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1. IMPORTANT INFORMATION

Congratulations on purchasing the most comprehensive, user friendly, church attendance database on the market today
(according to me anyway). It has been built on the Microsoft Access platform, which means it incorporates many of the
Microsoft features, which no doubt you are already familiar with.

Faithworks has so many wonderful features that it may appear, at first glance, to be a little daunting. It is not. | have yet to
come across a church that uses all the features in Faithworks to their full extent. You only need to use the features that are
required by your organization.

There is no substitute to mastering the features of any software package (including Faithworks) other than to spend time
using it. So | encourage you to do just that. If you are scared that you might do something to the data, that you should not
do, make a backup copy of the data file (see section Backup for details) before you begin 'experimenting'.

I am convinced that spending a couple of hours going through Faithworks is more than enough time to get a good grasp of
all its features.

Also remember that computers were made by man, and you were made by God, therefore you can overcome any
difficulties that computers and software packages present.

This manual has been written for Access 2002/2003 version of Faithworks. Therefore there may be some slight
variation in instructions for and MS Access 2007 users (ie. when using the menu commands).

2. ACKNOWLEDGEMENTS

I would like to praise and give the glory to God for giving me the inspiration to create Faithworks. | would also like to thank
my beautiful wife Jennie for her support, encouragement, suggestions and ideas.

Some portions of the code within Faithworks is from:

Access(R) 97Developer's Handbook(TM), third edition by Paul Litwin, Ken Getz and Mike Gilbert, by SYBEX Inc. ISBN 0-
7821-1941-7, Copyright 1997 SYBEX Inc. All Rights Reserved. Used by Permission

3. MINIMUM COMPUTING REQUIREMENTS

Personal computer with a Pentium processor (Pentium 133 or higher recommended)
Microsoft Windows 98/2000/XP

Microsoft Access 2002 or higher

Microsoft Outlook 2002 or higher

64 MB of RAM memory

20 MB of hard disk space (If Microsoft Access needs to be installed, an additional 100 MB of hard disk space is
required.)

Super VGA (High Color 16 bit, screen resolution of 1024 x 768 (or greater), small fonts)

NB: Having the color setting at anything less than “High Color 16 bit” will result in the windows not displaying with
the designed colors.

Microsoft Mouse or compatible pointing device
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4. GETTING OPTIMUM PERFORMANCE

For optimum performance while using Faithworks, it is recommended to close any applications that are not being used (ie.
MS Word, Outlook ...etc). Any software package open at the same time as Faithworks uses up system resources (memory)
And as a result slows the computer down.

5. INSTALLING FAITHWORKS

1. The first thing you need to do is unzip the Faithworks.zip file. You should have the following files in the Faithworks.zip
file. If you do not see all of the files, they will have been automatically removed by email security. If this is the case, let
Angelo know what files are missing and they can be resent.

L] WinZip Pro - Faithworks.zip

File Actions Wiew Jobs Options Help
; e Ta ) =) =) A [EF i EIS
Z | @ e (dae || TE :“‘j o
i b J d ~ S~ | LS8 w é“ byl
e Dpen Faworites Add Extract Encrypk Wigw Checkiout ‘izard Wiew Style
Marne Tvpe Modified Size | Ratio Packed P..
E_‘)E Microsoft Office Access Applica..,  22J07/2008 6:00 PM 7,446,528 Te% 1,761,
@Faithwurks_be.mdb Microsoft Office Access Applica...  22)07/2008 5:59 PM 1,768,376  &7% 274,114
.js] FaithworksCutlook, i Application Extension 170072007 2:47 AM 1,662,464 53% 702,034
Ej DLL Reqiskration Instructions, bxk Text Document 01)11/2007 2:25 PM 2,114 64% 761
#| ReqisterFaithworksOutlook, bat? BATZ File 02§10/2003 10:00 AM 34 0% 34
#) UnReqisterFaithworksOutlook, bat2 BATZ File 170072007 2:00 AM 37 0% 37
@PeopleSearchManual.dnc Micrasoft Waord Document 13)01/2008 7:15 AM 447,880 S0% 221,704
@Faithworksr\’lanual.dnc Microsoft Word Document 0SJ07/2008 5:05 FM 2,092,544 22% 1,639,...
Selected O files, O bytes Tatal & files, 13,098KE a0

2. Extract all the files in directory C:\Faithworks. You will need to create this directory (or folder).

Next rename the files with extension “.bat2” to have extension “.bat”. The “2” is placed there to avoid the file being
removed by email security.

4. The next thing you need to do is double click on the RegisterFaithworksOutlook.bat file. This will register the
FaithworksOutlook.dll file...

5.1 Installing the FaithworksOutlook.dIL

FaithworksOutlook.dll is a file that is used by the Faithworks Email feature to avoid the security prompt in Outlook every
time an email is sent. The security prompt only appears if the Outlook Security Update is installed in Outlook 2000 or
greater. It is important you do not move the FaithworksOutlook.dll file after you have installed it.

FaithworksOutlook.dll will need to be installed on every PC that runs Faithworks.
To install the FaithworksOutlook.dll do the following:

1. Make sure FaithworksOutlook.dll and RegisterFaithworksOutlook.bat are in the same directory. You can put them
in any directory, but | would recommend the same directory as the Faithworks.mdb file.

2. Double click the RegisterFaithworksOutlook.bat file.
3. Alldone.

If the registration using the above steps fails, try it again. When | attempted to install it on a new PC it failed the first time but
succeeded the second time !!! If it still fails, try the following:

1. Click on ‘Start’,’Run’
2. Typein “regsvr32.exe” and then the full path of the FaithworksOutlook.dll.
For example...regsvr32.exe C:\Faithworks\FaithworksOutlook.dll

A couple of important notes about registering the DLL:
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If you move the location (or rename the folder containing it) of the FaithworksOutlook.dll you will need to register it
again.

If the location of the FaithworksOutlook.dll has spaces it in, you will need to surround the full path with double
quotes. eg. regsvr32.exe “C:\Program Files\Faithworks\FaithworksOutlook.dlII"

After registering the FaithworksOutlook.dll, make sure it hasn’'t changed folder. There has been an incident where
this has happened. If it does move, you will have to either put it back, or register it again.
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5.2 Checking the References

Because you have received Faithworks in a format (complete with source code) that is normally reserved for software
developers (or the PC that created the database), you may have to correct the ‘references’ in order for Faithworks to
function normally.

The most common cause of Faithworks not getting up and running correctly is not having the correct ‘References’ selected.

References are ‘links’ Faithworks has to other Microsoft Office files (that are actually programs) on your computer.
Sometimes, depending on what version of MS Office, and/or what type of MS Office installation has taken place, the
references Faithworks is looking for may be broken.

To check the references:
Open Faithworks.
Close the main Switchboard by clicking the ‘X’ in the top right corner.
Press F11 to display the ‘database windows’
On the left hand menu, click on the ‘modules’ button.
Double click on any of the modules (ie. basDeclares)
Click on ‘Tools’, ‘References’

You will see a window similar to the following:

References - Access9dhb

!

Available References: oK

| Yisial Basic For Applications A Zancel
| Microsoft Access 11,0 Object Library
| Microsoft DA 3.6 Object Library

| Microsoft Activesx Daka Obiects z.1 Librari Browse, .,
“’ I

s

| Microsaft Farms 2.0 Ohiject Library ﬂ

| Microsoft Windows Common Controls 6.0 (SPa)

| Microsoft Outlook 11,0 Object Library Priority

v Redemption Outloak Library, Yersion 4.4 Help
IAS Helper COM Component 1.0 Type Library ﬂ

IAS RADIUS Protocal 1.0 Twpe Library
Acrobat Access 2.0 Type Library
Acrobat Access 3.0 Type Library
ArtnTFHeInAr 1.0 Tvne |ikrary

< »

CQLE Automation

Location:  C:AWINDOWS system3z2stdolez. tHb
Language: Standard

If any of the references indicate they are missing, this would most likely be due to a different version of MS Office
running on your computer, compared to the computer from which Faithworks came from.

If you see one or more ‘missing’ reference, you need to scroll down the list and select the equivalent reference you're
your PC has installed. In most cases the only difference will be the version of the reference. In the above example, the
number 10.0 indicate the MS Office version 2002. If you are running something different to MS Office 2002, you will
have different numbers. MS Office 2000, for example uses the numbers 9.0 instead of 10.0.

To check if Faithworks has the correct references, click on ‘Debug’ and ‘Compile Faithworks’. If it comes up with a
message, then Faithworks will not operate correctly. If no message appeared, then everything is set to go.

Close the Microsoft Visual Basic screen by clicking the ‘X' in the top right corner.

It is best now to do a compact and repair of Faithworks. Click ‘Tools’, ‘Database Utilities’, ‘Compact and Repair’.
Faithworks will then restart.
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5.3 To Run Faithworks
The file Faithworks.mdb must be activated. You can do this by:

1. Starting MS Access, and then opening the Faithworks.mdb database, or

2. Creating a shortcut of Faithworks.mdb. Placing the shortcut on your desktop, and then double clicking the shortcut (this
is the recommended method).

6. INSTALLING FAITHWORKS ON A NETWORK

If Faithworks is to be used on more than one PC, then you need to read this section.
Faithworks consists of two essential files:

1. Faithworks.mdb - is the 'front end' of the database, and contains all the forms (windows of information), reports,
queries, and visual basic code.

2. Faithworks_be.mdb - is the 'back end' of the database, and contains only the data files, which are stored in
tables.

The Faithworks_be.mdb file should be stored on the server, or the fastest PC on a peer-to-peer network (a PC network
where no server exists).

You need to install Faithworks.mdb (front end) on the local hard drive (ie. c:\Faithworks) of each workstation (ie. PC) you
wish to run Faithworks from. To do this, copy the following files into the C:\Faithworks directory of each PC:

i.  Faithworks.mdb (the front end to the database)
ii.  RegisterFaithworksOutlook.bat (a file that runs a command to register FaithworksOutlook.dll)
iii.  FaithworksOutlook.dll (used for the Faithworks Email features)
You then need to double click on the RegisterFaithworksOutlook.bat file to register the FaithworksOutlook.dll.

Next, you need to tell each copy of Faithworks.mdb (front end) where to locate the data file, Faithworks_be.mdb (the back
end). You do this by 'linking' the two files:

Linking the front end with the back end:

Run Faithworks.mdb on the workstation (If the back end file is not where Faithworks expects it, you will be asked to
select the Faithworks_be.mdb file. Faithworks will then re-link the front end to the backend.

Alternatively, if ever you need to re-link the front end and back end, you can do so by:
o Click the Utilities button (the button with the screw)
o Click the ‘Link to Backend’ button
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7. IMPORTANT - BACKING UP

Backing Up - Backing Up - Backing Up - Backing Up

| have yet to come across a piece of software or hardware that is 100% error free, 100% of the time. Because of this, it is
crucial that you backup up important files regularly.

You should backup the "Faithworks_be.mdb” file at the end of every day during which the data was altered. It should be
backed up onto an external storage device (floppy disk, zip disk, CD...etc). You can backup a "zipped" version of
"Faithworks_be.mdb" if you wish. | would also encourage you to save a copy of the backed up files in an off site location
(i.e. someone's home), in case the worst scenario happens such as a fire destroys the building that houses your computing
equipment.

The 'front end' file "Faithworks.mdb" need only be backed up once, and there after only if modifications have been made.
You should also test restoring your backed up files periodically.
Remember, your data is only as secure as your last backup.

Backing up the files can be done through Explorer, by using the ‘copy’ and ‘paste’ commands, or by using a backup
program such as Microsoft Backup program that comes with Windows 95+.

So don®forget to Backup, Backup, Backup

7.1 Auto Backup

Faithworks can automatically back up the data file (Faithworks_be.mdb) once a week, and maintain a rolling 4 weeks of
data.

To activate this feature all you need to do is enter a valid back up directory in the System Settings (Utilities > System
Settings > ID number 7). Then every time a user starts Faithworks, the program will automatically do the following:

Check in the directory for any files with a filename of “Faithworks_be DD MMM YY.mdb” (where DD MMM YY
equals the date the file was backed up).

