to be returned.
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Form Item

Description

PAGE 4

Scan Library
Item(s) Here

For more information see paragraphs below concerning barcode use.

Check-In Manually

If not using barcodes, click this button to check-in the currently selected item manually.

Clear List

Click this button to clear the check-in list.

Check-In List

This list shows all items that have been checked back in since the list was last cleared.

PAGE 5

Default Loan
Period

Set the default loan period here. This is the loan period that seeds the loan period on the
first page. Each item can have a different loan period if desired.

Print Library Cards

Click this button to display the library card form that assists you in creating library cards
with barcode. Library cards are printed on standard business card stock.

Print Library Item
Labels

Click this button to display the library item label form that assists you in creating library
item labels that contain a barcode. ChurchWatch uses the Item ID to create the barcode.

Reservation Email
Notifications

See paragraph below concerning reservations

Overdue Email
Notifications

If an item is overdue, you can click the “Send Email Now - This One Item” button to send
an email notice to the offender. You can also click the “Send Email Now - All Items” to
send notifications for all overdue items.

PAGE 6

Delete History

Click this button to delete history for the current library item.

Delete All History

Click this button to delete all history records for all library items.

Delete Prior To A
Date

Click this button to delete all history records prior to a given date.

Item History Grid

The history grid shows borrow/return history for the current item.

PAGE 7

Scanner box

You can scan a library card here to reserve the current item. Refer to the paragraph below
concerning reservations.

Manual
Reservation

You can use this box to manually reserve the current item. Refer to the paragraph below
concerning reservations.

Current
Reservations

This window shows all current reservations for the currently selected library item.

BUTTONS

Add

Click this button to add a new library item.

Delete

Click this button to delete the current item.
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Form Item Description
Find Click this button to find an item.
Next Click this button to find the next occurrence of an item matching your search criteria.
|< Click this to go to the first record in the Library Manager.
< Click this to go back one item.
> Click this to go forward one item.
>| Click this to go to the last record in the Library Manager.
Browse Click this to view all library items in a spreadsheet format.
Exit Click this to exit the Library Manager.

Table 19-1 Library Manager Form Items

Using Barcodes In the Library Manager

There are two ways to use barcodes in the Library Manager. The first is to create library
cards for all borrowers. This can speed data entry when checking items out since the library
card can be scanned on the check-out page to set the name of the borrower. A sample
library card is shown in Figure 19-2.

CHURCH LIBRARY CARD

Hill valley Full Gospel

Anytowen,

JOHMZOMN, Avery

i

Figure 19-2 Sample Library Card
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The library card uses person id to create the unique barcode. To create a library card or set
of library cards, click the PRINT LIBRARY CARDS button on the SETUP page. The
following form will be displayed:

&, Librai ey Cepels

Mumber of Used Cards To Skip:

A=l

Select one or more people, then click PRIMNT.

0 Sek a Filker

JOHNZOMN, Avery

[

SMITH,
SMITH,
SMITH,
SMITH,
SMITH,

JOHMNSON, Sally
PETERS,

Bill
Awy
Anne
Joe
Peter
Bally

TIF: shife-Click ar Cerl-Click Far Mulkiple Tkems

Close

Figure 19-3 Library Card Creation Form

1 From the list shown, select

the person or persons you
wish to create cards for. To
reduce the size of the list
and assist in finding specific
people you can use the SET
A FILTER button (refer to
chapter 30).

Used cards on the first page
can be skipped by entering
the number of used cards to
skip. This feature allows
you to use card sheets that
a partially used up.

Click the PREVIEW/PRINT
button to view and/or print
the library card(s).

To scan a library card, position your cursor in the scanner box field on the CHECK-OUT
page and then scan the barcode on the library card. This will set the Borrower Name field.

Daka Entry

Descripkion

Scanner:

lace Cursor In This Field First:

Check.In || Setup || Hiskary || Reserve

E j

Figure 19-4 Scanning the Library Card
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The second way that barcodes can be used in the Library Manager is to place a barcode label on each library
item. This can greatly reduce check-out and check-in times since each item can be scanned by barcode.
A sample barcode label is shown in figure 19-5.

Evidence 0f The One

1

Figure 19-5 Barcode L abel

The barcode label uses item id to create the unique barcode. To create a barcode label or set of labels, click
the PRINT LIBRARY ITEM LABEL(S) button on the SETUP page. The following form will be displayed:

&, Liurapy figin Laizls J ]

Select one or more items, then click PRINT.,

Label Stack: | Avery 4145 (15/16 in. Hx 3-1)2 in. W, 1 col)
Mumber of Used Labels To Skip: ‘[\SD | [ Set a Filker
: Left Eehind
: Too Busy Mot To Pray
Eook : Ewidence 0f The One

TIP: Shift-Click or Ctrl-Click For Mulkiple Ikems

Close

Figure 19-6 Library Card Creation Form

Daka Entry

Scanner:

lace Cursor In This Field First:

Descripkion '

| ChedkIn || Setup || Hiskary

From the list shown, select the library item or
items you wish to create barcode labels for.
To reduce the size of the list and assist in
finding specific items you can use the SET A
FILTER button (refer to chapter 30).

Used labels on the first page can be skipped
by entering the number of used labels to
skip. This feature allows you to use label
sheets that a partially used up.

Click the PREVIEW/PRINT button to view
and/or print the barcode label(s).

To scan alibrary item, position your cursor in
the scanner box field on the CHECK-IN or
CHECK-OUT pages and then scan the
barcode on the library card. This will check
in or check out the item. Be sure to set the
borrower name first.

Reserve

Figure 19-7 Scanning the Library Card

ke j

ChurchWatch User’'s Guide

19-6



The Library Manager

Reservations

You can reserve items in the Library Manager using the RESERVE page. Begin by placing
the mouse cursor in the scanner box. Scan a library card to reserve the current item.
Alternatively, you can manually reserve an item by entering a person id or by clicking the
“Select Person From a List” button. If you want to send an automatic email notification
when the item becomes available, click the “Send Email When Item Available” check box.
Finally, click the RESERVE button to manually reserve the item.

You can remove areservation by finding the reservation in the list at the bottom of this page
and then by clicking the REMOVE button.

Email Notifications For Reserved Items

ChurchWatch can send manual or automatic email notifications for reserved items. Options
are set in the SETUP page of this form. Select a notification option. You can choose one

of the following:

Auto Email

Prompt First

Never Auto Email

This option sends automatic email notices without
prompting you. This will be done completely
transparently. An live internet connection is
required at all times.

This option is a semi-automatic option.
ChurchWatch will prompt you first before sending
the email notification. This option is useful when
you have a dial-up connection and need to
connect to the internet first.

This option turns off email notification for
reservered items

ChurchWatch User’'s Guide

19-7



The Library Manager

ChurchWatch User’'s Guide 19-8



The Report Manager

Chapter 20 - The Report Manager -

ChurchWatch provides over 400 pre-defined reports! These are found in the Report
Manager, a handy feature for finding, modifying attributes and printing reports. In addition,
you can modify any of the existing reports or create new ones. Here are some of the
features of the Report Manager:

Reports are organized into 19 different categories for easy location

Descriptions to help find the report you need

Save favorite reports to make locating them much faster

Ability to modify some simple report options on the fly

Ability to modify the existing report layouts and even the underlying software code
Ability to create new reports

Ability to send reports to a wide variety of output options

Report Categories

There are 19 pre-defined report categories to choose from to make locating the report you
need easier. Click on the radio button beside each to change the list of reports you can

select from.

L Attendance Reports related to attendance at events and classes

L Directories Several church directory formats and phone listings

L Events and To-Do Reports related to events and your to-do list

L Giving Reports related to contributions and giving statistics

L Households Reports related to families and the Memb. Manager

L People Reports related to people details and the Memb. Mgr

L Phone Dialer Reports related to the phone dialer

L Pledges Reports related to pledging, pledge statistics and pledges
Vs. giving

L ChurchWatch System manager reports

L Special Needs Reports related to people’s special needs

L Time and Talents Reports related to people’s time, talents, skills, giftings,
interests etc.

L Sunday School Reports related to Sunday School and classes in general

L Fac & Res Reports related to facilities and resources

L Sermons Reports related to the Sermon Manager

L Library Reports related to the Library Manager

L User Defined A list of all reports you have modified or created

L Favorites All reports you have marked as favorite.

L Visitation Reports related to the Visitation Manager

L Visitors Reports related to the Visitor Manager
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Getting a Complete List of Available Reports

You can print a listing of all ChurchWatch reports including descriptions by selecting the
“Report Listing By Name” or “Report Listing Grouped By Type” reports under the
ChurchWatch category. Note that only the ChurchWatch administrator has access to
reports under the ChurchWatch category. See your administrator for help.

Selecting a Report

L Heuupi Begyzy j _T:i Q1

Report Selection Filker Builder Report Opkions

211 Phones

Events 4 To-Do

Church Directorys
Giving | |chuarch Directory Style #$1, ALl Families T
Households /Families Church Directory Style #l, Person Based
People Church Directory Style #l, With Household Email
Phone Dialer Church Directory Style #2
Pledges Church Directory Style #2, All Families
Churchifatch | Church Directory Style #3 i

Special MNeeds

Time & Talents
Classes This is the standard church directory format in 3
columns with names, child names, address and phone
mamber sorted alphabetically. Includes only those
families that are supposed to be included in the

rhurrh dd rectnrsr

Facilities & Besources

Sermons

Library =

Uzer-Defined

vour Fawvorites Filename: dirl

’ Import ” Mew ” Modify ] Fun Report J ’ Exit ]

Figure 20-1 The Report Manager, Report Selection Page

When the Report Manager is opened, the form shown in figure 20-1 will be displayed. This
is the main page of the Report Manager and it allows you to select the report you would like
to run or modify. There is atext description of each report as well as a filename to help you
locate the report file should that be necessary. If you have questions or problems with a
report, always be sure to quote the filename to technical support.

To Select and Run a Report

Begin by selecting a report category using the list at the left side of the form. The main list
of reports will change as you select a new category. Next, select a report from the list of
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reports and finally click the RUN REPORT button to print the report to the screen. Review
each of the following paragraphs for information on how to modify some of the report
options, limit the records included and change the destination from the screen to the printer.

Data Filtering

To a limited extent, you can alter the records included on some reports using the Filter
Builder page. The Filter Builder page is the second page of the Report Manager form. This
can be a useful feature to greatly extend the actual number of reports you can produce. For
example, suppose you want a phone listing of all men in the church. ChurchWatch does
not provide such a report and could not possibly provide every combination of every report
as there would be thousands of reports required. The solution is to use a data filter. In this
example, you could choose the “All Phones” report under the Directories category and then
create a data filter to include only men. Refer to chapter Introduction of this manual for
detailed information on data filtering.

Filters are not recommended for new users since you should have a good understanding of
the information presented in chapter. You should also be aware that data filters do not work
on all reports and that some experimentation will be required. To assist you, ChurchWatch
only allows filters that apply to the report you have chosen.

Tip:  You can produce reports for past giving years and even for membership data
that was archived simply by changing the giving year on the ChurchWatch toolbar.

To create a filter, you will need the information presented in appendix A, table formats. To
create a data filter, click any of the SET FILTER buttons. You can then use the
BROWSE/TEST button to see if your data filter has collected the records you were
interested in. If you see lines of stars in the browse window do not be alarmed, this is quite
normal and is simply showing you records that have been hidden by the filter. The CLEAR
FILTER button is used to remove the data filter.

Note: The word “[Filtered]”, shown on the main Report Manager page, is provided
to remind you that you have a filter in effect.
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Report Options

P HE U e I 1] a‘1

Report Selection Filter Builder | Report Options
~Repork Destination: ——— -~ Repork Options: -
(%) Screen Preview [ ]Double Spaced {not all reports can be double spaced)
gPrinter [Jinclude Deceased (Reports normally exclude)
JPDF File
5 Li ol
() M5 Ward DOC File [ 5ummary Lines Only
i []Print Envelope Hash Toktals on Batch Summary Reparks
M3 Word RTF File
: M35 Word Flow Do - ;
| % 3 M3 Word Flow RTF ~ Report Previewsr Options: +
: 9 Microsoft Excel File |:| Cpen Report File Qutputs In Appropriake Exkernal Program
| JHTML File
' E} Plain Text File []wwhen viewing On Screen, Use Report Yiewer with Search Capabilities
’ Forget ] ’ Import ” Mew ” Modify l =it Fun Report ] ’ Exik ]

;I-:igure 20-2 Report Man-é-\g_jer, Rebort Options

The Report Options page allows you to do some simple modification of the appearance of
the selected report. Table 20-1 explains each of the report options.
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Report Option Description

Destination Choose the destination for the report. A wide variety of options are available.
Note that the “Flow” versions of the Microsoft Word documents will sometimes
create a more “editable” file. Some experimentation with the output formats
may be required.

Double Spaced Check this to double space the detail lines of the report.

Include Deceased ChurchWatch does not normally include the deceased in reports but you can
override this feature by checking this box.

Important: On reports related to deceased people under the People
category, this box MUST be checked in order to produce the
report.

Summary Lines Only Check this to remove the detail lines, leaving only a summary. This feature

does not work on all reports but will work on most giving reports. Some
experimentation will be required.

Print Envelope Hash Select this option to print the envelope hash total on batch summary

Totals... reports. The “envelope hash” is the total of all envelope numbers in the
batch.

Open Report File Outputs Check this box to launch an appropriate viewer once the report

In Appropriate External generation is complete. For example Adobe Acrobat Reader for PDF

Program files or Microsoft Word for Word files etc.

When Viewing On Screen, | ChurchWatch includes two report viewers. Check this box to use a

Use Report Viewer With report viewer with search capabilities. You can actually search for text

Report Capabilities in your on-screen reports when using this viewer. The disadvantage of
this viewer is that it renders reports slower than the default report
viewer.

Table 20-1 Report Options

Saving Favorite Reports

Sorting through 400+ reports can be difficult even when they are already organized into
categories for you. Once you find a report that is useful and that you plan to use again, you
can mark it as a favorite to make finding it easier next time. To mark a report as a favorite
first select it in the main list and then click the FAVORITE button. Note that the FAVORITE
button then turns grey to indicate that this report is marked as a favorite. These reports can
then be quickly located in the Favorites category. To remove a report from this category,
go to your favorites list, select the item of interest and then click the FORGET button.

User Defined Reports

You can modify the existing reports or create new ones. One thing to note is that
ChurchWatch does not actually allow you to modify the pre-defined reports. Instead, a copy
is made and renamed under a new file name. This way, you can modify reports with
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confidence and always have the ability to go back to the original report layouts and code.
There are several buttons associated with user defined reports: IMPORT, NEW, MODIFY,
DELETE. Each of these functions are discussed in detail below.

Importing a Report

Your user defined reports can be shared with other users or sister churches by using the
import feature. If you have a report you want to share (you are the exporter), first select the
user defined report and take note of the file name shown on the main page of the Report
Manager. Next copy or email the following 2 files: <filename>.FRT and <filename>.FRX.
Replace <filename> with the actual name of your file. These two files make up the user
defined report file and are found in the main ChurchWatch folder. If you have a network
system the files are found on your server only.

If you have received files to import (you are the importer), copy the 2 report files you
received (<filename>.FRT and <filename>.FRX) into the main ChurchWatch folder. If you
have a network system, copy the files to your ChurchWatch server only. Next, follow these
steps to import:

1. Click the IMPORT button in the Report Manager.You will be prompted for
a .FRXfile.

2. Locate the new <filename>.FRX file and select it. Click OK to continue.

3. On the form that follows, enter a descriptive report name, a description,
and a security code if security protection is desired.

4. Click SAVE to complete the import.

Modifying Existing Reports

You can modify the existing report layouts and even the underlying code. Begin by
selecting the report you want to modify. You can select a user defined report or an original
ChurchWatch report. In the latter case, a copy will be made first before any modifications
can be done. Click the MODIFY button to begin the modification process. The form shown
in figure 20-3 will be displayed.

| ﬂh‘.ud]f;{ EAlsiing Hapuyi JJLS

User-defined report name:

|All Phones |

Report description:

A listing of people with all phone numbers
stored in the database tables. This report
includes all people, not just those families
marked for the church directory. Use a House
filter (directory = Tes) if wou only want
people in the directory.

