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AW Cloud Database - Windows App version 5.5

Welcome to the Windows App

The Approved Workman Cloud Database is a recordkeeping system for Awana
clubs. It helps Awana leaders be more accurate and time efficient so they can do
what's really important — minister to children.

The cloud database can be accessed by the Web App
(app.approvedworkman.com) or the Windows App (AWdbRemote.exe). All
references in this User Guide apply to the Windows App.

This guide is designed as both a course in using the Windows App and as ongoing reference while
working with the application. It assumes familiarity with how to run an Awana club and focuses on how to
use the Windows App in your club.

Conventions used in this User Guide

ﬁ' Important warnings! Pay attention!!
ﬂ Additional information for clarification.

J Tips that might be helpful.

How to get started...

e Review the Getting Started and Learning the Basics sections for an introduction to the application.

¢ Visit the Approved Workman Forum for helpful information.

© 2020 Leffler Systems
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2.1

2.2

Getting Started

Sign up for a Free Trial of the Approved Workman Cloud Database on our website.

When the demo database is ready, you will receive an email with instructions. It will include a link to
download the Windows App (AWdbRemote.exe). The Windows App may also be downloaded from our
website at any time.

Use the demo to learn the basics of using the database and explore features while using sample data.
Since the demo database will be deleted, don't worry about accidentally altering or deleting records.

4 Do not enter all of your club data into the demo database as it will be deleted and a new database created
when you subscribe.

The demo database may also be accessed using the Web App. Information on the Web Aapp can be
found on our Web App support page.

After becoming comfortable with the cloud database, purchase a subscription. A new database will be
created for you to begin using with your club's data.

If you are a current Approved Workman Legacy Database customer and would like to switch to the Cloud
Database, your data can be migrated to the cloud.

Minimum System Requirements

To run the Windows App, system configurations should meet these requirements:

Operating Systems: Microsoft Windows 10, 8, 7, Vista, or XP (Apple and Linux OS's are not supported)

Minimum RAM: Windows XP requires 512 MB, but 1 GB is recommended. Windows 10, 8, 7 and Vista
require 1 GB, but 2 GB or more is recommended

Free Disk Space: 200 MB

Display: A minimum screen resolution of 1024x600 is required, 1024x768 or higher is recommended

Internet Connection: the Windows App connects to data in the cloud, so requires an internet
connection.

Downloading the Windows App

To download the Windows App, use the link included in the setup email or download it from our website.
The executable (AWdbRemote.exe) should be placed on your desktop to make updates easier.

Downloading the Windows App Executable (AWdbRemote.exe)

1. Open an Internet browser and go to our website.

2. At the top, click on "Cloud Database", then click the "Download Windows App" button. Instructions
are given on the page.

3. Click "Download Now".

© 2020 Leffler Systems
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4. In the File Download dialog, click the dropdown and select Save As. Select the Desktop and click
Save. The file download progress is displayed.

Run Cancel

Save

Save as

Save and run

If no dialog appears asking where to save the download, it is probably saved automatically in the
Downloads folder. Locate the Downloads folder and find AWdbRemote.exe. Use cut/paste to move
the exe to your desktop.

5. The AWdbRemote icon will show on your desktop.

ANy dOR oY
ETERE

2.3  Updating the Windows App

The Windows App will periodically be updated to provide bug fixes and enhancements.

When a new version is available, a download button will be provided after you log in.

AWdb Remote Client w

A new version of the Windows Remote Client App is available!

We have added new festures and fixed defects and we want you to have
the latest version. Click the button below to get it. After you have logged
in, be sure to click the “What's Mew™ tab on the Home page.

Downlead the new version

0% | Cancel

¢ Click Download the new version. A progress bar will show the new version is being downloaded.
When it completes, the dialog will close and the new version will launch the log-in screen again.

The cancel button can be used; however, you can't skip the update when it is available. When logging in
with a version that is less than the newest one, the download option will be presented.

When the file is replaced, you will notice that it isn't in the exact location on your Desktop that it was
before, but it will still be there. Simply drag it back to your preferred location.

© 2020 Leffler Systems
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2.4

Contacting Customer Support

Supporting You is Important to Us!

We are committed to providing great support to Approved Workman users! Although much time, effort,
and care has gone into the development and testing of this application, we acknowledge that no software
is ever totally bug free.

For problems not addressed in the included documentation, please contact Customer Support:

e E-mail: Support@LefflerSystems.com

e Phone: (see the Approved Workman website for our support number). Please limit calls to: Monday
- Friday, 8:00 AM - 5:00 PM Central Time Zone. If evening or weekend support is required, please
arrange an appointment by e-mail, or by calling during normal business hours first. Thank you.

e Remote Support: For some issues, a Customer Support representative might request a remote
support session. This allows the support representative to share your computer screen to help
resolve a problem.

The Approved Workman Forum provides helpful information and resources. It provides a way to get the
latest news, submit reports of problems and enhancement requests, review Frequently Asked Questions,
and watch training videos. It's also a great place to ask and answer questions and share ideas with other
Approved Workman users. Refer to the "Info and Training - Cloud" and "Community Contributions -
Cloud" boards.

© 2020 Leffler Systems
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3 Logging into the Windows App

Follow the steps below to log in to the Windows App:
1. Double click the AWdb Remote icon on your desktop to open the Log-in dialog.

(A HBREATOE
S

2. Type the Customer ID, User Name and Password for a user account.

Approved Workman Database
a recordkeeping system for Awana* clubs

o [ ]
See the “What's New” tab on User Nome:
the Home Page for details on

build 5.5.2.8. Password:

T

Copyright (d 2005-2078 Leffler Systems LLC, Al Rights Reserved
a Registered Trademart: of Awsna Clud | Bt uied by permission.
Letfler Sy3tems LLC is salety 1€5pan3ibie fa tne ADProved Warkman DMaDase, the website, and the uiet
‘gusde, and is nat endorsed by, or affilisted with Awana Clubs international.

appappravedworkman.com

ﬁ Notifications will be given in the cloud area.

3. Click Log In. In a few seconds, the Main Window opens. The What's New tab on the Home page
provides a list of enhancements and fixes in the new version.

& Approved Workman Database - A Sample Church
Eile Yiew TJocls Window Help Today is 12/5/2019 Remote Database - subscription through 1/22/2020 User: Maomi
Search Members €4, £l Mo windows are open~ | Current Club Yesr: 2018-2019 [w) ClubDate: [3/15/2018 | Week 4
|H°mt.";|ubbﬂ Leaders Househelds | Check-in Ledger Awards | Events Contacts Reports Inventory Admin |
Club Attendance
4 December 2015 January 2020 3
SMTWTFS S M TWTEFS 0
MISHITHEH I 123 4 §2D
123 4567 56T ES5WU 10
8 910 11121314 1213 1415 16 17 18 o
IS161718192021 1902122232425 1234567891 12 15 % 1B 20 2 24 % W B N
;;;gi:zszﬁ?:ﬂ 1_?2?2?2?3“3.1.v B Clubbers B Leaders
Wesks
2 Burthdays from 9/13/2018 te 5/25/2018 | Mermber Handbaok Alerts | 2018-2018 Club Calendar| @ MNotel
Member 4 Date | Type Club Mame e TR0 o ior T e Vi dowr Fia i nchd =
Deasns Delemater 0924 Clubber | TETUA e 5.5.3.8 versien of the Windows Remaote Client app includes: |
Ted Zelenka 03/20 Leader  Awana ENHANCEMENTS: 1
* MEMBER PROFILE REPORT may now be generated for Archived members if the report is ]
launched directly from
the Member form.
* CURREMT HAMDBOOK STATUS REPORT (Summary) now includes a “Show Data® butten that
provides the data in
< | |agrid. Alss, the projected completion date now accounts for weeks skipped within the club year.
1 Visiters on 9/15/2018 Mote: The report
Visitor's Mame. Brought By Chub Visited :ﬁ :; r:;l;ﬁ:;t previewed before the Show Data button is enabled. Also, if previewing, you
Nickleson, Rebecca  Allan, Jaqueline  Sparks page so that all data will be generated,
* MAME TAGS REPORT: Meow allews printing of name tag labels for all 5 sizes, with or witheut 2
member phete, |
~
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Learning the Basics

The Windows App consists of different modules that work together to maintain records for an Awana
program. Each tab on the Main window represents a module. Each module has a chapter in the User
Guide explaining its functionality. This chapter collects the basic information into one place to quickly learn
about the Windows App. Use the navigation tools (forward and back links, topic links, and topic navigator)
to keep coming back to this "Learning the Basics" page to continue with the next step.

Introductory Walk-through

1.
2.

o © N o u >

Log in to the database.