If the date in the filename is greater than 4 weeks old (28 days) then the file will be deleted.

If there is no file with a date less than 7 days old, then a backup of the current data file will be taken.

If ever you need to have a look at Faithworks data from the last 4 weeks, simply reconnect your front end to the backend
data file (using Utilities > Link To Back End). Don't forget to reconnect the front end to your current data file when you are
finished.

10
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8. GENERAL DATABASE FUNCTIONS

8.1 Records and Fields

A record is made up of one or many fields (pieces of information). For example, each person's individual record is made up
of fields such as: title, surname, firstname, street, suburb....etc.

If a person has a leadership quality, then that leadership record is made of the fields: leadership area, notes...etc.

8.2 Deleting Records

To delete an entire record form the database, it is important to delete all the pieces of information in that record. It is not
proper technigue to simply erase the fields separately within that record - this would result in a dummy record (a record with
blank fields in it).

The proper way to delete a record from the database is to place the cursor in a field of that record, and press 'Edit', ' Delete
Record', or press the 'Delete Record' button in the tool bar (the red cross with the arrow to it's left).

8.3 Adding New Records

To create a new record, whether it be a new group a person has joined, or a new person is to be entered into the database,
click on the VCR style button with the right pointing arrow and the star (at the top of the window).

8.4 Closing a Window

You can close the current window by clicking the close button (the arrow pointing towards the door) at the top right hand

corner of the window, or you can click the windows cross button (x) at the top right of the window (not the extreme top right,
as this shuts down Faithworks).

11
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9. REPORTS - FAXING, EMAILING AND PUBLISHING ON THE WEB

Emailing reports from Faithworks is done by saving the report as an attachment in one of the available formats: .txt .rtf
.html .snp

Click 'File', 'Send To', and follow the instructions....
To Fax - select 'File', 'Print' and select 'Fax' as the printer (Microsoft fax needs to be installed).
To Published on the Web - select 'File', 'Save as HTML...".

Snap Format

The Snapshot Viewer (a program) is installed by default with Access 2002, and enables users to save a report in a
snapshot format - the best and most versatile format to save a report.

However, in order to view the report, the user must have Snapshot Viewer installed on their machine.

If receivers of the snapshot format do not have the Snapshot Viewer, they can download it from
http://www.microsoft.com/accessdev/prodinfo/snapshot.htm (highly recommended).

You can also read more about the viewer at this site.

Therefore, if you wish to send snapshot reports to people without MS Access, it would be a good idea to let them know
where to download the software.

PDF Format

There are 3" party utilities available on the Internet, which enable you to save MS Access reports in PDF (Adobe Acrobat)
format. This is very useful if emailing reports regularly. To find these utilities you can use www.google.com to search on the
words “PDF reports”, or “PDF reporting”, or “PDF utilities”.

An example is http://www.pdf995.com

10. SECURITY

10.1  Setting a Database Password

Setting a password restricts access to only those people who know the password.
To set a password:
Open MS Access (not Faithworks)
Select 'File', 'Open Database', and check the 'Open Exclusive' button.
Go to C:/Faithworks and open the Faithworks.mdb file (the front end).
Select 'Tools', 'Security', 'Set Database Password'.
Type in your preferred password (and note it is case sensitive), and click 'Ok’.
Exit Faithworks and MS Access.
Next time you open Faithworks you will be required to enter the password.

Passwords are specific to the front end of Faithworks . Therefore, if Faithworks exists on a network, then the password
needs to be set on every PC. The passwords may be different between the PC's on a network.

It is also good practice to set a password to the back-end of Faithworks (Faithworks_be.mdb). This would prevent
unauthorized users from entering the back end directly, or linking into it through another program (ie. Excel). If a password
is set to the back-end, when a user opens the front-end of Faithworks, only the password required for the front-end needs to
be entered.

WARNING: IF YOU FORGET YOUR PASSWORD, THERE IS NO WAY TO START FAITHWORKS (to my knowledge,
although I'm sure if you search long enough on the internet you will probably find a method of ‘hacking’ into it),
OTHER THAN RE-INSTALLING IT, SO IT& A GOOD IDEA TO WRITE IT DOWN SOME WHERE.

12
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11. SETTING UP READ ONLY USERS

There are two ways to set up read only users.
1. The easiest way is to use the inbuilt Faithworks feature (section 11.1).

2. The more complicated way is to use the inbuilt MS Access workgroups functionality (section 11.2). This method should
only be attempted by people experienced in this MS Access feature.

11.1 The Easy Way to Setup Read Only Users

Faithworks comes with the ability to setup read only users. It relies on the windows login to identify each user, and each
Faithworks user must have an Individual Profile.

To start using this feature, enter your windows login in the dedicated field in your Individual Profile, under the Personal
Details tab (see picture below)

E= Individual Profiles

Select Individual

Sumame .

Prefemad name L

Mr Angelo Antonino
Status Wigitor - 2005 | 746

Congregation £V Family member |

| Church Involverment Personal Details | Contact Details Training ¢ Skills | Pastoral Care Important Events | Connections | Other

Mames . fige Farentz Contact Detailz

Title Ir £V Date of Birth Envelope Greeting

Surname Antoning Approx DOB ~ Letter/Email Greeting

Middle Mame Age Email

Eirst Mame Angelo Gender M v .

Giving
Preferred Mame Angela
3 Envelope Mo,
Phoeretic Pran.
— Marriage Family Lnit Entry # Exit
Marital Status  Married Farmily Role Husband/Father 4 Dates
Martiage Date Family Unit | Artoring, & & J o N b
; - - Exit Reason £V
“Y'ears Married Family D etailz
[[] Person uses maiden name [ Has this persan got children?
pup——— S
] .r_f,.\\:"'"q—. = ;5-‘-“;;\'\_\ -
Cusztorn Fields School Jﬁﬁ‘ﬁﬁworks Uzer .
Custom Field1 w School Mame C Faithworks User Login Angelo Antoning % |
Custom Figld2 w ‘Year A\ Faitbworks Permissions 1 Jj‘) |
e = 2t ‘;6;“

Phato : y,“”__%ﬁ:w N J— ot
Phot e

Enter a Faithworks Permission. Type in 1 for full permission, or 2 for read only.
Notes:
Typing in any other number other than 1 or 2 will result in read only permission

Leaving the Faithworks Permission field blank will result in full permission. So you need to enter a 2 to force read only
permission. It was setup this way to simplify setting up Faithworks from scratch when no permissions are setup.

If no Faithworks User Login’s are populated then all users will have full permissions. It is only after you enter one
Faithworks User Login’s that Faithworks will begin to set the permissions.

11.2  Setting up Workgroups, User Id’s and Permissions

Instructions for setting up users with different levels of security can be found in the Help Feature of MS Access, by
searching on the word “Workgroups”.

Front End or Back End?
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It is important to note that permission settings are stored within the Database (mdb) file. Therefore, if permissions are setup
from within Faithworks.mdb, and then you upgrade your Faithworks.mdb with a new Faithworks.mdb, you lose all your
permissions! Also, if a user has not been given permission (through Faithworks.mdb) to update table tbiPeople, the user
can still open Faithworks_be.mdb directly and update the table tbiPeople !!

To overcome these two issues, it is strongly recommended to set user permissions from within Faithworks_be.mdb (by
opening Faithworks_be.mdb). This will enable you to set permissions for all the critical data tables. When a user opens
Faithworks.mdb which is connected to Faithworks_be.mdb, these permissions still apply. Also, users cannot use queries to
update data in tables, unless they have update permission for that table. Therefore, it would not be necessary to set
permissions for the queries. Some of the features in Faithworks (ie. People Search and Statistics) actually require the user
to have ‘modify design’ permission on some of the queries. Hence it is advised to allow the full set of permissions for the

queries.

11.21 IMPLICATIONS WITHIN FAITHWORKS

One of the most common set ups is to have users with ‘read only’ permission only in the table tbiIPeople. This
table stores the information found in the Individual profiles. The following potential issue exists with such a user:

If a user with read only permission in tbIPeople removes someone from all groups, or adds someone for the
first time to a group, then the field in tbIPeople which records whether the person attends a group will not be
updated. This may result in incorrect reporting if the user proceeds to People Search and uses the ‘Attends
Group’ field, or incorrect statistics if the user proceeds to the Faithworks Statistics window. The data integrity
will be restored next time a user with edit permissions for tbIPeople opens Faithworks. To overcome this
potential flaw, it is suggested that if the user does not have edit permissions for tbiPeople:

A. Either the user is denied permission to edit table tbISPPeople, or

B. The user is made aware of the implications of removing someone from all groups, or adding
someone for the first time to a group, and thus will not gather statistics or use People Search.

11.2.2  SETTING UP USERS WITH READ ONLY PERMISSION
One of the most common requests by churches is to set up users with read permissions only for the entire
database, enabling them to print out reports and operate People Search. This can be achieved by making the
user a member of a Group which has the following permissions:

Object Read Modify Administer | Read Update Insert Delete

Design Design Data Data Data Data
All tables in Yes No No Yes No No No
Faithworks_be.mdb

12. COMPACTING FAITHWORKS

When something is deleted from the Faithworks, the 'empty space’ still adds to the size of the database file. To get rid of all
the 'empty spaces', and thus reduce the size of the database, you need to ‘Compact' the database regularly. Select 'Tools',
'Database Utilities', 'Compact and Repair Database'.

It is a good idea to get into a routine of compacting Faithworks once a week/fortnight (it certainly does not do it any harm).

13. REPAIRING FAITHWORKS

Access databases are liable to becoming corrupt from one of the following causes:
Hardware problems
Power surges
Improper shutting down of the database
Incomplete write operations

Viruses.

If Faithworks behaves strangely, it is possible that it may be corrupt.
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To try repairing a corrupt database, select 'Tools', 'Database Utilities', 'Compact & Repair Database'. It is important to note
that some corrupt databases are not repairable by this method, and to recover data from a corrupt database may be
expensive. Therefore it may be necessary to restore the backed up copy of Faithworks.

One must be careful that if a database has become corrupt (behaving strangely), the corrupt database is not backed up
over the previous ‘error free’ database.

14. MAIN MENU

Faithworks - [Main Screen]

i File Edit Wiew Insert Format Records Tools  Window  Help Type a question For help

Faithworks Version Release Date: 1 Dec 2007
Copyright ©) 1999-2007 Tanzanite Software Solutions

Crganization  Sample Church
Address 1 1 Hope Drive

| ﬁ This copy of Faithraorks is registered to:

=0 Address 2 Godtowen

| @ Address 3
=

E Address 4
Contact 1
Contact 2
Contact 3
@ Redistration kMumber Faithwovarks101
|_[l Data File:  CHDocuments and Settingsiasrtonino'DesktopiFaithorks \Fatheeorks_eblew . ml

Farm Yiem MUM

When Faithworks starts, it displays the registration details of Faithworks....

15. ABOUT SCREEN

By clicking this button on the main menu, you can set the name, street and contact details of the church.