Security Level; |Membership Manager |

l Code ] l Layout ] [ Save l [ Zancel l

Figure 20-3 Modify Report
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On the display form you have the option of changing the report name, the report description
and the security level. To change the layout of the report including font type, font size and
colors click the LAYOUT button. Figure 20-4 shows the resulting report writer and
associated windows.

rE_. ’_'hJ:r..'_nh'u:r..'u il (BRI _L'll i | E
Re Evh Fuox Lxle warkss  dds o —omas Mo
il —alfsped casz | | | [an| EETEESSERSREEEE | w dh [ T EECT AN

G AH+O0Y| &

i.iﬂ i':.'" Y DeEagnar - user n i ddnde s =]
T T I I T I T I ) Il [ N I Y e
= The

Sy ! 1

1-ALll PHONES™ / || o

A Paiml b @ ’ \ '_’,.-" .
- . .

1 N.ll'rlll-ll linere= Hhnmal linere= Hhnma® Fer=nm Fhl I‘L'Jl:nm Fhi Witk Hhnme L=t i I'm11 HMhnma L1y

1 .;F".Jl-h'.'rrl ! I

"j m—q-uu ST | TS T e | 1 I%* 275 Y ol . 1110 SON | - S

[ i i 1

||| ! J " i Prae: [ paa

aa Magadaoaa

[ b

I / | I

Aepart Cantrols Toalbar Layout Vilnd puar Color Palette Taollar Layout Taol bar
Figure 20-4 Report Designer

* NOTE: The report toobars may appear undocked and floating over top of the layout window.

In addition to the Report Designer window, two new main menu items will appear on the top
of screen menu: FORMAT and REPORT. These two menus contain items related to report
modification.

ChurchWatch uses the Microsoft Visual Foxpro Report Designer. Use of the Report
Designer is a very large topic that goes well beyond the scope of this manual. There are
many excellent books available on the topic of Visual Foxpro and these should be available
at a local bookstore or from www.amazon.com. You can also review online documentation
at Microsoft’s website. The Foxpro Report Designer has been drastically changed in Visual
Foxpro Version 9 (used by ChurchWatch Version 4) and so a book specific to Visual Foxpro
9 is recommended. However, there are simple changes that most people can make to
reports without knowing much about Foxpro. Table 20-2 lists some simple changes that
almost anyone can make.
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Operation

How To

Resizing bands

Click on the band border and drag down or up to resize the band. Band
borders have labels like “Page Header”, “Detail”, “Page Footer” etc.

Changing the position of fields

Click and drag the field to a new location

Deleting fields

Click on a field to select it, then press the DELETE key on your keyboard.

Resizing fields

Click on a field to select it. Several anchors (squares) will appear around the
field. Click on an anchor and drag to resize the field.

Changing font

Click on a field to select it. On the top of screen menu, select REPORT and
then FONT. Change the font in the dialog box that appears.

Changing field contents

To change the contents and format of a field, simply double click onit. A
dialog box will open to allow you to change the table field the report field is tied
to. You can also change format in this dialog. Again, we recommend any
book that explains the Foxpro Report Designer.

Adding objects,
Adding fields

To add an object, select one of the Report Controls toolbar items and then click
and drag to desired size on the report.

Aligning fields

Select the fields you want to align and then use one of the toolbar buttons on
the Report Layout toolbar.

Changing colors

Select a field or report object, then select a color from the color palette toolbar.

Table 20-2 Report Operations

To exit and save the report, close the Report Designer window. Churchwatch will ask if you
want to save your report changes.

Advanced users can also change the software code underneath the report. Again, this is
a complex operation that requires a good understanding of programming, Visual Foxpro or
xbase languages and the table formats listed in Appendix A of this manual. Programming
in Visual Foxpro is a topic that also goes well beyond the scope of this manual. However,
with the Report Designer and access to the code there are no limits to the reports you can
create when an experienced programmer is at the helm. Literally any report that White
Mountain Software can create, you can also create in the Report Writer. Feel free to
browse the report code to get some idea of how the reports work.

When finished with the report modifications click the SAVE button on the form shown in
figure 20-3.

Creating a New Report

Creating new reports is almost exactly the same process as modifying existing reports. The
only difference is that you begin by clicking the NEW button on the Report Manager form.
Typically a report consists of some code in the INIT procedure to load data and a report
layout to display the results on screen or on paper. You can also add code to the
DESTROQY procedure in the code window if there are clean up items to take care of such
as releasing public variables.
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ChurchWatch Procedure Calls

There are many procedure calls build into ChurchWatch that can assist you when designing
and running new reports. For example, sometimes it is necessary to retrieve some input
or a selection from the operator before proceeding with the report. Table 20-3 lists the
procedure calls available to you.

Procedure Call Syntax and Description

GET_AREA DO FORM GET_AREA TO nArealD

This form allows you to retrieve an area/district ID.

GET_DEAD PUBLIC public_per_id AS INTEGER
DO FORM GET_DEAD
RELEASE public_per_id

This form allows you to retrieve a person id for a deceased person. The
numeric person id is returned in the public variable public_per_id.

GET_DTNM DO FORM GET_DTNM TO <varname>

<varname> = a variable name of your chosing. The date ID will be
placed into this variable

This form allows you to retrieve a date ID from the operator. The operator
selects from the user defined date names.

GET_EVNT PUBLIC public_event AS INTEGER
DO FORM GET_EVNT WITH <type>, <future>
RELEASE public_event

<type> =1 for events or O for classes
<future> = .T. if you want to include future event dates, .F. otherwise

This form allows you to retrieve an event ID from the operator. The numeric
event ID is returned in the public variable public_event.

GET_NEED PUBLIC public_need_id AS INTEGER
DO FORM GET_NEED
RELEASE public_need_id

This form allows you to retrieve a need ID from the operator. The numeric
need ID is returned in the public variable public_need_id.

GET_NUM PUBLIC public_num AS INTEGER
DO FORM GET_NUM WITH <title>, <units>
RELEASE public_num

<title> = Text for the prompt on the form
<units> = Text for the units of measure to display on the form

This form allows you to retrieve a number from the operator. The number is
returned in the public variable public_num.
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Procedure Call Syntax and Description

GET_PAST PUBLIC public_past AS STRING
DO FORM GET_PAST
RELEASE public_past
This form allows you to retrieve a name from the “Visited By” field in the
Membership Manager. The name of the chosen person is returned in the
public variable public_past.

GET_REG DO FORM GET_REG WITH <title> TO nRegister
<title> = Text for title or blank for default title
<nRegister> = A numeric value is returned to this variable
This form returns a numeric value represting a register. 1=Baptism,
2=Profession of Faith, 3=Confirmation, 4=Marriage, 5=Death, 6=First
Communion.

GET_SKIL PUBLIC public_skill AS STRING
DO FORM GET_SKIL
RELEASE public_skill
This form allows you to retrieve a time and talent name. The name of the time
or talent is returned in the public variable public_skill.

GET_STAT PUBLIC public_status AS STRING
DO FORM GET_STAT
RELEASE public_status
This form allows you to retrieve a marital status name. The name of the
marital status is returned in the public variable public_status.

GET_STR PUBLIC public_str AS INTEGER
PUBLIC public_case_sensitive AS BOOLEAN
DO FORM GET_STR WITH <title>
RELEASE public_case_sensitive
RELEASE public_str
<title> = Text for the prompt on the form
This form allows you to retrieve a string from the operator. The string is
returned in the public variable public_str. Case sensitive (.T. or .F.) is returned
in public_case_sensitive.

GET2DATE PUBLIC public_datel AS DATE

PUBLIC public_date2 AS DATE

PUBLIC public_order_by date AS BOOLEAN
DO FORM GET2DATE

RELEASE public_datel

RELEASE public_date2

RELEASE public_order_by_date

This form allows you to retrieve two dates from the operator. The dates are
returned in the public variables public_datel and public_date2. In addition
there is a checkbox on the form for “Order By Date”. The value of this
checkbox (.T. or .F.) is returned in the public variable public_order_by_date.
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Procedure Call Syntax and Description

GETACCT PUBLIC public_acct AS STRING
DO FORM GETACCT
RELEASE public_acct

This form allows you to retrieve a giving account name. The name of the
account is returned in the public variable public_acct.

GETAMOUNT DO FORM GETAMOUNT WITH <title>,<units>,<initial value> TO <nAmount>
<title> = Text for the title
<units> = Text for the units (or blank if none)
<initial value> = Initial numeric value
<nAmount> = The amount passed back from the form

This form retrieves a numeric value.

GETAWARD PUBLIC public_award_id AS INTEGER
DO FORM GETAWARD
RELEASE public_award_id

This form allows you to retrieve a need ID from the operator. The numeric
need ID is returned in the public variable public_need_id.

GETCLASS PUBLIC public_class_id AS INTEGER
DO FORM GETCLASS
RELEASE public_class_id

This form allows you to retrieve a class ID from the operator. The numeric
class ID is returned in the public variable public_class_id.

GETDATES PUBLIC public_datel AS DATE
DO FORM GETDATE3
RELEASE public_datel

This form allows you to retrieve a date from the operator. The date is returned
in the public variable public_datel.

GETENVNO PUBLIC public_env_num AS INTEGER
DO FORM GETENVNO
RELEASE public_env_num

This form allows you to retrieve an envelope number from the operator. The
numeric envelope number is returned in the public variable public_env_num.

GETEVENT PUBLIC public_event_id AS INTEGER
DO FORM GETEVENT
RELEASE public_event_id

This form allows you to retrieve an event id from the operator. The numeric
event id is returned in the public variable public_event_id.
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Procedure Call Syntax and Description

GETGROUP PUBLIC public_group AS STRING
DO FORM GETGROUP
RELEASE public_group

This form allows you to retrieve a church group name. The name of the group
is returned in the public variable public_group.

GETMEMB PUBLIC public_memb AS STRING
DO FORM GETMEMB
RELEASE public_memb

This form allows you to retrieve a membership name. The name of the
membership is returned in the public variable public_memb.

GETMON1 PUBLIC public_month AS INTEGER
DO FORM GETMON1
RELEASE public_month

This form allows you to retrieve a numeric month from the operator. The
numeric month is returned in the public variable public_month.

GETMONTH PUBLIC public_calendar_date AS DATE
PUBLIC public_calendar_text AS STRING
DO FORM GETMONTH

RELEASE public_calendar_date
RELEASE public_calendar_text

This form allows you to retrieve a date and some text from the operator. This
information is normally used on church calendars. The date is returned in the
public variable public_calendar_date and the text is returned in the public
variable public_calendar_text.

GETPERID PUBLIC public_per_id AS INTEGER
DO FORM GETPERID
RELEASE public_per_id

This form allows you to retrieve a person id from the operator. The numeric
person id is returned in the public variable public_per_id.

GETQUART PUBLIC selected_quarter AS INTEGER
DO FORM GETQUART
RELEASE selected_quarter

This form allows you to retrieve a numeric date quarter (1-4) from the operator.
The numeric quarter is returned in the public variable selected_quarter.

MAKEKIDS DO MAKEKIDS

This procedure makes a table containing a string of child names for each
family. Table fields and formats are:

FAMILY_ID Numeric family id assigned by ChurchWatch
KIDS A string listing children (Sally, Tommy, Peter)
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Procedure Call Syntax and Description

MAKESALU DO MAKESALU
This procedure makes a table called SALU which contains salutation strings for
all families. Table fields and formats are:
FAMILY_ID Numeric family id assigned by ChurchWatch
FAMILY_NAM Family name (Smith)
SALUTATION Salutation string (Smith, Joe and Helen)
ANNIV Couples anniversary date
FIRSTNAME First name of main contact of household (Joe)
LASTNLAST Salutation in last name last format (Mr. Joe and

Mrs. Helen Smith)

BYTITLE Salutation with titles (Mr. and Mrs. Joe)

MKSALU2 DO MKSALU2
This procedure is exactly the same as the MAKESALU procedure by MKSALU2
strips all titles from all strings.

PICTFAM PICTFAM(FAMILY_ID AS INTEGER)
Returns a string representing the full path to the photo file for the given family
(specified by family_id).

PICTPEOP PICTPEOP(PER_ID AS INTEGER)
Returns a string representing the full path to the photo file for the given person
(specified by per_id).

PICTRES PICTRES(RES_ID AS INTEGER)

Returns a string representing the full path to the photo file for the given
resource (specified by res_id).

Table 20-3 ChurchWatch Procedure Calls

In addition to the ChurchWatch procedure calls listed above, there are some Visual
Foxpro procedure calls listed in the next chapter, Query Manager. However, for exact
syntax and explanations you will need the Visual Foxpro Developer’s Reference or a
good book on Visual Foxpro. There are also internet web sites and newsgroups
dedicated to Visual Foxpro and lots of good information is available there.

Deleting a User Defined Report

Only user-defined reports can be deleted. Select the report you want to delete and then
click the DELETE button.
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What To Do If The Report You Need Is Not Listed...

Naturally, we didn’t think of every report that might be useful to you. If you need a report
that is not listed and you are not comfortable or able to create your own reports, White
Mountain Software can create the report for you for a small hourly fee. New reports
typically take less than one hour to create so the costs can be quite reasonable for
important reports you need.

Ownership of new reports remains with White Mountain Software and will be
included in future versions of the software.

Contact White Mountain Software for current labor pricing.
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T

Chapter 21 - The Query Manager and SQL Queries =

The power and speed of the Query Manager to retrieve data from your ChurchWatch
databases is rather astounding. Queries are a way to specify, in a general way, what you
want to retrieve from the database tables. Virtually any combination of data can be
retrieved making this a great way to retrieve data that is not covered in the existing
reports and to create interesting reports and statistics.

The Query Manager is included for advanced users who understand the Structured
Query Language (SQL) used by most relational databases. The Query Manager is not
intended for new users or those not comfortable with SQL. However, the language is
fairly simple to learn and understand so if you like a challenge try some experimentation
in the Query Manager. You cannot damage any data by using the Query Manager so
experimentation is safe.

SQL is a broad topic that covers entire books. If you would like to learn more about
SQL, your local bookstore will have many books related to this subject. This chapter
covers SQL only in minimal detail. A book covering Microsoft Visual Foxpro would also
be useful since SQL queries can be combined with Visual Foxpro functions.

The Query Manager Form

ﬁ Advanced Adhoc Wieny, J L.-‘] a‘i

Enter amy walid SOL staterment starting with 'SELECT

SELECT * FROM PEOPLE ] (*)Ta Screen

() T Prinker
{3 To File
|:| () To Spreadsheet

[ Help ” Template ” Clear ” Fun Query ]

Figure 21-1 The Query Manager

The Query Manager form is fairly straight forward. There is an edit window to type
gueries into, buttons for running and clearing the query and buttons related to saving,
restoring and deleting queries.
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In addition several report destinations can be selected. Note that if you chose the FILE
destination ChurchWatch will create an ASCII text file (.TXT) with your query results.
Text files are handy for cutting and pasting the query results into another Windows (tm)
application.

Table 21-1 explains each of the buttons on the form:

Button Description

Help Click this to view the ChurchWatch table and field definitions. You will need this
detailed information to formulate a query. You can also refer to Appendix A of this
manual.

Template Click this button to paste a helpful query template into the edit window.

Clear Click this button to clear the edit window.

Run Query Click this button to run your query.

Exit Click this button to exit the Query Manager.

Store Click this button to save your query for use at a later date.

Retrieve Click this button to retrieve a saved query.

Remove Click this button to delete a saved query.

Table 21-1 Query Manager Buttons

Running a Query

To run a query, simply type the query command into the edit window and then click the
RUN QUERY button.

Runaway Queries

If you make a mistake in your query you can cause a query that “runs away” and creates
MASSIVE amounts of data. You can, in fact, run out of disk space if this occurs.
ChurchWatch uses an extremely fast database engine and most queries will complete
and be displayed as quick as you can click the RUN QUERY button. If your query runs
for more than a few seconds you may be able to cancel it by pressing the ESC key,
although ChurchWatch will likely shutdown.
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Tables With

Protected Access

The Query Manager respects the administrator set security levels for each user. You
cannot query data from tables you are not permitted access to. Contact your
ChurchWatch administrator if you need increased access rights.

Storing and Retrieving Queries

SQL Queries

Once you have your query working properly you can save it for later use. You can also
retrieve or delete saved queries using the buttons already explained. When you click on
the STORE button, the form shown in figure 21-2 is displayed. Enter a descriptive name
for the query and a description of what it does. Finally click the SAVE button.