Get familiar with the Main Window, including an overview of the different Modules.

Review the Club Setup to adjust point values and personalize items like Custom Field headings
and Team Names.

Enter your church and club information so it prints on reports and can be used on order forms.

Review customizations under the Options tab.

For fun, personalize the database's look and feel.

Begin entering member records.

Assign members to teams, assign handbooks and uniforms.

Preview reports that might be useful getting started:

Registration Forms - for clubbers or leaders; blank or pre-filled

Name Tags - various sizes, with or without photos
Medical list - communicate medical conditions and allergy information with leaders
Worksheets - record attendance if no computer is available at check-in time

Detailed Handbook Status report or Check-in and Progress Report Worksheet - mark
completed sections if no computer is available for the leaders during handbook time

Household and Member ID List - get a parent's initials when picking up a clubber

Birthday list and Award list - use during the closing ceremony

Clubber Contact Information - facilitate sending encouragement and birthday wishes

10. Use the Check-in Module to keep track of attendance, points, and dues

11. Mark handbook sections as completed and pull awards

12. Learn how to to work with the grids to generate ad-hoc reports

After learning the basics, continue to learn more!

© 2020 Leffler Systems
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4.1  Customizing the Database

The look of the Windows App can be customized by changing the “skin” and the tab positions.

Choosing a Database Skin

" A“skin” s a collection of style settings that affect the look and feel of the Windows App. Each skin
has a different color scheme and might slightly alter the proportions of tabs, buttons, and text.

a Most of the screen-captures in this manual use the "Imaginary" style.

To change the skin, select View > Style from the Main Window's menu bar. A submenu opens with a
list of all the styles. Select a style. The look and feel of the Windows App will be immediately updated.

& Approved Workman Database - A Sample Church

Eile Yiew Tools Window Help Today is: 12/12/2019 Remaote
Sear L Syle k Native mren
== Tab potition 4 Elack 3
Het ﬂ Chart Settings k Blue EM]
E' ﬁ Sanve Home Page Layout Eluesky
,_\_".,f Reset Home Page Layout Caramel
Coffee
1234567 5 & 1
8 510 11121314 1213 1. DuarkSice
15 16 17 1B 19 20 21 pi- R e '
nRMBBEE  wau  OesOcens '
@Zan 2 +  iMaginary
London Liquid Sky
19 Birthdays fram 472472019 to £/29/20 H"r
M Shoin
Member 4 |Date |Type Cl
Asron Mifflin 0206 Clubber €,  Stardust rer

Choosing the Main Window's Tab Positions

o The Main Window's tabs can be displayed along the top, bottom, left side, or right side.

“I The default tab position is a horizontal row at the top of the Main Window. Most of the screen-captures
in this manual show the tabs along top.

To change the tab position, select View > Tab position from the Main Window's menu bar. Select a
tab position from the submenu. The Windows App will be immediately updated.

&> Approved Wodeman Database - A Sample Church

Eile View Tocls Window Help Today is: 1271202019 F
Searg L Style * | No windows are open =
3 Tab position * Left E
b t Chart Settings » Right _5"“‘
EI—! Seve Home Page Layout ¥ Top b
C Reset Home Page Layout Bettorn 30
24 35 3 5 2 113 4 E o
5 6 78 91011 "
11156171 o
1920021222324 25
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4.1.1 Screenshot Examples

"McSkin" with Tabs on Left

Search Members: | No windows are open = ] Curent Club Year: |2018-2019 Club Date: |3/15/2018 w Wieek 4

ﬂ - Club Attendance
E [4  Decemberz013 | January 2020 b
Clubbers ]

S M TWTFS SMTWTFS

MWHTRHA 1234

123 4 & 7 £ & 78 91011
rwﬂm ] g8 9 Wll%ﬂ 14 121314151517 18
HouuMm] ;;;;;i;‘;;:i‘:;; ;::g;;::;g?‘:zf 12346676910 12 4 16 18 20 2 24 26 28 30 2
BRN 23145678 W Clutbers @ Leaders
Fhsg-in . Weeks
ELngr 2 Bhays om WIY2010 o SIZVR0IE [ Member Handbook Alers | [2018:2019 Club Catendar] & notes || ® wnar's tew |
[éwd; I Deaans Delemater 03/24 Clubber  T&TUA ﬁ iié m ﬂ ‘ﬁh @
Ted Zelenka 0520 Lesder ] 2
Session Date & :
=
al .
me I E bk qMEI'IBl]-‘-LIul:ll:u:r. 20 Leaders, 1 Visitors, 56 Total)
= [ @ Sessicn Date : 9/26/2018 (35 Clubbers, 22 Leaders, Visitors, 57 Total)
LEM'H- I 1 Visitors on 8/18/2018 | .| @ Session Date : 10372018 (33 Clubbers, 20 Leaders, Visiters, 53 Total)
|WI |WB!' Imm I L [® Session Date : 101072018 (34 Clubbers, 20 Leaders, Visitors, 54 Total)
Imventory I Mickleson, Rebecca | Allan, Jagqueling Sparks 4| B Session Date : 10/17/2018 (37 Clubbers, 18 Leaders, Visitars, 55 Total)

o ) Sessicn Date - 10/24/2018 (34 Clubbers, 13 Leaders, Visitors, 53 Total)
LMmiﬂ [ Session Date : 1/31/2018 (34 Clubbess, 20 Leaders, Visitars, 54 Tatal)
0| () Sessicn Date : 11/7/2018 (35 Clubbers, 19 Leaders, Visitors, 34 Total)
) Session Date : 1171472018 (34 Clubbers, 22 Leaders, Visitors, 56 Total)
0| () Session Date: 11/21/2018 { Clubbers, Leaders, Visitors, Total)
L [ Session Date - 1172872018 (34 Clubbers, 17 Leaders, Visitors, 51 Total)

3757 { i tall —
IW [e]

[Cubbers: Low 1 High 38 Avg 31 [Lendars: Low 17 High22 Awg 19 Chibbers/Leader: 1.6/1
" H 1] H
Spring" with Tabs on Top
[ Approved Workman Database - & Sample Church = + » vt - S R = - o ox
File View Tools Window Help Today is: 12/5/2015 Remote Database - subscription through 1/22/2020 User: Nacmi
Saarch Memnbers: (), | 5l Mowindows are open~ | Current Club Vear: 2016-2019 - | Clb Date: 9/19/2018 - | Week 4
Home Clubbers Leaders Households Check-in Ledger Swards Events Contacts Reporis Inventory Admin
. {% Club Attendarce
[4  December 0 | January 2020 ]
SMTIWTFS SMTWTFS E ]
YK 123 4 Ezo
1203 4/8 & 7 § 4 7T 8 31011 0
8 9WII2I3M 1213MISB B o n
;:E;;;z; ;ﬁ;:;:’—:‘ 12 34 B & T B 9 10411213 14 15 16 17 18 1920 21 22 23 24 26 26 27 28 M W M 1
T 23148678 B Clubbers W Loadsrs
Weeks
2 Birthdays from $/19/2018 to 5/25/2018 Member Handbook Alerts | 2018-2019 Club Calendsr| @ Notes @ What's New
| Memizer ~ |pate [Type  [ClubMame ||
Desana Delemater 0524 Clubber TETUA |_‘,'.§ Li hﬂ [ﬁﬂ-ﬁﬂﬂ'
Ted Zetenka 05/20 Leader  Awana e \ e —. @
: Session Date ) O _("_ - = A .-:"(
Club Name Meeting Day |Week |Qtr | Clubbers| Leaders| Visitors) Tetal Theme C
Ed © Session Date : 9/19/2018 (36 Clubbers, 20 Leaders, 1 Visitors, 56 Total)
|_|2) Session Date: §/26/2018 (35 Clubbers, 22 Leaders, Visitors, 57 Total)
1 Visitors on 8/18/2018 [ Session Date : 10/3/2018 (33 Clubbers, 20 Leaders, Visitors, 53 Total)
Visitor's Name [Brought By [Cub visea | | L o] S.Hsion Diste: ||:|-'m.fz|:-1f ri.! Clubbers, ?n Leaders, l‘jlmurs, 54 Total)
Wikl Rebecca  Allen, Jaqueline Sparks | |2 Session Date : 10/17/2018 (37 Clubbers, 18 Leaders, Visitors, 55 Total)
| |8 Session Dute : 10/24/2018 (34 Clubbers, 19 Leaders, Visitors, 53 Total)
|| ®) Session Date : 103172002 (34 Clubbers, 20 Leaders, Visitars, 34 Tetal)
|| Session Date: 11/7/2018 (35 Clubbers, 19 Leaders, Visitors, 34 Total)
| |8 Session Date : 11/14/2018 (34 Clubbers, 22 Leaders, Visitors, 56 Total)
&) Session Date: 11/21/2008 { Clubbers, Leaders, Visitors, Total) &
a( = ) p=)
|clubbers: Low 1 Hgh 38 Avg 31 Leaders: Low 17 High 22 Avg 19 Clubbers/Leader: 16/1
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"Coffee" with Tabs on Right

| Eile Yiew Jocls Window Help Today is: 12/5/2019 Remote Database - subscription through 1/22/2020  User, Naomi

