
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
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1 Introduction

1.1 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.  I believe CSW 2014 delivers a lot of features and functionality for
the low price of just $99.  I wish I had more time to write the help manual on the program but if I keep
at it much longer no one will have time to read it all.  Instead of making this document even longer I will
be posting a series of how to videos at the new web site for this program:
 http://www.churchsecretaryforwindows.com

I 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 I 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 I will try to get back to you quickly.  I may be able to answer your
questions by reply email or I may post a video on line.  Sometimes I 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.

I 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 I 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, I
am introducing many changes and improvements.  In fact, this new version has been so completely
rewritten that just about the only thing I 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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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.  I 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 I 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:  I 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.  I
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.

1.2 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 I
will receive notification of your order.  I 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.

2 Getting Started

2.1 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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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.
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The next screen lets you choose the Start Menu folder.

I recommend you check the button below to create a shortcut icon on the desktop - but it is up to you.
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The next screen will let you start the program you just installed, but first it will begin the product
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registration.

You need to be connected to the internet.  The software activation service I 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 notified by email that you have installed the program.  After you try the program, if you decide
to buy a site license then I will be able to remotely remove the trial limitation of 30 days.  Also, and I
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 I will be able to add days to the trial period.

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

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.  I am hoping for the latter.

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

2.2 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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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, I 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 I 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 I can
help - maybe I can't, but I 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.  It is up to you.
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2.4 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.

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.

2.5 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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2.6 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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you will see a pop up menu and use the Load option to browse to the location of the image file.

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.

2.7 Model Editor

I 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 UIType offers several
choices, such as Tabbed or SDI (Single Document Interface) and so on.
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In the case of some fields rather than use a database table to populate drop down choices I 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 I have Active;Inactive;Homebound.  The same
process would be needed for other fields where I 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 Attendance

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

3.1 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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3.2 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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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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4.2 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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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 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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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.  I have a how to video on the web site at
http://www.churchsecretaryforwindows.com that shows how to use the event calendar.

http://www.churchsecretaryforwindows.com
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This view shows events in a Monthly view.

This view shows events in a Weekly View.
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This view shows events in a Daily View.

7 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 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.

7.2 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.  I 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 I 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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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 I have provided a long field for entering any notes you would like to include.

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.

8 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.

8.1 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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Enter topic text here.

8.2 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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8.3 Library Loan Grid
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8.4 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.

9 Member Information

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

9.1 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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9.2 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).

I 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.  I have included hits as an option.  I 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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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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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.
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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.

11.2 Talents Record

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

I have included a wide variety of reports and charts.

12.1 Reports and Charts

I 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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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.

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.

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.
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The screen shot below shows a calculate report field expression.
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Additional documentation is available covering the Report designer and other topics.  Just email me at
dbandsons@aol.com for a download link.  It is 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.

13 Dashboards

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

13.1 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.

http://www.churchsecretaryforwindows.com
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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.

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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