& e S UTa P E \.J\._JLE

Mame: |&All Giwvers

Descriptior:

4 list of all people who have given this year and their total
[:f.m-:-unt, of giving.|

Save ] [ Zancel

Figure 21-2 Storing a Query

So what is SQL anyway and what does a query look like? SQL stands for Structured
Query Language and is a standard query language used in most relational databases.
The details of SQL are beyond the scope of this user’'s manual but the basic syntax of a
query is as follows:

SELECT <fields> FROM <tables> WHERE <conditions> <options>

The query begins with the “SELECT” keyword followed by the fields you want to retrieve
from the database tables. You will need to refer to Appendix A of this manual to get the
exact field names for use in the query. You can also use the asterisk character (‘**') as a
wildcard to indicate “retrieve all fields”.
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Example:
SELECT * FROM PEOPLE (Retrieves all fields from PEOPLE table)

Now you can add specific field names:

Example:
SELECT first_name, family_nam, birthdate
FROM people

Now you can filter the results of the query with an optional “WHERE” keyword and
conditions. The WHERE conditions are optional and need only be used if you want to
reduce the query results.

Example
SELECT first_name, family_nam, birthdate
FROM people
WHERE birthdate >= {1959.01.01}

The above example will find all people who where born in 1959 or later. Note that the
curly brackets are used to indicate a date. The date format must be in the format you
have selected on the SETUP form. More on this later.

Finally, you can add some options to the query such as storing the results in a cursor (*)
for use on a subsequent query (sometimes queries take more than one statement). You
could also specify the sort order or group order. Again, a book on SQL will cover this in
more detail. Here is a partial list of options you can use:

ORDER BY <fieldname>[,<fieldname>...] Specifies a sort order for the results
GROUP BY <fieldname>[,<fieldname>...] Specifies a data grouping

HAVING <filter condition> Sets a filter condition for the results
UNION <another SQL query> Combines two or more query results
INTO <[TABLE] table or cursor name> Specifies that the results should

be placed in a table or cursor(*)

(*) A cursor is just a temporary table storage area.
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Technical Syntax

Here is the complete technical description of the SQL SELECT syntax that the Query
Manager will support:

SELECT [ALL | DISTINCT] [TOP nExpr [PERCENT]]
[Alias.] Select_Item [AS Column_Name]
[, [Alias.] Select_ltem [AS Column_Name] ...]
FROM [FORCE]
Table [Local_Alias]
[[INNER | LEFT [OUTER] | RIGHT [OUTER] | FULL [OUTER] JOIN
DatabaseName!]Table [Local_Alias]
[ON JoinCondition ...]
[PREFERENCE PreferenceName]
[WHERE JoinCondition [AND JoinCondition ...]
[AND | OR FilterCondition [AND | OR FilterCondition ...]]]
[GROUP BY GroupColumn [, GroupColumn ...]]
[HAVING FilterCondition]
[UNION [ALL] SELECTCommand]
[ORDER BY Order_ltem [ASC | DESC] [, Order_Item [ASC | DESC] ...]]
[INTO [CURSOR | TABLE] alias]

Where:

1 Indicates an optional item

| Means “or”. Any one of the items can be used.
Alias  Table or cursor name

Visual FOXPRO Built-In Functions and Operators

You can combine the built-in functions and operators of Visual Foxpro into the queries
you create. A book on Visual Foxpro will give a complete list of the functions built into
foxpro but here are some of the more useful ones:

()

Function Description

Logical Functions:

Mathematical grouping (to override precedence).

Equals, matches

Does not equal

Greater than

Less than

Greater than or equal

Less than or equal

Exactly matches
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Function Description
% Remainder
AND Logical AND
OR Logical OR
1, NOT Logical Negation
.T. Logical TRUE
.F. Logical FALSE
EMPTY (fieldname) Returns TRUE if field is empty

BETWEEN(exprl,expr2)

Returns TRUE if field is between the two expressions given. For example:
WHERE AMOUNT BETWEEN(250,300)

DELETED()

{1999.01.01}

Date Functions:

Returns TRUE if a record is marked deleted

This is how you specify a date for a field of type date. You will need to use the
date format chosen in the SETUP form.

BETWEEN(datel,date?)

Returns TRUE if the date is between the dates given (inclusive). For example:
WHERE BIRTHDATE BETWEEN({1963.01.01},{1973.01.01})

CDOW(date) Returns the character day of the week from a date or datetime field. (e.g.
“Sunday”)

CMONTH(date) Returns the character month (e.g. “July”) from a date or datetime field.

CTOD(cDate) Converts a character to a date. (e.g. CTOD(*1999.01.01"))

CTOT(cDateTime)

Converts a character to a datetime. (e.g. CTOT(“1999.01.01 12:30 PM"))

DATE() Returns the current date in date format.

DATETIME() Returns the current date and time in datetime format.

DAY (date) Returns the number day from a date.

DOW/(date) Returns the day of the week from a date or datetime field. Sunday is day 1.
DTOC(date) Converts a date to a character field.

DTOS(date) Converts a date to a string in the format yyyyddmm

DTOT(date) Converts a date field to a datetime field.

HOUR(datetime)

Returns the hour from a datetime field.

MINUTE(datetime)

Returns the minute portion from a datetime field.

MONTH(date)

Returns the numeric month from a date or datetime field.

SEC(datetime)

Returns the seconds portion from a datetime field.
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Function Description
SECONDS(datetime) Returns the seconds elapsed since midnight.
TIME() Returns the current time.

TTOC(datetime) Converts a datetime field to a character string.

TTOD(datetime)

Converts a datetime field to a date field.

WEEK(date)

Returns the numeric week-of-the-year from a date or datetime field.

YEAR(date)

AVG()

Math Functions:

Returns the year portion of a date or datetime field.

Return the average value of a field. (e.g. SELECT AVG(AMOUNT) FROM ...)

COUNT()

Return the number of records matching the query conditions.

MAX(num1,num2)

Returns the maximum of two given values.

MIN(num1,num2)

Returns the minimum of two given values.

ASC(cExpression)

ROUND(fieldname) Rounds a number.
SUM(fieldname) Returns the sum of a field. (e.g. SELECT SUM(AMOUNT) FROM ...)
VAL (fieldname) Returns the numeric value of a character string.

String (Text) Functions:

Returns the ASCII code of a character.

ALLT(cExpression)

Remove all leading and trailing blanks from a string.

AT(cSearchExpression,
cExpressionSearched
[,nOccurrence])

Returns the position of the first occurrence of a character expression within
another character expression or field counting from the leftmost character. You
can also optionally specify which occurrence.

AT(cSearchExpression, cExpressionSearched [,nOccurrence])

ATC(cSearchExpression,
cExpressionSearched
[,nOccurrence])

Same as AT() but without respect to case.

CHR(num) Returns as character based on an ASCII code.
LEN(fieldname) Returns the length of the specified field.
LOWER(fieldname) Converts a field to lower case.

MAX(string1,string2),
MIN(string1,string2)

Returns the maximum or minimum string (e.g. “A” is less than “B")

OCCURS(cSearchExpression,
cExpressionSearched)

Returns the number of times a character expression occurs in the given field:

OCCURS(cSearchExpression, cExpressionSearched)
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nResultSize [,cPadCharacter])

Function Description
PADL, PADR, Returns a string padded with blanks on the left (PADL), right (PADR) or both
PADC(eExpression, sides (PADC). You can also specify the padding character (default is space).

PADL (eExpression, nResultSize [,cPadCharacter])

cSearchFor, cReplacement)

SOUNDEX(cExpression) Returns a phonetic representation of the specified character field.
SPACE(num) Returns a character string of the specified length filled with spaces.
STR(num) Converts a numerical value to a string.

STRTRAN(cSearched, Searches a character field for occurrences of a second character expression

and then replaces each occurrence with a third character expression.

STRTRAN(cSearched, cSearchFor, cReplacement)

STUFF(cExpression,
nStartReplacement,
nCharactersReplaced,
cReplacement)

Returns a character string created by replacing a specified number of
characters in a character expression with another character expression.

STUFF(cExpression, nStartReplacement, nCharactersReplaced,
cReplacement)

SUBSTR(cExpression,
nStartPosition,
nCharactersRetrieved)

Returns a portion of a string from a given character field.

SUBSTR(cExpression, nStartPosition, nCharactersRetrieved)

UPPER(cExpression)

Converts a character field to upper case.

Table 21-2 Microsoft Visual Foxpro Functions (Partial Listing)

Example Queries

Here are some example queries you can experiment with:

Select everyone from the people database:

SELECT *

FROM PEOPLE

Select any offering record greater than or equal to $250:

SELECT *

FROM GIVING
WHERE AMOUNT >= 250

Do it again but only select the person’s name, the account and the amount:

SELECT FIRST_NAME, FAMILY_NAM, ACCOUNT, AMOUNT
FROM GIVING
WHERE AMOUNT > 250
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Now remove dates prior to July 1°:

SELECT FIRST_NAME, FAMILY_NAM, ACCOUNT, AMOUNT
FROM GIVING
WHERE AMOUNT > 250 AND DATE_GIVEN > {1999.07.01}

Repeat the last two queries using an intermediate cursor:

SELECT FIRST_NAME, FAMILY_NAM, ACCOUNT, AMOUNT
FROM GIVING
WHERE AMOUNT > 250
INTO CURSOR TEMP_CURSOR

SELECT *
FROM TEMP_CURSOR
WHERE DATE_GIVEN > {1999.07.01}

Note: To do 2 gueries you must type in one at atime and run each separately.

Now do it again but sort on the giving date (date_given field) in ascending order.

SELECT FIRST_NAME, FAMILY_NAM, ACCOUNT, AMOUNT
FROM GIVING
WHERE AMOUNT > 250 AND DATE_GIVEN > {1999.07.01}
ORDER BY DATE_GIVEN

Descending order would be done like this:

SELECT FIRST_NAME, FAMILY_NAM, ACCOUNT, AMOUNT
FROM GIVING
WHERE AMOUNT > 250 AND DATE_GIVEN > {1999.07.01}
ORDER BY DATE_GIVEN DESCENDING

Find all people born on a Sunday:

SELECT FIRST_NAME, FAMILY_NAM
FROM PEOPLE
WHERE DOW(BIRTHDATE) = 1

Get the average offering amount for each giving account and sort by account:

SELECT ACCOUNT, AVG(AMOUNT)
FROM GIVING
GROUP BY ACCOUNT
ORDER BY ACCOUNT
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When searching for character strings an exact match is not necessary. To find all
families whose last name starts with “Sm” do this (use the UPPER function to
ignhore case):

SELECT * FROM HOUSE
WHERE UPPER(FAMILY_NAM) = “SM”

If an exact match is needed in the character string use two equal signs and the
ALLT (trim all blanks) function:

SELECT * FROM HOUSE
WHERE UPPER(ALLT(FAMILY_NAM)) == “SMITH"

Single or double quotes can be used:

SELECT * FROM HOUSE
WHERE UPPER(ALLT(FAMILY_NAM)) == ‘SMITH’

Complex Queries Using “Joins”

Suppose you have to find all people with a birthday in June and retrieve only their
address information. This is a complex query that requires us to “join” two tables (House
and People) since the birthday information is in the People table but the address
information is in the House table. To join two tables you must find a field that is the
same in both, in this case the family_id field. Here’s how it works:

SELECT HOUSE.*
FROM PEOPLE, HOUSE
WHERE MONTH(BIRTHDATE) = 6 AND
HOUSE.FAMILY ID = PEOPLE.FAMILY ID

The part underlined above is called the join condition since it sets the
condition that joins the two tables together. In this case the family_id
field must be the same in both tables in order to combine the records.

You can join as many tables as you like.

As you can see from the above examples the possibilities are limited only by your
imagination. Experiment with the Query Manager and see what you can come up with.
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-
Chapter 22 - The Bible Manager J

The Bible Manager is included in ChurchWatch at no extra cost. The Bible Manager
can’t compete with “true” Bible Management Software but it does give you several
translations and the ability to search and copy text into other Windows applications. You
can also open multiple copies of the Bible Manager in order to compare translations.
Several public domain bible translations are included:

American Standard Version (1901)
Darby

King James Version

Webster

Young’s Literal Translation

Warning: Each of these translations have been taken from the public domain
and no attempt has been made to authenticate them. Please use
them at your own risk.

The Bible Manager Form

&, 5l M EEE TR A J J LB1

-

For searches/copy/outipaste use EDIT menu,

Bible Translation: |.ﬁ.merican Standard Wersion {1901) |

L

|The First EBook of Moszes, called Genesis

{1:1} In the beginning God created the heawvens and
the earth. {1:Z}
And the earth was waste and woid; and darkness was
uponn the face of the
deep: and the Spirit of God moved upon the face of
the waters {1:3} And

| Font [ et || et

Figure 22-1 The Bible Manager
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Selecting a Translation and Changing the Format

Use the “pulldown” list to select a translation. You can change the size of the window as
desired. You can also change the font to something comfortable by clicking the FONT
button. You can also open more than one copy of the Bible Manager in order to
compare translations.

Searching, Copy and Paste

The edit window containing the bible’s text is read-only but you can click and drag your
mouse to select a passage. Then use the EDIT menu at the top of the screen to select
COPY (CTRL-C also works as a shortcut). You can copy and paste the text into any
other Windows application such as a sermon in a word processor.

To search for a character string in the text first click inside the edit window to make sure
it’s active and then select the EDIT menu at the top of the screen and select FIND or just
press CTRL-F as a shortcut. Then enter the text you want to find and click the FIND
NEXT button.

Note that the usual Windows operations such as SHIFT-CLICK to quickly select a block
of text work inside the edit window. You can also select all text by choosing EDIT-
SELECT ALL from the menu at the top of the screen.

Tip:  Your insertion point must be inside the edit window for search and copy
operations to work. Click inside the edit window to move the insertion
point.

Printing Selected Text

You can send passages to the printer by first selecting the text you want to print (click
and drag the mouse) and then by clicking the PRINT button.
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Chapter 23 - The Hymn Manager ﬁ

The Hymn Manager is very unique to ChurchWatch and nearly 700 hymns are included!
The Hymn Manager gives you the ability to search, copy and add hymns into other

Windows applications. You can also open multiple copies of the Hymn Manager. You
can even add your own lyrics.

Warning: All hymns have been taken from the public domain and no attempt
has been made to authenticate or proof-read them. Use them at
your own risk.

The Hymn Manager Form

& Pl Sz Wiy J J ﬂll

=

For searches/copy/cut/paste use EDIT menu.
411 Te Who on This Eart :
All that T Was, My Sin, [ ]shiow User Added Lyrics Only

"

Almighty Father, Bless —

Almighty Father, Heawer SL GG CR

Alwmighty God, Thy Word
Almighty Lord, bhefore 1T
Am I a Solder of the Cr

WERSE #1

Amazing grace! how sweet the sound,
H That sawved a wretch like me!

An Awe-Full Mystery Is I once was lost, but now an found,
And Wilt Thowu Pardon, 1 Was blind, but now I see.

Arnd will the Judge Desc

i;j::c:‘ﬁ;z:ufi’aiﬁ [ Add ][ Del ][ Font ][ Print ][ |< ][ < ][ 5> ][ 5| ][ Exit ]

-

Figure 23-1 The Hymn Manager
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Form Items
Table 23-1 lists the form items on the Hymn Manager form.
Form Item Description
QuickSearch List Find and select a hymn of interest in this list.

Show User Added Lyrics Only | Check this box to show only user added lyrics in the QuickSearch.

Edit Window This window shows the lyrics.

Add Click this button to add a new hymn or song.

Del Click this button to delete the current hymn or song.

Font Click this button to change the font in the edit window.

Print Click this button to print the selected text in the edit window.

Tip: To print an entire hymn quickly select EDIT-SELECT ALL and

then click the PRINT button.

< Click this button to go to the first hymn.

< Click this button to go back one hymn.

> Click this button to go forward one hymn.

>| Click this button to go to the last hymn.

Exit Click this button to exit the Hymn Manager.

Table 23-1 Hymn Manager Form Items

Searching, Copy and Paste

The edit window containing the hymn'’s text is read-only but you can click and drag your
mouse to select text. Then use the EDIT menu at the top of the screen to select COPY
(CTRL-C also works as a shortcut). You can copy and paste the text into any other
Windows application (a great way to create overheads).