The fields have been given generic labels enabling you to use them for whatever details you prefer (ie. Telephone, Fax,
Email, Website, Mobile...etc). Filling these fields in provides an easy way to include these church details in any reports.
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16. INDIVIDUAL PROFILES

This screen is accessed by clicking the

Faithworks - [Main Screen]

i3 File

Edit

Wiew Insert Format  Records

Tools  ‘Window  Help

Type a question For help

Church Status f v‘! Congregation | | [Add Mew Person ] 2422 people
| A | |Aberle, Yvette [Members) Andersan, Jesse [BHA Visitor 2007) Bassa, Alex [BHA Visitar 2007) Bikhead. Gladys [0 ccasional att.) Bradley,
'B_' Abraham, Joslyn [BHA Visitor 2007] Anderzon, Rob [Mewcomers) Bazzo, Wiliam [BHA Visitor 2007) Birkhead, John [Occasional att) Bradley,
= | Abraham, John [BHA Visitor 2007) Anderson, Mitchell [(BHA Visitor 2007) Battersby, Bill [Members] Bishop, Monica [BHA Visitor 2007] Bremner,
8 L Adam, Manfred [Fegular Att.) Andertan, Derek [Members) Battersby, Jean [Regular At.) Blair, Abbey (BHA Yisitor 2007) Bremner,|
D | |Adam, Gurty [FRegular Att.] Andertan, Anne (Members] Battersby, Emily [Childien) Blair, Janet [Jccasional att.] Brice, K.
'E_' Adamzon, Leigh [Touth] Andiade, Jamie [BHA Visitor 2007) Baittistella, Jordan [outh) Blair. Hannah [BHA Visitor 2007) Briscoe,
= |Adepoju, Taiwo [Misitor - 2006] Andiade, Meg [BHA Visitor 2007) Battistello, Mariah [Children) Blake, Alison [Dccasional att.) Briscoe,
L Adepoju, Chiistanah [Visitor - 2008) Andiewartha, Joseph [BHA Visitor 2007) Battistello, Adrian [Children] Blight. &my [Children) Broadbe
G | |Adepoju. Mozes [Visitar - 2008) Andrewartha, William [BHA Visitor 2007) Battistello, Chloe [Children) Boag, Leigh [Youth] Broadbe
T Adepoju. K.ehinde [isitor - 2008] Antoning, Angelo [Visitor - 2005) Bayer. Desmond [Visitor - 2006) Bodetto, Cazzandra [BHA Visitor 2007) Brobera.
= [ Agnew, Jason [Regular Att) Ashdovn, Jordan [BHA Visitor 2007) Bayerbach, Alex [Youth) Bohl, Hailey (BHA Yisitor 2007) Braberg,
'I_' Agnew, Tania (Regular Att) Azhe, Jhilmar [Visitar - 2008) Beaumont, Amy [BHA Visiar 2007 Bolton, Jacob [Regular Att.) Brohier,
1 | |&gnew, Christopher [BHA Wigitor 2007] Azhman, Jess [vouth] Becker. Kaylee [BHA Visitor 2007] Borg, Patricia [0 ccasional att.) Brooke,
'K_‘ Agnew, Zoe [BHA Visitor 2007) Ashman, Brad [vouth) Beddoes, Caitlyn [Children) Borkowski, Paul [Members] Brooke,
't [Agnew, Zachary [Children] Atking, Matthew [Fegular Att] Beeby, Fobyn [Fegular Att) Borkowski, Sally [Members) Brooke,
'L Agnew, Tayla (Children) Atking, Rebekah [Occasional att.) Bell, Joshua [Childien) Borzos, Kathy [Dccasional att) Brooke,
M | |Albury. Joan (Mewcomers] Atking, Rosemary (Members) Bel. Malcolm [Reaular At) Bosch. &my [Fegular &1t Brooke.
? Albury, Joan [Mewcomers) Atkinzon, Angie [BHA Visitor 2007) Bell. Simone [Regular i) Bosch, Caitlyn [v'outh) Brooke,
L [ Aldin, Jessica [BHA Visior 2007) Attard, Shannon [Regular Att) Bell. Reece [Children) Bosch, Leah [vouth) Birown,
& Aldin, Peter [BHA Visitaor 2007) Back. Mally [BHA Visitor 2007) Bell. Rachel [Childien) Basch, Alan [Regular Att ) Brown, J
p | [Alexander, Grace [Youth) Baker, Matasha [FRegular Att.] Bel, David (Regular At Bozch, Morica [Regular Att] Brown, Ay
— [4llen, Brianna [v'outh) Baker, Barb [Wisitor - 2008) Bell, Ruth [BHA Yisitar 2007] Bourke, Kaitlyn [Children) Birawen, A|
& Allen, Courtenay [Children) Baker, Jirmy [Members] Bell, Caleb [Children) Bourke, Cameron [Children) Birawn, 5
R | [Allen, Rozslyn [Regular At ] Baker, Michael [Youth) Bell, Mathan [Children) Bouwrke, Jodie [Members) Brown, J
'S_' Allen, Michael [Regular Att) Baker, Rozanne [Members) EBell. Rebekah [Children) Bourke. Stephen (Members) Brown, 5
= |Alley, Bev [Members) Bar, Chibitek [Regular Att.] Bel. Lisa [Members] Boutros, Andrew (Mewcomers] Birawen, L
,L Alley, Brorwyn [Youth) Barasitz, Sue [Occasional att.] Bell, Daniel [Members) Boutros, Lynda [Mewcomers) Birawn, G
U | |Alley. Joshua [vYouth) Barasitz. Liam [Children) Bel. Ashley (Reaular Att) Boutios, Erin [vouth) Brown.
T Alley, Karen [Members) Barber, Sandra [Regular Att.) Bellu, Simon [Members) Boutros, Tim [Childien] Brown, T|
— |Alley, Rapmond [Members] Barber, Meal (Regular Att.) Bellu, Hope [EHA Visitor 2007) Boutros, Gemma (Youth) Brown, B
,ﬂ' Alley. Lauren [Youth] Barber, WVivienne [Visitar - 200E] Belu, Melizza [Members) Boutiog, Bradley [Children] Brown, Gj
% | [Alley, Kirstie-Leigh [Youth] Barker, &nn [Occasional att.] Belu, Hannah [BHA Visitor 2007) Boxell, Tara [Touth] Buchana|
'T Alley, Kenayn [Regular Ak Barnes, Heidi [Regular Alt.) Benjamin, Fosh [Childien) Bowd, Matt [v'outh) Buchang
= |Alley, Graham [Members] Barnes, Josephine [Occasional att.] Benjamin, Facine [Children) Boyle, Duncan [BHA Visitor 2007) Buchang
|2 ) | &lley, Glyris (Regular &) Bartholomeusz, Jozhua [Children) Benjamin. Edith [Fegular Att.] Bradford, Monika [Occasional att] Buchang
Alley, Demick [Regular At Bartholomeusz, Stephen (Fiegular Att.) Benjamin, Emmanuel [Regular Ai.] Bradford, Mitchell [Children) Buchang
Allman, Caitlin (BH Visitor 2007) Bartholameusz, Jane [Fegular Att.) Bentley, Andrew [Youth) Bradford, Lachlan [Children) Buchang
Amor, Bradley [Youth) Barthalomeusz, Shaplee [Youth] Berger. ‘Wendy [Members] Bradford, M addizon [Children] Bucklan
Amoz, Ellen [Regular Att) Bartholomeusz, Georgia [Children) Berger, Chris (Members] Bradtord, Joshua [Children) Buehler,
Amos, Melissa [Children) Barthalameusz, Chelzey [Children] Bemyman, Dlivia [v'outh) Bradley, Yivienne [Occasional att.] Bull, Fian
Amosz, Stephen [Regular Att) Bartlett, Arthur (D coasional att.) Bestenbrebrer, Tiame [BHA Visiar 2007) Bradley, K.arina [BHA Visitor 2007) Bull, D ar
Amosz, Clare [Children) Bartlett. Ruth [Members] Bestenbrewr, Jayden [BHA Visitor 2007) Bradley. Jenine [Members] Bunn, 24
4 | >

Individual Profiles UM

Church Status: Selecting a Church Status from this drop down list will filter the people to only show those with the
selected status.

Congregation: Selecting a Congregation from this drop down list will filter the people to only show those with the
selected congregation.

Clearing the above drop down lists will display all people.

= TIP - To easily find a person in the list, place the cursor in the list (done by selecting any person), and type the surname
of the person you want to find. Faithworks will automatically move to the matching name.

16.1 Hiding people with specific Church status?

Who appears in this screen is dependant on the Status of the individual. You may have some people with status’s (such as
‘Deceased’, ‘Removed’, ‘Archived’) that you would rather not see every time you come into this screen. Who you do see is
managed by the Status Visible field. You're able to set which Status you would like to be Visible in this screen.

To set the ‘Visible’ property of Status values:

Double click in the white Status text box. A window will pop up which shows you all available status’.
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[ p———————
B3 Church Status

Status
o

Aszociate

Contact

Deceased

Invisible
Membership Pending
Mo Information
Outsicde Parish
Removal Pending
Removed

Unider Special Care
vWarshipping member

I I 4

EEEOEEEREOOREE

Record: |<| 4 || 1|40E >||>*| of 12

Tick the ‘Visible' field for the Status’s you would like to appear.
The ‘Visible’ field also sets who is displayed in the ‘Select Individual’ drop down list.
Other areas In Faithworks where the Visible field is used:

In the Groups screen, Registered Attendance, ‘Add Person’ drop down list.
Pastoral Care screen will only show Pastoral Care records of individuals with a ‘Visible’ status. So to will the
‘Preview Report’ from this screen.

16.2 Add New Person

Clicking the Add New Person button opens the individual profile window ready for you to enter a new person.
Mandatory Fields: In order for a new individual to be saved, you must populate the following fields:

Church Status

Family Unit

Family Role

16.3 Deleting an Individual

To erase all traces of an individual from within Faithworks:
Open the Individual Profile of the individual
Click the ‘Other’ tab
Click the ‘Erase Individual’ button.
Note: This step is not reversible, and should be used with caution.

16.4 Underlined Fields (ie. Status, Congregation)

Throughout Faithworks are field labels that are underlined (e.g. Church Status in the Individual Profile window). These are
fields that are required to be entered in order for the database (esp. the mailing features) to operate properly.

If you intend to use the “Preferred Name” for mail merges, you should fill in this field for all people, even though it may be
the same as their first name. When it comes to mail merges you can only choose one or the other (first name or preferred
name).

16.5 Church Status

Type in the terminology you prefer in your church. (ie. member, partner, friend, visitor).

16.6  Congregation

This field is set up for churches having 2 or more ‘different’ congregations (ie. Australian, Vietnamese). If you don’t have
more than 1 congregation, then you can leave this field blank.
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16.7 Drop Down Lists (the boxes with the little down arrow at the right hand side)

Re: Church Status, Congregation, Leadership Areas, A Group, Group Roles/Status, Family Unit, Region, Industry,
Training/Skills, Pastoral Care (Person Responsible)

In the above lists you must choose from the items in the list. If your choice does not exist in the list, then you can add to the
list by simply typing the word(s) in the box and pressing return - you will then be asked to confirm your action.

16.8 Group Meetings Attended

Clicking this button will display the group meetings where the individual's attendance has been registered. This provides a
quick glance at meetings the person has attended.

17. CHURCH INVOLVEMENT (TAB)

17.1 Leadership Area

Use this section to keep track of leadership qualities of an individual. If an item does not exist in the drop down list, type it in
and press ‘enter’, and the word will be added to the list.

Notes: The ‘Notes’ column is for extra notes if needed.

17.2  A-Groups

A-Groups is a general section that can be used for ‘grouping’ or ‘categorizing’ people with a name or description, which
does not necessarily fit into the Leadership Areas, or Groups section.

Categorizing A-Groups

A-Groups can be categorized. For example, if you may want to use this section to keep track ‘Giftings’ of people., you
should enter the gifts in the A-Group field, and then for every gift A-Group, give it a category of ‘Gifting’.

To edit a category of an A-Group, double click on the A-Group field (the white text box). This will pop up an A Groups
window.

In the A-Groups pop up window, you can edit the Category of an A-Group. An A-Group does not have to have a category.
To add a new Category, type it in the category field, and Faithworks will ask you if you want to add it to the list.

By using the category field, you will be able to report on people that have a specific category of A-Group. (eg. everyone who
has a Gifting.)

Examples of what you may use A-Groups for include:
- Keeping an invitation list to Bills BBQ (A-group = “Bills BBQ Invite”)
- Keeping track of Giftings of people

- Keep track of who has had the Working with Children Check

17.3  Groups

This window shows what groups the individual is involved in. This window is only used to add and remove registration of an
individual from these groups.

The group must be created before a person can belong to one. They are created from the ‘Groups and Meetings’ window
from the switchboard.

To add an individual to a group click on the 'new record' button, select the name of the group, select their role/status, and
make any other necessary notes. If a role/status does not exist in the drop down list, type the word in, and the word will be
added to the list.
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17.4  What should | use — Leadership, A-groups, or Groups?