Search Members: (L | ) Mo windows are open= | Current Ciub Year: [2012-2015 |~ | Ciub Dates [3/19/2012 |- | Wieeked

Club Attendance Hesmne
A December 2013 Januacy 2020 3 —
SMTWTFS S5MTWTFS 30 Clubbers
MBEBTBHN 1234 mn -
123 4867 $ 678N 10
8 §10111213 14 12 13 14 15 15 17 18 o Lesdec
ISI61718192021 190 ANRB2A42 123466768910 12 14 16 18 20 2 24 % 3 3 B
RNBMBBUHE BTBHNN L B Clubbers W Leaders Houszeholds
230 3 2345678 =
Weeks Check-in
| )
=
2 Bisthdays from 5/19/2018 to 9/25/2013 | Member Handbook Alerts| 201 Club Calendsr | @ Notes| @ What's New Ledger
Mennber /. Date | Type (Club Mame =
T (=] .
Deasna Delemater 05724 Clubber  TETUA E 2 @ & Bwards
Ted Zelerka 0920 Leader Bonans - - o | E
Events
Contacts
(35 Clubb adh al) w | =
672018 (35 Clubbers, 22 Leaders, Visitors, 57 Total) Beports
1 Visitors on 8/19/2018 LIt Session Date - 10/3/2018 (33 Clubbers, 20 Leaders, Visitors, 53 Total) E
i : 10/10/201 ! Visi
Vi . | By | Chubs Visited ol Srss!on Diate = 10/10/2018 (34 Clubbers, 20 Leaders, !s.murs. 34 Total) Irventory
Nick! T ’h el = Ll Session Date : 10/17/2018 (37 Clubbers, 18 Leaders, Visitors, 55 Total) =
o Ao | A ioeloe N S et Session Diste : 10/24/2018 (34 Chublbers, 19 Leaders, Visitors, 53 Total) Adgin
LIt Session Diate = 10/31/2018 (34 Chubbers, 20 Leaders, Visitors, 54 Total)
&) Session Date: 11/7/2018 (35 Clubbers, 19 Leaders, Visitors, 4 Total)
P Session Date : 11/14/2018 (34 Clubbers, 22 Leaders, Visitors, 56 Total)
ol Session Date: 11/21/20018 { Clubbers, Leaders, Visitors, Total)
k&) Session Date : 11/28/2018 (34 Clubbers, 17 Leaders, Visitors, 51 Total)
k) Session Date : 12/5/2018 (38 Clubbers. 18 Leaders, Visitors, 56 Total) bt
4 u [
|Chbers: Low 1 Hgh 33 Avg 31 |Leaders: Low 17 Hgh 22 Awg 19 ClubbersiLeader: 1.6/1

"Stardust” with Tabs on Bottom

5 U
SearchMember=. )|l Nowindows are open - || Cument Club Year: 2013-2013 = | Clb Date: 5/18/2012 = Week4

Club Athendance

A DeebEr 19T T ey 2020 W

5MTWTEFES 5MTWTES W

MBABUBDH W R Ezo

123455 7 56738 3slpn 10

B 9WL1IE  RBHIBKITE o L i | | ! A ! | - . . .

;;gggg;’;g ;::g::g;“ﬁ 123 456 78 5 0N IZ114151617 181952020 2223 242626 2726 29 0 M1 32
1 1

232031 2345678 W Clhucbers @ Leacers

Weeks

“ZBithdaysrom TSP SISO iEiber Handbook Aleds 2018-2019 Club Calendar "8 Nigte: @ WREEE New
EmEES A" DEte ™ Tipe T ClE MEme
Deasna Delemater 09/24 Clubber TETUA

Ted Zelenka 0520 Leader Awana
. "= 26/2018 (35 Clubbers, 22 Leadess, Visitars, 57 Total)
“{Visiters on 91972018 ¥ [#] Session Date : 10/3/2018 (33 Clubbers, 20 Leaders, Visitors, 53 Total)
ViorsNsme  BroughtBy  ClobVisted : #| Session Diate: 10/10/2018 (34 Clubbers, 20 Leaders, Visitors, 54 Total)
FT-rp— = ¥ Session Date : 10/17/2018 (37 Clubbers, 18 Leaders, Visiters, 35 Total)
Micklesen, Rebecea i, lagqueling Spa ¥ [#] Session Date : 10/24/2018 (34 Clubbers, 19 Leaders, Visitors, 53 Total)
¥|[#] Session Date: 10/31/2018 (34 Clubbers, 20 Leaders, Visitors, 54 Total)

+

Session Date: 11/7/2018 (35 Clubbeers, 19 Leadess, Visitors, 54 Tetal)
Session Diste : 1171472018 (34 Clubbers, 22 Leaders, Visitors, 56 Total)
Session Date: 11/21/2018 ( Clubbers, Leaders, Visitors, Total)

-
“

=)
|cutbers:Low 1 High 38 Avg 31 Leaders: Low 17 High 22 Awg 19 Cubbersfleader: LE/1

Home| Gubber | bsadey, Clossaliokds, Chackip | Lalons| Sxoels Biagis Contacs) Bspctls | imosiegy | ddmin
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4.2  Entering Clubbers and Leaders

Be sure you are using a Live database before entering member data!!

Demo databases will be deleted and a new database created when you subscribe, so any members entered

in the demo database will be lost.

To create a new member, use one of the following to open the New Member dialog:

e Clubbers Module, Leaders Module, or Check-in Module toolbar: New Clubber/Leader/Member

button

e Member Window toolbar: New in Household button

e Registration Window, Step 1 grid toolbar: New Clubber (in this Household) button

ﬂ Some of the above modules also have a right click pop-up menu option to add a member.

New Member S w

Type @ Clubbed Leader
Status: @ Active Prospect Visitor

I & member of the existing househald .........:

(Currentiy showing Achive and Visitor househoddy) Show all households regardless of Status
Perzonal Heusehald
Tile: - Parent Name(s):
First Name: * Address Line 1:
Lisst Name: . City/ State/Zip: o
Suffoc:
Preferred Mame: Prmary Phane: Type: Home Phone |»
Birth Date: = Age Primary Email:
Gender, . - Farmity Church:
ﬁfimgq; Rele
Grade: = Club Assigned: = Leader Name: Team Color: Team Hame:

2 o [ Hene oa

o Cancel and Close

Enter the following information:

e Type - Clubber or Leader

e Status - defaults to Active, but Prospect or Visitor can be selected. For status of Visitor, additional
options are enabled to indicate the Date Visited and if the person Is a guest of an active
member. The member who brought the guest can be selected from the drop-down list.

o Is a member of an existing household - check the box and select the household from the drop-
down list. This will populate the Household information in a read-only format.

The list of households defaults to Active and Visitor households. If the household is not in the list,

check the box to Show all households regardless of Status.
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o Personal - Title, First Name, Last Name, Suffix, Preferred Name, Birth Date and Gender

‘i Some fields are filled automatically as data is entered (i.e. selecting a Title fills in Gender; entering a
Birth Date calculates Age and Grade. With gender and grade, a Club Name is assigned.)

and Family Church

Primary Role - Grade, Club Assigned, Leader Name, Team Color and Team Name

Household - Parent Name(s), Address, Primary Phone (and Type), Primary Email address

It is generally easier to Assign a team from the main Clubbers list for multiple members at once.

4.2.1 Entering Contact Info

Cancel and Close - closes the dialog without saving.

Save and Close - saves the record, closes the dialog and opens the Member record.

-.@.
? Capturing contact information, such as phone numbers and e-mail addresses, facilitates
communication. This information is entered for the entire household.

The Contact Info grid shows the household contact information on the Main page of any household

member's record.