To search for a character string in the text, first click inside the edit window to make sure
it's active, and then select the EDIT menu at the top of the screen and select FIND or
just press CTRL-F as a shortcut. Then enter the text you want to find and click the FIND
NEXT button.

Note that the usual Windows operations such as SHIFT-CLICK to quickly select a block
of text work inside the edit window. You can also select all text by choosing EDIT-
SELECT ALL from the menu at the top of the screen.

Tip:  Your insertion point must be inside the edit window for search and copy
operations to work. Click inside the edit window to set the cursor.
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Chapter 24 - The Backup Manager .-

ChurchWatch provides a Backup Manager which manages saving a copy of your
ChurchWatch data to a safe location. You can backup to any writeable destination such
as floppy disks, hard drives, removeable hard drives, tape backup systems etc. Any
writeable device which has been assigned a drive letter (e.g. A:) in Windows can be
used as a backup device.

Since the tables in ChurchWatch are inter-related, the Backup Manager makes a
“snapshot” of all your tables. You cannot backup or restore selected tables, the entire
database system must be saved (and restored if necessary).

The Backup Manager backs up the current church only. If you have a multi-church
installation, you will need to backup each church individually. In addition, you should do
all church backups at the same time since the “sub-churches” use some tables from the
main church. Backing up all churches at the same time is necessary to avoid missing
important data.

Backup Strategy

Why do backups? The answer is obvious, yet somewhere every day data is lost
because someone neglected to do a backup. Computers and disk drives are not
immortal - they WILL fail at some point. Your data represents a significant time
investment and should be protected accordingly. You should assign one or more people
to be responsible for making daily backups. You should also put a policy in place to
rotate your backup media (disks, tapes etc). A good strategy is to have a different media
for each day covering two weeks. At the end of two weeks you would begin again and so
on. Another important strategy is to store some backups off-site in case of fire or other
disaster. Still another good idea is to do a monthly backup that is never erased and
store it off site. We cannot stress enough how important it is to have a good
backup policy in place and to stick to it - it’s your responsibility.

‘Important: Rotate your backup media and store at least some of them off-site.

What the Backup Manager Does

The Backup Manager is simply a copy manager, although it also has the capability to
compress files. It copies all database files with the following type extensions from the
main or sub church folder:

* DBF Database tables
* CDX Index files
*FPT Memo (text) files

Sub-church folders are found directly under the main ChurchWatch folder. The Backup
Manager also copies ALL files from the following folders found under the main or sub
church folder:
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ARCHIVE Past giving years archived data
PHOTOS Photo files
SIGS Digital Signatures

In fact, you could do your own backup by simply copying the above files to a safe
location or you could write your own backup software. You could also use third-party
backup software and schedule the above files for back up each night.

The Backup Manager will remember the date and time of the last backup. In addition it
can backup the giving archive folder and gives you the option of skipping system files.

Note: Because the Backup Manager just copies files, if a single file does not fit
on the destination media, the Backup Manager will display an error and
stop. This problem would likely show up in large churches that backup to
a floppy drive.

Using Floppies

The Backup Manager will support copying files to a floppy disk but we do not
recommend this practice for several reasons:

1. Floppies are notoriously unreliable

2. Backing up to floppy drives is very slow

3 If a single file is too large to fit on a single floppy, the Backup will fail. The
Backup Manager will not split files across disks.

4. You will probably need several floppies and must keep them in order.

We recommend the purchase of a tape backup or removable disk system as these can
be purchased at a reasonable price and are far more reliable, much faster and can store
an entire backup on one disk or tape. USB “Memory Sticks” are a convenient, fast and
cheap method of backup.
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The Backup Manager Form

| 2 AN TEEETE —JJJ]

o backups have previously been performed.

CAUTIOM! Backup is performed on current church only!
Stare backups off-site.  Ratabe media regularly,

Backup Contral | ptions

~— Where do you want to save your database files to? Q—

iMew folders will autoratically be created. )

| )

[]5ave this backup path as the defaulk iF successful

= -

~— Backup What? .
Backup database kables

Backup past giving year Falders (archives)
Backup photos and signatures Folders

[ ]Backup Bibles, Hymns, SmartForms tables

Close

'Figure 24-1 The Backup Manager

To Perform a Backup

STEP 1 Select the destination folder for the backup if the default is not suitable.
You can use the “...” button to browse.

STEP 2 Set the options. Refer to table 24-1.

STEP 3 Click the BACKUP button to start the backup.

Setting the Default Backup Folder

To save time you can set a default backup folder in the SETUP form under the
MAINTENANCE page. Each time the Backup Manager is opened, this default folder is
loaded as the backup destination. You can change it on the Backup Manager form as
required.
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Table 24-1 lists the form items on the Backup Manager form.

Form Item

Description

PAGE 1

Backup Folder Name

Enter the path name to the folder where you want the backup files saved to.

Click this button to help set the backup folder.

Save This Backup Path...

Check this box if you want to save the backup path as the default path.

Backup Database Files

Check this to backup all database tables. Normally leave this checked.

Backup Past Giving Year
Folders

Check this if you want to backup the ARCHIVE folder.

Backup Photos and
Signatures Files

Check this if you want to backup the PHOTOS and SIGS folders.

Backup Bibles, Hymns,
SmartForms Tables

Check this if you want to backup “system” tables. Normally this is not
necessary since these tables can be reinstalled or rebuilt.

PAGE 2

Compress Files

Check this to compress all files into a single .ZIP file. This can save
considerable disk space but will not work well with floppy disk backups since
the backup will not split files across disks.

Delete Contents of Backup
Folder

Check this to delete the backup folder contents before copying any new files
into the folder.

Erase Floppy Disks
Completely

Check this to erase floppy disks before copying any files. Works only on drives
A: and B:.

Display Information Messages
and Warnings

Check this if you want the Backup Manager to warn you of problems. When
doing automatic or timed backups, this should be unchecked.

Shut Program Down When
Backup is Complete

Check this if you want ChurchWatch to shut down automatically when the
backup is complete.

Initially Delay Backup For

You can set an initial backup delay with this item. This is useful to doing
automatic backups at night or after hours.

Repeat Backup Every

You can also setup the Backup Manager to do periodic automatic updates. Set
the timing with this item.

Table 24-1 Backup Manager Form Items
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Chapter 25 - The Restore Manager W

57 3|

=

ChurchWatch provides a Restore Manager to complement the Backup Manager. The
Restore Manager is used to copy all files from a previously stored backup, thus restoring
ChurchWatch to the state it was in at the time of the Backup. You should carefully follow
the backup strategies discussed in chapter 24. You can only restore to the current
church. ChurchWatch will warn you if you try to restore data from one church to another.

\Note: The Restore Manager copies ALL files from the specified source folder.

The Restore Manager Form

ﬁrj,..- o Manaoern ¢
LI FE P ] L
¥

-

o backups have previously been performed.

CAUTIOM! Restore is performed on current church only!

Where do you want to retrieve your backed up files from?

—

Cverwrite files withaut warning (leave checked normally)
Restore database tables
[ 1Restare past giving years {archives) i found

[ ]restare photos and digital signature files if found

Figure 25-1 The Restore Manager

To Perform a Restore

STEP 1

STEP 2

STEP 3

Set the source folder. Use the “...” button to browse. If using floppy
disks make sure disk #1 is in the drive.

Set the options. They are self-explanatory.

Click the RESTORE button to copy all files from the source folder you
specified into the current church’s folder.
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Chapter 26 - The Phone Dialer

e

The Phone Dialer form is a handy phone book and auto-dialer. This is a very

powerful ChurchWatch feature that most users miss. To use the phone dialer all you
need is an analog phone line and a TAPI compliant analog modem (most are TAPI
compliant). Check with your phone company to make sure your phone system is not
digital. You will also need an analog phone. ChurchWatch uses TAPI compliant dialing
to be compatible with a wide range of modems and Windows operating systems.

The Phone Dialer permits you to quickly dial any phone number stored in ChurchWatch.
In addition you can add new phone numbers to the phone book as well as set up to six
speed dials.

Hardware Connections

To effectively use the phone dialer you will need to connect a phone to your modem.

Any analog phone will do. The phone is not required for dialing, only for speaking.
Connections should be made as follows:

Line Out {To Phone)

PC Analog Modem

Line In {To Wall Phone Jack)
Figure 26-1 Modem and Phone Connections
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The Phone Dialer Form

& AU s B e Uil Biogis ool J ]ﬂ

|9EIB—555—1212 |

i o

Speed Didls “ A& EEE W
()R RGO i) )z

:] Marne Tvpe Phone Murmber

M Joes Pizza Idzer Def. ARR12

Housze #1

[ Clear |
a
@ Modem
o]
! )

Dial

[ Edit Speeds ]

3 TR 2+

Figure 26-2 Phone Dialer Form

You can display the Phone Dialer by clicking one of the DIAL buttons on the Membership
Manager form. You can also access the Phone Dialer from the main menu under
FORMS or from the main ChurchWatch toolbar. Table 26-1 explains each item on the
Phone Dialer Form.

Form Item

Description

Fields in Top Left

These fields display the current name and current number being or about to be
dialed.

Numeric keypad

Click the numbers on the “phone pad” to enter a phone number directly. Note
that you can also place the mouse cursor in the top field and type in a new
number from your keyboard.

Clear

Click this button to clear the current name and number.
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Form Item Description
Call Log Click this button to access your call log. The present version of ChurchWatch is
not capable of storing call times but does record who you called and when.
il =3
DakefTime ou Called Murnber
2005.11.0807:53PH | 9085551212
e i

Properties Click this button to setup your dialing properties such as location, call waiting,
dialing prefixes etc.

Modem Click this button to select and setup your modem.

Phone Book Click this button to display your phone book. Each user of ChurchWatch has
their own personal phone book. You cannot see the phone numbers stored for
other users.

Exit Click this to exit the Phone Dialer.

Dial Click this button to dial the current number.

Speed Dials Click any of the speed dial buttons to immediately dial the number stored for the
speed dial.

Edit Speeds Click this button to edit the names and numbers stored under each speed dial
button.

ALL Click this to clear the current phone book filter and display all stored numbers.

A, B, C... Click a letter button to reduce the visible phone book entries to only those that
start with the selected letter.

Add Click this button to add the current name and number to your phone book. To
create a new entry use the NEW button instead.

Select Select a row in the phone book and then click this button to make the entry the
current name and number. Double clicking an entry in the phone book has the
same effect.

New Click this button to create a new phone book entry from scratch. After entering
the name for the phone book entry, click on the phone number field and enter a
phone number.
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Form Item Description
Delete Select a row in the phone book and then click this button to delete it. Pressing
the delete key on your keyboard has the same effect.
Close Click this button to close the phone book.

Table 26-1 Phone Dialer Form Items

Dialing a Number

Once you have dialed a number, you need to pick up the phone and wait for the party to
answer. Don't pick up the phone until the modem has finished dialing.

Tip:  The DIAL buttons in the Membership Manager will simply display the
Phone Dialer. Click DIAL in the Phone Dialer to dial the phone.

The Phone Book

Each user of ChurchWatch has a phone book. You can store personal numbers here
and then quickly dial them with the phone dialer. The people and phone numbers in your
phone book do not have to be people stored in the church membership database. When
the Phone Dialer is first displayed, the phone book may be hidden. Click the PHONE
BOOK button to display it and once it is open you can click the CLOSE button to close it
again. The phone dialer form is sizable if you need to see more phone book entries.
You can also double click any entry in the phone book to make it the current number,
then click the dial button.
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Chapter 27 - The Registers Manager ]ﬁ]

The Registers Manager is intended mainly for Catholic churches but may be useful for
other denominations as well. The purpose of the Registers Manager is to store long-
term information about individuals. There are 6 registers:

Baptism
Profession of Faith
Confirmation
Marriage

Death

First Communion

The Registers Manager differs from other ChurchWatch Managers in that the data is
long-term and duplicated. Registers and not integrated into the other ChurchWatch data
tables as is the norm throughout ChurchWatch. For example, deleting a person from
your membership will not affect any data stored for that person in the Registers
Manager.

Data in the Registers remains forever until you delete it.

Baptism | profession of Faith || Confirmation || Marriage || Death || First Communion || Options

Lask Mame: Adams | Birth Date: l9g4_ 1013 D

First Mame: Peter Baptism Date: | 1364.12.15 D
Middle Mame: Joel Confirm Date: D )
Certficate Name:| Peter Joel Adans Marriage Date: D

Father: Earl Adans

et Mary Adams Confirmation CDI‘ﬂ.I_TIE:I'ItS: Other Comments:. :
Sponsarl: James Smith fad !
SponsorE; Ayme Smith

Reverend: Rew. Dean Thomsan : Marriage Comments: Local Comments:

Place of Birth: | hicago -' ~| L
Place of Baptism: | St. Mary's Church, Chicago v

Horne Location: d

Summary of Complete Register:

1D Family Mame First Mame Middle Mame

1 Adams

3 )

’ Add ][ Copy ] [ Del ] [ Find ][ Mexk ][ Cert, ][Report] [ Filker ][ Clear ]
Figure 27-1 Registers Manager Form
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Registers Manager Form Items

Each of the 6 Registers pages are organized into a details area and a summary grid.
Records are selected from the summary grid near the bottom of the form. Record
details will appear in the details area of the form. Click the LOCK or UNLOCK buttons to
lock (protect) or unlock all detail fields for editing.

Form Item

Description

Detail Fields

Details about the selected record will appear here (records are selected in the
summary grid). All editing is done in the detail fields.

Membership Manager Button

Click this button to fill in as many fields as possible using existing data.

Unlock Button

Click this button to unlock the detail fields.

Lock Button

Click this button to lock the detail fields.

List Buttons

Click the list buttons to edit available list items.

Zoom Buttons

Click a zoom button to expand the notes windows.

Summary Grid All register records are shown in the summary grid. Click on a record here to
select it for viewing or editting.

Add Click the Add button to add a new registers record.

Del Click the Del button to delete the currently selected record.

Find Finds a record.

Find Next Performs the last find again.

Cert. Click the Cert. (Certificate) button to view and/or print a register certificate for
the person currently selected in the summary grid. Certificates are available in
both French and English.

Report Click the Report button to view and/or print a register report. To reduce the
records on the report, use the Filter button first.

Filter Click the Filter button to create a filter and reduce the size of the summary list

Clear Filter Click this button to clear any filter and display all records in the database.

|< Go to first record.

< Go to previous record.

> Go to next record.

>| Go to last record.

Browse Browse data in spreadsheet format.

Exit Exit the Registers Manager

Table 27-1 Register Manager Form Items
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Chapter 28 - The Mass Editor

The Mass Editor is a handy utility for changing large numbers of records all at once.
However, if you do not take care, it can also be a very dangerous utility since changes
cannot be undone. For this reason, only the “admin” account has access to the Mass
Editor.

The purpose of the Mass Editor is to make massive changes to your databases. For
example, suppose from some reason that zip code 12345 has been changed to 54321.
Instead of reviewing your entire membership database and making the change
repeatedly, you could use the Mass Editor to change all records with zip code 12345 to
54321 at once.

| & s Edin i

Mass Edit Wizard
Search and Replace Uity

STEP 1: Select the bype af edit wou-are going to do.

%5t a field in all records in a kable bo one specific value!

") Change a table Field from one walue to another

WARMING: Mass edit operations cannot be undone, Make sure

wou have a good, recent backup before attempting a mass edit Backup Manager

so that changes can be rolled back.,

TIP: Refer ko Appendix & of the users manual or the online help For fisks of table mames and

field descriptions.

Figure 28-1 The Mass Editor Form

Setting a Field To a New Value

Step 1 Do a backup using the Backup Manager.

Step 2 On page 1, select “Set a field in all records in a table to one specific
value” and then click the NEXT button.

Step 3 Select the name of the table you are going to change and then click the

ChurchWatch User’'s Guide 28-1



The Mass Editor

Step 4

Step 5

Step 6

Step 7

NEXT button.

Select the name of the field you are going to change and then click the
NEXT button.

Enter the new value to change to and then click the NEXT button.

Decide if the change will apply to all records or just a subset (“Set a
Condition”).

Click the FINISH button to perform the change.

Changing a Field From A Specific Value to a New Value

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Do a backup using the Backup Manager.

