Church Secretary for Windows 2014

Affordable Software for a Small Church with a Small Budget

I hope you will find the program a good value and that it may
be helpful to your church.

If you have any questions send me an email at
dbandsons@aol.com and visit our new web site at
http://www.churchsecretaryforwindows.com



Church Secretary for Windows 2014

Table of Contents

Part |

Part Il

N o o~ WN B

Part IlI

1
2

Part IV

Part VI
1

Part VII

1
2

Part VIII

A W DN PP

Foreword

Introduction 3
Welcome to Church Secretary for Windows 2014 ........ooovieiiiiiiiiiiiieee et e e s s e e e e e s 3
(O] do = g oTo [l B o =T o K== PP 4
Getting Started 4
XY = 11 =14 oY o T 4
(@ V2T VA=Y 10
N E= LY 2 Yo =1 A o o TR 11
TOOI BAI BULEONS ouuiiiiiiii ittt e e et e e et e e e e s et e e e et e s e et e e s sban s s s sbasessaassesssnneaeeen 13
[T o T =T (UL =T 13
T g =T £ = o o I = T ) (o 1O PEEE 14
1Y/ [ Yo =] I (o 1 o ) G 15
Attendance 17
PN =T Lo E=T Lo T 10 o 17
PN A= g Yo Fo T [Tl R dTeT0 ] o T 18
Contributions 19
(@fo ] 1A g1 XU R o] K1 o Lo 19
(Ofo ] a1l oYW R Lo aEST R =T oXo Y o 20
Class Names 21
(OF F= TS N E= T LTS o 21
(OF P T N E= T LSTST R (T oTo T o [ 22
Events 23
A=Y LAY TN 2T 23
Family Information 25
L= 0 011 LV 1 o TR 26
L= 0 1 A = C=Tod o] o [P UPTPPRT 26
Library Items 27
[T o = Y 1 L= 0 0 K= o R 27
LiDrary IHEMS RECOIM ...ttt e e e e e st e e e e e e e s e nabbbe e e e e e e e e s e nbbbeeeaaaeeas 28
1] = VA o - 1o I €T o IR PP 29
[T o] = V2 o = U I =T o o ] o R 30

Copyright Dennis Baggott and Sons - 2013



Contents ]
Part IX Member Information 30
1 Member INTOrMAatiON Grid ......oooeeeiiiiiee ettt e e et e e et e e e e b e s e saa e s s ssbeesseaassessanseesees 30
2 Member INfOrmMation RECOTIT ...ouvueiiiiieiieeee e e e e e e e e s e r b e e e e e e e eabbaa s 31
Part X Prayer Requests 32
1 Prayer REQUESTES GIIl ....ueeiiiiiiiiiiiiiiii ettt et e e e e e sttt e e e e e e s s aasbbe e e e e aeeeaaaanbbeaeaaaeeeaaanne 32
2 Prayer REQUESES RECOIM ...ouiiiiiiiiiiiiiieie e ettt e e e e s st e e e e e e s e st e e e e e e s snnt e e e aeeeesannstnnneeeeesannnnes 33
Part XI Talents 34
O = 11T 0 1 £ 1 o 34
P = 11=T o) £ {=ToTo ] o T 34
Part XIl Reports 35
I S LT oo ] o K T= T [0 IO o = 1 £ TP U PP POUPUPRPPTRN 35
Part XllIl Dashboards 38
AN =T a Lo F- Y od Sl B =Ty g o o= 1 (o N 38
2 Contributions DAShDOAId .......ccuvueiiiiiiiiieee e e e e e e e e e bbb e e e e e e e eaabaa s 39
3 Demographics DAsShDOArd .........c.uueiiiiiiiie et e e e e e e e e anes 39
Index 41




Church Secretary for Windows 2014

11

Introduction

Welcome to Church Secretary for Windows 2014

Thank you for your interest in Church Secretary for Windows 2014. There have been many change to
this program with this new version. | believe CSW 2014 delivers a lot of features and functionality for
the low price of just $99. | wish | had more time to write the help manual on the program but if | keep
at it much longer no one will have time to read it all. Instead of making this document even longer | will
be posting a series of how to videos at the new web site for this program:
http://www.churchsecretaryforwindows.com

| have a longer document with much more detail about the program available for download (a large
download, sorry) just email me at dbandsons@aol.com and | will send you a link to that document.

If you have questions after reading this document and using the program for a while, don't hesitate to
email me at dbandsons@aol.com and | will try to get back to you quickly. | may be able to answer your
guestions by reply email or | may post a video on line. Sometimes | think it easier to see something
being done than to read about how to do it. NOTE: The program is delivered without much sample
data. Start by entering Family, Member and other information so that when you then begin trying the
many included reports and dashboards you will see more than empty pages.

Still you have come this far, so please do keep reading the documentation for Church Secretary for
Windows 2014.
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| developed the first version of Church Secretary for Windows many, many years ago and sold it for the
at the time low cost of $45. Since that initial release | have made many changes to the program, and
yes increased the price a few times. Now, with the release of Church Secretary for Windows 2014, |
am introducing many changes and improvements. In fact, this new version has been so completely
rewritten that just about the only thing | kept from earlier versions was the application icon. If you have
used any earlier version of Church Secretary for Windows you will immediately see the many changes
in this release.

There are many more expensive programs available for church administration. In fact, nowadays there
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1.2

2.1

are many programs that can be purchased (actually rented) that run on a hosted server where the
church just pays a monthly fee to use the program. This program is intended for the small church with
a small budget. | know that some of the churches that are using my program don't even have a
secretary. The preacher may do all the work. Church Secretary for Windows 2014 is being released
with the goal of providing an affordable alternative to the small church on a budget. The cost to
purchase a license (perpetual, not annual) is just $99. The program is delivered as a Trial version
using a software activation service called Copy Minder. This will let you try the program for up to 30
days to see if it meets your needs before you need to buy a license to continue using the program.
After you place your order with our Registration Service at BMTMicro.com - your software will be
converted to a fully licensed and registered copy with no more expiration warnings. Using Copy
Minder, unlike software activation | have used with earlier versions, you will not need to copy and paste
(or type) a long registration key to remove the trial limitation. The activation will be conducted over the
internet with no intervention needed from you.

We encourage you to read through this manual and try the program out to see if it meets your needs.
Technical support is free but limited to email. There are no upgrade or maintenance fees (never has
been). If you buy a license to Church Secretary for Windows 2013 you will be eligible for any future
version updates free. NOTE: | may have separate Edition which is not the same as a Version
upgrade. For example, because this Edition is intended for small church staff there is no User Login
and Procedure Security. It may still be used on a network, but is not designed for multiple users. |
may also develop a version of Church Secretary for Windows with a Browser Based Interface - may or
may not be called Church Secretary for the Web.

Ordering a License

Church Secretary for Windows 2014 is provided in the download as fully functional 30 day trial version.
This way you can fully evaluate the program before purchasing a license. The cost is just $99 and
there are no hidden costs. When you buy a license you can continue to use the program as long as
you like without paying any additional fees. If you do decide after trying the program to buy a license |
will receive notification of your order. | can then use the CopyMinder activation service to remove the
30 day trial limitation remotely. You will not need to enter any long registration code. The conversion
from trial to perpetual license will happen automatically over the internet and after the program
performs one of its periodic checks with CopyMinder it will see the trial has been changed to a
permanent license and you will stop getting reminders about how many days you have left to evaluate
the prorgram.