@ Mitzz Christina Carson

- Close _Dﬁﬂave andd Close H Save % Hew in Hh ‘ig Assign te Hh 'E: Ledger % Dedete

Msin | Misc  Roles| Attendance Handbooks Awards Events Contacts | Fees

Person

Title: Mass -
First Name: Chrigtiny

Last Mame: Carsen

Suffee

Preferred: Christina

Pronunciation:
Filing Mame: Carzon, Chrsting

Madling Narne:  Miss Christina Carsen

Birth Date: T8 |%f Age | 10 Cument Grade: 4
Gender Fernale - Met Points: 850
Code / Flag: i - Status Active
Rale(s) for 2018-2019 Edit | [Hew| | Del Household Members HH Status:  Active
Type Role Club Mame Loge | Club Loc [Jeamn Leader Mame Mr Ben C_J_}c" Active Clubber Trek
Status - Coler Miss Christina Carson Active  Clubber T&TUA
»|Clubber Active T&T UA i) Green  Nicole Newmar

Browse Househcld Status: Active

355-2 Household
F.Img Mame
Mailing Mame:
Parent Name(s):
Address Line 1:

City / Saate / Tip:

Bw

=
=28 4

 [Req Form Rpt 3 Mbr ProfileRpt  Tog

355
Carson - Ben, Christina
Carson Family
Jirn and Beth Carson
34 Wanescoat Drive
Sun Prairie Wl -

Deiing Dicsctinn

Contact Info

E-mail

Iphotos |4 | » | a

<arsensEd CMsen.com
Home Phone  (508) 555-1278

Edit | |Mew| | Del

Jirn Carsen

Created 9/24/2013 2:2%:19 PM

Medified 12/3/2019 2:1%31 PM by Maomi

e To remove a contact record: select a row in the grid, then click Del above the grid or right click and

choose Del Phone/E-mail

e To change a contact record: double-click on the selected row, or select a row in the grid then click
Edit above the grid or right click and choose Open Phone/E-mail

e To add a new contact record: click New above the grid
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Adding or editing a contact record opens the E-Contacts dialog.

- Clage l‘:‘: Smve and Cloze [. j Save '@ [ ‘g Debete @/ Infe

Type Phone Number or E-mad Address  Member Link  Contact Person Contact Relationship | Cell Camier | Okt Text Primary Private
E-mail carsonsd carson.com 1 -
Home Phone  (B0E) 555-1278 Jim Carson -

Phone numbers and e-mail addresses are shared by all members of the household so only need to be
entered once. [The exception to this is if the Member Link is used, see below.]

e To add a contact, click New. A blank, editable row is added to the grid. Enter the following:

(0]

(o]

(0]

Type - selection options are determined by Admin > Generic Lookups > Comm Types.

Phone number or E-mail address - phone numbers are automatically formatted. Simply type
the numbers without dashes or parentheses.

a There is an option to automatically add a default area code under Admin> Options > Members.

Member Link - links a phone or e-mail to a specific person. The link is used by the Gather E-
mail Addresses and Textible Phone Numbers tool to identify only phone numbers or addresses

associated to specific Member Types or Club Names.
Contact Person - person associated to the contact record.

Contact Relationship - indicates the relationship of the contact person to the member/s;
selection options are determined by Admin > Generic Lookups > Contact Relationships.

Cell Carrier - domain to append when sending SMS text messages from an e-mail client to a
cell phone. Selection options are determined by Admin > Generic Lookups > Cell Phone
Carriers.

OK to Text - indicates a cell phone IS textible AND permission has been given to text.

To send text messages to a cell phone through e-mail, the carrier must be known. When
requesting permission to send messages, also ask for the carrier.

Primary - one phone number and one e-mail address for the household to use in the Clubber,
Leader, and Household Lists.

Private - indicates the record will not be printed on any formal report.

To remove a contact from the list, select a row in the grid, then click the Delete button.

To show/hide information about the dialog, click the Info button.

When information is edited, the Save and Save and Close buttons will become enabled.

Use Close to exit the dialog without saving changes.
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4.2.2 Setting Registration to Current

Ii' The Registration is current check box on the Member's Role record tracks which members have
turned in the registration forms. This field can be shown in the main Clubber list or Leader list under the
Registration header band as well as on the Member Form's Roles tab. It can be selected directly on the
role dialog. Using Register and Post a Payment or the Registration Window will mark it automatically.

Register and Post a Payment allows a date selection and posting of an unapplied payment. It sets the
member's status to "Active" and creates a fee record for annual dues (if applicable). Access it from:

e Clubbers Module , Leaders Module or Check-in Module toolbar: Action > Register and Post
Payment menu item

ﬂ Each module also has a right click pop-up menu with this option.

The Registration Window provides a way to review member information, select members to register,
assign books and uniforms, review fees, post payments and print registration reports. Access it from:

e Clubbers Module , Leaders Module or Check-in Module toolbar: Begin the Registration Process
button

e Households Module toolbar: Open Registration Window button

ﬂ Each module also has a right click pop-up menu with this option.

4.2.2.1 The Register and Post a Payment Dialog

Ii' The Register and Post a Payment dialog provides a convenient way to quickly mark one or more
members as registered and enter a payment that was made during registration.

ﬂ The payment portion is disabled when invoked for more members from more than one household.

Register and Post a Payment ®
Set the Registration Date of the salected member(z) to:  5/5/2018 -
This action will also set each member's Registration to “Current”, ther Status to “Active”, their
Permissions to “Yes" *, and creste a Fee record for the Annual Dues (if applicable).
| Past an Unapplied Payment to the Household Ledger
Payment: Amount:  Reference: Payor:
Cash w (2500 Jamice Allan »
Hote:

TIP: If you want to perform sdditional tasks such s editing houzehold and member data,
assigning books and uniferms, and posting payments directly to the new fiees, you should use
the Regrstration Window instead of this dislog. You can open the Regstration Windaw from the
popup menu of the Clubber List or this Check-in List

* According to the Default values for the Permission-related fields. To view or change which

pemission fields are medified when registering 2 membeer, go te Admin > Qptigns >
Regustraticn Form and Reports > Permission Defaults.

0K Cancel

« Set the Registration Date - defaults to the Current Club Date, but can be changed.

¢ Post an Unapplied Payment to the Household Ledger (optional) - checking the box enables
the payment options. The payment can be applied to specific fees later using the Household Ledger.

ﬂ The payors in each household are remembered and displayed in the drop-down for future use.
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o OK - sets Registration Current and registered date in the Member's Role record. It also sets
the Permissions-related fields (based on Admin > Options > Registration Form and Reports >
Permission Defaults), the member's Status to "Active" and creates a fee record for the Annual
Dues (if applicable).

e Cancel - exits the registration process without saving it.

Use the Registration Window dialog to perform additional tasks such as editing member data, assigning
books and uniforms, or posting payments directly to fees.

4.2.2.2 The Registration Window Dialog

ol

“ The Registration Window provides a single point of access for the multiple tasks related to
registration. Review and edit household and individual member information, select members to register,
assign books and uniforms, review fees, post payments, and print registration related reports.

Step 1: Review Household and Member Info

Step 1 is divided into three sections: Household, Contact Info, and the Individual Member section.
ﬁ{lon LE?S-!\.! and Clese i,;"_, ’

Step 1: Review Household and Member Info | Step 2: Review Fees and Post Payments

Househaold Contact Info {dbd-click a row B add edit/delete] Instructions:
Filing Mame: Alan - Jack, Janice, Trevor, Jaqueline *|Cell Phone {(B08) T12-5487 Inek Step 1: Review the household
A E-maal allandSyahoo.com Jack and member info. Select
Madling Name:  Allan Family i : "i A : - clubbers (snd leaders) to
- a ~ma prnallanyahoo.com anice register. Assign books and
Parent Mame{s): Jeck and lanice Allan _ 9 9
o Harne Phone  (B08) 487-3411 uniferms as needed,

Address Line 1: 41 Birchweod Circle
Step 2: Review the Fees, post

City / State / Zip: Madizon Wi 3374 Persons (other than parents) authorized te pick up the children: payments and print reports.
Farnily Church: A Sample Church -
Registration Date: | 472472018 |= 3) Open Mermber ?} Hew Clubber (in this Househeld) i.ﬂ Aszign Handbook t Assign Uniformn L4585, Grid =
| Clubbers * |Lesders * * Exchuding Archived & Graduated. Registering a member sets their Registration to "Cument”, Status to "Adive”, Permissions to Ves”, and creates a Fee for Dues.
Date Duses Pd 201E-20013 Club | Cwrrent Book Assignment %
st Shat Furst N, & Last My Burth Date Gender Grade Schoel N G 3 C it LU
R Registered |In Full e L R | s | e Assignment {eecluding entrance books) | Dene ]
«  BA08 Active  laqueling Allan NAENE Fernale K Sparks HangGlider T Sparks Uni

ORI o201 | W Jactive [Trevor  [alen (315000 [Male | 3 | [TBTUA  [EvidencecfGrace | 58 [TAT Unifol

|€ ] *
First Mame &  Doctor Mame and Phone | Dentist Hame and Phone | Insurance Info Last Td Shot | Allergies Medical Information Motes
Jegueline

» I I [ N N I S

¢ Household - current household information is shown and can be edited directly.