On page 1, select “Change a table field from one value to another” and
then click the NEXT button.

Select the name of the table you are going to change and then click the
NEXT button.

Select the name of the field you are going to change and then click the
NEXT button.

Enter the value you are changing FROM and then click the NEXT
button.

Enter the new value to change to and then click the NEXT button.
Decide if the change will search all records or just a subset (“Set a
Condition”). Note that setting a condition will allow you to change from
one value to another but only if the condition is true. It can be used to
create more sophisticated updates.

Click the FINISH button to perform the change.

ChurchWatch User’'s Guide

28-2



The PhoneTree Export

Chapter 29 - The PhoneTree Export

PhoneTree (tm) is a popular system for doing “cold calling” or for broadcasting
announcements by phone. White Mountain Software is a PhoneTree partner. The basic
idea of cold calling is that you record an important message and then have the
PhoneTree equipment call everyone you'd like to hear the message...all done
automatically. For more information on PhoneTree visit their web site at
www.phonetree.com.

The PhoneTree Export utility in ChurchWatch is used to select a list of people or families
from your Membership database. The utility will then create a PhoneTree compatible
import file that you can load into your PhoneTree equipment to make the calls.

| 3 - r. AT
} B Vil Eann i Wl

PhoneTree Export Wizard

(PhoneTree is Copytight 2002 PCS, Inc, All rghts reserved.)

STEF 1: Select the phone number Figld to export,

{(*¥Household Phone #1'

) Household Phone #2

{3 Household Alternate Phone #1

") Household Alkernate Phone #2

{7 Person Wark Phone (Includes Extension)
) Person Fax

" Person Cellular Phone

(") Person Phone #1

() Person Phone #2

Figure 29-1 PhoneTree Export Wizard
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Creating a PhoneTree File

Step 1 On page 1, select the specific phone number field you want to use and
then click the NEXT button.

Step 2 If a filter is desired (refer to chapter 30) to select specific records, create
it at step 2. Click the NEXT button.

Step 3 Click the FINISH button. When prompted, enter the path and name of
the file you wish to place the exported data into. This is the file that you
will pass to the PhoneTree equipment and software. The file extension
should be “.CSV”.

When the export completes, you will be given the opportunity to view the exported data.
Refer to your PhoneTree documentation and import this data file into PhoneTree to
begin the cold calls.
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Chapter 30 - Data Filtering

Data filtering is probably the single most powerful feature of ChurchWatch once you
understand how to build a data filter. Data filters can be as simple or as complex as you
want. Carefully read and study this chapter.

To put it simply, the purpose of a data filter is to reduce the view of a set of data. For
example, instead of having a view of all people in the church database, perhaps all you
are interested in is “men who were born this month”. Or suppose the pastor walks into
your office and asks you for a simple listing of all women who gave an offering last
month. You could do it with a ChurchWatch report but you might have to sift through
alot of data that also includes men. By using a data filter and a QuickReport in the
Membership Manager, you could retrieve this information before the pastor can leave
your office!l

Data filters are used in the Membership Manager, the Giving Manager, the Report
Manager, the Export Manager and in many other places throughout ChurchWatch. For
this reason, understanding how data filters work and how to build one will make you a
much more efficient ChurchWatch user. Figure 30-1 gives a simple example of a data
filter.

Joe Johnson Sally Johnson
Sally Johnson ’ Cindy Peters
Pete Peters Filter "All Females” P | Samantha Smith
Cindy Peters
Andrew Peters
Samantha Smith

Filtered Data

Original Data
* The original data is not lost, just hidden from wiew.
Figure 30-1 An Example of a Data Filter
Stonefield Query
ChurchWatch uses a product called Stonefield Query to present an easy to use interface

for building data filters. Most of the main forms in ChurchWatch have a SET FILTER
button. Click this button to display the filter builder shown in Figure 30-2.
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W Flutisz Filizy d

Figure 30-2 The Filter Builder

The filter builder form has a window showing the current filter you have built and are
using. In the example in figure 30-2 the window is blank because no filter has yet been
built. Table 30-1 explains each of the buttons on this form.

Form Button

Description

Add Click the ADD button to begin creating a data filter.

Delete Click the Delete button to delete the current filter.

Count Click this button to quickly count how many records are included in the new view based
on the current data filter you have built.

Help This button is not used. Refer to the online help.

Edit Click this button to make changes to the current data filter

Clear Click this button to delete the current data filter.

More Click this button for more options such as saving the current data filter for later use.
Refer to the paragraph on saving data filters.

OK Click this button to accept the current data filter and exit.

Cancel Click this button to cancel any changes you have made to the current data filter and exit

the form.

Table 30-1 Data Filter Builder Form Buttons
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Creating a Data Filter

To begin building a data filter click the ADD button. The form shown in figure 30-3 will

be displayed.
|37 Filizr Cundiiiv X
Field Dperatar
| equals
0
Ol ] ’ Cancel

IFigure 30-3 Filter Condition Builder

The Filter Condition builder form has two main fields, both found at the top of the form.
The “Field” pulldown list contains all fields that you can choose from. You will probably
need to refer to Appendix A for table and field information. Items in the list that are
greyed-out are titles that indicate the name of the table the fields that follow are from.
Knowing the name of the table will a help when you refer to Appendix A. The second
main form item is the “Operator” field. This field allows you to choose a comparison
operator which is one of:

Operator Applies To Description
equals Any field type matches, is the same
does not equal Any field type does not match, not the same
begins with Character fields Character field begins with the text string you provide
e.g. Begins with “Sm”
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Operator

Applies To

Description

contains

Character fields

Fields chosen from the table must contain the text
string you provide and it can be found anywhere.

does not contain

Character fields

Fields chosen from the table must NOT contain the
text string you provide and it can be found anywhere.

Is blank

Any field

Field is empty, blank, nothing entered

Is not blank

Any field

Field has something entered in it, non blank

is greater than

Any field except logical

Field is greater than the value you provide. For
character fields “B” is greater than “A”.

is greater than or equal to

Any field except logical

Field is greater than or equal to the value you provide.
For character fields “B” is greater than “A”.

is less than

Any field except logical

Field is less than the value you provide. For character
fields “A” is less than “B”.

is less than or equal to

Any field except logical

Field is less than or equal to the value you provide.
For character fields “A” is less than “B”.

is between

Any field except logical

Field is between two values you supply.

is one of

Any field

Field must match one of a set of values you provide.

Table 30-2 Operators

What you see on the rest of the form depends on which operator you choose.

Here’s an example. Suppose you are in the Membership Manager and you want to build
a filter that includes all family names that begin with the letter “W”. To build the filter
follow these steps:

STEP 1

STEP 2

STEP 3

Looking in Appendix A you would find that the People table has a field
called “family_nam”. In the above example you would find the greyed-
out title “People” which would indicate the People Table, and then find
the family_nam field and choose it.

Now you need to decide on an operator. Looking at table 30-2 you
would choose the “begins with” operator because you want all people
with family names that begin with the letter “W”.

When you choose the “begins with” operator the form will change and
show a button labeled “VALUE” and a blank field. You can either click
the VALUE button or simply enter a value. In this case you would
probably enter a “W” in the blank field. At this point the form should look
like the one in figure 30-4.
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|7 Filizr Condiiiv X
Field Qperatar
Farmily Mam hedgins with
Wy
Ok ] ’ Cancel

IFigure 30-4 Example Filter Condition

STEP 4 Click the OK button to Exit. The filter builder will be showing the current
filter you have built. In this example: “family_nam begins with W*

STEP 5 Click OK again. The Membership Manager will now only show people
with a family name that begins with “W”. The word “[Filtered]” will be
displayed near the top of the Membership Manager to remind you that
you have a filter in effect. You can clear the filter by clicking the CLEAR
FILTER button in the Membership Manager or by going back into the
filter builder (SET FILTER button) and clicking the DELETE button.

Quick Report

Some forms have a Quick Report button. Once you have your filter built you can do a
Quick Report to send the data to the printer or to mailing labels. Click the QUICK
REPORT button in the form you are using (Membership or Giving).

Compound Filters
Suppose you need to expand the above filter example to include only men whose last

name begins with “W”. This type of filter is called a “compound filter” because more
than one condition is required to complete it. Assuming the original filter is still in effect,
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here is how you would add a second condition to create a compound filter.
STEP 1 Click the SET FILTER button again to edit the filter.
STEP 2 Click the ADD button in the filter builder to add the second condition.

This time you will notice that the filter condition form has changed. It
now includes a “Connection” field.

N7 Filiny Copldiiiog 3
Connection  Field Operator
and Postal Cod hegins with
[JcCase sensitive
123
[ Ok ] ’ Cancel l

Figure 30-5 Filter Condition Form, Compound Filter

STEP 3 Choose a connection type. This is where things get more difficult.
Refer to table 30-3 for help.

Connection

Description

and

Logical “AND”. A AND B means that both A and B must be true. In the filter example
below, gender must be male AND family_name must begin with “W”. This is the filter
you would use for the example we are working on.

e.g. sex = “M” and family_nam begins with"W”

This would give a list of all males whose last name begins with the letter W.

or

Logical “OR”. A OR B means that if either A or B is true the field is accepted in the filter.
For example, if we wanted all males OR people with a family name beginning with “W”
the filter would be:

e.g. sex = “M" or family_nam begins with"W”

This would give a list of all males AND any person whose last name begins with W.
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or (
) or

) or (

Connection Description
and ( Filter conditions always work from left to right. If you would like to override the order, you
) and need to use brackets. Brackets are usually only required for compound filters that
) and ( contain more than two (2) conditions. Items in brackets are always checked first. To

illustrate how the use of brackets can change a filter refer to the following three
examples:

sex = “M” and family_name begins with “S” or family_nam begins with “W”

The above filter gives all males whose last name begins with S AND any person whose
last name begins with “W” because the filter works from left to right.

sex = “M” and (family_name begins with “S” or family_nam begins with “W”)

The above filter gives all males whose last name begins with S or W because we have
given preference to the items in brackets.

(sex = “M" and family_name begins with “S”) or family_nam begins with “W”
The above filter gives all males whose last name begins with S AND any person whose

last name begins with “W”. You can see that by moving the brackets, or not using
brackets at all can produce quite different results.

Table 26-3 Connections

STEP 4 After choosing a connection finish the filter by selecting the appropriate
field of interest, another operator and the appropriate value(s).

STEP 5 Click OK. Check the filter displayed for correctness. Click OK again to
put the filter into effect.

Saving and Restoring Filters

Once you have a filter working properly you can save it for use at a later date. To save
a filter do this:

STEP 1 Click the SET FILTER button to display the filter builder.

STEP 2 Click the MORE>>> button to display the STORE, RETRIEVE and
REMOVE buttons. Refer to figure 30-6.

STEP 3 Click the STORE button. In the form displayed, enter a descriptive
name and detailed description of the filter. Then click OK. The filter will
be saved with the name you entered.
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W Flutisz Filizy 1
[ ] Farmily Mam begins with W [~
and  Postal Cod hegins with 123

e T o

=
=
IIEI

[ Edit... ] [ Clear l [ More == ] Cancel

Figure 30-6 Storage and Retrieval of Filters

To Retrieve afilter:
STEP 1 Click the SET FILTER button to display the filter builder.

STEP 2 Click the MORE>>> button to display the STORE, RETRIEVE and
REMOVE buttons. Refer to figure 30-6.

STEP 3 Click the RETRIEVE button. In the form displayed, select a filter from
the list. Then click OK to exit the form. At this point you can click the
REMOVE button to delete the filter or click OK a second time to put the
filter into effect.

Note: All data filters are stored in the same place. All users of ChurchWatch use the
same set of saved filters. Keep this in mind if you create a filter you do not want
other users to have access to.

Tip:  Toremove a filter first retrieve it and then click the REMOVE button.
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Example Filters

From these filter examples you can see how useful data filters can be.

1.

All people with a birthday this month (July):

From the Membership Manager:

Month of birth equals July

All people with a birthday between January and April:
From the Membership Manager:

Month of birth is one of January, February, March, April
All people who gave an offering last month (January):

From the Membership Manager:
date given is between 1999.01.01 and 1999.01.31

or from the Giving Manager:

giving month equals January

All people in the Smith small group:

From the Membership Manager:

(under Grp Type) Name equals Smith Small Group

All families that live in an area with a zip code prefix 849:

From the Membership Manager:
postal cod begins with 849

Tip:

After creating your data filter, use the Quick Report to create a report.
Combining a data filter with a Quick Report is a great way to create your own
reports.
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Chapter 31 - Support

The Support Contract

In order to receive telephone and e-mail support beyond the 30 day free period, you will
need to purchase the optional support contract. The support contract is highly
recommended. Please contact White Mountain Software for current pricing. The
support contract is valid for a period of twelve months from activation. The support
contract costs go toward paying for support time and ongoing improvements to
ChurchWatch.

Web Page and Periodic Software Updates

The home page of ChurchWatch is http://www.churchwatch.com. The home page of
White Mountain Software is http://www.whitemountainsoftware.com. Watch the
churchwatch.com page for periodic software updates and for other support information
and news. You can use the automatic online update feature of ChurchWatch to check
for new software at any time (and you should do so from time to time).

Contact Information

White Mountain Software
610 Bronson Cres.
Saskatoon, SK.
CANADA S7J5E5
306.955.3657

EMAIL

support@churchwatch.com
sales@churchwatch.com

Support Hours

White Mountain Software is a home based business. Sales Office hours are 9:00AM to
11:30AM and 1:00PM to 5:00PM Central Standard Time Monday through Friday.
Technical support is available between the hours of 6:00PM and 9:00PM Central
Standard Time Monday through Friday and 9:00AM to 9:00PM on Saturdays. E-mail is
recommended and e-mails will be answered by the next business morning. Whenever
possible please use e-mail to forward your questions and comments.

New Reports

If the report you need is missing from ChurchWatch, White Mountain Software may be
able to add the report you require for a small hourly fee. Contact us for current pricing.
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Support

ChurchWatch User’s Group

The ChurchWatch User’s Group is a group that exists outside the control and
participation of White Mountain Software. As such the continued existence of the group
cannot be guaranteed by White Mountain Software.

The user’s group exchanges discussions and information via an internet email list. To
participate and subscribe to the email list send an email to:

churchwatchusers-subscribe @yahoogroups.com.
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Chapter 32 - The Database Rescue Utility

ChurchWatch includes a handy Database Rescue Utility. After a computer crash your
database tables may need minor repair. In the past this has been done from within
ChurchWatch. But what if you cannot launch the ChurchWatch program due to
corrupted tables? This is where the Database Rescue Utility comes in handy.

The Database Rescue Utility is a program that is external to ChurchWatch and can be
launched successfully regardless of the state of your database tables. To launch the
form, choose START->ALL PROGRAMS->CHURCHWATCH 4->DATABASE RESCUE
UTILITY from your Windows Start Menu.

Database Rescue Utility Form

s pHESTIE a%
ChurchWatch Database Rescue Utility I
Wersion 4.0 Copyright () 2003-2005 By White Mounkain Software

~— Ackions: - — Folders: -
[“]R Do Harne Folder
[ 1Fix carrupked mema fields Do Sub-Church Folders
Reindex all tables Do Archived Giving Folders
[] compact all tables
[ ] Delete Unused Files
— Ovverall Progress: -
i |
~— iCurrent Operation: w
i ]
Rescue ‘ ‘ Exit

Figure 32-1 Database Rescue Utility Form

Use of the Rescue Utility is fairly straightforward. Select one or more actions from the
“Actions” box on the left. Then decide which folders to apply the actions to and select
one or more in the “Folders” box on the right. Finally, click the RESCUE button to repair
all database tables in the selected folders. Table 32-1 explains each of the actions and
the folder choices.
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Form Item Description

Rebuild Index Files This selection is much stronger than a table reindex. It will actually delete all
index files (.CDX) and recreate them from scratch.

Fix Corrupted Memo Fields Rarely ever needed there is no need to check this selection unless directed to do
so by White Mountain Software.

Reindex All Tables This is a normal reindex of index files and should be done fairly often.

Compact All Tables Deleted records in ChurchWatch are never physically deleted until you compact
(pack) your database tables. Select this item to reduce the disk space required
to store your files (ie records marked for deletion are physically removed).

Delete Unused Files Stray database files that are no longer used by ChurchWatch are deleted if you
choose this option.