Ready to buy your license? Click Here to go the order page.

Getting Started

Installation

The setup file is included in the .zip file along with a PDF manual (the file you are reading now). Setup
must be run as an Administrator level. Click through the screens as shown below.
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| Setup - Church for Wi = 23

Welcome to the Church Secretary
for Windows Setup Wizard

This will install Church Secretary for Windows version 2014 on
your computer. ]

Itis recommended that vou dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Mext = ]l Cancel

This next screen allows you to view the End User License Agreement. Standard legalese but you need
to read it and agree to it before clicking next.

g;j, Setup - Church Secretary for Windows ' I. ] |
== —

License Agreement
Please read the following impartant information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

| !TPLEASE READ THE FOLLOWING LICENSE i
AGREEMENT. IT WILL BE NECESSARY FOR. YOU TO

| AGREE TO BE EOUND BY THE TERMS OF THIS
AGREEMENT BEFORE BEING PERMITTED TO

CONTINUE TO INSTALL THE

PR.ODUCT.

TC WAT T T RTMT AMCOTTYT THOD TCDAIC AT TOD

@) I accept the agreement

I do not accept the agreement

< Back H Mext = ]| Cancel
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The next screen lets you choose the Start Menu folder.

!! Setup - Church SecrEtamforWindﬁ. ==

Select Start Menu Folder
Where should Setup place the program's shortouts?

i Setup will create the program's shortcuts in the following Start Menu folder.

| To continue, dids Mext, If vou would like to select a different folder, dick Browse.

Church Secretary for Windows Browse...
|

<Back | Mext> | | cancel

| recommend you check the button below to create a shortcut icon on the desktop - but it is up to you.
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£l Setup - Church Secretary for Windows l = ﬁ]

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing Church
Secretary for Windows, then dick Next.

Additional icons:

Create a desktop icon

< Back ][ Mext = ][ Cance ]

£} Setup - Church Secretary for Windows l = ﬂh]

Ready to Install

Setup is now ready to begin instaling Church Secretary for Windows on your
computer.

Click Install to continue with the installation, or dick Badk if vou want to review or
change any settings.

Start Menu folder: -
Church Secretary for Windows

Additional tasks:
Additional icons:
Create a desktop icon

< Back “ Inztall ][ Cancel

The next screen will let you start the program you just installed, but first it will begin the product
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registration.

£l Setup - Church Secretary for Windows l =1 | ]

Completing the Church Secretary
for Windows Setup Wizard

Setup has finished installing Church Secretary for Windows on
your computer. The application may be launched by selecting
the installed icons.

Click Finish to exit Setup.

| Launch Church Secretary for Windows

s -

You need to be connected to the internet. The software activation service | am using is an Internet
based service. When you finish the installation process and use the next few screens to get registered
I will be naotified by email that you have installed the program. After you try the program, if you decide
to buy a site license then | will be able to remotely remove the trial limitation of 30 days. Also, and |
haven't been able to do this easily in the past, if you need more than 30 days to evaluate the program
to see if it meets your needs | will be able to add days to the trial period.

[ cs2014 | |

If you have an Internet connection, this program will try to connect to the internet to
automatically chedk that itis a valid installation.

Please didk 'Ok’ to proceed or ‘Cancel' to not access the Internet.

[l | Don't show this message again

Ok Cancel Privacy Policy

b "

The only fields on this screen you really need to fill out is your name and email address. | would
appreciate it if you put your Church Name in the Company Name field. That way if | get an email from
someone else at your church, even though it was set up with your contact name, | will know what
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church | am emailing.

Prq.d uct Regis‘tmﬁgn — @u

To complete the registration of this product, please fill out the form below. Items marked with a * are compulsory.
Only information regarding the registration of this product will be sent over the Internet. This information will be
securely stored by Microcosm and will not be distributed to anybody other than the Software Developer and
Microcosm.

If you would like to see Microcosm's security policy then please dick the button below

Company Name
Contact Name
House Mame, Mumber
Street Mame
TownCity
County/State
Post/Zip Code
Country

Telephone No.

Emiil Address

= I Dennis Baggott

I Dennis Baggott and Sons (type your church name)|

"

dbandsons@aol.com

Ok I Cancel Privacy Policy

= o

Your first reminder will start after you finish the product registration. You should see a reminder with
how many days you have remaining every time you start the program until you either uninstall the
program because you didn't like it, or until a few days after you purchase a license because you did like
the program. | am hoping for the latter.

C52014

This application is due to expire within the next 30 days.

If you do not get your software supplier to extend the expiry
date, the application will stop running.

oK

After you click OK to the above screen you will eventually see the Loading message with my Church
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2.2

Secretary icon. Then you will see a screen like the one below. Have fun and email me your
comments.

Dennis Baggott
the Dad in Dennis Baggott and Sons
dbandsons@aol.com

£} Member - Church Secretary For Windows 2014 o @ R
File Edit View Tools Window Help

- [« Search | | @@ |~
B x| | B Member x

v [ Fies Ful Name Head Of Hou... |Photo Family Pledge A... |Member ... |Marital ... |Membe... ~ |First... |Last... Birth

=] attendance
[ Class Names
I contributions
=1 Event

... | Malling Address | Primary ... |Emai Address

> [ Reports
> [ Dashboards

Overview

Church Secretary for Windows 2014 was designed to be an easy to use, yet powerful and full featured
program that would be affordable for the smallest church. The program uses a Microsoft Access
format database on the back end and Microsoft .NET managed code for the windows desktop
interface. This version requires the Microsoft .NET 4.0 framework and so you should be running
Microsoft Windows 7 or Windows 8 or Vista. A hard drive with at least 500 megabytes of free disk
space is recommended and at least 2 gigabytes of RAM. The largest size monitor you can afford will
be helpful so you can see more information at one time.