¢ Contact Info - current contact information is shown. To add/edit/delete contacts, double click a
row to open the E-Contacts dialog.

¢ Individual Members - separate tabs for Clubbers and Leaders. Each tab has two read-only grids
that provide information useful when registering members. To make changes, open the Member
Window by double clicking on a row or using the Open Member button on the toolbar. Update
information, then Save and Close the member record to return to the Registration Window.
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Icon |Action Description
Reg. Date The date defaults to the current club date but can be changed.
3; Open Member Opens the selected member in the Member Window. (Pressing the

Enter key with a row selected or double clicking the row also opens
the member record.)

New Clubber (in |Opens a new member form pre-filled with the selected household's
this Household) |information.

L2

Assign Handbook| Opens the Assign Handbook dialog to assign a new handbook to the
selected member.

i

Assign Uniform | Opens the Assign Uniform dialog to assign a new uniform to the
selected member.

e

Grid Tools Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.

i

o Register - checking the box sets Registration is Current and registered date in the
Members Role record when the record is saved. It also sets the Permissions-related fields, the
member's Status to "Active" and creates a fee for the Annual Dues (if applicable).

Review Club Assignment, Current Book Assignment and Current Uniform. If new items are
needed, use the buttons above the grid to open the appropriate assignment dialog.
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Step 2: Review Fees and Post Payments

Step 2 shows the Household Ledger. See the Household Ledger section for additional information.

£ Registration Windows Allan - Jack, Janice, Trevor, Jaqueline

41 Close uﬁ‘ﬁau and Clese | &  Print the Househeld Account Statement | Print the Household Registration Foem “; ’

| Step 1: Review Houtehold snd Member Info | Step 2: Review Fees and Post Payments |

Club Year: 2012-2019 v | 955
Payment Type: Amcunt  DateReceived  Reference/Check®  Payor Hote
Cash | §11.50 9/5/2018 | Janice Allan -

1y Aopy s prymere: CETNTTET S - | 5ot e Paymen

Fees for 2018-201 | Payments for 2018-2019] Unspphed Payments

.:-O .':O _='° E'_! Shew: Al Fees - -?D{)penklemhu ‘_x Waive Fee Q"‘O ﬂ‘::— 1= L=

Member & Category [tem 2 Description Amount  Tetal Pd  Balance Waived Hem Rovd Date Revd  Nete

SRR 0.~ Feciels ouestortnezmie200 labveur | $1530  stomn| S50l W | @ lwwome| |

Jagqueline Beck T4190 HangGlider Handbook with Audio Do $11.00 $11.00 £0.00 - 2018

Jaqueline Uniforrm 74413 Sparks Unifoom Vest - Child meedium § $11.00 $11.00 50.00 - 2018

Trevor Bock 34549 Missior: Evidence of Grace - NKJV 51000 $10.00 S0.00 ~ 52018

Trevor Dues Feel219  Dues for the 2018-2015 Club Year 51530 5950 $6.00 ~ 812018

Trevor Uniform 53931 TET Uniform (Green) - Youth large 14 $1600 51600 S0.00 v 812018
& records 57900 56750 S$11.50

Hoausehold I0: 12630 Household Balance: $11.50

Review fees that were created automatically. Use the New Fee button to add additional items. Post
payments, then print a Household Account Statement or a Household Registration Form. The
registration form includes an option to "Display a summary of Fees and Payments in the Office Use
area" to use it as a receipt of payment or a bill for an unpaid amount.

Icon |Action Description

Litr Save and Close Saves the changes and then closes the Registration window.

[E]

& Print the Opens the Household Account Statement report dialog for the
“~ | Household selected household.
Account
Statement
_¢ | |Print the Opens the Registration Form report dialog for the selected
~— |Household household.
Registration Form
r&:& Refresh Refreshes the data in the grid. If there is a concern about viewing the

latest data, simply click this button.

’ Stay on Top Toggles whether or not the window stays on top of the main window.
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4.2.3 Assigning Handbooks

E—l Each active and visiting clubber should have at least one handbook assigned. (Visitors should be
assigned an entrance booklet based on grade.) When initially adding clubbers to the database, assign
completed handbooks for historical purposes and then mark each as Done. See the Member Window's
Handbooks page for more details on managing handbooks.

The Assign Handbooks dialog can be invoked as follows:

e Member Window > Handbooks tab toolbar: Assign Handbook button

Clubbers Module toolbar: Action > Assign Handbook menu item

Handbooks can be assigned using the multi-select ability for up to 20 members on the clubber or
check-in grid.

e Check-in Module toolbar: Assign Handbook button or Action > Assign Handbook menu item

Registration Window, Step 1 grid toolbar: Assign Handbook button

e Choosing Yes when prompted to assign the next handbook after a clubber completes a book.

a Each module also has a right click pop-up menu option to Assign Handbook.

=
Assign Handbooks k-4
Miss Erica Blumberg. Active Clubber in TSRT UA, Grade 3
Display Options Actions
@ Shew “Truth & Tramnang”™ books marked a2 “In Lhse” | Create a Fee record for each book assigned (if price > 50.01)
Shew All boaks marked as “In Use™ | Mark each book a5 having been received
Show All books, including those that are obsclete and not “In Use” Reduce the Inventory Gty in Stock for each book assigned
Translstion: | MKV - Tip: If you don't see the book you want, select a différent transhation. Handbooks already assagned:
¥ -~
em=  Book Name Price | S IM e opere | Y50 BY oy Bosi bt Sl
Steck Grades Flight 3:16 (¥r1) YZTRNT
3148 Start Zone (¥e2) 50,00 ] 3456  Usefor grades 3-6 HangGlider
4148 Start Zone [¥r3) 20,00 o 3456 Useforgrades3-6 Start Zone 1rl) 4/ 018
448 Start Zone (Vi) 50,00 o 3456 \Wseforgrades3-6 Start Tone Ultimate Adverture BF2F30NE
34198 Grace in Action w/Mtart Zone $10.99 ] 34 Hew in 2016-2017 inchudes Start Z¢ | Uptimate Adventure 1 (2010)
41498 Grace in Action 1089 ] 34 Mew in 20016-2017 .|
34545 Evidence of Grace woStart Zone 510099 o 34 Mew in 2017-2018 includes Start Zc 3 &
32691 Evidence of Grace Essentials $548 ] 34 Mew in 20017-2018 : - 4
24027 Agents of Grace w/Stant Zone $10.99 o 3456  Mewin 2012-2019 includes Start Zc f-DISt;E,H{E,EY
34327 Agents of Grace 51085 0 3456  Mewin 2015-2019 “'T’
35065 Agents of Grace Essentials $545% 1] 3456 Mewin 2012-2019 v
Discovery of Grace w/Start Zone  $10.99 Mew in 2019-2020 includes Start Zd A .
35967 Discovery of Grice £10.89 o 3456 Mewin 20019-2020
36035 Discovery of Grace Essentials 5545 1] 3456  MNewin 2015-2020
< L *>|
Set this book a5 (v The Prirnary book
| A Current beok o el
Browse Household Status: Active Created 1/30/2015 2:01:44 PM Medified 5/11/20128 2:10:04 PM by Matthew

o Display Options - filter selections for the list shown in the grid. By default, only books used by the
current club and marked as In Use in the Inventory Item Window are displayed.

¢ Translation - further filters the list of handbooks in the grid based on the translation. This defaults
to the individual's Preferred Translation.
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Set the default translation under Admin > Options > Misc. This default translation is used when a
new member is created. The individual's Preferred Translation can be changed on the Misc tab of
the Member Window. The individual preference is what is used on the Assign Handbooks dialog.

While most handbooks are available in all of the translations, there are some exceptions. If the book
isn't initially displayed, try selecting the (All) option.

¢ Actions - determine additional steps taken when assigning this handbook.
o Create a Fee record for each book assigned
o Mark each book as having been received (if a fee is created)

o Reduce the Inventory Qty in Stock for each book assigned (do NOT check when entering
historical data)

a Change the default settings for the actions under Admin > Options > Misc.

+ Handbooks already assigned - for reference only; the list of handbooks to select for assignment
will not include books already assigned.

o Set this book as: The Primary book or A Current book - choose the status of the book.

Primary - the main book a clubber is working in. This will be shown in the Clubbers or Check-in
grids. Some reports may only include the primary book.

Current - any book a clubber is working in. All current books will be displayed in the handbooks
section. Most reports can be run for all current books.