If you're not sure about what section to use to keep track of a certain group of people, don’t worry. Use the tips below to
help you decide:

If you need to record details of meetings of the group, or the people have different roles, then the Groups section
would be the best place.

If your group of people are being labelled with a leadership area then you could use the ‘Leadership Area’ section.

The main limitation of the Leadership Areas is that you can not record any other details about the group of people
(ie. you can't categorize them nor give them a role)

If it is not a leadership area that you are tracking, and the group is not suited to the Groups section, then use “A-
Groups”

17.5 Is a Christian? Is a Leader?

These ‘check boxes’ are used to define whether the individual is a leader within the church, and whether he/she is a
Christian.

Tick if the person is a Christian, and is characterised as a leader within the church.
This information is used within People Search, and the Statistics windows.

It is important that all check boxes (ie: Is a Christian?, Is a Leader?) have the right value in order for 'People Search’ to give
a true result, when using these search criteria.

Note: You can alter the labels (descriptions) of these check boxes to suit your own purposes.

18. PERSONAL DETAILS (TAB)

18.1  General info Fields (Firstname...etc)

Type in the information corresponding to the field.

18.2 Customised Fields

The two fields (Customised Field1, Customised Field2) provide you with the ability to set up 2 fields that are required by
your church, but do not exist in Faithworks. You can rename these field descriptions to whatever you like. To rename them,
view the form frmPeople in design mode, and change the value of the labels to suit you.

These two fields correspond to the fields “Custom1” and “Custom2” in the table tbIPeople. It is important you do not change
the names of the fields in the table tblPeople. The values of these fields are stored in the tables “ztblICustom1” and
“ztblCustom?2” respectively.

These custom fields are also used in the People Search feature. You should change the labels of these two fields in this
screen to match the labels in the Individual Profiles screen. This is also done by viewing the form frmPeopleSearch in
design mode, and changing the value of the labels.

18.3  Family Unit

This is used to tie all individuals to a family unit.
Entering a new family unit

Type in the name identifying the family. It is important that you start with the surname. This must be identical for all family
members that have an individual file within Faithworks. Once entered for the first time, it should then be selected from the
drop down list (when entering other family members). It would be a good idea to include the names or initials of the spouses
(or individuals) in the family unit. This would prevent problems if there is more than one family with the same surname in the
church.

Eg. Name of couple/family: Bill and Mary Smith
Suggested Family Unit: ~ “Smith, Bill and Mary” or “Smith, B & M”

Name of couple/family: John and Amanda Smith
Suggested Family Unit: ~ “Smith, John & Amanda” or “Smith, J & A”
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Changing a family unit

If you need to change the family unit name of a complete family that is already entered in, Faithworks will automatically
search for other people and children with the same previous family unit, and ask you if you would like to change their family
unit name also.

Deleting old (not existing) family units
Family unit names that are not being used, can be deleted by using the Utilities button (see Custom Reports/Utilities).

18.4  Updating Common Fields of Everyone in a Family Unit

Famnily 1 it
Farnily Role ifestather “
Family Unit  Brown, G & -
Copy details into all fammily members
Copy details from | - |

To save you re-entering details that is the same for each family member, you can use this feature.

The first thing you need to do is tell Faithworks which fields you would like to copy. His is done by ‘double clicking’
the ‘Copy details from’ drop down list (or Utilities button on the left hand menu > Family Unit Copy Fields). This will
display the list of fields from which you can tick or un-tick the fields (see picture below).

DEX

E= Copy Family Details Fields

Field Mame Duplicate Display Crder

SilentPostaldddress
ErtryReason
ExitReason

ExitDate

Customd

Custom2

Parents
EmailOfParents
SilentHomeAddress
SilertPh

Silerthdobile
ParentzPostage
lz&Christian

Street

Suburk

State

Postocode
WiorkStrest v

5
Record: E 4 1 1 E][E of 39

B IR R e e e e B o e e Y o Y Y e Y e Y o R e e |

REREREFEEREEREEREREEEE

[

If you want to copy the values from the profile you are in, to all other family members, click the ‘Copy details into
all family members’ link.

If you want to copy values into the profile you are in, select the person you would like to copy from, in the ‘Copy
details from’ drop down list.

18.5 Family Role

Select the role the person has within the family unit.
This is a mandatory field (as of 27 Oct 2004).
If you double click on this field, a table will open up, enabling you to edit family roles you have already entered in.

Order Numbers
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The Order Number is used in features such as People Search (Merge Family Units). If the Order Number is not entered
correctly then the ‘merged’ results may not appear correct.

When entering the order numbers, you can have more than role with the same number. For example, you can have
‘Husband’, ‘Father’ and ‘Husband/Father’ all with an Order Number of 1.

The numbers used should be as per the table below:

B Family Roles IZ| [E| fgl

Raole Orderiir

Partner Male
Husband/Father
Hushband
Father

Partner Female
Wifeother
Wife

Mother
Single

Chilc}

Yotk
“roung Scoult
Sikling
Cther

o th o h s L) kR RS RS =S

OO0O0O0O0O0O0O0OEOOOR

record: (][] 2 [» Jp1)pk] of 14

The Partner field is used to indicate defacto relationships (ie. not married) and same sex partners. Tick this field if the role
is used by people in these relationships.

18.6 Person uses Maiden Name

Tick this box if the person (should be a wife) uses her maiden name. This field is used in People Search.

18.7  Family Details

Click the ‘Family’ button to display all the members in the family unit of the current individual.
The section titled ‘Members with Individual File’ shows those who have an individual profile within Faithworks.

The section titled ‘Members without an Individual file’ should be used to keep a list of the children of a family, but only if the
child does not have their own individual file (profile).

Photo

You have the ability to store a link to photographs of families. Simply click on the ‘Get Pic’ button, and point it to the picture
of the individual. To view the picture, click the ‘Show Pic’ button.

18.8 Has this Person Got Children?

This check box is used for statistical purposes.

Tick if the individual has children.

18.9 Parents Contact Details

These fields are used when communicating to the parents of children. They only need to be filled in if the Individual profile is
a child.

Envelope Greeting - Type in here the names of the parents as you would like them to appear on an envelope label.

Letter/Email Greeting — Type in here the greeting for the parents as would be used in a letter. An example might be
“Bill and Mary”.

Email — Type in here an email to contact the parents.
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Parent Mobile 1 — Enter a mobile of a parent. This is used to send an SMS to the parent.

Parent Mobile 2 — Enter a mobile of another parent. This is used to send an SMS to the parent.

19. CONTACT DETAILS (TAB)

19.1 General Info Fields (Home, Work Details...etc)

Type in the information corresponding to the field.

19.2 Email

If a person would like to use two email addresses (eg. both home and work) then both can be entered in the same field
(separated by a semi colon).

Mabile L4787 g4 L_| suent
Email(z] billcErmphiomne. conn. su; billEwark.con, au [ Silen

Clicking the ‘Send’ Button will activate Microsoft Outlook and transfer the email address of the current individual into the
‘To:" box.

The Send button will only work if Microsoft Outlook is installed and set up as your default emailing software.

19.3 Silent Contact Details

There are silent tick boxes for:
- Home Details

Home Ph

Mobile

Email

Postal Details

If the individual requests for details to be ‘silent’ then you should tick the respective box.

19.4 Post Codes

When suburbs are entered for the first time, you will be prompted to enter the postcode for that suburb. Next time you select
that suburb, the postcode will automatically be inserted into the postcode field.

If you enter the incorrect postcodes, corrections can only be made by opening the table tbiISuburbs, and editing the data in
it. Note that this will not update the postcodes in the Individual Profiles.

19.5 Copy Fields

This button will copy certain fields from the selected individual, to every other individual in the family unit.

To view the list, double click in the ‘Duplicate From’ box. This will display the list of fields from which you can tick or
untick the fields.

Adding extra fields to the list is possible but requires MS Access skills.

19.6 Long, and Overseas Addresses

If extra details are required in the address field, such as the title of a village
e.g. Melbourne Retirement Village
213 Retire Crescent
Melbourne 3000
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Australia

this is accomplished by pressing 'Ctrl & Enter' after typing in the title (ie. Melbourne Retirement Village), and then continue
to type in the street details (ie. 213 Retire Crescent). 'Ctrl & Enter' tells Faithworks to remain in the field, but start a new line.

For overseas addresses, where you require the country to be printed out, you should include the country in the Post Code
field. le. Type in '3000', press 'Ctrl & Enter’, and then type in 'Australia’.

To view the entire address in a window, you need to place the cursor in the field and press the up and down arrow keys to
scroll through it.

The entire address should print correctly in all the reports, mail merges, and postage labels.

20. TRAINING / SKILLS (TAB)

This window is used to keep record of any formal training or skills of an individual.
Fields:

Date: If you know the date the training was completed you can enter it here.
Item: Enter the training / skill / course here

Notes: Enter any other relevant notes

21. PASTORAL CARE (TAB)

This window is used to keep track of any contact that has to be made with an individual, or other notes that you wish to be
made in an individuals file (much like a doctor keeps a patient history).

Here is an explanation of the fields:

Entry Date: The entry date of the record. This is a mandatory field.

Notes: Relevant notes about the record, ie. Having marital challenges. This is a mandatory field

Action: If follow up action is required then this field will explain what is required. ie. “Arrange visit”

Category: If you want to categorise the Pastoral Care record you can do so using this field. Simply enter in a
description of the category if it doesn't already exist. To edit the spelling of existing categories use the Utilities screen.
An example of category may be ‘Prayer Request’.

Entered By: Select the person that is responsible for entering this record in the database. If their name does not exist,
type it in. This field is mandatory.

Action Person: Select the person that is responsible for the action. The names that appear in this list is set by the
‘Pastoral Care Action Person’ tick box in the Church Involvement tab of the Individual Profile. Only those people who
have this field ticked will appear in this list.

Action Date: If action is required by a certain date, you should enter the date here.
Completed: Tick this box when the action is complete.

C1, C2, C3, C4: These fields are as customisable fields. Fro example if you need to categorise Pastoral Care records
into more than one category, then you can use these fields. To relabel the fields you need to edit forms
frmContactTrackingSub and frmContactTrackSub. You can also edit these field names in the People Search search
fields (People Search > Utilities > Set Up Search Fields)

Fields that you must fill in for a record are:
Entry Date
Notes
Entered By

21.1 Using the Pastoral Care section for Prayer Requests

By setting a ‘Category’ of ‘Prayer Requests’, you are capable of maintaining a list of prayer needs attributable to people.
You can also then print out the list of current prayer needs. When the prayer is no longer required, you can simply tick the
‘completed’ box so it no longer appears on your ‘to do’ list.
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21.2 Pastoral Care reports

Reports of Pastoral Care information is done using the top section of the Pastoral Care screen

s - [Main Screen] |:”E”X'

'Ibols Window  Help Twpe a question For help = 2 & X

Pastoral Care
@ ~ Set your filtering criteria

Entry Date Action Date Completed
ﬁ Fram [ | Persan | Cakegory [ |
- To Action Person w  Entered By | Spphihlter

Ertry Drate | Person Motes Action Category |C0mp|etet| Ertered By | Action Date | Action Person | Address

» | : | O

Record: E 4 I 1] @b* of 1 | 1l | £

Form Yiew UM

Simply enter the criteria you wish to apply to the Pastoral Care records, and click ‘Apply Filter'.
You can enter more than one criteria.

If you click the ‘Apply Filter’ button with no criteria set, you will see all the records.

The ‘Report’ button will display the records meeting your criteria on a report.
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22. IMPORTANT EVENTS (TAB)

This tab in Individual Profile is used to keep track of important events within an individuals Christian walk (ie. Salvation,
Water Baptism, Fist Visit to Church...etc, etc). You may enter any sort of event that suits your organisation.

In order to graph the events with time, you must enter a date in each record. This information is graphed in the 'Statistics'
window. If you do not enter a date, that record will not be accounted for in the chart (in the statistics window).

Event: Select event from the drop down list
Date:  Enter date of event. Leaving this field blank will still register the record on the ‘Important Event Summary Report’.
Notes: Enter any other relevant notes.

Modifying the List of available Events is done through the Utilities screen.