The database is designed around relationships. For example, 1 Family in your church may have many
individual members. Each 1 member in your church may make many contributions each week. Your
members may choose to contribute to any of several Funds and so each 1 Fund might have many
related contributions. If you use the Church Library features in CSW 2014 you may loan out the same
1 book or other media many times. Each member in your church may have many Talents and a single
talent may be shared by many members. Church Secretary for Windows 2014 was designed to help
you easily and efficiently record all these related items and the produce useful reports that can help you
in day to day church administration.
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8, Samantha Stevens - Member o B ER
File Edit View e
O-%- @@= X« ¢ o0 @a v
Member
Full Name: Samantha Stevens Birth Date: 9/1/1940 ~ | Baptism Date: -
Family: The Stevens Family ~ | Graduation Date: - | Wedding Date: 6/7{1965 -
= bt " | Date Joined: 1/23/2013 -
First Name: Samantha
Head Of Household: |Mo = | Indude In Mailing: |Yes -
Last Name: Stevens
Regular Giver: No - | Envelope:
Mailing Address: 1 Morning Glory Circle
City: TV Land Pledge Amount: 50,00 -
Visitor: No -
State: CA Zip Code: 90210
Primary Phone: 999-111-3333
Alternate Phone:
Email Address: samantha@witchmail. com
Marital Status: Married x
Member Status: Active x
Member Type: Adult -
This is @ sample note. Samantha is nice person but has an unusual twitch in her nose. Strange things seem to happen when she is around.
Notes:
SMember Attendance Edass Names L@Member Contributions @Prayer Reguests @ Library Loans To Member | (53 Member Talents
O-%-86 X B Q-2 -~
Member Contribution Date ~ |Contribution Amount Designated Fund Deductible Method -
» iSamantha Stevens 10/6/2013 $50.00 Missionary Yes Check i
Samantha Stevens 9/29/2013 £50.00 Missionary Yes Check
In the screen shot above you notice the many tabs along the bottom of the screen that show the
different items "related" to this member?
Church Secretary for Windows 2014 includes a wide range of reports and charts to let you get the
most out of the data you put in to the program. Several Dashboard style screens are also provided to
let you get a birds eye view of Contributions, Attendance and even Demographics. In addition to this
printed help file, | am providing a series of "how to" videos on the web site at
http://www.churchsecretaryforwindows.com - in addition, if customers ask questions about certain
tasks | may add additional videos on the web site to address those topics. If all else fails, email me
atdbandsons@aol.com - I try to always reply within 24 hours and it costs you nothing. Maybe | can
help - maybe | can't, but | am always glad to try.
2.3 Navigation

Church Secretary for Windows 2014 includes a tree style navigation option. This will allow you to
move from one part of the program to another quite easily. You can choose to "hide" the Navigation if
you like, then if you change your mind show the tree again. Itis up to you.

Copyright - Dennis Baggott and Sons
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Panels

Back Alt+ Left
Forward Alt+Right

Mavigation

Previous Record  Ctrl+Pagelp
Mext Record Ctrl+PageDown

Refresh F5

PQCO0G@OO0 ™

Choose Skin

Mavigation n x

v Ej' Files
= Attendance
E, Class Mames
[ contributions
Event
[:j Family

» ]i Library

8 Member
% Prayer
(53 Talents

v [ Reports
[Z] reports

v [ Dashboards
F- attendance
- contributions
F-i Demographics - Not Inte...

Mavigation

4

V)

Visible
Auto Hide
Hidden

12
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2.4

2.5

Tool Bar Buttons

The first tool bar is slightly different than the second one shown. In the first screen changes have
already been made some the Save changes and Clone buttons are disabled. In the second tool bar
image changes have not yet been made.

LIS EE®- Xv 95/ C 00 @ <
0-%- BE- X & C o0 @ <

The first button on the tool bar will let you Add a New Record. The next button is similar but it will
actually make a copy of the current record. This "cloned" record can then be modified to change
only the things that are different about the new record than one it is based on. The third button from the
left is to Save changes to the record. It will be disabled (grayed out) if no changes have been made
to the record. The next button will save the record and close the screen. The fifth button will save
the record and open the screen to add a New record. Following the Save and New button is Delete
button. You will be prompted to confirm you want to delete the record. The button with the Check
mark icon is to Validate the record before saving it. Some files have a Validation Rule. For
example the Family field on the Family Record cannot be blank and must be unique. Click the Check
Mark button to validate your entries. The next button, backwards pointing arrow will be enabled when
you have made changes and it allows you to cancel the changes. If the cursor is in a field that has a
related record - for example on the Member Record if you have the Family field selected, the Related
Record button will be enabled to allow you to open and refer to the related family record. The forward
pointing circular arrow is for refreshing the record - if you are using the program on a network (this
edition is for single users, but a future edition of Church Secretary may be geared for network users
with login names, passwords and so on). The button with the Arrow pointing up will let you go to the
previous record without first closing the record you are on. Similarly, the button with the arrow
pointing down will let you go to the next record. Finally, the last button on the tool bar will close the
record screen.

Grid Features

The grid view of records has a lot of features built in. You can easily sort columns, filter data, choose
which columns to show or hide and export the grid. Options in popup menus depend on whether your
cursor was on a Column Header or in a grid cell. See the screen shots below, then try these options
yourself.
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‘E‘l Sort Ascending
El Sort Descending
[ MNew Ctrl+M »
¥ Clone. -
= Group By This Column
= Show Group By Box X Delete Ctrl+D
Remowe This Column & Close
Colurmn Chooser (™ Refresh F5
= BestFit [z Page Setup..
Eest Fit (all columns) s Print... Ctrl+P
7 Filter Editor... |2 Print Preview...
Show Find Panel [[g] Exportto 3
Show Auto Filter Row L|;_L| Copy Cell Value Ctrl+5hift+C
En TSV File
[ma HTML File
@R Image File
@ MHT File
@ PDFFile
Ea RTF File
@ TextFile
[ XLSFile
i XLSX File

Image and Photos

Church Secretary for Windows 2014 allow you to save a picture with each Family, Member and Library
record. These images become part of the database so if you load an image from a CD or USB hard
drive you can then remove the media containing the image files and the images will still be viewable
and printable in reports. If you later need to copy an image, or save it to a folder on your computer you
can do that to. Maybe you want to copy an image of a book that has been misplaced and paste the
image into an email or flyer. You can do that too.

When you right click in empty image place holder like below..
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2.7

Mo image data

you will see a pop up menu and use the Load option to browse to the location of the image file.

R.}-;«j Cut
[L1 Copy

75 Delete
Load

|| Save

You will then see the image loaded like the example below. Save the record and your image will then
be displayed on the screen and can be included in reports.

Model Editor

| really don't recommend using the Model Editor because it is kind of complicated - and powerful.
However, this tool allows some options not available other places in the program. For example, in the
first screen below you can change the Form Style from "Standard" to "Ribbon" and some may prefer
that interface. The second screen shot shows the Ribbon Interface. The UlType offers several
choices, such as Tabbed or SDI (Single Document Interface) and so on.
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= = 9 Language | (Default language) - Localization 83 Loaded Modules &5~ Search Show Unusable Data -
v [] Church Secretary For Windows 2014 gf 29
> @ ActionDesign
> & BOModel Appearance -
3 [5} CreatableTtems EnableHitm|Formatting False
> [ ImageSources FormStyle Standard
» @ Localization Skin Office 2010 Blue

> [ ModulesList

UType TabbedMDI -
» = navigationItems :
> {€} Options Behavior o
s « Validation LockupSmallCollectionItemCount 25
> E ViewItems MdiDefaultNewWindowTarget Default
H E Views Messaging DevExpress. ExpressApp.Win. Core.Messaging
UseServerMode False
Misc ~
FilterShortout Control +Alt+F
GroupShortout Control +AIt+T
=@ I Options
MavigateBackShortout Control+Alt+Heft
MavigateForwardShortout Control +Alt+Right
RestoreTabbedMdiLayout True
SortShortout Control +Alt+
£ e @ 9 = Member - Church Secretary For Windows 2014

(== | Home View Tools

] &% X cB 0 0 —

ext to searan Search

New Clone Delete D ated Refresh Close

-

Records Creation Edit Open Related Record View Cloze Records Navigation Full Text Search