This can be helpful at the beginning of the year when assigning both an entrance book and a main
handbook. The entrance book can be set as the Primary and the main handbook set as a current
book. Once the entrance book is completed, the main handbook can become the primary book.

e OK - adds the book to the member's Handbook list and completes any selected actions.

¢ Cancel - exits the handbook assignment dialog without saving.
4.2.4 Assigning Uniforms

' When a clubber completes an entrance booklet, a "reminder award" is triggered indicating the
clubber is eligible for a handbook and a uniform (if applicable).
The Assign Uniform dialog can be invoked in the following ways:

e Clubbers Module toolbar: Action > Assign Uniform menu item

e Check-in Module toolbar: Assign Uniform button or Action > Assign Uniform menu item

e Registration Window, Step 1 grid toolbar: Assign Uniform button

e Roles dialog: Assign Uniform button (under Registration Info section)
e Choosing Yes when prompted to assign a uniform after a clubber completes an entrance book.

a Each module also has a right click pop-up menu option to Assign Uniform.
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swign s U0l

Mir Trewor Allan, Active Clubber in T&T UA, Grade 3
Display Options BActions
) Bhow “TAT UA" Clubber undorms marked = In Uze"| = Create a Fee record for the uniformn assigned (f price = 50.01)

Shew All uniferms maerked as “In Use” | Mark the uniform as having been received
Shew All uniforms, including those that are cbsolete and nat “In Use” Feduce the Inventory Oty in Stock for the uniferm assigned
~
Item & Description & Price QtyIn Mate
Steck v

Taa2s T&T Uniforrn (Blue) - Adult X-large $16.19 (]
8996 TE&T Unaform (Elue) - Adult XX{-larnge §16.19 o
F004 T&T Unifiorrn (Blue) - Adult J00C-large $16.15 (]

bl 7417 T&T Uniform (Blue) - Adult large $16.19 0
T804 T&T Unifarm (Blue) - Adult medium 16,19 o
79396 T&T Unifgrm (Elue) - Adult small [} 51619 3
T30 T&T Uniforen (Blue) - Youth large 14 516,18 0
T9361 TE&T Uniform (Elue) - Yeuth medium 12 §15.19 1]
79357 TE&T Uniform (Blue) - Youth small 10 $16.19 0
SE65 TE&T Uniferrn (Green) - Adult X-large 516,18 o Soma jerseyz will come
4970 T&T Uniform (Green) - Adult Xi-large §16.18 (] with previous TAT leges.
GERRR TET Uiniform (Goeend - Adult XXX-lanne S16.19 ] b

0K Cancel

« Display Options - filter selections for the list shown in the grid. By default, only uniforms used by
the current club and marked as In Use in the Inventory Item Window are displayed. With the first
option, the list is further filtered based on the associated role type (leader or clubber).

o Actions - determine additional steps taken when assigning this uniform.
o Create a Fee record for each uniform assigned
o Mark each uniform as having been received (if a fee is created)

o Reduce the Inventory Qty in Stock for each uniform assigned - (do NOT use for historical
data)

a Change the default settings for the actions under Admin > Options > Misc.

e OK - checks the Has Uniform box on the Member's Role record and fills in the description.

¢ Cancel - exits the uniform assignment dialog without saving.
425 Assigning to a Team

o H’/ All clubs organize clubbers by assigning them to a specific Club Name. To group clubbers into
smaller subgroups, assigh a Team Color and/or a Team Name.

e Color - includes the common Awana team colors: Red, Yellow, Green and Blue. The following
additional colors are also included: Purple, Silver, Aqua, Orange, Pink, Gold, Gray and Brown

e Name - unique team names can be used in addition to the club name and team color. Enter team
names under Admin > Club Setup > Team Names. After creating team names, members can be
assigned to a team.

Historical team names can't be deleted. To remove a team name from the current drop-down
selections, uncheck the 'in use' box.
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4.2.6

Team Color and/or Team Name can be assigned in the following way:

¢ Clubbers Module or Check-in Module toolbar: Action > Set Team Name menu item

e Leaders Module toolbar: Action > Set Team Color or Set Team Name menu item

e Member's Role record: Team Name or Team Color field

ﬂ Each module also has a right click pop-up menu option to Set Team Color or Set Team Name.

If the team colors are changed each week, there are also options to Clear all Team Colors for this
week and Reset all Team Colors for this week from the toolbar's Action drop-down menu (or the
grid's right click pop-up menu).

Changing the Team Color or the Team Name changes the value on the member's Role record and also
updates the Attendance (session) record for the Current Club Date and all future dates. Past dates are
not changed to maintain historical accuracy.

The quickest way to set the Team Color and/or Team Name for multiple clubbers/leaders is by using
the Clubbers, Leaders or Check-in Module. Work with the grid to show members in a way that allows

easy selection of multiple rows, then select Set Team Color or Set Team Name from the toolbar's

Action drop-down menu (or the right click pop-up menu in the grid). This will update the color or
name for all selected members.

Managing Member Photos

. 8 Member photos are especially helpful in large clubs where it might be hard to remember names.
There are several reports that can use the photos, plus photos are displayed whenever the Member
Window is opened. The Photo Manager provides an easy way to review and load photos for any member
in the database. It can be invoked from the:

e Main Window Tools menu: Tools > Manage Photos menu item

e Member Window: Double click on the photo

e Clubbers Module or Leaders Module toolbar: View/ Edit the Photo(s) button

ﬂ Each module also has a right click pop-up menu that includes View/ Edit the Photo(s).

) Clase & Save and Clese H Save

29 Open Mernber and Close

:"4 Mew Phote ."d Resize “.: Resize &ll % Delete Photo --v:‘ Refresh

Image Size (WxH) Frame = 285380

Ornginak BwIT 30005 bytes

Member Name Status | Mbr Type Club Mame  Photos Cument 285379 30005 bytes
Adies, Andy Active  Clubber Trek [} ;
Allsr, Juck Active Leader  Joumey 1
Allan, Janice Active  Leader Joumey 1 Tips
Allen, Jagueline Active  Clubber Sparks 1 Use photo-rdiing software bo view your
A " ; it W hew
Allsn, Trevar Active  Clubber T&TUA 1} source phate and use your mause to select
Arlingten, Charity  Active  Clubber Sparks 2 L ey S eI
sdlington, Fath ~ Active  Clubber  Cubbies 1 e e A LD
Arlingten, Gavin Active  Leader TETUC '}
a i A nstead of taking a photo of every person
Arlington, Manissa  Active  Leader  Awana 1 one t & time, take & phate that intudes
Baker, Chaz Active  Clubber Joumey 0 several peaple, then select each person’s
Benson, Luke Active  Clubber Trek 0 o e pee
Blakemore, Claudia Active Leader Awana 1 Chiek R R tieall th
Blskemore, Joseph Active Leader TETUA 1 ;‘;loto ::_:mzrz r::':‘:sl::n:-er:rs.ln;:nu: save
Biakemore Yvonne  Active  Clubber T&TUA o storage space and improve performance.

bt Chck Resize A1l to loop thaough all photos
Blanchardt, Titus Active  Leader  Trek 1 and automaticaty resize them,
Blumberg, Enica Active Clubber TETUA (i}

To add a photo without owerwriting the

Carscn, Ben Active  Clubber Trek Q existing one, click “Mew Phato” of the
Carson, Christing ctive  [Clubber [TRTUA | 3] FLUS (+) ibutbon Tiest. then right clicd
Claek, Ethan Active  |Chbber |Mouméy 0 e
Cwtach e Cubber oumey 0 | 3 ohotor Kedndlalmlind e o Py e nctos e st s o iy and

i = way wir Tirst, remai tos fif an
Cleveland, Brian Aetive  Clubber Cubbies 1 Description: will be sorted on Photo Date,

WA 18 af B2 |k b Photo Date: 3282012 |s| InClub vear: 2018-2019 |»
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e Select a member's name in the grid on the left. If a Photo exists it is displayed in the frame.

a Manipulate this grid as explained in Working with Grids.

o Multiple photos can be saved for each member. Normally there would be one for each year, but
there is nothing to prevent more. Select the photo to display in the Member Window by marking it
as Primary. If there are multiple photos for a member, click the left and right arrows beneath the
photo to see all of the photos, sorted by the photo's date.

e To add a new photo: click Plus (+) beneath the photo. This puts an empty placeholder in the
photo frame, then use one of the following:

o Right click on the empty frame and select Load... from the pop-up menu. Locate and select the
photo file for the selected clubber, then click Open. This works well if you have photos of each
clubber (such as "head shots") in external files.

o if you have a photo of a group of clubbers, open it in photo editing software. Select and copy the
clubber's face, then right click and select Paste from the pop-up menu.