22.1 Tracking Spiritual Journey (Lifecycles)

You can track the spiritual journey (called lifecycles in Faithworks) by allocating a Lifecycle Number to the Event.
The Lifecycle numbers indicate the order of the events.
This is done in the Utilities screen.

Reporting exists (in the Reporting screen) on what lifecycle individuals have reached.

23. CONNECTIONS

This tab is used to connect an individual with other individuals in Faithworks.

Use the Category field to describe the type of connection.

For example, you may want to record
‘Emergency contact’ details of individuals — Category would be “Emergency Contact”
Close friends of individuals — Category would be “Close friend”
The mentor(s) of an individual — Category would be “Mentor”

To view a list of all Individuals and their connections you can use the custom query called “Individual Connections” (found in
the Reporting screen).

24. OTHER

24.1 Date fields

Date Record Created: This field displays the date/time that the record was entered into Faithworks.
Date Record Last Modified: This field displays the date/time the record was last modified.

Last User: Records the user logon of the person who made the last modification.

25. TAGGING

This feature is designed to allow the user to construct a mail merge with randomly selected people.

Tag the people (from within individual files) you want to include in your mail merge and then, through 'People Search' select
the 'Tagged - Yes' criteria and proceed from there.

To display all those you have tagged, click the ‘Tagged’ button in the left menu bar. From this window you can not add
people to the list. You can only view the people, and delete the people.

If there is more than one user tagging people at the same time, it is OK. It will work fine. Each user creates their own list of
tagged people.

Technical note - In order for this to operate correctly, the thltagged table must not be in the Faithworks_be.mdb (backend)
file. The thlTagged table must be in the Faithworks.mdb (front end) file.
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25.1 How to Tag someone

To Tag a person, all you have to do is click on the ‘Tag’ button.

25.2 How to Un-Tag someone

To Un-Tag someone, click the ‘Tagged’ button on the toolbar, to bring up the list of all those tagged.
From here, delete the person (or people) you wish to Un-Tag using the delete button.

To Un-Tag all the people in the list, select all the records in the list (by clicking the grey square in the top left hand corner of
the list, or CTRL+A) and then click the delete button.
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26. GROUPS AND MEETINGS

This section provides you with the ability to:
Keep details of groups operating in your church
Register people as being attendees of a group, and assign roles to these people.
Keep details of group meetings, including attendance lists.
Keep statistics of activity that occurred in the group meeting (ie. salvations, attendance, collections...)
Quickly and easily enter group meeting information
Automatically import group meeting information supplied to you by group leaders through the Internet.

When you first enter this screen, all the groups will be listed.
To open a group double click on it.
You can filter the list by selecting Category 1 and/or Category 2.

Group Roles: This button will display the roles currently defined for group attendees.

The ‘Abbrev’ column is required for the roles to be used on the internet. If using the internet Online Reporting, there must be
one record in this table with an ‘Abbrev’ of “UN”. The role can be any description such as “Unregistered”,"Visitor”...etc.

Meeting Activity: This button views the activities set up to be recorded. The Internet Code field must contain a record with
“Att” inserted to indicate the “Attendance” activity. This is required for operation of the internet feedback.

26.1  Group Details

ES Groups

Apollos 2003

Group Details |Registered Attendance | Mestings |

Group Name Apollos 2003 Hidtea Start Date
Group Categary 1 Other Groups A"

Group Categom 2 w

Purpoze Leaderzhip Training

Leaders Wick and Andrea Smith

Wenue Details - 0 Cnline Reparting

Copy fram e Irternet Login Group 1D

Hosts Internet Pazsword

Street Churzh Select Group by Login Groug (D w

[] Online Service Attendance Group

Fhone

| Set thiz Group
Tirmi -

T Set Group
when ursd: - Meetings

Tirne:

Frequency Fortnightly w

Use this tab to enter the details of the group. Fields include:
Group Name:  Type in the name of the Group (ie. Kids Corner). This will appear on a report

Group Category 1 and Group Category 2: You have the ability to categorize groups to two levels using these two fields.
Examples of ‘Group Category 1’ entries may include Men’s, Women’s Groups, Musicians...etc. An example of Group
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Category 2 entries could be “Adult” and “Youth”. You do not have to enter group categories. If a group category is no longer
in use, and you wish to delete it from the drop down list, this can only be done through the Utilities screen. You can also add
a group category from within the Utilities screen.

Leaders: Type in the names of the leaders of the group (ie. Angelo and Jennie Antonino). This will appear on a
report.

Venue Details

Hosts: Type in the hosts name. Or, you can select a name from the drop down list (at left of the name). This will
automatically fill in the venue with the hosts home address.

Street: Type in the street address of the venue.

Type in the Suburb and Post code of the venue.

Phone: Type in the phone number of the hosts.

Timin

When: Type in (or select from the list) the day of the small group meeting.
Time: Type in the time of the meeting.

Frequency: Enter the frequency of the group meetings

Online Reporting

Internet Login Group ID: Enter in a unique Log in ID to be used by the group leader when using the internet to send
meeting details to the church.

Internet Password: Enter a password to be used when using the internet features. The password will be case
sensitive.

Notes: Enter in any other relevant notes.

Start Date: Enter in the start date of the group

28



Faithworks User Manual

26.2 Registered Attendance

B Groups

Apollos 2003
Group Details

— Tagging Functions — _ Registered Attendance

Full Mame Preferred Mame Surname Group Role Record Date
‘ [ Too Al Registered | | P | melissa Belu Melisza Bl Ative 01 -Dec-07

Alfred Cheah Alfred Chesh 01-Dec-07
Lucinda Evans Lucincz Evans Active 01-Dec-07
with sitole,of: Karen Fletcher Karen Fletcher Active 01-Dec-07
Tanya Fletcher Tarys Fletcher Active 01 -Dec-07
Geoff Goldup Geoff Goldup Active 01 -Dec-07
Katrina Graham Katrina Graham Active 01-Dec-07
felanie Hamiton hielanie Harmittan Active 01-Dec-07
Draniel Hamitton Craniel Harmittan Active 01-Dec-07
Tracy Medlin Tracy hedlin Active 01-Dec-07
Stephen Mudie Stephen Mulie: Active 01 -Dec-07
Hate Mudie kate tdudie Active 01-Dec-07
Mzt Moanan bt Maanan Active 01-Dec-07
Kellie Pencer Kellie Pender Active 01-Dec-07
Lorna Proctar Larna Proctar Active 01-Dec-07
Breft Ratten Brett Ratten Active 01-Dec-07
Kristy Ratten Kristy Ratten Active 01 -Dec-07
Luke Ratten Luke Ratten Active 01-Dec-07
Liz Rohinson Liz Robinson Active 01-Dec-07
Les Ruzsel Les Ruzzell Active 01-Dec-07
Leigh Sampson Leigh Sampson Active 01-Dec-07
Tim Shambrook Tim Shambrook Active 01-Dec-07
Liza Thomas Liza Thomas Active 01-Dec-07
Paul Thomaz Paul Thomas Active 01-Dec-07

[Register all Tagged People ]

T -

Rec‘;r-d; E J% l_mm[‘)’jﬂ_@ of 27

Do AA P AT

This tab displays those people who have been ‘registered’ as part of the group.

To add a person to this list, go to the new record row at the bottom of the list and select a person from the drop down
list.

Assign a role to the person by selecting a role from the drop down list.

Tag all Registered
To tag all the registered people, click on the ‘Tag All Registered’ button.
Register all Tagged People

This button enables you to quickly register many people. This is a great function (for example) if you need to form another
group with all people from Group “X”, everyone with Leadership Area “Y”, and everyone with an A-Group of “Z". To
accomplish this task, all you need to do is use People Search to Tag all the required people, then enter the Groups Screen,
create your group (if you haven't already done so), and then click on the ‘Register All Tagged People’ button. Oh, and don’t
forget to select a role for everyone.

29



Faithworks User Manual

26.3 Meetings

B Groups

Apollos 2003

| Group Details || Reqistered Attendance | Meetings

Select & Meeting Date |

— Meeting Details — Meeting Aftendance [Ouick Selection ][Add Absentees]

| Faithwiorks Person [Firsthlame|  Swname | Role
| @eoff Goldup Geoff Goldup Active
| Daniel Hamiktan Daniel Hamittan Active
__|Stephen hudie Stephen | Mudie Active
| Matt Moonan hiatt Moonan Active
__ |Brett Ratten Brett Ratten Active

Drste ‘Wednesday, 5 December 2007
Start Time 7:00 P

Topic Introcuction

Motes

Les Russzel Les Russel Active
Tarya Fletcher Tanya Fletcher Active
helizsa Bellu Melissa | Bellu Ahzent
P | Lucinda Evans Lucinds | Evans Ahsent
Tracy Medlin Tracy Medlin Absent
Kate Mudie Kate Mudie Ahzent
Paul Thomas Paul Thomas Ahzent
Liza Thomas Liza Thomas: Ahzent
Katrina Graham Katrina | Graham Ahzent
Aaron Hil Aaron Hill Ahzent
ielanie Hamitton Melanie | Hamiton Ahzent
helie Pender Hellie Pender Ahsent
Lorna Proctor Lorna Proctar Ahzent
Kristy Ratten Kristy Ratten Absent
Luke Ratien Luke Fatten Ahzent

i Record: (4[] 9 [ JOrI]r%] of 28

[ 5haw OnLine

Meeting Activity | Auto Attendance

i | Quantity
Aftendance 7

i
*

Record: (4] 4 || 1 [ J(rr)eE] of 1

This tab displays details of the group meetings.

Use the ‘Select a Meeting Date’ drop down list to view the details of a specific meeting.
Meeting Details

Used to store the respective information on the meeting.

Meeting Activity

Used to store quantitative details of the group meeting. You can define your own activities by entering them in. Essentially
you could record any type of activity that pertains to a group meeting. Click on the “Activity” button to view the activities.
The Internet Code field must contain a record with “Att” inserted to indicate the “Attendance” activity. This is required for
operation of the internet feedback. You do not need to enter a Internet Code for records besides ‘Attendance’.

The ‘Auto Attendance’ button will count all the people in the meeting attendance and automatically insert (or update if
already exists) the Attendance activity.

Examples of Activities could be:

- Attendance

- Tithes and Offerings
- Salvations

- Healings

- Baptisms

- New Visitors

Meeting Attendance
This section stores those names of those people who attended the meeting.

A person does not have to be in Faithworks in order to be included in this list. However if a person is in Faithworks, then
they should be added to this list by selecting them from the drop down list of the new record, or the ‘Quick Selection’ button.
If you are adding a person through one of these means, that is a registered attendee, then the role of that person will
automatically be populated.
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If selecting people from the drop down list, and they are not part of the registered list, they will be given the role where the
[Abbrev] field is equal to “UN". If there is no Role with “UN” in the [Abbrev] field (to indicate the individual is Unregistered),
then no default role will be given to the person.

Quick Selection — this window displays the registered attendees, and enables you to select multiple people and transfer
them to the ‘Attendance’ list b clicking the ‘Transfer Selected People’ button (button with arrow).

Add Absentees — this button automatically adds all the people who are in the ‘Registered Attendance’ list, that are not in the
meeting attendance list. All these people will be given a role of ‘Absent’. For this button to work, you must have created a
role of ‘Absent’. This can be done by simply typing the word ‘Absent’ in the Role drop down list. This feature has been
designed for churches who would like to keep track of absenteeism.

26.4 Recording Service Details!!!

This Groups and Meetings section is so versatile, it can even be used to keep track of church service statistics such as
attendance numbers, salvations, collections...etc.

This could be achieved by setting up a Group for every service time (ie. The Group Names could be “Sunday 9:00am”,
“Sunday 11:00am Adult”, “Sunday 11:00am Youth”, “Sunday 6:00pm”).

The groups could have a Group Category 1 of “Church Services”, and a Group Category 2 of “Adult” or “Youth”.

You could then set up Group Meeting Activities of “Attendance”, “Tithes and Offerings”, “Special Collection”, “Salvations”,
“Healings”, “Baptisms”, “New Visitors”...etc.