In the case of some fields rather than use a database table to populate drop down choices | entered
Predefined Values separated by a semi colon. So in the screen below if you wanted to change the
options for Member Status you would have to navigate the long tree view on the left to find the Member
Status field then on the right make changes where | have Active;lnactive;Homebound. The same
process would be needed for other fields where | have a predefined selection. The Model Editor is
available from the Tools menu. After making any changes you want to keep click the Save button then
close the window and the program should start up with your changes. Again, if you have question on
editing the Model please email me at dbandsons@aol.com
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3.1

&= @

» [ LibraryLoans_Listview
> [ii] Libraryloans_Lookuplistview
» [ii] Libraryloans_Members_ListView
» [ii] Member_ClassMameses_ListView
~ [=] Member_Detailview

(@ HiddenActions

v [ Items

» [ AlternatePhone

» |_j BaptismDate

» [ BirthDate

> (@ city

> [ ClassNameses

> [ DateJoined

» [ Emailaddress

» [ Envelope

> (@ Family

s (@ FirstName

> (@ FullName

» [ GraduationDate

» [ HeadOfHousehold

» (@ IndudeInMailing

> |_J Lasthame

> [ LibraryLoansToMember

> [ MailingAddress

» [ Maritalstatus

» [ MemberAttendance

» [ MemberContributions

> [ MembersTalents

Language | {Default language) - Localizatio

83 Loaded Modules & Search Show Unusable Data

- [@=) )4
b= z

Appearance
sk PropertyfditorType
View

Behavior
AllowEdit
ImmediatePostData
IsPassword
LookupEditorifode
ToolTipIconTvpe

Data
DataSourceCriteria
DataSourceCriteriaProperty
DataSourceProperty
DatasourcePropertyIstinliCriter:
DatasourcePropertyIsiuliMode
LookupProperty

@ Predefinedvalves
sk Propertyliame
eXpand.XtraDashoard. Win
AllowPrintDashboard
AllowPrintDashboardltems

Format

> [ MemberStatus

> [ MemberType
» |_j Notes

Attendance

Dis) rmat
3 EditMask

A -

DevExpress.ExpressApp. Win.Editors. StringPr...

True
False
False
Auto

None

SelectMothing

Active;Inactive;Homebound

MemberStatus

True

True

Church Secretary for Windows 2014 allows you to record and report on member attendance.

Attendance Grid

This grid is used to display member attendance records. Like all grids you can sort rows by clicking on
the column headings and filter data by clicking the icon in the column header.

In this grid you can add a new record by clicking in the top (empty) row. Enter the date of the class,
choose the Class Name, enter Yes if the member was present or No if the member was absent. Enter

the Member's full name.
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Class Date ~ 7| Class Names Present Member -

*

» [10/27/2013 Sunday AM Worship Yes Lilly Munster
10/27/2013 Sunday AM Warship Yes Darrin Stevens
10/27/2013 Sunday AM Worship Yes Samantha Stevens
10/27/2013 Sunday AM Warship Yes Morticia Addams
10/27/2013 Sunday AM Worship Ves Gomez Addams
10/20/2013 Sunday AM Warship Yes Jed Clampett
10/20/2013 Sunday AM Worship Ves Marilyn Munster
10/13/2013 Sunday AM Worship Yes Jed Clampett
10/13/2013 Sunday AM Worship Yes Jed Clampett
10/13/2013 Sunday AM Worship Yes Marilyn Munster
10/13/2013 Sunday AM Worship Yes Samantha Stevens
10/6/2013 Sunday AM Warship Yes Samantha Stevens
10/6/2013 Sunday AM Worship Yes Jed Clampett
10/6/2013 Sunday AM Worship Yes Darrin Stevens
10/6/2013 Sunday AM Warship Yes Marityn Munster
9/29/2013 Sunday AM Worship Yes Jethro Bodine
9/23/2013 Sunday AM Warship Yes Greg Brady
9/29/2013 Sunday AM Worship Yes Darrin Stevens
5/29/2013 Sunday AM Warship Yes Marilyn Munster
5/23/2013 Sunday AM Worship Ves Herman Munster
5/29/2013 Sunday AM Worship Yes Samantha Stevens
9/22/2013 Sunday AM Worship Yes Granny Clampett
o/8/2013 Sunday AM Worship Yes Marilyn Munster
alnbnin e = e

%] ¥ [Class Names] = ‘Sunday AM Worship' And [Present] ="Yes' Edit Filter | &

Attendance Record

Enter the date of the class, choose the Class Name, enter Yes if the member was present or No if the
member was absent. Enter the Member's full name. You may fine it quicker to use the Clone button -
to the left of the New button. This will allow you to create a copy of the currently selected record and

change the field(s) that might be different. For example, if you are updating for a class for a particular

date, you might enter the first record and then use the Clone button to quickly add new records

changing only the Member Name - perhaps change the Present from Yes to No for those that were

absent.

When finished adding records, click the button with the X at the far right of the tool bar to close the

screen.
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E Attendance Record - Attendance f T 1
File Edit VYiew -
- @ @& X C o0 a2 g
Class Date: | MJEENRE] ,
Present: fes o
Class Mames: |Sunday AM Worship -
Member; Jed Clampett -
4 Contributions
Church Secretary for Windows 2014 allows you to easily record contributions by members, and to view
charts and reports on contributions.
4.1  Contributions Grid

This grid is used to display member contribution records. Like all grids you can sort rows by clicking on
the column headings and filter data by clicking the icon in the column header. Right click on a column
header to pop up a menu with options for sorting, grouping and filtering the records. Other options
allow you to Export the data in any of several formats.

In this grid you can add a new record by clicking in the top (empty) row. Enter the Member Name, the
Date of the contribution, amount, a designated fund, whether or not the contribution was deductible (in
most cases this will be yes), and Contribution method..
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Member Contrbution Date ¥ | Contribution Amount Designated Fund Deductble Method

*

+ | Jed Clampett sf1/m13 §700.00 Missionary Yes Cash

Darrin Stevens /12013 $150.00 Other Yes Check
Samantha Stevens /1013 $50.00 Missionary Yes Check
Carol Brady /2013 $45.00 Other Yes Check
Mike Brady /12013 $125.00 General Yes Check
5UM=$1,070.00
][] [Contribution Date] »="9/1/2013' And [Contribution Date] <'9/2/2013' | ~ Edit Filter

Contributions Record

You may fine it quicker to use the Clone button - to the left of the New button. This will allow you to
create a copy of the currently selected record and change the field(s) that might be different. For
example, if you are updating contribution records for a date you may want to create the first new record
then clone that record and change the name and amount of the person making the contribution, as well
as the Designated Fund and method of contribution.