Do Home Folder This item would normally be selected. This is the home church folder (ie the
ChurchWatch root).

Do Sub-Church Folders If you have setup multiple databases check this to repair tables in the other
database folders.

Do Archived Giving Folders Check this to repair data under the folder “ARCHIVE” for each church or
database. The “ARCHIVE" folder contains archived giving and pledge data.

Table 32-1 Database Rescue Form Items
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Chapter 33 - The Online Software Update Utility

Since ChurchWatch version 2 you have been able to upgrade ChurchWatch for free via
the internet with the built in update utility. Version 4 enhances this utility by improving
the way that reports are updated.

There are two ways to launch the update utility:

1. From the HELP menu of ChurchWatch (HELP->UPDATE YOUR SOFTWARE
ONLINE)
2. From the Windows Start Menu (Start->All Programs->ChurchWatch 4-

>ChurchWatch Online Update)

You must have a live connection to the internet for the update utility to work. White
Mountain Software recommends updating often. If your software is up to date you will
be notified when you attempt to upgrade.

Software Update Utility Form

Figure 33-1 shows the main page of the update utility form.

| - NS At AN Llrpelsjiz Lj
ChurchWatch Software Update Utility

)

STEP 1 Make sure ChurchWatch is nok running.

STEP 2: Conneck ko the Inkernet, ||

STEP 3¢ Click the "Update Mow" bukton below,

[

Update Status | Metwork Setup

Update Metwork Waorkstations Automatically Get Latest Report Files Also

‘four Mersion: 4,0000
Mew Mersian:
Current Operation: Idle
Total Bytes Received: 0

Last Error:

Updater Mersion 4.0 Copyright (c) 2003-2005 By ‘White Mountain Software

IFigure 33-1 Software Update Utility Form, Main Page
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Quick-Update for Non-Network Users (Single User Version of ChurchWatch)

1. Uncheck “Update Network Workstations Automatically”. Check “Get Latest
Report Files Also” if you want to update your report files.

2. Click the UPDATE NOW button.

Quick-Update for ChurchWatch Network Users
1. Follow this procedure on your network server ONLY.

2. Set up paths to your network workstation’s ChurchWatch folder(s) if you have
not already done so (more detailed information follows).

3. Make sure “Update Network Workstations Automatically” is checked. Check
“Get Latest Report Files Also” if you want to update your report files.

4, Click the UPDATE NOW button.

Network Setup (For ChurchWatch Network users only)
| - NSGHaTe Llegelzgiz Lj]

ChurchWatch Software Update Utility
STEP 1: Make sure Churchiatch is nok running.
ATEP 2: Connect to the Internet,

STEP 3: Click the "Update Mow" bukton below,

Update Status | Metwork Setup

Erter Path ko a Metwork Warkstakion (Path Must Be Relative ko this Cormputer)

vl | .. || add |

Mebwork Waorkstations bo be Automatically Updated

Update

'Figure 33-2 Network Setup Page
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Refer to figure 33-2. This procedure is done at your network server only. This
procedure only needs to be done once or any time you change your network
configuration since the list of workstations will be remembered for next time.

For each network workstation you must create a path to the workstation's ChurchWatch
folder relative to the server. This may require setting up permanent drive mappings to
each of these folders so that the path can be referenced by drive letter. In addition, all
workstations to be updated must be powered on and connected to the network.

Enter a path in the path field or click the "..." button to browse for a path to the
workstation's ChurchWatch folder. Click the ADD button to add the path to the list of
workstations to be automatically updated. Continue doing so until all workstations are
accounted for. If you make a mistake or remove a computer from your network, first
select the workstation path to remove and then click the REMOVE button.

The UPDATE button can be used to manually update one or more workstations
immediately. This is handy in the case where you forgot to turn on one or more
workstations or some other problem occurred. Begin by selecting one or more
workstation paths from the list (tip: Use CTRL-Click to select multiple items). Next click
the UPDATE button to update the selected workstations.

Form Items

Form Item

Description

PAGE 1

Update Network
Workstations Automatically

Check this box only if you have the network version of ChurchWatch and one or
more workstations defined on the Network Setup page.

Update Report Files Also

Check this box if you want to update your report files. ChurchWatch will detect
if you have made changes to the non-Report Manager reports and will warn you
before overwriting.

Update Now Button

Click this button to update your software

Exit Button Click this button to close the form.
Path field Enter/edit path names in this data entry field.
Click this button to browse your hard drives and network for a path to a network
workstation's ChurchWatch root folder.
Add Click this button to add the path in the path field to the list of workstation paths.
Remove Click this button to remove one or more selected workstation paths.
Update Click this button to manually update one or more selected workstation paths

immediately. This button will not update or affect the software on your server.
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Form Item Description

Workstation List This list contains the paths that will be updated each time you do a software
update. This list is remembered for the next time you launch the update utility.

Table 33-1 Software Update Utility Form Items
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Chapter 34 - The Data Send Utility

From time to time, especially as the result of a computer crash, it may be necessary to
send your data to support for repair or examination. In previous versions of
ChurchWatch, this capability was built into the program. However, if your data was
corrupted such that ChurchWatch will not launch properly, the data had to be sent
manually - a time consuming and complex operation.

ChurchWatch version 4 now includes a handy external utility for emailing your data to
support. To launch the utility, choose START->PROGRAMS->CHURCHWATCH 4-
>EMAIL TABLES UTILITY from your Windows Start menu.

Data Send Utility Form

| ﬁ. Erpailifanlas

ChurchWatch Data Send Utility i,

Wersion 4,0 Copwright () 2005 By White Mountain Software . “::-'
MOTE: Email options must be properly setup in Churchwatch Setup Form,

~—STEF 1: Choose a database: -
~— STEP 2: What do wou want ko email? -

"

Ernail the main data files
[|Email the archive data from wear |1996

~— STEP 3: Send the email: -

Setup Email H Close ]

IFigure 34-1 The Data Send Utility Form

Begin by choosing a database. This will already be filled out with the name of your
home church database, and for most users, this will suffice. Next, decide if you want to
email the main data files or email a specific archived data year. In most cases, you will
be sending the main data files. Finally, click the SEND button to compress and email
the data to White Mountain Software.

If necessary, you can click the SETUP EMAIL button to adjust your email properties.
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The CLOSE button will close this form.
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Appendix A - Table Structures

This appendix lists each database table used in ChurchWatch and the corresponding field names and

types. The type is one of:

Numeric Numbers only
Character

Logical True (.T.) Or False (.F.)
Date Date

DateTime Date and Time
Currency

Memo

Character text or numbers (text string)

Monetary. Numbers only with 2 decimal places
Character text or numbers (text string) of any length

Width is the number of characters allowed in the field and Dec is the number of places right of a decimal
place. If Dec is blank, no decimals are allowed in the field.

Tip: To explore atable and see example entries use the Query Manager and do
a “Select * From <table name>". For example, SELECT * FROM HOUSE

Structure for tabl e:
Field Field Nanme

1 ACCOUNT

2 RECEI PTABL
3 DATE_CREAT
4  COMMVENT
5

6

7

Structure for tabl e:
Field Field Nanme
ACTI VE_EI D
EVENT_1 D
CLASS I D
FROM DATE

TO DATE

GOBRWNE

Structure for table:
Field Field Nanme

1 ACTIVE_EID

2 ATTENDANCE

3 MEMBTYPE
Structure for tabl e:
Field Field Nanme

1 ACTIVE_EID

2 PERID

3  PRESENT

4 EXCUSED

5 SICK

ACCOUNT. DBF

Type

Char act er
Logi cal

Dat e

Char act er
Nuneri c
Currency
Char act er

ACTI VE_E. DBF
Type

Nuneri ¢

Nuneri c

Nuneri c

Dat eTi me

Dat eTi me

ATND_SUM DBF
Type
Nuneri c
Nuneri c
Char act er

ATTEND. DBF
Type
Nuneri c
Nuneri c
Logi cal
Logi cal
Logi cal

(G ving Account nanes)

W dt h Dec Description

40 Account nane
1 True if receiptabl e account
8 Date created

55 Comment s
7 Account Number
8 2 Target or goal

50 Deposit nane

(Active Events and cl asses)
W dt h Dec Description
Active Event ID
Event ID
Class ID
From date/tine
To date/tine

0o 00~ U100

At t endance sunmary records)
Dec Description
Active Event ID
At t endance sunmary tot al
For this nmenbership type

-
W dt

2

h

8

7

0
(Detail ed attendance)

W dt h Dec Description

8 Active event ID

5 Person I D

1 True if person present

1 True if person excused

1

True if person sick
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Structure for tabl e:

Field Field Nanme
BATCH_ | D
DATE_d VEN
DESI GNATOR
PRE_TOTAL
COMMVENT
LOCKED

OO WNE

Structure for table:

*** PROPRI ETARY ***

Structure for table:

Field Field Nanme
Ul D
CALL_DATE
CALLED
NUVBER

A WNE

Structure for table:

*** PROPRI ETARY ***

Structure for table:

Field Field Nanme

1 PERID
2 DATEID
3 DATE

Structure for tabl e:

Field Field Nanme
1 DATE_ID
2 NAME

Structure for table:

Field Field Nanme
1 DEPGCSIT

Structure for tabl e:

Field Field Nanme
1 AREA ID
2 NAME

Structure for table:

Field Field Nanme

1 EVENT_ID
2 PERID

3 COVPLETE
4 TASK

BATCH. DBF

Type

Char act er
Dat e

Char act er
Currency
Char act er
Logi ca

Bl BLES. DBF

CALL_LOG DBF
Type

Char act er

Dat eTi me

Char act er
Char act er

C_NOTES. DBF

DATES. DBF
Type
Nuneri ¢
Nuneri c
Dat e

DATENAME. DBF
Type

Nuneri c
Char act er

DEPCSI T. DBF

Type
Char act er

DI STRI CT. DBF
Type

Nuneri c
Char act er

EV_TASKS. DBF
Type

Nuneri c
Nuneri c

Logi ca

Meno

(G ving batch information)

W dt h Dec Description
6 Batch I D
8 Batch date
50 Bat ch nane
8 2 Batch pre-cal cul ated tota
40 Free form conment

True if this batch is |ocked

(Bi ble transl ations)

(Dialer call |og)
W dt h Dec Description
50 Internal user ID
8 Date of the cal
40 Who was cal |l ed
30 Phone nunber call ed

(User defined date val ues)
W dt h Dec Description

6 Person I D

5 Date ID

8 Dat e val ue

Dec Description
Date ID
50 Narme for the date type

(User defined date nanes)
h
5

(Deposit account nanes)
W dt h Dec Description
50 Deposit account nane

(Areas and district nanes)

W dt h Dec Description
6 Area I D
50 Nanme for the areal/district

(Event tasks assigned to people)

W dt h Dec Description
8 Event ID
6 Person I D
1 True if tasks conpleted
4 Tasks assigned to person

ChurchWatch User’'s Guide

A-2



Appendix A

Structure for tabl e:

Field Field Nanme
1 EVENT_ID
2 EVENT_NAME
3 OCCURS

FROM DATE
TO DATE
REM NDER
REM NDTI VE
REOCCUR P1

co~NO O™

9 OCCURUNTI L
10 DESCRI PT
11 PUBLI SH
12 REOCCUR P2

13 EXCLUDE

Structure for table:

Field Field Nanme
1 FACID
2 NAME
3 DATE_CREAT
4  COMMVENT

Structure for table:

Field Field Nanme

1 EVENT_ID

2 FACID
Structure for table:
Field Field Nanme

1 NAME

2 TYPE

3 PHONE_NUM

4 UD

EVENTS. DBF
Type
Nuneri c
Char act er
Nuneri c

Dat eTi me
Dat eTi me
Logi ca
Nuneri c
Nuneri c

Dat e
Meno
Logi ca
Nuneri c

Logi ca

FAC_TYPE. DBF

Type
Nuneri c
Char act er
Dat e

Char act er

FACI LI TY. DBF
Type

Nuneri c
Nuneri c

FONEBOOK. DBF
Type
Char act er
Char act er
Char act er
Char act er

(Event
W dt h
5
50
2

N U1~ 00 00

N~ B0

descri ptions)

Dec

Description

Event ID

Event nane

Cccurs type

1 = occurs once

2 = Every <day of week>

3 = Every x days

4 = Once a nonth on day x
5 = Every xth <day>

6 = xth <day> of the nonth

Event’s start date/tine
Event’s end date/tine
True if rem nder required
Rem nd minutes before event
Recurring paraneter for type
Typel NA
Type2 day of week

(Sunday = 1)
Type3 nunber of days
Typed4 day # of nonth
Date event recurs unti
Description of event
.T. to publish in cal endars
Recurring paraneter for type
Type5 day of week
Type6 day of week
.T. to exclude fromconflict
checki ng

(Facility type nanes)

W dt h

5
50
8
50

Dec

Description
Facility ID
Facility nane
Date created
Comment s

(Facilities assigned to events)

W dt h

5
5

Dec

Description
Event ID
Facility ID

(Phone di al er phone books)

W dt h

Dec

Description

Per son or busi ness nane
Type of entry

Phone nunber

User I D

ChurchWatch User’'s Guide

A-3



Appendix A

Structure for tabl e:
Field Field Nanme
1 ENVELOPE_N
2 FAMLY_ID
3 PERID
4 FI RST_NAME
5 M DDLE_NAM
6 FAMLY_NAM
7  ACCOUNT
8 AMOUNT
9 DATE_d VEN
10 RECEI PTABL
11 RECEI PT_PR
12 COVIVENT
13 RECEI PTN
14 GIYPE

15 CHECK_NO
16 EXPORTDATE

17 BATCH.ID
18 RCPT_DATE
19 SPLIT_ID

Structure for table:
Field Field Nanme

1 PERID

2 GRP_ID

Structure for table:
Field Field Nanme

1 GED

2 NAME
Structure for table:
Field Field Nanme

1 GRPID

2 NAME

3 DATE_CREAT

4  COMMVENT

5 GED

6 NOTES

Structure for table:
Field Field Nanme

1 GRPID

2 PERID

A VI NG DBF
Type
Nuneri c
Nuneri c
Nuneri c
Char act er
Char act er
Char act er
Char act er
Currency
Dat e
Logi cal
Logi cal
Char act er
Nuneri c
Nuneri c

Char act er
Dat e

Char act er
Dat e
Nuneri c

GROUP_I NTEREST. DBF

Type
Nuneri c
Nuneri c

GRP_FOLDERS. DBF
Type
Nuneri c
Char act er

GRP_TYPE. DBF

Type

Nuneri c

Char act er

Dat e

Char act er
Nuneri c

Meno

GROUPS. DBF
Type

Nuneri c
Nuneri c

(G ving and pl edge records)

W dt h Dec Description
5 Emvel ope nunber
5 Famly ID
6 Person I D
15 Fi rst nane
20 M ddl e nane
40 Fam |y nane
40 G vi ng account nane
8 2 Ampbunt of of fering/pl edge
8 Date offering was given
1 True if receiptable
1 True if receipt printed
40 Comment s
6 Tax Recei pt nunber
1 G vi ng Type:
1=Check
2=Cash
3=Credit Card
4=G ft-In-Kind
10 Check # if check
8 Date record was exported
using the Export Manager
6 Batch ID
Date tax receipt created
5 Split IDif split offering

(People interested in a group)

W dt h Dec Description
5 Person I D
5 Goup ID (See GRP_TYP table)

(G oup fol der nanes)

W dt h Dec Description
10 Group Folder ID
100 Fol der nane

(Church group nanes)

W dt h Dec Description
5 Goup ID
50 G oup nane
8 Dat e created
50 Comment s
10 Group Folder ID

Free form notes/ n nutes

(Peopl e assigned to a group)