In the Attendance section you would store the names of everyone who attended the meeting, and also the name of who
preached at the meeting. You could assign people specific roles such as “Attended”, “Preacher”,”"Deacon”...etc.

Having church statistics entered in the ‘Groups and Meetings’ section would enable you to quickly and easily gather
summarised statistics of church services activity. This would be performed through the Statistics window.
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27. ONLINE REPORTING

B Online Reporting @

Fath for files received; DR aithweorksiGroupsiimport

Path for successfully processed files: Do aithwiorksiGraupsimpaortiDione
Path for unsuccessiully processed files:  DAFaithworks\GroupsilmportiError
Church Email Address that receives files:  email@church.com.au

Path far Sumimary Fila: DR aithwearksiGraupsudutput
Church code (supplied by Tanzanite): Church
;‘roc,assd Create
oI Surnmary File
Files

Faithworks now comes with a service allowing cell group leaders to inform the church of what's happening in their small
group meetings, as well as creating pastoral care records, and recording Sunday service attendance — all by using the
internet. This automates the data entry by the church, thus saving many hours every week of manual data entry.

Summary
In a nut shell how it works is as follows:

The Church uploads a file (called the Summary File) to the website. This file contains the required data (group
information, registered attendance lists (names only), Meeting dates, Pastoral Care categories, Pastoral Care Action
people) to be used on the website

Cell group leaders log on to the web site (www.tanzanite.com.au/EnterGroups.htm) using a supplied Church Code,
Login ID, and Password.

The cell group leader then fills out the required information on the web site, and clicks on a button, which sends a text
file to the church.

The church receives the email, saves the text file(s) in the correct directory, and clicks on a button in Faithworks, which
automatically imports the information from the txt file into the database.

The type of information recorded in Faithworks by this process includes:
Date and Time of meeting
Meeting Topic
Notes
Quantified activity such as salvations, healings, donations...etc
Who attended from the church
The names of any new people that attended, that may not be part of the church congregation.
Pastoral Care records

32



Faithworks User Manual

Meeting attendance records for the Online Service Attendance Group

27.1 The Online Service Attendance Group — explained

If you would like to keep track of who attended church on a Sunday then this section is for you.
This is how it works (and what you need to do to make it work):

You create a group dedicated to this purpose. You might want to call it something like “Sunday Service Attendance”. If
the church also holds services on Saturday, you might want to replace the “Sunday” with “Weekend”. A limitation of the
website functionality is that you can only have one group (displayed on the website) for service attendance.

You need to tell Faithworks which group you are choosing for this purpose. This is done by clicking the ‘Set this Group’
button in the ‘Group Details’ tab.

You need to create group meeting records for the group which extend to at least four weeks in the future, and flag them
to ‘Show On Line’. This provides the internet site with a list of service dates. You can easily do this by clicking the ‘Set
Group Meetings’ button. From within the window that pops up (see below), you can create new meeting records, and
click the ShowOnLine field. The only mandatory field in this window is the Date.

E= Group Meetings IZI E| f‘5__<|

Topic ShowOnLine | GrouplD
01-Jun-07] Meeting 1
07-Jun-07 Meeting 2

21-Jun-07
29-Jun-07
30-Jun-07

Record: E 1 [I][E of 5

In the Registered Attendance list for the Group you need to include all the people expected to attend at the Sunday
service. If you have more than one service on a Sunday, and would like to record which service a person normally
attends, then you can use the ‘Role’ to indicate this. Simply enter a Role such as “AM Service” or “PM Service” or
whatever works for you that best describes the service. If the person attends on a Sunday (ie. selected on the website),
then the role will be automatically transferred to the meeting attendance record. If you do not want to record which
service a person normally attends, then you can populate the Role with something else (or leave it blank).

Note: A limitation of this feature is that Faithworks can record what service a person ‘normally’ attends, not ‘actually’
attends. For example, if a person normally attends the AM service, but on one particular Sunday the person attended
the PM service, the online reporting process will show the person to have attended the AM service. The reason for this
is that the internet site only shows the service dates and not the ‘Role’ of the person (which would indicate which
service on the Sunday).

The end result of using the internet site will have all registered attendance people being recorded in the group meeting.
Some will have a role as per their registered attendance role, and some will have a role of ‘Absent’. The ‘Absent’
people are required to exist in the meeting record to enable historical reporting of people that did not attend a meeting.

27.2 What You Need to do to use the Online Reporting

Activate the Service

Using this service requires a ‘Church Code’, which is supplied by Tanzanite Software Solutions, and is available by
registering for this service by contacting faithworks@tanzanite.com.au.

Set up the Required Paths

You need to set up 4 directories (on a PC) that will store the files used in this service. The four directories are listed in the
‘Online Reporting’ window. To edit these values click the ‘Edit Values’ button.

1. Path for files received: This directory is where the files are saved, that are received from the web site.

2. Path for successfully processed files: Once a file has been processed successfully by Faithworks, it will
automatically be moved to this directory.

3. Path for unsuccessfully processed files: If an error is encountered during the processing of file, Faithworks will
automatically move the file to this directory. You should then attempt to correct the file by opening it in a text editor
(ie. Notepad), and once corrected, move the file back to the ‘Path for files received’ for re-processing.

4. Path for summary text file for Tanzanite: This directory will store the Summary File created by the button ‘Create
Summary File’. This file is then uploaded to the website.
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Sample directory names might be:
1. C:\Faithworks\Import
2. C:\Faithworks\Import\Done
3. C:\Faithworks\Import\Errored
4. C:\Faithworks\Output
Populate the Church Email Address
The Church Email Address field also needs to be populated in order to produce the ‘Summary File’.

It's labelled as ‘The Church Email Address that receives files'. This is the email address that the website will email a text file
with the information to the imported into Faithworks.

Set up the Groups

For each Faithworks group that you would like to be part of the online reporting you need to give each group an ‘Internet
Login Group ID’ and an ‘Internet Password’. This is done in the Groups window, Group Details tab, Online Reporting
section.

The GrouplD you use must be unique, and not be greater than 15 characters.

You should also make sure your selected Groups have some people as registered attendance. These people will appear on
the website.

Set Up the Roles

For each role that you would like to use in the Online Reporting, you need to assign an ‘Abbreviation’. The Abbreviation is
one or two letter that uniquely identifies the role. You can set these through the Groups window, Roles button, and
populating the ‘Abbrev’ column.

You need to have a role called ‘Absent’, and populate the ‘Abbrev’ column with whatever you like.

Important: If you want a registered attendance person to appear on the website, you need to ensure that they have a role
that has an abbreviation.

Set Up the Group Activity

For each activity (eg. Salvations, Healings, Donations...etc) that you would like to record through the online reporting, you
need to assign an ‘Internet Code’. This is done through the Groups window, Activity button, and populating the ‘Abbrev’
column.

You must have an activity called ‘Attendance’ (spelling does not matter) and it must have an Internet Code of ‘Att’. This is
required for Faithworks to automatically populate this activity.

Pastoral Care Action People

On the website the user has the ability to assign an ‘action person’ to a pastoral care note. This is done on the website by
selecting a person from a drop down list.

In order for people to appear in the drop down list (on the website), you need to tell Faithworks which people to show in the
list. This is done by selecting the individual profile, and ticking the Pastoral Care Action Person check box in the Personal
Details tab.

To view all the people who have been selected as pastoral care action people, have a look in the Action Person drop down
list in the Pastoral Care section of an Individual Profile.

Pastoral Care Categories

On the website the user has the ability to assign a ‘category’ to a pastoral care note. This is done on the website by
selecting a category from a drop down list.

In order for categories to appear in the drop down list (on the website), you need to have categories set up in Faithworks.
This is done by either

Entering categories in a Pastoral Care record, or

Using the Utilities screen, selecting ‘Pastoral Care Categories’, and editing the list.

To view all the categories, have a look in the Category drop down list in the Pastoral Care section of an Individual Profile.
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27.3 Updating the Information on the Internet — The Summary File

The information displayed to users of the web site is updated by clicking on the button ‘Create Summary File’. This will
create a file in the directory specified in the ‘Path for summary text file for Tanzanite:’ field.

You need to upload the summary file to the website by going to www.tanzanite.com.au/EnterGroups.asp and clicking
‘Browse’ to select the file, and then click ‘Upload File’ (see picture below for website)

4 Cell Group Online Reporting - Entry Screen - Microsoft Internet Explorer |__||E||z|

File Edt ‘iew Fawvorites Tools Help ':F

eBack = e = @ @ ih ./'ﬁSearch *Favorites @ E;:?‘v .,{_;g p’)_.ﬂ = \_J ﬂ "3

Address @ http: ] fesvwe kanzanite, com, aufEnterGroups. asp

Links **

el

b Gc-

THE COMPLETE CHURCH DATABASE SOLUTION

s ONLINE CELL GROUP REPORTING

To use this systern you must enter the following three access words
which are available from your church. Then click ‘Enter’

Church Code |
Group ID |

Password (case sensitive) |

To update the database use the 'Browse' hutton to select the file created from
your database, and then click ‘Upload File'...

|[ Browse.. |

Upload File

007 Tanzante Sof olutions. A

| £

@ Done #© Internet

Privacy of Information

For security reasons no personal details are stored on the Internet, other than first names and surnames of the registered
people of a group, and these details are only made available to those who know the Church Code, Login Group ID, and
Password.
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27.4 The Internet Site

The Internet site that small group leaders log on to is www.tanzanite.com.au/EnterGroups.asp (displayed above).

To inform the leaders of the Internet address, it is printed on the Group Attendance reports. It would also be a useful idea to
have a link to this address from your church web site.

The leaders will need to know 3 pieces of information to enter the web site:
1. Church Code
2. Group ID
3. Password
Users will then proceed to another web page where they enter the details of their group meeting.
Detailed instructions on how to use this ‘feedback page’ are available on the site.
Through this Internet site group leaders can do the following:
Enter meeting details (date, time, topic, total number of attendees) — only this information is mandatory.
Select which registered people attended the meeting.
Type in names of unregistered people who attended the meeting.

Register a person to that group, and assign a role to them. This will only work if the person’s name exists in the
church database, and requires the spelling of the name to match, and for there to be only one person with that
name in the database.

Remove a registered person from the group

Change the role of a registered person

Create a Pastoral Care record for the registered people of the group

Indicate whether a registered person attended the Online Service Attendance Group.

Indicate any group activity that took place at the meeting.

27.5 Processing the Files from the Internet

1. After a group leader fills out the information on the web site, and clicks the ‘Send’ button, a text file with the group
meeting information will be emailed to the email address in the ‘Church Email Address that receives files:’ field.
The file should then be saved in the ‘Path for files received:’ directory.

2. To process the files in this directory click on the ‘Process Received Files’ button. Only files starting with “FGI-* and
ending with “.txt” will be processed.

This process will begin with validation of the file. Validation performs the following checks:
The Login Group ID is valid.
The Meeting Date is a valid date.
The Meeting Time is a valid time.
Total Number of Attendees is a valid number.

If validation of the file fails, you will notified by a message in the ‘Processing Notes’ box, and the file will be
moved to the directory marked in the ‘Path for unsuccessfully processed files:’ field. You should then try to
correct the file, by opening it up in Notepad (or another text editor), and then reprocess it by moving the file
back to the ‘Path for files received’ directory and clicking the ‘Process Received Files’ directory.

After validation, the processing applies the following rules:
Group Meetings

There must be an Activity record for ‘Attendance’ set up in Faithworks, and it must have an ‘Internet Code’ of ‘Att’.
If there is not, processing will be aborted.

If there is already a group meeting in Faithworks with matching Login Group ID, Meeting date, and Meeting Time,
Faithworks will use that meeting record. If not, Faithworks will create a new meeting record.

For registered attendees that attended the meeting, Faithworks will ensure the person exists in the meeting
attendance list. The person will have a role the same as is in the registered list
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When registering new people, if the role chosen is not valid, the person will not be registered and you will be
notified.

When registering new people, if the person cannot be found in Faithworks, the person will not be registered and
you will be notified.

When registering new people, if there is more than one person in Faithworks with the same name, the person will
not be registered and you will be notified.