When finished adding records, click the button with the X at the far right of the tool bar to close the
screen.
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[ contributions
! File Edit View
d-R- BES- X 9B/ G 00/ A
Contributions
Member: |:Samantha Stevens |'| Designated Fund: |I'~"Iissi::ar'|ar\,|I
Contribution Date: |9f1f2013 |'| Deductible: |Yes
Contribution Amount: | $50.00| :l Method: |Ched{
5 Class Names
You will find it helpful in recording member attendance to print class rosters. Start by creating or
updating class names and add (or link) members to the class.
5.1 Class Names Grid

This grid is used to display member Class Names records.
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5.2

Class T
Sunday PM Service

Sunday AM Young Aduits
Sunday AM Waorship

Sunday AM Senior Aduits
Sunday AM Middle Agers
Sunday AM Kindergarten
Sunday AM Junior High
Sunday AM High School
Sunday AM Cradle Roll
Sunday AM Callege Students
Sunday AM Adults

Sunday AM 5th and 6th Grade
Sunday AM 4th Grade

Sunday AM 3rd Grade

Sunday AM 1st and 2nd Grade
Mid Week Young Adults

Mid Week Service

Mid Week Senior Adults
Mid Week Middle Agers

Mid Week Kindergarten

Mid Week Jurior High

Mid Week High School

Mid Week Cradle Roll

Mid Week Adults

Mid Week 5th and 6th Grade

Mid Week 4th Grade

Mid Week Ird Grade -

Class Names Record

In this screen you can view the Class Name (or Add, Change or Delete the Class Name) in the top part
of the screen. In the lower part of the screen you can see the list of Members assigned to the class in
one tab and the class attendance records in the other tab. To quickly add a class member click the
link button (looks like a piece of paper with a + sign on it) then select the member name. Repeat as
needed to add all the class members.
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E Class Mames = [E E2
File Edit View -
O-%- BEB-Xv 9 00 3 -
Class: |Sunday AM Worship
75| Class Attendance B Class Members
@ & X Q- L2~
Full Name ~ |First Name Last Name Visitor Indude In Mailing
¥ | Carol Brady Carol Brady No Yes
Darrin Stevens Darrin Stevens MNo Yes
Gomez Addams Gomez Addams No Yes
Grandpa Munster Grandpa Munster Yes Yes
Granmy Clampett Daisy Clampett Yes
Herman Munster Herman Munster No Yes
Jed Clampett Jedidah Clampett No Yes
Jethro Bodine Jethro Bodine No No
Lilly Munster Lilly Munster No Yes
Marilym Munster Marilyn Munster No Yes
Marsha Brady Marsha Brady No No
Mike Brady Mike Brady No Yes
Mortidia Addams Morticia Addams No Yes
Samantha Stevens Samantha Stevens No Yes
6 Events
Church Secretary for Windows 2014 incorporates a simple way for you to record church events,
appointments including recurring appointments. You can create multiple "resources” and create a
calendar for each. For example, you can add the Church Building as a resource and "link" it to events.
You can also set up people as resources and add calendars for people like the Preacher, or Choir
Director.
6.1 Event Views

Right click in any calendar view and a pop up menu will allow you to switch between multiple view of
events. A pop up menu allows you to enter a new Appointment, an All Day event, or a recurring event.
When you have created an appointment you can drag the item on the screen to move it to a different
time or date. You can resize item to adjust the start or end of the appointment. You can also create
resources - each of which will have their own calendar. | have a how to video on the web site at
http://www.churchsecretaryforwindows.com that shows how to use the event calendar.
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Events

4

Mew 4All Day Event
Mew Recurring Event
Change View To

Go to Today
E o to Date...

[3] Work Week View

Week View

(& Timeline View
This view shows events in a Monthly view.

[F@ Month View

Mew Appointment
@ Day View
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This view shows events in a Weekly View.
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This view shows events in a Daily View.

Family Information

Church Secretary for Windows 2014 allows you to record information about items in your church library
and to record and update the loan of library items.
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7.1

7.2

Family Grid

This grid is used to display member attendance records. Like all grids you can sort rows by clicking on
the column headings and filter by clicking the icon in the column header.

This grid shows family information in rows and columns like a spread sheet. You can sort on columns
by clicking the column headings. You can right click a column header to choose from a variety of
options to sort and filter the family records, as well as to choose the columns to display. You can right
click in a cell in the grid for more options.

Famiy Name - |Titie ¥ salutation FirstName |LastName | Mailing Address City State | ZpCode |Primary Phone | Alternate Phone  |Email Address Group Zone | Visitor
» iAddams Family The Dear Addams Family Gomez Addams 01 Cemetary Lane TV Land CA 90210 MNo

Andy Anderson Famiy  Mr. and Mrs. Dear Andy and Family  Andy Anderson  101East IstStrest SomeCity CA 90299 No

Andy Andrews Family Mr. and Mrs, Dear Andy and Ann Andy Andrews 222 East Second St... Some City CA 90299 No

The Brady Bunch Mr. and Mrs. Dear Mike and Carol Vike Brady 2222 Whatever Str... Tvland ~CA 90210 9991112222 | 999-222-1111  bradybunch@hotmal.com  Sample group  North  No

The Clampetts Mr. Dear Jed and Yal Jeddsh  Clampett  1Big Mansion Beverly... CA 50210  993-993-1234 South  No

The Munsters Mr. and Mrs. Dear Munsters Herman  Munster  1313MockingbirdL... TVland ~CA 90210  999-999-9999 herman.munster @morgue.... Mdde Agers  North  No

The Stevens Family Wr. and Mrs. Dear Darrin and Saman... Darrin Stevens  1Morning GloryCirde TViand  CA 90210  995-111-3333 999-333-444%  damin@mcman-tate.com Young Marri... East Mo
| 7 [Visitor] = 'No' Edit Filter

Family Record

You should probably start using Church Secretary for Windows 2014 by adding Family Information.
Each Family should have at least 1 member but may have many. When you first install the program
the Family, Members and related screens - like Member Contributions and Class Attendance are
blank. | have provided sample class names but you can delete those sample records. So lets begin
by entering a family Record. The first field is for the Title (Mr., Mrs. Miss, Ms.) and this can be used for
mailing labels and letters. The next field is the only field that is required on this screen - the Family
Name. This field is used when adding related family member information. The field must also be
Unique. The Salutation field is similar to the Title field. It can be used in letters as the Greeting. Fields
are provided next for the Last Name and First Name. In some reports you may be fine using the family
name, as in "The Brady Bunch" however, if you want to sort the Report if you used the Family name
only you might have a lot of family names starting with "The" but if you use the Head of Household and
enter a First Name and Last name for each family those fields can be used for sorting. Naturally the
Mailing Address, City State and Zip code are provided for use in things like Mailing Labels and in the
Family Directory. Right click inside the Photo area and you can use the load menu option to browse for
an image of the photo. The actual image will be stored in the database after you save each record so
you can browse to a photo from a CD or USB stick then after saving the record remove the USB or CD
and your photo will still be available on screens and reports.

Fields are provided for entering a Primary and Alternate Phone numbers as well as an email address.
Zone and Group fields are available for those that want to use those fields for sorting or filtering.

The Visitor field is a Yes or No choice but is important. In this version of Church Secretary for
Windows | have not included a separate Visitors table. By entering Visitor information in the Family
and Member table this information will be available when recording Class Attendance and
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8.1

Contributions. Later, if the family and members become members of the church you don't have to
enter their information all over again - just change the Visitor status from No to Yes.

Next | have provided a long field for entering any notes you would like to include.

fﬁ The Brady Bunch - Family
File Edit View

0~ %- B X C oo a

= =R

Family

Title: Mr. and Mrs. ~| Family Name: Primary Phone:  (999-111-2222| Alternate Phone: (999-222-1111
Salutation: Dear Mike and Carol Email Address:  |bradybunch@hotmail.com

Last Name: Brady First Name: Mike Zaone: MNorth

Mailing Address: | 2222 Whatever Street Group: Sample group

City: TViand | State: CA Zip Code: 50210 Visitor: No

This is a sample note about a sample family.