W dt h Dec Description
5 Goup ID
5 Person I D
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Structure for table: HOUSE. DBF (House tabl e, address information)
Field Field Name Type W dt h Dec Description
1 FAMLY_ID Nurreri c 5 Famly 1D
2 FAM LY_NAM Char act er 40 Fam |y nane
3 ADDRESS1 Char act er 40 Address field #1
4 ADDRESS2 Char act er 40 Address field #2
5 CATY Char act er 30 Cty
6 PROV Char act er 2 State or province
7 PCOSTAL_COD Char act er 12 Zip or postal code
8 HOUSPHONE1 Char act er 30 Mai n househol d phone #1
9 DI RECTORY Logi cal 1 True if famly in directory
10 PCAPTI ON Char act er 60 Phot o caption
11 COUNTRY Char act er 40 Country namne
12 ALT_ADDR1 Char act er 40 Alternate address field #1
13 ALT_CTY Char act er 30 Alternate city
14 ALT_PROV Char act er 2 Alternate state or province
15 ALT_CNTRY Char act er 40 Alternate country name
16 ALT_POSTAL Char act er 12 Alternate zip or pcode
17 ALT_PHONE Char act er 30 Al ternate phone #1
18 ALT_ADDR2 Char act er 40 Alternate address field #2
19 HOUSPHONE2 Char act er 30 Mai n househol d phone #2
20 ALT_PHONE2 Char act er 30 Al ternate phone #2
21 H.USR C1 Char act er 30 User character field #1
22 H.USR C2 Char act er 30 User character field #2
23 H_USR_CHK1 Logi cal 1 User checkbox #1
24 H_USR_CHK2 Logi cal 1 User checkbox #2
25 H_ USR_N1 Nurreri c 7 User nuneric field #1
26 H_USR_N2 Nurreri c 7 2 User nuneric field #2
27 PUBLI SH Nurreri c 1 Publ i shing | evel s:

1 = No restrictions
2 = Nane and Address
3 = Nane and Phone

4 = Publish Nanme Only

28 TYPE Nureri c 1 Type of record:
1 Church Famly

2 = Tenporary G ver
3 = Contact
4 = Vendor
29 EMAIL Char act er 40 Emai |
30 ALT_EMAIL Char act er 40 Al ternate Enmail
31 | D _LEVEL Char act er 40 Proprietary field
32 MAI LBOX Char act er 6 Church mail box
33 QUI CKSRCH Char act er 55 Driver for QuickSearch list
34 FAM _NOTES Meno Fam |y Notes
35 PUB_EMAI L Logi cal 1 True if OK to publish enail
36 | NC_SPOUSE Logi cal 1 True if spouse nane is to be
i ncluded on tax receipts
37 AREA ID Nureri c 6 Area I D (see district table)
38 | NACTI VE Logi cal True if famly is inactive
Structure for table: HYMNS. DBF (Hymm lyrics)

*** PROPRI ETARY ***
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Structure for tabl e:

Field Field Nanme
1 PERID
2 ITEMID
3  BORROWED
4 RETURNED
Structure for table:
Field Field Nanme
1 ITEM.ID
2 DATE_CREAT
3 TITLE
4  AUTHOR
5 | DENTI FI ER
6 LOCATI ON
7 PUB_DATE
8 TYPE
9 KEYWORDS
10 DESCRI PT
11 ON LOAN

12 ON_LOAN_TO
13 DUE_BACK

14 PUBLI SHER
15 OMWNER
16 VALUE
17 CALL_NuMm
18 | SBN
19 SERI ES
20 B_PERI OD
21 NOTI FI ED
22 B_COUNT
Structure for tabl e:
Field Field Nanme
1 LAST_MOD
2 NAME
3 LETTER
4 HEAD FI LE
5 SIGFILE
6 PRI NT_NAME
7 ENABLE _HD
8 ENABLE_SI G
9 SUBJECT
Structure for table:
Field Field Nanme
1 MEMB_ID
2 NAME
3 DATE_CREAT
4  COMMVENT

LI B_HI ST. DBF
Type
Nuneri c
Nuneri c
Dat e
Dat e

Ll BRARY. DBF

Type

Nuneri c

Dat e

Char act er
Char act er
Char act er
Char act er

Dat e

Char act er

Char act er
Meno

Logi cal
Nuneri c
Dat e

Char act er
Char act er
Currency
Char act er
Char act er
Logi cal
Nuneri c
Logi cal
Nuneri c

MAI L_M DBF
Type

Dat eTi me
Char act er
Meno

Char act er
Char act er
Char act er
Logi cal
Logi cal
Char act er

MEMBTYPE. DBF
Type
Nuneri c
Char act er
Dat e
Char act er

(Library item history)

W dt

h
6
7
8
8

Dec

Description
Person I D
Item I D
Borrow date
Return date

(Li brary Manager itens)

W dt h

Dec

Description
Item I D
Date created
Title
Aut hor
Identifier (eg |SBN)
Location of item
Publ i cation date
Type of item
= Book
Cassette
CD
DVD
Magazi ne
Newspaper
Vi deo
O her
Keywords for search
Description
TRUE i f on | oan
On | oan to who?
Dat e due back
Publ i sher nane
Omer name
Monet ary val ue
Cal | nunber
| SBN nunber
True if this is in a series
Borrow period in days
True if notified of overdue
Nunber of tines item borrowed

CONOUITRRWNE

(Formletters and bulk e-mails)

W dt h
8

40

4

200
200
40

1

1

100

Dec

Description

Last tinme formlet. nodified
Nanme of formletter

Form letter body

Path to header .BMP file
Path to footer .BWP file
Name to print for signature
True i f header enabl ed

True if footer enabled

Subj ect (for e-muil)

(Menbership type nanes)

W dt h
5

20

8

50

Dec

Description

Menber shi p Type ID
Menber shi p nane
Dat e created
Comment s
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Appendix A

Structure for
Field Field Nanme
1 ACTIVE_EID

2 M NUTES
Structure for table:
Field Field Nanme

1 LIST.ID

2 PERID

3 FAMLY_ID
Structure for table:
Field Field Nanme

1 LIST.ID

2 NAME

3 DESCRI PT

4 TYPE
Structure for table:

* k%

PROPRI ETARY ***

Structure for
Field Field Nanme

1 STATUS
Structure for table:
Field Field Nanme

1 TAGID

2 TITLE

3 TEXT1

4 TEXT2

5 TEXT3

6 LABELI NDEX

7 NOTES
Structure for table:
*** PROPRI ETARY ***
Structure for tabl e:
Field Field Nanme

1 NEED ID

2 NAME

3 DATE_CREAT

4  COMMVENT
Structure for tabl e:

Field Field Nanme
1 NEED ID
2 PERID

t abl e:

t abl e:

M NUTES. DBF
Type

Nuneri c

Meno

MM LI ST_DATA. DBF
Type
Nuneri c
Nuneri c
Nuneri c

MV LI ST_NAMES. DBF

Type
Nuneri c
Char act er
Meno

Char act er

M5GS. DBF

MSTATUS. DBF

Type
Char act er

NAMETAGS. DBF

Type

Nuneri c

Char act er

Char act er

Char act er

Char act er
Nuneri c

Meno

NETWORK. DBF

ND_TYPE. DBF
Type

Nuneri c
Char act er
Dat e
Char act er

NEEDS. DBF
Type
Nuneri c
Nuneri c

(Meeting minutes - Attendance Manager)

Manager)

“P"=peopl e list

st ock used

W dt h Dec Description
8 Active Event ID
4 Meeting m nutes
(Data for lists stored in Mi
W dt h Dec Description
10 Uni que List ID
6 Person IDif people list
5 Family IDif famly list
(Names of lists stored in Mil
Manager)
W dt h Dec Description
10 Uni que List ID
60 Li st nane
4 Description of the |ist
4 “F'=famly list
(Marital status types)
W dt h Dec Description
10 Marital Status
(Saved nane tags)
W dt h Dec Description
10 Nane tag I D
50 Tag title
50 Text line 1
50 Text line 2
50 Text line 3
2 I ndex of |abe
Free form notes
(Speci al need nanes)
W dt h Dec Description
5 Special need ID
50 Speci al need nane
8 Dat e created
50 Comment s
(Speci al needs assigned to people)
W dt h Dec Description
5 Special need ID
5 Person I D
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Appendix A

Structure for table:
Field Field Nanme
1 C NAME
2 FOLDER
3 ADDRESS1
4  ADDRESS?

5 dTY

6 PROV

7 COUNTRY

8 ZIP

9 PHONE
10 FAX
11 EMAIL
12 WEB_PAGE
13 CHARITY
14 LOGO FILE
15 DEF_CAT
16 SIG FILE
17 SI G TEXT
18 DEF _ZIP
19 BACKUPPATH
20 LAST_BACK
21 F_YEAR END
22 PASTOR

Structure for table:
Field Field Nanme
1 EVENT_ID
2 PERID

PARI SH. DBF (Chur ch Nanes)
Type W dt h Dec Description
Char act er 50 Church Nane
Char act er 50 Fol der contai ni ng data
Char act er 40 Church address
Char act er 40 Chruch address
Char act er 40 Church city
Char act er 2 Province or State
Char act er 50 Church country
Char act er 12 ZI P or postal code
Char act er 30 Chur ch phone
Char act er 30 Church fax
Char act er 50 Church emai |
Char act er 50 Church web page
Char act er 20 Charitable Registration #
Char act er 50 Church 1 ogo fil ename
Char act er 40 Def ault catagory
Char act er 50 Signature fil enanme
Char act er 50 Text for digital signature
Char act er 12 Def ault postal code
Char act er 100 Def aul t backup path
Dat eTi e 8 Last backup date
Dat e 8 Fi scal year end date
Char act er 50 Past or/ Rever and nane
PECP_REQ DBF (Peopl e required at an event)
Type W dt h Dec Description
Nuneri c 5 Event ID
Nuneri c 5 Person ID
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Appendix A

Structure for tabl e:
Field Field Nanme
FAM LY_ID
PER I D

FAM LY_NAM
FI RST_NAME
M DDLE_NAM
SEX

Bl RTHDATE
OCCUPATI ON
VEMBERDATE
RECORD_LEV

QOWOONOUITRWNE

[EEY

11 ENVELOPE_N
12 \WORKPHONE
13 EMPLOYER
14  FAX

15 EMAIL

16 NOTES

17 EXTENSI ON
18 CELLULAR
19 PHONEL

20 PHONE2

21 EMAI L_WORK
22 ANNIV

23 DEATH

24 MEMBER

25 YN _MEMB

26 YN DEATH
27  MAI DENNAMVE
28 STATUS

29 USER Cl

30 USER C2

31 USER C3

32 USER_CHK1
33 USER_CHK2
34 USER_CHK3

35 USER N1
36 USER N2
37 USER N3
38 USER ¢4
39 USER C5
40 USER C6
41 TITLE

42 PREFERRED
43 PROSPECT
44  PDI RECTORY
45 FATHER

46 MOTHER

47 1D _LEVEL
48 VEB_PAGE

49 QU CKSRCH
50 PUB_WEMAI L
51 PUB_HEMAI L
52 PUB_AGE

53 LOAD_LAST
54 VI SI TOR

55 LAST_ENV
56 NEXT_ENV

PECPLE. DBF

Type
Nuneri c
Nuneri c
Char act er
Char act er
Char act er
Char act er
Dat e

Char act er
Dat e
Nuneri c

Nuneri c
Char act er
Char act er
Char act er
Char act er
Meno

Char act er
Char act er
Char act er
Char act er
Char act er
Dat e

Dat e

Char act er
Logi cal
Logi cal
Char act er
Char act er
Char act er
Char act er
Char act er
Logi cal
Logi cal
Logi cal
Nuneri c
Nuneri c
Nuneri c
Char act er
Char act er
Char act er
Char act er
Char act er
Logi cal
Logi cal
Nuneri c
Nuneri c
Char act er
Char act er
Char act er
Logi cal
Logi cal
Logi cal
Logi cal
Logi cal
Nuneri c
Nuneri c

(Peopl e details)

W dt h

Dec

Description
Famly 1D
Person I D

Fam |y nane

First name

M ddl e nane

Gender (“M or “F")

Bi rt hdat e

Qccupati on

Menber shi p date

Aut hori ty:

1 Mai n Cont act

2 Spouse

3 Child

4 O her

Envel ope nunber

Wor k phone

Enpl oyer nane

Fax number

E- Mai | address (hone)
Person’ s notes

Wor k phone extension

Cel I ul ar phone nunber

User phone #1

User phone #2

Emai | address (work)

Anni versary date

Dat e of death

Menber shi p | evel

True i f nenber

True if deceased

Mai den nane

Marital status

User character field #1
User character field #2
User character field #3
User checkbox #1 (True/ Fal se)
User checkbox #2 (True/ Fal se)
User checkbox #3 (True/ Fal se)
User nuneric field #1

User nuneric field #2

User nuneric field #3

User character field #4
User character field #5
User character field #6
Person’s title (M., Ms...)
Preferred name

True if person is prospect
True if person in directory
Person 1D of father

Person |1 D of nother
Proprietary field

Per sonal web page URL
Driver for QuickSearch list
True to publish work enmil
True to publish hone enil
True to publish age

True to load | ast giving
True if personis a visitor
Last year’s envel ope #

Next year’s envel ope #
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Appendix A

Structure for table:

Field Field Nanme
PLEDGEDATE
FAM LY_I D
PER I D
AMOUNT
ACCOUNT
FREQUENCY
END_DATE
COMMVENT

ONOUITRRWNE

Structure for table:

Field Field Nanme

1 NAME
2 DESCRI PT
3  QUERY

Structure for table:

Field Field Nanme
1 LAST_RECPT

Structure for table:

*** PROPRI ETARY ***

Structure for table:

*** PROPRI ETARY ***

Structure for tabl e:

*** PROPRI ETARY ***

Structure for table:

Field Field Nanme
RES I D

SERI AL_NO
PUR BY
10 PUR DATE
11 PUR PRI CE
12 VENDOR
13 WARRANTY
14 SALE_DATE
15 SALE_PRI CE
16 SOLD_TO
17 BORROWEDBY
18 BORROWDATE

SFructure for table:

Field Field Nanme
1 ITEM.ID
2 PERID
3 R_DATE
4 SEND_EMAI L
5 NOTI FI ED

PLEDGES. DBF

Type

Dat e

Nuneri c
Nuneri c
Currency
Char act er
Nuneri c

Dat e

Char act er

QUERI ES. DBF
Type

Char act er
Meno

Meno

RECEI PT. DBF

Type
Nuneri c

REP_FAVS. DBF

REP_USER. DBF

REPORTS. DBF

RES_TYPE. DBF
Type
Nuneri c
Char act er
Dat e
Char act er
Char act er
Char act er
Char act er
Char act er
Char act er
Dat e
Currency
Meno
Dat e
Dat e
Currency
Meno
Nuneri ¢
Dat e

RESERVES. DBF
Type

Nureri c
Nureri c

Dat eTi e

Logi ca

Logi ca

(Pl edges)
W dt h Dec Description
8 Pl edge start date
5 Famly ID
6 Person I D
8 2 Anount
40 Account
1 Frequency
8 Pl edge end date
50 Conment

(Saved queries from Query Manager)

W dt h Dec Description
50 Query nane
4 Description of query
4 Query (SQL conmmand)

(Last receipt nunber)
W dt h Dec Description
10 Last recei pt nunber

(Resour ce nanes)

W dt h Dec Description
5 Resource I D
50 Resour ce nane
8 Date created
50 Conment s
12 Asset nunber
30 Manuf act ur er
15 Model nunber
15 Seri al nunber
20 Pur chased by (nane)

Pur chase date
2 Pur chase price
Vendor nane and address
Date warranty expires
Sal e date
2 Sale price (if sold)
Who sold to nane and address
Person | D who borrowed
Dat e resource borrowed

0o O~ 000000 0000

(People reserving a library item
W dt h Dec Description
7 Unique ItemID
6 Person IDif people list
Date of reservation
True if email notification
True if person notified

ChurchWatch User’'s Guide
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Appendix A

Structure for table:
Field Field Nanme

1 EVENT_ID

2 RES ID

Structure for tabl e:
Field Field Nanme

1 RGID
2 FAM LY_NAM
3 FI RST_NAME
4 M DDLE_NAM
5 CERT_NAME
6 FATHER
7 MOTHER
8 SPONSER1
9 SPONSER2
10 REVEREND
11 Bl RTHDATE
12 BAPTDATE
13 CONFDATE
14 NMARRDATE
15 BI RTHPLACE
16 BAPTPLACE
17 HOMVE_LOC
18 CONF_NOTES
19 MARR _NOTES
20 OTHR_NOTES
21 LOCL_NOCTES