Icon |Action Description

Close Closes the Photo Manager without saving current changes.

n
S e
Iﬁ‘i Save and Close |Saves the changes and then closes the Photo Manager.

II-_I| Save Saves the changes and leaves the Photo Manager open.
il B

f _ |Open Member Opens the Member Window for the selected member and closes the
““ |and Close Photo Manager.

a| New Photo Adds a new photo to the selected member. [Functions the same as the
o Plus (+) button beneath the photo.]

A4 |Resize Resizes the member's photo if it is larger than the frame. This saves
= storage space and improves performance.

A1 |Resize All Resizes all of the photos as needed.
prr

%| Delete Photo Removes the current photo. [Functions the same as the Minus (-)

: button beneath the photo.]

++ | Refresh Grid Refreshes the data in the grid. If there is a concern about viewing the

latest data, simply click this button.
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4.3

Basic Check-In

The Check-in Module includes the functionality most used during club time. It is the data entry screen for
all of the attendance, dues, and handbook information. It calculates points and triggers awards. This
section provides basic information about checking in clubbers and leaders. For more details, see The
Check-in Module.

To begin, make sure the Club Date is set correctly on the Main Window, then:
1. Click the Check-in tab to display the large grid of leaders and/or clubbers.

2. Click on a member’s row. Mark the check boxes for the various items related to Attendance, Dues,
Offering, Miscellaneous, and Visitors.

ﬂ As check boxes are marked, the Points column shows the automatically calculated total points earned.

For quicker data entry, select multiple members and use the Action drop-down or right click pop-up
menu option of Set Attendance > Present/Not Present to mark (or clear) attendance for a group.
Filtering, sorting and/or grouping the records first will help with selections.

J Use the Speed Check (the double checkmark icon on the toolbar) option to mark additional items
when the attendance box is marked. Set preferences under Admin > Options > Check-In.

&5 Approved Warkman Databace - A Ssmple Church

Ele View Jools Window Help Today is: 121072019 Rernote Database - subscription through 1/22/2020 User: Naormi
Search Members = ;Nn windows are open ™ | Cusrent Club Year 2012-2019  jw)  Club Date: 271372013 (s Week 23
Home Clubbers Leaders Hmmalﬂ:lchubinll.edgu dowards| Events Contacts Reports Inventory Admen
& & S s AV BB S r- 800 BB 5 1E B
Show: Active, Visitar ! Clubbers anly w | (Al Clubs) w| | No Theme or Event for selected clublz) |08 ||
A Arfington, Charity
[
Marne Tearn Attend Dues I Totsl [ = |
Required | Review/Extra Credit| Notes
Filing Name 4 Club Color Club Chuich | Paid |Amt Pd  Unsform | Bible | Book Bond Sections Points Spent
" Section Name Done Date =
Adler, Andy Trek W - S0.00 0 0 @ Red Jewel 3:2 w2
Allan, Jequeline Sparks W Green | > 50.00 2 30 0 R Jewel 3:3 W  1/16/2019
Allan, Trevor TaTus Il Green £0.00 0 2 0 Ried Jewel 3:4 o 17237208
»[Aringten, Charity e Bue | @ | B | B 1 0 0 Groda bowel 1 R T
Aringten, Faith  Cubbies [T Aqua $0.00 [ [ [ Green Jewel 3:2 W 262019
Baker, Chaz Journey Il Red £0.00 0 0 0 > Green Jewsl 33 o 262018
Benson, Luke Trek: |20 v 5000 o 0 0 Green Jewel 3:4 CONFTE L
Blakernore, Yvonne T&TUA [l Blue - $0.00 0 0 [ Red Jewel 41
Blumberg Erica  T&TUA [l Blue £0.00 0 0 0 Red Jewel &2
Carson, Ben Trek: W Green 2 $0.00 o 9 a Red Jewel 43
Carsen, Christina  TETUA [l Green - $0.00 0 0 o Fed Jewel 4:4
Clark, Ethan Journey | v £0.00 1] o 1] Green Jewel &1
Clark, Rachel Journey [l Red v $0.00 o 0 o Gresn Jewel 4:2
Cleveland, Brian  Cubbies [T Aque $0.00 o 0 0 Green Jewel 4:3 Attitude 5
Celsen, Ryan Sparks Il Green | 1 50.00 i@ o Green Jewel 4:4
-~ -~ - —-— Py A - A
40 mbrs 5 ¢ 13 5000 9 40 Ul B 2
9 et - — =
k| Aringten, Charity Reg 8/29/2018 Suppress Award Messages

¢ Attend - indicate Club and Church (Sunday School) attendance as well as Excuse Club and Church
attendance.
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e Dues - indicate dues were Paid. When the box is checked, the Amt Pd value is populated with
the default weekly dues amount. If an amount is paid that is different from the normal weekly dues
amount, type over the value in the Amt Pd field to indicate the actual amount received.

Only money paid for DUES should be entered in the Dues Amt Pd field. These amounts are
automatically entered as a cash payment for the DUES FEE on the Household Ledger. To enter a
payment for anything other than Dues, open the Household Ledger to record the payment.

o Offering - Amount of money given that is not for dues or other fees. Money collected for
offerings is credited to the Offering Fund designated for the selected week and club. These
designations are set under Admin > Club Setup > Club Calendars. There can be different
Offering Funds for each club and the fund can be changed from week to week.

¢ Miscellaneous - indicate if a member wore a uniform, brought a Bible or handbook, or earned the
bonus (such as participating in a theme night).

a Two additional check boxes can be customized under Admin > Club Setup > Custom Fields.

Visitors - the # of visitors is calculated based on visitors added for the selected member using the Add
a Visitor button in the toolbar above the grid.

¢ Points - enter amount earned from Game time or for any Other reason. Use a positive or
negative number to add or subtract points (for example, rewarding positive behavior or disciplining
inappropriate behavior, respectively).

¢ Req and Extra Sections - read-only showing the number of sections completed on the current
club date

¢ Total - summary of Sections, Points, and points Spent. There is also a Note field that can be
used for additional information, for example, to track details related to awarding 'Other' points.

o Handbook Sections grid - the right side of the Check-in screen shows the details of the clubber's
current handbook(s) to track completed sections. When the Done box is checked the Date of
completion defaults to the Current Club Date, but can be changed if needed. Awards earned by
completing the section(s) are triggered automatically and a message is displayed.

For quicker data entry for clubs that all work on the same section, like Cubbies or T&T, select multiple
members that all completed the same section and then mark the section completed. All of the
selected members' handbooks will be updated.

o Status bar - located below the grid, it provides information for the selected member including
the registration date. There is also a check box to "Suppress Award Messages".

For more information about suppression of award messages, see the section on creating and
assigning Awards.

4.4  Adding a Visitor

2: Visitors can be added to the database by clicking the Add a Visitor button on the Check-in Module
toolbar or by selecting a Status of Visitor on the New Member dialog.

To give a clubber credit for bringing a guest (visitor) a second time, the Add a Visitor button must be
used. Since the visitor is already in the database, the New Member dialog can't be used.
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Using the Add a Visitor button opens the Add a Visitor dialog:

Add a Vistor, 42472019

Type @ Clubber
Status: @ Visitor Date Visited:  A2472019 =
| I5 2 guest of active member:  Easton, Lucy |
! Thie visitor is slready in the databaseas........2 m -
* Denotes o Required Field Saveand Close | | Cancel and Close

The first section is read-only with the following items set: Type - Clubber; Status - Visitor; Date
Visited - the Current Club Date; Is a guest of active member - checked and the member selected
when the dialog was invoked is listed.

To add a visitor that was not brought by a current member, use the New Member button and select
a Status of 'Visitor'.

The second section may be edited as follows:
The visitor is already in the database as... - defaults to checked.
o If this is true, select the clubber's name in the dropdown list. Save and Close the dialog.

o If the visitor is not already in the database, uncheck the box. The dialog expands to show the
fields from the New Member dialog. Complete the fields the same as when entering a new
member.

Add a Vistor, 42472019

Type @ Chibber
Status: @ Visitor Date Visited: 2472019 =

| 15 & guest of active member: | Easton, Lucy [

[}heumnr |5a|r¢ad)o in the database as........3

Is & member of the existing househald .........:

(Curnentiy showing Active and Visitor househodds) Show all households regardless of Status
Persenal Housshald
Title: = Parent Name(s):
First Mame: - Address Line 1:
Lixst hame: ol City/ State/Tip: e
S
Preferred Mame: Pamary Phone: Type: Home Phone |
Birth Date: = Age Pramary Emaal:
Gender - - Farnily Church: |
Prirmary Role
Grade: = Club Assigned: = Leader Name: Team Calor Team Mame:
- | i [OmMene | =

d Field | Cancel and Close
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4.5 Working with Dues

Details and settings for working with dues are found throughout the Windows App. This section provides
an overview of how to set dues amounts, mark dues as paid, and record payments for annual dues fees.