Photo: Notes:

&, Members
-%-le b X 9 -k -
Full Mame Title First Name Last Name Primary Phone Member Type Email Address Visitor -
Carol Brady Mrs. Carol Brady 999-111-2222 Adult CarolBrady @gmail.com No
Greg Brady Mr. Greg Brady 999-111-2222 College Student  gregbrady@hotmail.com No
Marsha Brady Miss Marsha Brady 999-111-2222 College Student  marshabrady@aol.com No

At the bottom of the screen you will see the members related (or Linked) to this family. You can add
new members by using the Members Grid and adding a new member from there, or by clicking the
New record icon at the bottom of the Family record screen.

Library Items

Church Secretary for Windows 2014 allows you to record information about items in your church library
and to record and update the loan of library items.

Library Items Grid

This grid shows library information in rows and columns like a spread sheet. You can sort on columns
by clicking the column headings. You can right click a column header to choose from a variety of
options to sort and filter the library records, as well as to choose the columns to display. You can right
click in a cell in the grid for more options.
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8.2

Title ~ 7 |Author Media Type Location Condition Source Cost Category Available Image

Chicken Soup for The Soul Various Book - Softcover Third Row, Top shelf  Good Donate $12.00 Inspirational Yes

icken
» | Chicken Soup for The Soul Stories to Op... Various Audio CD File Cabinet, 2nd Dra... Good Donate $§0.00 Inspirational

Sample Library Item John Jones Book - Hardover Third Row, Top Shelf  Fair Donate $0.00 Reference Yes

TH1s Too

This Tee Shall Pass - Keeping Faith in To... | Various Book - Hardover Third Row, Top Shelf  Good Walmart $12.50 Inspirational Yes

x| [ Media Type] ="Audio CD" Edit Filb

Enter topic text here.

Library Items Record

Church Secretary for Windows 2014 let's you easily record on items you may have in your Church
Library. The Title is the first thing you want to enter and it is required. The title is what is displayed
when you add or change Library Loan items. You can then enter the Author or the book. Not all of the
items in your library will be books. You can choose a Media Type for items such as DVD or VHS
movies or Audio CD or Cassettes. You may find it helpful to enter a location for the item. You can
choose the condition of the item from the drop down list. The source is another optional field where
you can describe where the item was obtained (donation, Amazon, Walmart, etc.). You can then enter
a cost for the item. You may want to enter a Category for the item such as Reference Material,
Inspirational, etc. You may want to indicate whether or not the item is available. Finally, an area is
provided for a summary of the item.
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iy Library = B %
¢ File Edit View -
i0-B- BEER- X« |9 C @0 82 v
Library
Title: |This Too Shall Pass - Keeping Faith in Tough Times | Source: |Walmart |
futhor:  |Various | cost: | $12.50| : |
Media Type: |Book—Hardouer |'| Category: |].nspirationa| |
Location: |Third Row, Top Shelf | Available: |'fes | - |
Condition: | Good [~]
This is @ sample book. A collection of stories that may -

encourage church members going through tough times,

Library Loans

EEI'%vIEiEQIX|E|@@|@~@|v|

|Date Loaned |Date Due Notes Date Returned A

8.3 Library Loan Grid

Date Loaned Date Due Date Returned Library MNotes
» :10/6/2013 10/18/2013 Chicken Soup for The Soul Sample note about item loan.
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8.4

9.1

Library Loan Record

This screen let's you record when a library item was loaned, when the item is due to be returned, and
when it is actually Returned. The Library item is the name of the item in the library inventory. You may
also record notes about the item if you like, such as the condition when loaned and the condition
returned. Finally, the person the item is loaned to is related to the Member's table.

¥ Library Loans [ Lbrary Loans  x

DateLoaned: | [TIIEORE]

Date Due: 10/18/2013

Date Retumed:

4 4 4 4

Library: Chicken Soup for The Soul

Sample note about item loan.

il B XI[IE] |G- L8 <

Full Hame First Name Last Name Mailing Address  Primary Phone | Alternate Phone | Email Address

» Samantha Stevens Samantha Stevens 1Merning Glor... 999-111-3333 samantha@witc...

Member Information

Church Secretary for Windows 2014 allows you to record a wide variety of information about your
members

Member Information Grid

This grid shows member information in rows and columns like a spread sheet. You can sort on
columns by clicking the column headings. You can right click a column header to choose from a
variety of options to sort and filter the member records, as well as to choose the columns to display.
You can right click in a cell in the grid for more options.

You can customize the member grid to show only the fields you want to view most often. Right click
and choose the customize option and drag columns off the grid you don't want to see, drag columns to
the grid to add them.
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£) Member - Church Secretary For Windows 2014 o B =
File Edit View Tools Help -
Q- O-%-1 X (<] @ Search] |~
= | |Full Name Head Of Household | Family Pledge Amount | Member Status | Marital Status | Member Type  ~ | FirstName  [LastName  [Birth Date | Mailing Address Primary Phone | Email Address
% ¥ Darrin Stevens Yes The Stevens Family $200.00 Active Married Adult Darrin Stevens 1/20/1940 1 Morning Glory Cirde 989-333-44%4  darrin@maman-tate.com
S | |ssmentha Stevens Mo The Stevens Family $0.00 Active Married Adut Samantha  Stevens  9/1/1940  1Morning Glory Cirde 999-111-3333  samantha@witchmal.com
Herman Munster Yes The Munsters $75.00 Active Married Adult Herman Munster 5/23(1930 1313Medkingbird L... 999-9999 herman.munster @morgue.com
Lilly Munster No The Munsters $75.00 Active Married Adult Lilly Munster 3231930 | 1313ModkngbirdL... 959-9599 liky. munster @hotmil.com
Grandpa Munster  No The Munsters $0.00 Inactive Widowed Adult Grandpa Munster 5/23(1890 1313 Medkingbird L... 999-9999
Mike Brady Yes The Brady Bunch $200.00 Active Married Adult Mike Brady 3/23{1953 2222 Whatever Str... 999-111-2222  mikebrady@iive.com
Carol Brady No The Brady Bunch $0.00 Active Married Adult Carol Brady 4/5/1952 2222 Whatever Str... 999-111-2222  CarolBrady@gmail.com
Jed Clampett Yes The Clampetts $500.00 Inactive widowed Adult Jedidah Clampett 1Big Mansion 999-999-1234
Granny Clampett  No The Clampetts $0.00 Inactive Widowed Adult Daisy Clampett 1 Big Mansion 999-999-1234
Gomez Addams Yes Addams Family $600.00 Active Married Adult Gomez Addams 1Cemetary Lane
Morticia Addams No Addams Family $0.00 Active Married Adult Mortida Addams 1 Cemetary Lane
Tabitha Stevens No The Stevens Family $0.00 Active Single Child Tabitha Stevens 4/14/1962  1Moming Glory Cirde 999-111-3333
Mariyn Munster — No The Munsters $0.00 Active single College Student  Marilyn Munster 3231948 | 1313ModkngbirdL... 959-9599 marilymunster @singles.com
Greg Brady No The Brady Bunch $0.00 Active Single College Student ~ Greg Brady 5/2/1962 2222 Whatever Str... 999-111-2222  gregbrady@hotmail.com
Marsha Brady No The Brady Bunch $0.00 Active single College Student  Marsha  Brady 3/5/1972 2222 Whatever Str... 999-111-2222  marshabrady@acl.com
Jethro Bodine No The Clampetts $0.00 Active Single College Student  Jethro Bodine 1Big Mansion 999-999-1234  jethro@hotmail.com

Member Information Record

Church Secretary for Windows 2014 allows you to record a wide variety of information about Church
Members (the same screen can be used to enter information about each Visitor - just change the
visitor from a Yes to a No. You can use this visitor field to filter grids and reports.)