Structure for tabl e:
Field Field Nanme
1 BAPTPLACE

Structure for table:
Field Field Nanme
1 BI RTHPLACE

Structure for table:
Field Field Nanme
1 BURYPLACE

Structure for table:
Field Field Nanme
1 RGID
2 FAM LY_NAM
3 FI RST_NAME
4 M DDLE_NAM
5 CERT_NAME
6 FATHER
7 MOTHER
8 Bl RTHDATE
9 BAPTDATE
10 BAPTPLACE
11 SPONSER1
12 SPONSER2
13 REVEREND
14 CONFDATE
15 PARI SH
16 CONF_NOTES
17 LOCL_NOTES

RESOURCE. DBF

Type W dt h
Nuneri c 5
Nuneri c 5
RG_BAPT. DBF
Type W dt h
Nuneri c 10
Char act er 40
Char act er 30
Char act er 20
Char act er 50
Char act er 50
Char act er 50
Char act er 50
Char act er 50
Char act er 50
Dat e 8
Dat e 8
Dat e 8
Dat e 8
Char act er 50
Char act er 50
Char act er 50
Meno
Meno
Meno
Meno
RG BAPT LI ST. DBF
Type W dt h
Char act er 50
RG_BORN_LI ST. DBF
Type W dt h
Char act er 50
RG BURY_LI ST. DBF
Type W dt h
Char act er 50
RG_CONF. DBF
Type W dt h
Nuneri c 10
Char act er 40
Char act er 30
Char act er 20
Char act er 50
Char act er 50
Char act er 50
Dat e 8
Dat e 8
Char act er 50
Char act er 50
Char act er 50
Char act er 50
Dat e 8
Char act er 50
Meno
Meno

Dec

Dec

Dec

Dec

Dec

Dec

(Resources assigned to events)

Description
Event I D
Resource I D

(Bapti sm Regi ster)

Description

Regi ster ID

Fam |y nane

First nane

M ddl e nane

Nanme on Certificate
Fat her’ s nane

Mot her’ s nane
Sponser’ s name
Sponser’ s name
Past or’ s nane

Date of birth

Dat e of baptism
Date of confirmation
Date of marriage
Pl ace of birth

Pl ace of baptism
Home | ocation
Confirmati on notes
Marri age notes

O her notes

Local notes

(Pl ace of baptismlist)

Description
Pl ace of baptism

(Pl ace of birth)

Description
Pl ace of baptism

(Pl ace of burial)

Description
Pl ace of buri al

(Confirmation Register)

Description

Regi ster ID

Fam |y nane

First nane

M ddl e nane

Nanme on Certificate
Fat her’ s nane

Mot her’ s nane

Date of birth

Dat e of baptism

Pl ace of baptism
Sponser’ s name
Sponser’ s name

Past or’ s nane

Date of confirmation
Church where confirned
Confirmation notes
Local notes
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Appendix A

S_tructure for table:

Field

1
2
3
4
5
6
7
8
9
10
11
12
13

Structure for table:

Field

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16

Structure for table:

Field
1

Fi el d Nanme
RG | D

FAM LY_NAM
FI RST_NAME
M DDLE_NAM
PARENTS_SP
Bl RTHDATE
DEATHDATE
BURYDATE
BURYPLACE
REVEREND
PARI SH
DEATHNOTES
LOCL_NOTES

Fi el d Nanme
RG I D

FAM LY_NAM
FI RST_NAME
M DDLE_NAM
CERT_NAME
FATHER
MOTHER
REVEREND

Bl RTHDATE
BAPTDATE
FCDATE

Bl RTHPLACE
BAPTPLACE
PARI SH
FC_NOTES
LOCL_NOTES

Fi el d Nanme
HOVE_LOC

RG_DEATH. DBF (Deat h Regi ster)

Type W dt h Dec Description
Nurreri c 10 Regi ster ID
Char act er 40 Fam |y nane
Char act er 30 First nane
Char act er 20 M ddl e nane
Char act er 50 Parents or spouse nane
Dat e 8 Date of birth
Dat e 8 Date of death
Dat e 8 Date of burial
Char act er 50 Pl ace of buri al
Char act er 50 Past or’ s nane
Char act er 50 Chur ch nane
Meno Deat h not es
Meno Local notes
RG_FC. DBF (First Conmmuni on Regi ster)
Type W dt h Dec Description
Nurreri c 10 Regi ster ID
Char act er 40 Fam |y nane
Char act er 30 First nane
Char act er 20 M ddl e nane
Char act er 50 Nanme on Certificate
Char act er 50 Fat her’ s nane
Char act er 50 Mot her’ s nane
Char act er 50 Past or’ s nane
Dat e 8 Date of birth
Dat e 8 Dat e of baptism
Dat e 8 Date of first conmmuni on
Char act er 50 Pl ace of birth
Char act er 50 Pl ace of baptism
Char act er 50 Chur ch nane
Meno Fi rst Comruni on notes
Meno Local notes

RG_HOVE_LI ST. DBF (Regi sters hone location |ist)
Type W dt h Dec Description
Char act er 50 Home | ocati on
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Structure for table: RG_MARR. DBF (Marriage Register)
Field Field Name Type W dt h Dec Description
1 RGID Nurreri c 10 Regi ster ID
2 HFAM LYNAM Char act er 40 Husband’s Fam |y name
3 HFI RSTNAME Char act er 30 Husband’ s First nane
4 HM DDLENAM Char act er 20 Husband’s M ddl e name
5 HFATHER Char act er 50 Husband’ s Father’s nane
6 HMOTHER Char act er 50 Husband’s Mt her’s nane
7 HBI RTHDATE Dat e 8 Husband’s Date of birth
8 HBAPTDATE Dat e 8 Husband’ s Date of baptism
9 HBAPTPLACE Char act er 50 Husband’ s Pl ace of baptism
10 WFAM LYNAM Char act er 40 Wfe's Fam |y name
11 Wl RSTNAME Char act er 30 Wfe's First nane
12 VWM DDLENAM Char act er 20 Wfe's Mddl e name
13 WFATHER Char act er 50 Wfe's Father’s nane
14 WMOTHER Char act er 50 Wfe's Mother's nane
15 WBI RTHDATE Dat e 8 Wfe's Date of birth
16 WBAPTDATE Dat e 8 Wfe's Date of baptism
17 WBAPTPLACE Char act er 50 Wfe's Place of baptism
18 W TNESS1 Char act er 50 W tness nane
19 W TNESS2 Char act er 50 W tness nane
20 REVEREND Char act er 50 Pastor’ s nane
21 MARR _DATE Char act er 50 Marri age date
22 PARI SH Char act er 50 Church nane
23 PROVSTATE Char act er 50 Province or state
24 MARR_NOTES Meno Marri age notes
25 LOCL_NOTES Meno Local notes
Structure for table: RG_PROF. DBF (Profession of Faith Register)
Field Field Name Type W dt h Dec Description
1 RGID Nureri c 10 Regi ster ID
2 FAM LY_NAM Char act er 40 Fam |y nane
3 FI RST_NAME Char act er 30 First name
4 M DDLE_NAM Char act er 20 M ddl e nane
5 CERT_NAME Char act er 50 Narme on Certificate
6 FATHER Char act er 50 Fat her’ s nane
7 MOTHER Char act er 50 Mot her’ s nane
8 W TNESS1 Char act er 50 W tness nane
9 W TNESS2 Char act er 50 W tness nane
10 REVEREND Char act er 50 Pastor’ s nane
11 BI RTHDATE Dat e 8 Date of birth
12 BAPTDATE Dat e 8 Dat e of baptism
13 CONFDATE Dat e 8 Date of confirmation
14 MARRDATE Dat e 8 Date of marriage
15 BI RTHPLACE Char act er 50 Pl ace of birth
17 HOVE_LCC Char act er 50 Horme | ocation
18 CONF_NOTES Meno Confirmation notes
19 MARR_NOTES Meno Marri age notes
20 OTHR_NOTES Meno O her notes
21 LOCL_NOTES Meno Local notes
21 BAPT_NOTES Meno Bapti sm not es
22 PROFDATE Dat e 8 Date of profession of faith
23 PROFPLACE Char act er 50 Pl ace of profession of faith
Structure for table: RG _PRST_LI ST. DBF (Registers priest list)
Field Field Name Type W dt h Dec Description
1 REVEREND Char act er 50 Past or nane
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SFructure for table:

Field

1
2
3
4
5
6
7

Structure for tabl e:

Field
1

A WN

Structure for tabl e:

Fi el d Nanme
SERMON_| D
DATE_CREAT
TI TLE

FI LENAVE
KEYWORDS
NOTES

WRI TTEN_BY

Fi el d Nanme
SERVON_| D
DATE_d VEN
COMMVENT

G VEN_BY

*** PROPRI ETARY ***

Structure for table:

Field Field Nanme

1 PERID

2 FAMLY_ID

3 TYPE

4 SKILL
Structure for table:
Field Field Nanme

1 TYPE

2 SKILL

3 DATE_CREAT

Structure for table:

*** PROPRI ETARY ***

Structure for table:

Field Field Nanme

1 NAME

2 PHONE_NUM

3 UD
Structure for table:
Field Field Nanme

1 PERID

2 CLASS_NAME

3 ACHEV_DATE
Structure for table:
Field Field Nanme

1 PERID

2 AWARD I D

3 AWARD DATE

SERMON. DBF
Type
Nuneri c
Dat e
Char act er
Char act er
Char act er
Meno
Char act er

SERMON_DATES. DBF
Type
Nuneri c
Dat e
Meno
Char act er

SETUP. DBF

SKI LLS. DBF
Type
Nuneri c
Nuneri c
Char act er
Char act er

SKI LTYPE. DBF
Type

Char act er

Char act er
Dat e

SL. DBF

SPD_DI AL. DBF
Type
Char act er
Char act er
Char act er

SS_ACHEV. DBF
Type

Nuneri c

Char act er
Dat e

SS_AWARD. DBF
Type

Nuneri c
Nuneri c

Dat e

( Ser nons)

W dt h Dec
6
8
50
100
50
4
30

Description

Sernon | D

Date created

Sernon title

Sernon fil enane

Ser non keywor ds

Ser non not es

Person who wote the sernon

(Sernon dat es)

W dt h Dec
6

8
4
30

Description

Sermon I D

Dat e gi ven

Comment s and notes
Who gave the sernon

(Time and tal ents assigned to people)

W dt h Dec Description
6 Person 1D
5 Famly ID
1 Ti me/ Tal ent type (see bel ow)
40 Ti me/ Tal ent nane
(Time and tal ent nanes)
W dt h Dec Description
1 Ti me/ Tal ent type
40 Ti me/ Tal ent nane
8 Date created
W dt h Dec Description
15 Name
30 Phone nunber
50 Internal user ID

(Achi eved cl asses assigned to people)

W dt h Dec
6
40
8

Description

Person I D

Cl ass nane

Date cl ass achi eved

(Awar ds assi gned to peopl e)

W dt h Dec
6
4
8

Description
Person I D
Award | D

Dat e awar ded
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Structure for table:
Field Field Nanme
AWARD | D

2 AVWARD_NAME

3 DATE_CREAT

4  COMMVENT

[EEY

Structure for table:
Field Field Nanme

1 CLASS ID

2 CLASS_NAME
3 START_TIME
4 END TIME

5 OCCURS

6 REOCCUR P1

7  OCCURUNTI L
8 DESCRI PT
9 PUBLI SH
10 REOCCUR P2
11 EXCLUDE

Structure for table:
Field Field Nanme

1 CLASS ID

2 PERID

Structure for table:
Field Field Nanme

1 CLASS ID

2 FACID

Structure for table:
*** PROPRI ETARY ***

Structure for table:
Field Field Nanme

1 CLASS ID

2 RES ID

Structure for table:
Field Field Nanme

1 PERID

2 CLASS_NAME

3 TEACH _DATE

SS_AWTYP. DBF
Type

Nuneri c

Char act er
Dat e

Char act er

SS_CLASS. DBF
Type

Nuneri c

Char act er

Dat eTi me

Dat eTi me
Nuneri c

Nuneri c

Dat e
Meno
Logi ca
Nuneri c

Logi ca

SS_ENROL. DBF
Type

Nuneri c
Nuneri c

SS_FAC. DBF
Type
Nuneri c
Nuneri c

SS_NOTES. DBF

SS_RES. DBF
Type
Nuneri c
Nuneri c

SSTAUGHT. DBF
Type

Nuneri c

Char act er
Dat e

(C ass award nanes)

W dt h Dec Description
4 Award | D
40 Awar d nanme
8 Date created
50 Conment s

(Cl ass descriptions)

W dt h Dec Descri ption
4 Class ID
50 Cl ass nane
8 Class start tinme and date
8 Class end tine and date
1

Cccurs type
1 occurs once
Every <day of week>
Every x days
Once a nonth on day x

5 = Every xth <day>

6 = xth <day> of the nonth
2 Recurring paraneter for type
Typel NA
Type2 day of week

(Sunday = 1)
Type3 nunber of days
Typed day # of nonth
Date recurring stops
Description of class
.T. to publish in cal endars
Recurring paraneter
Type5 day of week
Type6 day of week
1 .T. to exclude fromconflict
checki ng

A WN

N~ B0

(Peopl e enrolled in classes)

W dt h Dec Description
4 Class ID
6 Person 1D (enrolled)

(Facilities assigned to cl asses)

W dt h Dec Description
4 Class ID
5 Facility ID

(Resources assigned to cl asses)

W dt h Dec Description
4 Class ID
5 Resource I D
(C asses peopl e have taught)
W dt h Dec Description
6 Person I D
40 Cl ass nane
8 Dat e person assigned teacher
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Structure for table:

Field Field Nanme
1 CLASS ID
2 PERID

Structure for tabl e:
*** PROPRI ETARY ***

Structure for table:
Field Field Nanme
1 TITLE

Structure for table:
Field Field Nanme
Ul D

DESCRI PT
NOTES
DUE_DATE
DONE_DATE
DONE

OO WNE

Structure for table:
*** PROPRI ETARY ***

Structure for table:
Field Field Nanme
1 VISIT_ID
2 PERID
3 VI SITED BY
4 VI S| TSTART
5 VI SI TEND
6 PURPGCSE
7 METHOD
8 WHERE
9 STATE
10 TYPE
11 NOTES
Structure for table:
Field Field Nanme
1 PERID
2 NEED VISIT
3 MEM I NTRST
4 NEEDPRAYER
5 NO_CONTACT
6 PRAYER

TEACHERS. DBF
Type
Nuneri c
Nuneri c

THEMES. DBF

TI TLES. DBF

Type
Char act er

TO_DO. DBF

Type

Char act er
Char act er
Meno

Dat e

Dat e

Logi cal

USERS. DBF

VI SI T. DBF
Type
Nuneri c
Nuneri c
Char act er
Dat eTi me
Dat eTi me
Char act er
Nuneri c

Char act er
Nuneri c

Nuneri c

Meno

VI SI TOR. DBF
Type

Nuneri c

Logi cal

Logi cal

Logi cal

Logi cal

Meno

(Al current teachers)
W dt h Dec Description
4 Class ID
6 Person I D

(Title types)
W dt h Dec Description
15 Title (M., Ms. etc)

(To-Do List)

W dt h Dec Description
50 User 1D
50 Description of to-do item
4 Not es
8 Due Date
8 Date to-do item conpl eted
1 True if to-do item conpl eted

(Visitation)

W dt h Dec Description
10 Visit ID
10 Person I D
50 Narme of person doing visit

Tinme visit is to/did start
Tine visit is to/did end
50 Pur pose of the visit
3 Visitation Method
= In Person
Phone
Fax
Mai
Emai
O her
re visit occurred
te of visit:
Schedul ed
Needs fol | ow up
Cl osed
itation type:
First Tinme
Fol | owup
itation notes

w
SNRSWNROZOORWNE
T A TR T TR i R R TR VR T

(Visitors)
W dt h Dec Description

7 Person I D
True if person needs visit
True if nmenbership interest
True if needs prayer
True if does not want contact

Det ai | s about prayer request(s)
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Structure for table: VI SI TOR_HI STORY. DBF (Visitation History)
Field Field Name Type W dt h Dec Description
1 VISIT_ID Nurreri c 10 Visit ID
2 PERID Nurreri c 10 Person 1D
3 VISIT_DATE Dat e 8 Visit Date
4  CLASSEVENT Char act er 50 Class or event nanme
5 COMVENTS MEMO Comment s
Structure for table: W N_DATA. DBF

*** PROPRI ETARY ***
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