When processing the group meeting activity, it the activity on the website is no longer in Faithworks, the activity will
not be recorded, and you will be notified.

Only activities with a quantity greater than 0 will be processed.
Service Attendance

People flagged (on the website) as having attended a service meeting, will be recorded in Faithworks in the
respective meeting. They will be given a role as per their registered attendance role.

Any people in the registered attendance list in Faithworks that are not in the meeting attendance, will be added to
the meeting attendance with a role of ‘Absent’.

Pastoral Care
If the Pastoral Care record on the website does not have any ‘Notes’, it will be ignored.

Faithworks will check that a Pastoral Care record has not already been created with the details in the text file. It will
search for a matching record using the Individual Profile ID, Entry Date (which is the date the text file was created)
and the Notes field. If a matching record is found, Faithworks will not record any information.

If there is no matching record Faithworks will create a Pastoral Care record where the
Entry Date = date the file was created
Entered By = “Online”
Notes = (as entered on website)
Category = (as entered on website)
Action = (as entered on website)
Action Date = (as entered on website)
Action Person = (as entered on website)
Completed = Ticked (only if ‘Action’ is blank and ‘Action Date’ is blank and ‘Action Person’ is blank.

Note — the only mandatory fields in Faithworks Pastoral Care are the ‘Notes’, ‘Entered By’, and Entry Date’.
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28. CHURCH INVOLVEMENT SCREEN

This is a great screen enabling you to easily administer people in Leadership Areas, A-Groups and Groups (I'll refer to
these 3 areas as an ‘Area’ from now on). To be more specific you can do the following things in this screen:

- Easily tag people in one or more areas, or tag random people in Faithworks
- Easily remove or add people from, or into an Area
- Easily view and count who is in an area

The first thing you need to do is select which area you would like to work with. You do this from the “Which Area would
you like to Administer?” box.

You then select the records you are interested in from the yellow box on the far left, and then click on the “Refresh List ”

button. This button will show you who is involved in the areas you have selected. To select more than one record of an area
you can use the SHIFT or CTRL buttons while clicking the mouse. Have a play around with these buttons and you will soon
learn how it works.

The ‘People In Selected Area’ will show you the church status of each person.
Display Options: Clicking this button will ask you if you want to display the status of people, and group roles of people.
Please note the following example regarding displaying group roles:

0 You have selected Groups

0 You have selected Group A and Group B

0 You have selected to display group roles

o If Bill Smith is in both Group A and Group B, but has different roles in both groups, then he will be listed
twice.

o If Bill Smith is in both Group A and Group B, but has the same role in both groups, then he will be listed
once.

o0 If you select not to display group roles, then Bill Smith will be listed once.
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Use the ‘Tag All’ button to tag all the people listed in the blue box

Use the ‘Tag Selected’ button to tag people you have highlighted. Note you can also use the SHIFT and CTRL keys to
highlight more than one person.

Use this button to ‘reach out’ and remove the selected people from the selected areas.

Use this button to place the selected Faithworks people on a bus and transfer them into your selected areas.

28.1 Name Tags

This feature is perfect for quick and easy printing of name tags. It enables you to select the people you would like a name
tag for, select the type of label to use, and then either print the label or preview it.

28.1.1 SETTING UP OF LABELS FOR YOUR LABEL PRINTER

You can have as many label formats as you like to choose from. For a report to appear in the ‘Name Tags’ list, the report
must begin with the word “Labels”.

The two sample reports (“Labels Standard” and “Labels Visitors”) have been set up for use on a continuous roll thermal
label printer. You will need to set all your label reports to use your label printer. This is more easily done by setting it up on
one report, and then copying and pasting that report with different names. You will then have to re-design the layouts of the
reports to suit your needs.

To set up alabels report for a specific printer do the following...(you will need to have your printer driver installed)
Enter the database window, and click on Reports
Right click on one of the Labels reports, and select ‘Design View’
Click on ‘File’, 'Page Setup’
Click on the ‘Page’ tab
Tick the ‘Use Specific Printer’ option, and then click the ‘Printer..." button
Select the printer you would like to use for the labels
Click on the ‘Properties’ button and set the label format (size, orientation) to ensure it matches your labels
In the Page Setup window you will also need to ensure the Page properties match your labels
In the ‘Margins’ tab, set the margins you would like to apply to the labels (usually set to as small as possible)

When you are finished with the ‘Page Setup’ window click ‘OK’

Designing the format of the labels...
Whilst you are still in ‘Design View’ of a label (from above) you should redesign the report to fit your needs.
Resizing is done by moving the borders (click and drag) of the report to fit your label size.

You can also move, and resize, the only two field names that are available for the label reports (“Firstname”, and
“Surname”), and add other objects such as labels (ie “Visitor”), borders, pictures...etc.

Redesigning reports is an easy skill that always comes in handy. If you are not comfortable redesigning reports, you should
either sit down with someone who is (there is usually someone on staff, or in the congregation who is willing to help out), or
learn from a beginner level book on MS Access.

28.1.2  USING THE FEATURE
1. Select the label you wish to use by highlighting it in the list of available labels.
2. Using the 3 arrow keys, select which list you would like to use for selection of names. For the blue box on the left
click the left arrow button, for the blue box on the right (the People in Faithworks) click the right arrow. If the person

you would like to print a label for does not exist in any list (ie. for visitors), you can type their firsthname and
surname in the two blank boxes under the arrows, and select the down pointing arrow.

If selecting people from one of the two lists, highlight the people you wish to print a label for.

4. The tick box to the right of the ‘Print Labels(s)’ button is used to either print, or preview, the labels when clicking
the ‘Print Label(s)’ button.
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29. PEOPLE SEARCH

Details of People Search can be found in the dedicated manual to People Search. If you do not have it, you can download it
from www.tanzanite.com.au/Faithworks.html

30. PASTORAL CARE

This window allows you to report on pastoral care records.
Set Your Filtering Criteria
Use this section to set the criteria for the records you would like to see.

Populate the fields with values that you would like to use. For example, if you want to see all the pastoral care records with
an Action Date in the month of Sept 2007, and for Action person ‘Heather Smith’ then the values would be as follows:

After setting your criteria, click on ‘Apply Filter’ to see the matching records on the form, or click on ‘Report’ to see the
matching records in a report format.

Copy and Pasting records
Don't forget the ability to copy and paste the records from the screen to another application such as Outlook or Excel.
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31. STATISTICS

This window allows you to view statistical information on group activity, on people in the database, and on important events
of individuals.

Enter Date Range

Enter the date range that you would like the statistics to include.

Group On

Enter whether you would like the statistics grouped on ‘Months’ or ‘Days’

Group Activities

Use the drop down lists to filter which Groups you would like to include in your stat’s.

Use the ‘Show Column’ option to set whether you wish to view the respective column. This is easiest explained by selecting
the various options and viewing how it effects the results.

Individual Profiles — Important Events

This button will display statistics of the important events, as entered in the Individual Profiles
Individual Profiles

This section allows you to select a combination of ‘Congregation’ and ‘Church Status’ and then to view a snapshot of the
following statistics of people with that combination in Faithworks. To select all the ‘Church Status’ or ‘Congregation’ erase
the value in the respective box.

By clicking the ‘Calculate’ button, Faithworks will calculate (from all the people in Faithworks matching the selected
‘Congregation’ and ‘Church Status’:

The number of adults (using the Adult/Child Age threshold value)

41



Faithworks User Manual

The number of children (using the Adult/Child Age threshold value)

The number of males

The number of females

The number of married people (using the marital status in Individual Profiles)

The number of married people that have children (using the marital status and ‘Has this person got children’ check,
in Individual Profiles)

The number of single people (using the marital status in Individual Profiles)

The number of single people that have children (using the marital status and ‘Has this person got children’ check,
in Individual Profiles)

The number flagged as leaders (using the ‘Is A Leader’ check in Individual Profiles)
The number registered as part of a Group

The total number of people

The total number of Groups set up in Faithworks

Note: The statistics will only be as accurate as the information entered (ie. if the date of birth is not entered for someone,
then they will not appear as either an adult nor a child.)

Save

You can store the statistics for the current day by selecting the ‘Save Statistics’ button. This will transfer all the data on the
screen to a table called tblStatHistory, enabling you to compare the data with previous dates that were saved.

Ideally it would be good practice to store the statistics on the same date every month. This would be very useful for
historical statistical analysis.

View Historical
Select this button to view the table of historical statistics (table tbIStatHistory).
Print Results

Select this button to print the displayed statistics.
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32. REPORTING

32.1  Groups

Absenteeism

This is a great feature that enables you to easily see who has not been attending meetings. It works on the assumption that
you have been recording who has been ‘Absent’ in the meeting attendance list. This means for everyone that did not attend
a meeting, they must appear in the meeting attendance list with a role of ‘Absent’.

You are able to select how many of the last meeting dates you would like to include in your search, and also how many
times the people are to have been absent. You can also select to search more than one group at a time by simply selecting
all the groups you would like to include in your search.

For example: Select groups to include: ‘Apollos 2003’, ‘Apollos 2004’
Number of previous meetings to include: 3
Minimum number of meetings not attended: 2

The above criteria will show you all the people in Apollos 2003 and ‘Apollos 2004’ who have been absent
at least 2 times in the last 3 meeting dates.

View People: By clicking this button, you see a list of people matching your selected criteria.

Tag People: Clicking this button will Tag the people matching your criteria. You can then go into People Search and by
selecting all those that are tagged, you can then send them an email.

Important Note: In selecting the last X number of meetings to include in your search, Faithworks uses the Meeting Date. If
a group has more than one meeting on the same date, then Faithworks will see these two meetings as separate meetings.
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For example: If Group A’s last 4 meetings were held on 12/08/03, 12/08/03, 5/08/03, 1/08/03 and you selected the last
3 meetings, then the meetings on 12/08/03, 12/08/03 and 5/08/03 will be included in your search.

Group Details:  This button will show a report of the selected groups. If you have the Show Data button ticked, the button
will show you the results of the report in datasheet format.

All Groups (data format): Displays details of all the groups in datasheet format.

32.2 Custom Reports

The Custom Reports tab will show all reports in Faithworks that do not start with “rpt”.

To display a report, select the report, and click Preview Report. To display the results in datasheet format, click Show
Data.

Use the Rename Report button to rename a report.
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32.3 Custom Queries

This section will display queries that do not begin with “qry”. So if you create your own queries and want then to
appear in this list, just do not save them with a name beginning with “qry”

To display the results of a query simply double click on it.
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32.4 Other

Life Cycles

Summary: Shows a summary of the number of people who have reached a lifecycle level. Note that it counts a person only
once (using the greatest lifecycle number).

Summary with Status: Shows the same summary as above, except with a breakdown of church status.
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33. OUTLOOK

This section enables you to transfer Faithworks people into your MS Outlook contacts. The fields that are transferred to
Outlook includes:

Title

Firstname

Surname

Home Address (Street, Suburb, Postcode, State)
Phone numbers (Home, Work, Mobile, Fax)
Email address

Church Status (as a custom field)

Date of Birth (optional)

33.1 Step 1 - Select the Church Status’

You need to tell Faithworks which people to transfer to Outlook by choosing (highlighting) one or more status. All
the people with the selected status’ will be transferred.
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33.2

33.3

33.4

33.5

33.5.1

Step 2 - Select Outlook Folder

You have a choice of whether you would like the Faithworks people transferred into the Contacts folder, or a
Contacts\Faithworks folder. This enables you to keep Faithworks people separate, and is especially handy if you
synchronize Outlook with a PDA, and do not wish to transfer the Faithworks people into your PDA.

Important — You will have to be careful not to transfer the same people into both your Contacts folder and in a
Contacts\Faithworks folder! This will result in duplicate DOB'’s in the Outlook calendar.

Step 3- Transfer Date of Births

You have a choice of whether you would like the date of birth (DOB) transferred into Outlook.

Important — Transferring the DOB into outlook will result in a reoccurring Outlook Calendar entry created for each
DOB. If a contact is deleted from Outlook, the calendar entry for that contact will remain. If you change the DOB for
a person in Faithworks and then update that person’s details in Outlook (by transferring DOB’s) you will end up
with two different calendar entries.