Start by entering the person's Full Name. This can be any format you like, but most will enter this as
the First Name MI Last Name. Next, select the Family the member belongs to from the drop down list
(or click New if you have not already added the family information. The Title is what you use most
often for printing on Labels. The First Name, Last Name, Mailing address, City, State and Zip Code
fields should all be self explanatory. Two phone number fields are provided. One may be used for the
home phone and another for a cell phone or work number. Of course you can also record each
member's email address. You may next want to enter demographic information such as the member's
Marital Status, their Member Status (Active or Inactive for example) and a Member Type (such as
Adult, Child, College Student).

| have provided fields for important dates. You may also want to indicate whether or not a member is
designated as a head of household. An option is provided to let you indicate whether or not to include
this member in mailings. For example, you may not want to print mailing labels for both a husband and
wife, so you can choose to print mailing labels for only those with a Yes in the Include in Mailing. You
may indicate whether the member is a regular giver or not. This can be helpful in planning purposes,
especially if the member will pledge a regular contribution amount. Some churches use Envelopes
with numbers for each member. | have included hits as an option. | have included a large field for
recording an notes about a member.

At the bottom of the Member Records screen are tabs for information related to each member. You
may update this information using the grid at the bottom or using the grid dedicated for the related
information such as contributions or attendance. Either way, it can be helpful to see all the related
member information on one screen.
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£ samantha Stevens - Member o B R
i File Edit View hd
O-%- BEER-Xv95 C 003 E
Member
Full Mame: | Birth Date: Baptism Date: | |*|
Family: |The Stevens Family |*| Graduation Date: l:lﬂ Wedding Date: |6;’?,F1965 |*|
= . 1] pate Joinee: |1/23/2013 [~]
First Name: |Samamha |
Head Of Household: Indude In Mailing: |Yes |*|
Last Name: |Stevens
Regular Giver: H Envelope: | |
Mailing Address: |1 Morning Glory Cirde |
Gity: [TV Land | Bt | $0.00] - |
Visitor: No [~]
State: Zp Coge:
Primary Phone: |999-111-3333 |
Alternate Phone: | |
Email Address: |samanﬁ1a-@w1'td1mail.com |
Marital Status: | Married -]
Member Status: | Active -]
Member Type: |Adult | x |

This is a sample note. Samantha is nice person but has an unusual twitch in her nose, Strange things seem to happen when she is around.

Notes:

J = Member Attendance | (33 Class Names | @Mﬂﬁa{:mlrhlhms | L8 Prayer Requests | Library Loans To Member | (5 Member Talents |

(- %- @B X E 00 G- B¢
Class Date - |Member |Class MNames |Present =
» | 10/27/2013 Samantha Stevens Sunday AM Worship Yes B
T 10/13/2013 Samantha Stevens Sunday AM Worship Yes
1 w
Ll Moo

10 Prayer Requests

Church Secretary for Windows 2014 allows you to easily record, update and print prayer requests.
10.1 Prayer Requests Grid

This grid shows library information in rows and columns like a spread sheet. You can sort on columns
by clicking the column headings. You can right click a column header to choose from a variety of
options to sort and filter the library records, as well as to choose the columns to display. You can right
click in a cell in the grid for more options.
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Date Requested Status 7 | category Person{s) Affected Requested By
» | 10/23/2013 New Spiritual Concerns Samantha Stevens Samantha Stevens
10/6/2013 New Heslth Granidpa Munster Grandpa Munster

10.2 Prayer Requests Record

This screen simply let's you enter the date a prayer was requested, select the member or visitor
requesting the prayer, the Status and category of prayer and the person or persons affected. Finally,
enter the details of the prayer request and any additional information.

"E]Prayer = B 2
¢ File Edit View hd
0-%-  BEER- X 95 C 008 -

Prayer

Date Reguested: |m | - | Person(s) Affected: Grandpa Munster

Requested By: |Grandpa Munster | - |

Status: |New |

Category: |Healﬂ1 |

Grandpa is concerned about his failing health. This may be expected for someone over 300 years old, but he is still taking it pretty

Description: hard. Bothered that his spells are not werking as well as they used to when he was younger.

This iz just a sample for testing reports. Grandpa is concerned about his failing health. This may be expected for someone over
300 years old, but he is still taking it pretty hard. Bothered that his spells are not working as well as they used to when he was
younger. This is additional information.

Additional Information:
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11 Talents

You may find it helpful to keep track of which members have which talents. Church Secretary for
Windows 2014 allows you to do that.

11.1 Talents Grid

This screen lists member talents.

Talent

» ‘Administrative or Clerical

Cooking

Song Leader

11.2 Talents Record

This screen lists member talents and at the bottom of the screen members that possess that tale
You can click the Link button to associate a member with a talent.

nt.
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(@ Talents = I ]
! File Edit View -
0% E@R- X9 G008 E
Talent: |EHE
& Members
@@ X 5 00 @3-
Full Mame « |First Mame |LastName |Primary Phone |Alterna... |Ernai| Ad...

» | Lilly Munster Lilly Munster 999-9999 lilly.muns...
Marilyn Munster Marilyri Murnster 999-9999 111-2341  marilymu...
Mortida Addams Mortida Addams
Samantha Stevens Samantha  Stevens 993-111-3333 samanth...

| have included a wide variety of reports and charts.
Reports and Charts

| have included a variety of reports with Church Secretary for Windows 2014. You can see some of
them in the grid below. These reports and charts can be sorted on report name or report data type,
you can search for example by entering the word Photo or Chart to find a specific report type. You can
double click the report to preview it or you can Clone it (make a copy of a report) to change the design
or create your own report from scratch.
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Report Name ¥ |pata Type -|a
» | Attendance by Member Attendance
Attendance by Member - Select Member From List Attendance
Attendance by Class Name Attendance
Attendance by Class Name - New Page After Class Attendance
Attendance by Class Name - Select Entered Class Name Attendance
Attendance Bar Chart - Class and Date Attendance
Attendance Bar Chart - By Date Column Chart (all dasses) Attendance
Absentes List Attendance
Class Attendance List - Present only Attendance
Attendance by Class Name - Select Class Date Attendance
Class Roster Class Names
Class Roster - Select Entered Class Name Class Names
Contributions by Member Contributions
Contributions by Member - Select Member Contributions
Contributions by Date - Bar Chart Contributions
Contributions by Fund Pie Chart Contributions
Contributions by Fund Pie Chart - Date Range Contributions
Contribution Receipt Contributions
Contribution Receipt Select Member Contributions
Contributions by Member - Select Date Contributions
Family Contact List with Photo Family
Family Contact List without Photo Family
Family Labels - Avery 5160 Family
Family Details Report - 1 Family Per Page Family
Family Directory - Initial from Last Name emphasized Family
Family Directory - Initial from Last Name emphasized - with Photo - Landscape Family
Family Directory - Initial from Last Name emphasized - with Photo - No Labels - Portrait Page Family -

When you double click a report name the report will be shown in Preview mode. You have the ability to
Export the report in a variety of common file formats, or attach the report to an email. You can zoom in
or out and search for text in the report.

B oo o
i File View Background =
NN = R = R R R PRI = PR R N7 AT RS R e

Receipt for Charitable Contributions

Mr. Mike Brady 3
2222 Whatever Street
TV Land, CA 90210

Contribution Date Contribution Amount Designated Fund Method
/152013 $125.00 General Check
8/25/2013 $125.00 General Check
9/15/2013 $45.00 Other Check
9/1/2013 $45.00 Other Check
9/8/2013 $125.00 General Check
8/18/2013 $125.00 General Check
9/22/2013 $125.00 General Check
9/8/2013 34500 Other Check
8/4/2013 $125.00 General Check
9/1/2013 $125.00 General Check
Sum $1,010.00

Page1 of 4

Notice the fourth button from the right. This will let you open the report in design view. The first button
from the left will let you create a new report and the second button from the left will let you clone (copy)
the selected report and you can then change the copied report leaving the original report in place.

O-srixaeekzoe oo s lEe

In the screen shot below you can see the report in design view. Notice you can create calculated
report fields and drag and drop them on to the report like a regular field.




37

Church Secretary for Windows 2014

% Report Designer
! File Edit View Format Window

=N = - N |

Field List 2 x
4 73 Contributions
calculatedField 1

groupHeaderBand1

[calculatedFieldT]
[Member.Mailing Address]
[calculatedField2]

reportHeaderBand1 [one band per repari]

Receipt for Charitable Contributions

Membes Envedd

8 HTML View | T8 Scripts | xafReportl { PaperKind: Letter }

[ AddaGroup " AddaSort 3 Delete |

calculatedField2
5] Comments
[=] Contribution Amount
[] contribution Date
[3E] Deductible
[3E] Designated Fund
» [ Member

[5E] method
B od
TitieFirstlast

[Z] Parameters

Field Name

Member.Last Name

&
A
=
[
(]
=
™~
Le)
ﬂli
=
(5]

Sort Order Show Header  Show Footer
~ Ascending v v

The screen shot below shows a calculate report field expression.

Expression Editor

+ — X

[Member.City] +', " + [Member.5tate] + ' '+ [Member. fip Code]

Il
+-
A
N

- % )

= © © O

Functions
Operators
Ficlds
Constants
Parameters

(Adry -
Abs() .
Acos() =
AddDays(, )

AddHours(, )
AddMiliSeconds(, )
AddMinutes(, )
AddMonths(, )
AddSeconds(, )

AddTicks(, )
AddTimeSpan(, ) o
1 1] [

oK. Cancel

Copyright - Dennis Baggott and Sons



Reports 38

13

13.1

Additional documentation is available covering the Report designer and other topics. Just email me at
dbandsons@aol.com for a download link. Itis over 10 megabytes so be aware it will may take a while

to download. You may also want to visit the web site at http://www.churchsecretaryforwindows.com to
watch videos on how to customize and create reports.

Dashboards

Dashboards are provided to give you an overview of contributions, attendance and demographics.

Attendance Dashboard

The attendance dashboard will let you quickly view attendance trends. You can filter the attendance
displayed by dragging the handles in the lower right quadrant to cover a longer or shorter period of
attendance. A Pivot Table in the lower left of the dashboard let's you view how many were present (or
absent) for each class and date. The grid of class names at the top left section will let you filter the
dashboard for a selected class. The bar chart at the top right gives you a quick bird's eye view of
attendance trends. You can easily print the entire dashboard or individual components.

Class Hames (] Attendance Bar Chart in]
Sunday AM College Students
M o I ves

Sunday AM Cradie Roll
Sunday AM Junior High 12 4
Sunday AM Senior Adults 10
Sunday AM Warship .

6

4

H

0

842013 9/8/2013  9{15/2013 9j22/2013 9292013  10/6(2013 10f13/2013 10/20/2013 10/27/2013
August  September September September September  October  October  Ortober  October
2013 2013 2013 2013 2013 2013 2013 2013 2013
Attendance Pivot Table & rilter by Date ]
No Yes Grand Total

» Sunday AMC... 2 7 E]
> Sunday AMC... 2 2
» Sunday AM J... 1 1
> Sunday AMS... 2 5 7
» Sunday AM ... 5 27 32

Grand Total 9 42 51
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13.2 Contributions Dashboard

The Contributions Dashboard lets you easily view contributions, and fund contributions over a period of
time. The dashboard is interactive so for example, you can drill down by clicking on slices of the pie
chart to see contributions for the Year, Month, and so on. In the lower right quadrant there is a date
range filter so you can drag handles on the right or left to change the contribution dates displayed.
Bar Chart Contributions by Fund & Contributions by Fund [
M cuiding [ General [ Missionary [ Other 2013
w0

600

<400

200
’ |
8/11/2013 8/18i2013 8/25/2013 9/1/2013 9/5(2013 9/15/2013 9j22/2013
August August August September September  September September
Q3 Q3 Q3 Q3 Q3 Q3 Q3
2013 2013 2013 2013 2013 2013 2013
Pivot Table & Filter by Date - Drag Handles QT
Bulding | General | Missionary Other Grand Total |
8/11/2013 5500 500
8/18/2013 $125 §125
8/25/2013 500 $125 $625
9/1/2013 $125 §750 $195 $L07K
9/8/2013 $500 $125 $50 §195 $570 Il ([
9/15/2013 $125 $195 §320
9/22/2013 $125 $50 $175
Grand Total $1.5€ $750 4850 §585 $3.60K

8/4/2013 8/24/2013 9/13/2013 10/3/2013)
[r I I

| L] & ZoomOut

i 1) Quick Print [if] Margins - 7] Y . :
e lﬁ = o @ @é T @ 1| Page Color @ - u
= a

=) [ Orientation ~ | @), zoom ~ |
Open  Save Print Scale Find Bookmarks Many Pages 7 am Close Print
@ ers - I size - (&), Zoom In B et = Preview
Document | Print | Page Setup ] | Navigation | Zoom | Page Background | Export |
-
2013
Building : $1.5k
General : $750
- Cther @ $555
Missionary : $850
IPagElufl- | 100% (=) ——F——(
3 H L

13.3 Demographics Dashboard

The Demographics Dashboard is not interactive. It just gives you a quick view of the member types
and member statuses and marital statuses of your church at any given time.
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Bar Chart Member Status & Pie Chart Member Type

[l Member Status Member Type
12
-
c
3
[ -]
3
o
Active Inactive
Pie Chart Marital Status A Bar Chart Member Type =]
Marital Status 1z
10
8
6

Adult Child College Student
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