Step 4 — View contacts to be Transferred

To view the contacts and the information that is going to be transferred to Outlook, click this button.

Step 5 — Transfer Contacts

To start the transfer, click this button.

If you have run this process in the previous 8 hours, Faithworks will ask you if you have modified the Outlook
Contacts since the last transfer. If in doubt about this question you should answer ‘Yes'.

This process will also delete contacts in Outlook (only those that were transferred from Faithworks) that are no
longer in Faithworks.

The progress window will keep you updated with the progress of the transfer.

CONTACTS ARE CATEGORIZED

For every contact Faithworks creates in MS Outlook it will assign the contact to a new Outlook ‘Category’ called
‘Faithworks’. It will also add two new ‘user defined fields’. They are ‘Faithworks PrimKey’ (which is used by another
Faithworks process), and ‘Church Status’ (which indicates the status the person has in Faithworks, and is for your
information only).

You should not delete these fields, nor remove contacts from the ‘Faithworks’ category, as this will cause the
Faithworks processes not to function correctly.
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34. SMS

This screen allows you to send an SMS message to one or more people (at the same time). Note that you need an internet
connection in order to send SMS messages from Faithworks.

34.1 Choosing a Provider/Gateway

The first thing you need to do is choose a provider (or gateway) to send your SMS. Faithworks has been setup to be used
with two providers (Clickatell and 5CentsSMS). The advantages and disadvantages of both are below.

Clickatell (https://www.clickatell.com)

A US based company, so SMS credits are purchased in US dollars. Therefore the cost per SMS will depend on the
exchange rate.

Best suited for churches outside of Australia

There is a maximum of 100 recipients of a single message.

Advantage: The response to Faithworks is technically reliable.

The international prefix for mobiles set up in the senders account will be applied to all the mobile numbers used in
the process. This means you can only send a message to mobile phone numbers of the same country as the
sender. In other words you can not send a message from an Australian mobile phone number to a US mobile
phone number (because the international prefix is different).

5CentsSMS (http://www.5centsms.com.au)

An Australian company where SMS credits are purchased in AUD currency.

Does not automatically apply a standard international code to mobile numbers. So for international mobile
numbers you need to include the international code in the Faithworks Individual Profile.

Advantage: You can send the SMS from a text description limited to 11 characters (such as “Church”). This results
in recipients receiving the message from “Church” instead of a mobile number.

Advantage: Cost per SMS ranges between 5 and 7 cents
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Disadvantage: The response to Faithworks is technically unreliable (at the time of writing — 14 Jan 09). This means
that the most reliable way to confirm the message has been processed by 5CentsSMS is to include your mobile in
the list of mobile numbers (if you get the SMS then so will all other valid mobile numbers in your list).

34.2 Registering with a Provider

Clickatell (https://www.clickatell.com)

You need to set up an account with Clickatell to enable SMS sending from Faithworks.

When setting up a Clickatell account you need to purchase their "SMS Gateway" product, and then choose
the HTTP type.

In Faithworks you need to record (in the Edit Senders screen):

Username (from Clickatell)
Password (from Clickatell)
API ID (from Clickatell)

MobileIntPrefix - this is the international prefix for mobile phone numbers in your country (for
Australia this is 61)

Mobile Nbr — Your mobile phone number

+ Clickatell offer the ability to set up the SMS such that receivers of SMS messages will se it being sent from a
‘name’ (such as “Sample Church”) instead of a mobile phone number. Full details are on the clickatell website.

5CentsSMS (http://www.5centsms.com.au)

Setting up an account with 5CentsSMS is done over the phone after you contact the supplier through
http://www.5centsms.com.au/contact.php. They will supply you with a username and password.

You can setup your provider(s) in the Edit Senders screen.
You can have as many ‘SMS Senders’ (providers) as required.

34.3 Sending SMS messages

You have the ability to send an SMS to either the individuals, or to the parents of the individuals (which in this case will most
likely be children). All you need to do is select ‘Individuals’ or ‘Children’ in the Details to Use option. Then...

1. Select from the list of people who you would like to send a message to. The list of people is generated from the
tagged people. To tag someone (and make them appear in the list) simply select the person from the ‘Tag’ drop
down list. The Valid column in the list indicates whether the mobile number is a valid number (ie. consists only of
numbers). Messages will only be sent to valid numbers. Note you can open the individual profile of a person by
double clicking on their name.

2. Enter the text message (in the ‘Write the message screen’)

3. Select who the message is being sent from. If choosing a 5CentsSMS account you will also need to complete the
“5CentsSMS Send from” section.

4. Click the ‘Send SMS Now’ button. A message will be displayed in the Send the Message box indicating whether
the message was sent successfully or not. You will also see the full message that was send to the provider. This is
everything after “Sending:”

Get Balance

Click this button to see the remaining credit in your account. You may need to refer to the provider’'s web site to
understand the response.

If using 5CentsSMS, you sometimes need to restart Faithworks in order for the balance to refresh.
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35. UTILITIES

Use this screen to edit the ‘drop down’ lists used through out Faithworks.

Select a list to edit

Selecting the list that you wish to alter will display all the words entered for that list.
You can edit the spelling of words, add new words, or delete words from the list.

If you try deleting a word that is used in Faithworks a message will appear similar to :

If you want to delete the word(s) 'City of Darebin' from the 'Area Regions' (Municipality) list, but it is currently being used in
one person's file, then you should go into that person's file (use 'People Search' to locate who lives in City of Darebin) and
then change or leave blank the 'Region’ field. You will then be able to delete the word from the Utilities screen.
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35.1 Link To Backend

Use this button to link your front-end of Faithworks to the back-end. It will ask you for the location of the backend file
(Faithworks_be.mdb), and then relink all the tables. If an error occurs during the relink process, you will be notified, and you
should then use the ‘Link Table Manager’ to help troubleshoot the error. See the section on Installing Faithworks on a
Network.

35.2 Delete Unused Family Units

Clicking this button will delete any family unit names that are not in use by anyone in Faithworks.

35.3 Labels Cols and Rows

The number of column and rows in the 'Mailing Labels' feature can be set by clicking the ' Labels Col & Rows'.

35.4  Product Support

This button will open an Outlook Email form ready to send an email for product support.
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36. CUSTOMISED MODIFICATIONS TO FAITHWORKS

Faithworks is sold in a format that that enables the end user (you) to modify any part of it.

It is important, however, that only people who know what they are doing within MS Access attempt to modify the
database, as altering it may cause Faithworks not to function properly.

For those keen to learn more about MS Access databases, and in particular topics such as:

Modifying or creating new forms (windows of information),
Modifying or creating new reports,
Setting up login names and work groups,
Searching for specific data,
I recommend purchasing a 'beginner level' book on MS Access, available from most computer book sellers.

For those happy to pay someone to make custom modifications, you can contact myself, or any professional Microsoft
Access developer.

36.1 What about my changes if | upgrade Faithworks?

It is a good idea to keep a document (MS Word file) detailing all the customised modifications done to your Faithworks. This
will be useful if at any stage in the future you decide to upgrade Faithworks. An upgrade of Faithworks usually involves
replacing your existing font end (the Faithworks.mdb file) with a new one (the latest one). This would of course overwrite
any customised changes/modifications that were done to your original Faithworks.mdb - Not a good idea.

The suggested procedure to follow if you do desire to upgrade Faithworks in the future is...

Keep a detailed document of all the changes made to your Faithworks. This needs to list any new objects created
(ie. forms, queries, reports, modules), and also any existing objects that have been modified for your purposes.
This may include, for example the “rptPeopleSearchMailLabels” report, and any other reports that you have
modified. This can be simpler by adopting a naming convention for all you customised objects. For example for any
new queries and report you create, you could precede them with the letters “CC". It will then be a lot easier going
through the list of queries and reports to sort out which were made by you, and which came with Faithworks.

Upon receiving the new Faithworks.mdb, you should rename your existing Faithworks.mdb to something like
FaithworksORIG.mdb, and then import any of your customised changes into the new Faithworks.mdb.

Before replacing any objects in the new Faithworks.mdb, you should firstly make sure that no enhancements were
made to the objects in the latest Faithworks.mdb, otherwise you would be overwriting these enhancements with
the objects from your older version. You can find out which objects were enhanced from the Faithworks Upgrade
document accompanying the upgrade.

36.2 Linking other software packages to Faithworks

Perhaps the most common request from churches is to be able to open a Microsoft Word, or Microsoft Publisher document
and have it automatically linked to specific data from Faithworks. This is very useful if you prefer to perform tasks such as
printing of church directories, mail merges, envelope labels, name badges, personalised invitations...etc, without opening
up Faithworks.

This can easily be achieved in 2 steps:
(Note, these steps are as per MS Access 2000. Different version may require slightly different steps.)
1. Create the Query that lists your required specific data.
The query is the object that lists the data that will feed the MS Word or MS Publisher document.
You should be able to create your required query by using the Faithworks feature “People Search”.
Open Faithworks, then People Search, and set the required filters (criteria).
Click on the ‘Mail Merge’ button
Click on ‘File’,’Export’.

It is recommended you export the query to the back-end of Faithworks, the Faithworks_be.mdb file, so
everyone on the network can have access to the query, nor will it get overridden if you replace
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Faithworks.mdb with a newer version. So in the ‘Save In’ box, select your Faithworks_be.mdb file. Don’t
worry about the name of the query at this point.

You will then be asked for the name that you would like to save the query as. Instead of the default
“gryLetterList”, you should give it a more descriptive name. For example, if you have selected from within
People Search all the people who have a “Leadership Area” of “Cell Group Leader”, then give the query a
name such as “qryCellGroupLeaders”. You can leave spaces between the words in the query if you like,
or not lead the name with “gry”, but it is not recommended.

If you cannot create the query using the People Search feature, you will need to create it from within the
database screen of Faithworks. This requires Microsoft Access skills.

2. Link your Software package to the Faithworks data.

If using MS Word, open your document and for mail merge process use the option “Open Data Source”, and
change the “Files of Type” to “MS Access Databases”, and then select the “Faithworks_be.mdb file”. You should
then select “Queries” and then the query you created using the above steps.

If Using MS Publisher, open your document, and use the “Mail Merge” features to link it to the query created
above.

37. LIMITATIONS OF FAITHWORKS

37.1  Mail Merges

At the time of writing this manual, it is not possible to organise a mail merge to the parents of a child and, have different
surnames for the parents appearing on the postage label. The label will have a common surname.
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38. RESTRICTING THE FRONT END

If you want to restrict people out of modifying the front end of Faithworks, you need to create a “Faithworks.mde” file (as
opposed to Faithworks.mdb file), and install this file on their computer. We refer to this file simply as an MDE file, where the
unrestricted file is called the MDB file. This section will explain how to create the MDE file.

Creating the MDE file:
1. Start Faithworks
2. Select “Tools”, “Database Utilities”, “Make MDE file...". (see picture blelow). If you do not have this option, you
need to use the MS Office installation CD and do a complete install of MS Access.

3. Faithworks will ask you where you want to save the Faithworks.mde file. This is up to you, but a good place will be
where you have the Faithworks.mdb file (usually in the c:\Faithworks directory). Click ‘Save’ when you're ready.
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4. If the MDE file has been created successfully, Faithworks will re-appear on the main menu screen.
5. Exit Faithworks, and open windows explorer to where you saved the MDE file. You can now copy the MDE file to
the computers where you want to disable modifying the front end.

Note: Every time the MDB file is modified (for example with a new report), and you want those modifications to appear
on all computers, you will need to recreate the MDE file, and save it to all the computers using the MDE.

39. TROUBLESHOOTING

Don't panic - it's just a machine, and you were created by God - remember Faith Works!

a.
b. If you get an error message, read it and try to make sense of it.

o

If the option exists, press End, and carry on.
d. Pressing 'Escape' may cancel the step that caused the error

e. If an error occurs often, its not a bad idea to keep a record (in an exercise book) of them for later reference, noting
when the error occurred, and the details of the error.

f.  Try rebooting the computer.
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