Assigning Dues Amounts

Although perhaps not common, it is possible for each club to charge different amounts for dues. For
example, Nursery might have zero dues, Cubbies $16/year, and Sparks and T&T $32/year. Also, clubbers
might pay dues once for the entire year or pay a little each week. The Windows App can accommodate a
variety of ways to handle dues.

To assign the amount of money each clubber should pay for dues:

1. On the Main Window, click Admin > Club Setup > Club Names, Logos, Dues and Points. In
the grid, there are two rows which deal with dues assignments for each club.

G W TP oS & )

Weekdy Dues Amcunt $0.00 $0.50 $1.00 $1.00 $1.00 5125 $1.25
Annual Dues Amownt $0.00 $16.00 332,00 53200 332.00 S40.00 40,001

2. Enter the Weekly Dues Amount and the Annual Dues Amount for each club.
e The weekly dues amount is used when the Dues Pd check box is marked on the Check-in grid.

e The annual dues amount determines the amount of the dues fee created when a clubber is
registered (or a weekly dues payment is made).

Try to use values that make mathematical sense. For example, if weekly dues are $1.00 and there are 32
weeks, then the annual dues should be $32.00.

Marking the Weekly Dues as Paid

The easiest way to mark weekly dues as paid is to use the Check-in Module as follows:

d Dues

ich | Paid Amt Pd WUnifo.

- 50000 |-

5000| =

- S0UD0 -
E \{‘\\’_ S0500 |-
| S050 w

1. Make sure the Current Club Date is set correctly.

2. Check the Paid box. A CASH payment is created for the clubber in the Household Ledger.

3. The Amt Pd defaults to the amount set for weekly dues under Admin > Club Setup > Club
Names, Logos, Dues and Points but can be changed by typing over the amount.
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Making a Payment on the Annual Dues Fee

=

o The method described above enters a CASH payment exclusively for dues for the selected clubber. If
a payment is received to cover dues for more than one clubber, and/or it is not only for dues but also for
books and uniforms, then the payment must be entered through the Household Ledger as follows:

¥ Household Ledger: Easton - Lucy, Lucas

*T Cloge | Club Year | 2018-2019 | »| Househald: Esston - Lucy, Lucss - S Avcount Statenment fg, ’
Payrrent Type: areunt  Date Received  Reference/Checks  Payer Hote
Cash aef || 520,00 STH2018 | Brs. Carsen -

Sdml:;hilﬂ the payment should be Apply this peyment: | ONLY to the fee(s) selected below | & Post the Payment
to ALL unpaid fees

STARTING with the fesis) selected below

OMLY to the feeis) selected below .3
EVEMLY distributed to the fees selected below
to NOME of the fees (just post the payment)
Open Member ' Waive Fee ";o w 'ﬁ_ L

Fees for 2018-2015 | Payments for 2018-2019

"-\Q "-D '-Q H Showe |All Fegs

Liz=

v © Category Rem = Description Amount  Total Pd Balance Waived Item Rovd Date Rovd | Mote
> Fect19 [Dues fotheame0iacubven | §1530 S0 w530 B | @ |weeams
Lucas Book 20531 T&T Ultimate Challenge Book One - | 510,00 S0.00 510,00 - /720
Lucy Dues Feel819  Dues for the 2018-2019 Club Year §15.50 $10.00 550 o B2%20ME
Lucy Book 28041 “His Love™ Bible Study - NIJY $10.00 5000 $10.00 L BA2%20M8
4 necords §31.00 520,00 531.00
Househedd ID: 12635 Household Balance: $31.00

1. Open the relevant family's Household Ledger.

2. Select the Payment Type (cash, check, etc), then enter the Amount, Date Received (defaults to
current club date), Reference/Check#, Payor, and Note (if desired).

3. From the Apply this payment drop-down list, select "ONLY to the fee(s) selected below”.

If more money is received than the amount needed to cover the cost of dues, select "STARTING with
the fee(s) selected below" so the remaining money goes towards other fees.

4. On the Fees tab, check the box next to the dues fee(s) to which the payment should be applied.
5. Click Post the Payment to apply the payment.

a The Post the Payment button is enabled only after selecting one or more of the fee check boxes.

4.6  Working with Points

Initial Setup

Setup point values for attendance related items as well as required and extra credit handbook sections
under Admin > Club Setup.
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4.7

Total Points

During Check-in, attendance and other items are marked. During handbook time, completed handbooks
sections are marked. At the end of club, the total points for each clubber can be reviewed or compared.

There are several formal reports that provide information about member's points, such as the
Achievement report and the Point List and Worksheet.

The Check-in grid can also be used to analyze points. Sorting, filtering and grouping the data in the grid
can identify the clubber with the highest total points within a group or which Team had the highest
points; all at a glance without using a calculator! The example below shows grouping by Team Color.
The highlighted row shows statistics for the group.

> Approved Workman Database - A Sample Church e
Eile Wiew Tools Window Help Today is: 127122019 Remate Database - subscription through 1/22/2020 User: Naomi

Search Members: %'} E.:' Ne windows are open~ | Cument Club Year: 2018-2019  |»  Club Date: 52672012 |»| Week 5

Home  Clubbers| Leaders Households | Cheek-in | Ledger Awards Events Contacts Bepons Inventory  Admin

8 |2 - o e 4 i~
&) :’&J & Search Members: 2 % h_iJ t S ] Actien a 58 L= 18 12 LS
Shove  Active, Visitor s Clubbers only | (Al Chubs) #| Mo Theme or Event for selected clubis) Z
Team Color & =
Hame Tearmn | Attend Dues Misc | Tetsl
Filing Name: y | Club Leader Narne | Club Church Paid Armt Pd Uniform | Bible Book | Bonus f"“o'“' Euﬂcm_ Visitors | Gal Sections | Peints Spent
Arington, Faith  Cubbies  Sophia Rafferty | (= v 050 - v 0 1 3 o/%
Clevelsnd, Brian Cubbies  Sophia Rafferty | = £l 2050 - - L o 1 35 1]
Mifflan, Asron Cubbies  Rosalynn Sabelk 50,00 o 0 0 0
Richig, Stephanie Cubbies  Rosalynn Sabqlle. - W £0.50 W - -u o 1 15 1]
3 3 5150 3 3 3 o 3
Arfngton, Chanty  Sparks Kelsey Elden L2 o - 5050 - L3 w o 1 45 [i]
Benson, Luke Trek Titus Blanchardt ] £0.00 ] 0 1] 1]
Blakemare, Yvonne TATUA  Joseph Blakemo | | - 000 i~ - » o 1 35 1}

-l T

Working with Awards

Most awards are generated automatically as handbook sections are marked. The award that is triggered
when a section, or a group of sections, is completed is determined by records on the Section Groups
and Awards tab of each Generic Handbook record. The award that is triggered when a book is
completed is determined by records under Admin > Awards > Book Awards.

Award descriptions and photos come from corresponding Inventory Items. An Inventory item is listed as
an award option when Use this item as a choice in any AWARD related drop-down list is selected
on the Club Usage tab of the Inventory Item window. The database is initially configured to use the
section and book awards suggested by Awana Clubs International. However, for clubs that use different
awards, the database allows adding items to the Inventory so those items can be used as awards.

This section covers the basic information related to awards. See the Awards Module for more details.

Creating and Assigning Awards

When sections are marked as completed, either from the Check-in Module or the Member Window's

Handbooks tab, awards are automatically created and assigned to a member. When a section or book is

completed that triggers an award, the Award Message dialog opens.
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Awward Meszage w

The fellowing Award(s) have been eamed by Miss Angie Lang

Ivesm = Award Narme * Received | Date Received
m T&T Discovery Emblem - Blue ~

* A different Award may be selected. The default
Award(s) ane defined under the Section Groups
and Awards tab of the generic handbook record
under Admin > Cufmicuburm..

) 4

Inventory reduction is turned “On
therefore the Oty In Steck will be oK
reduced.

For &1l Clubs, do not show these Award
Messages ary mcre during this sessicn

e« Award Name - description from the Inventory record. A different award can be selected.

¢ Received - indicates the award was given to the clubber; defaults as set up under Admin >
Options > Misc, but can be changed.

If the award is pulled and either given to the clubber or labeled for the clubber, mark it as received. If
awards are pulled at a later time, don't mark it as received. For book awards that are handed out at the
end of the year, leave them as not received. The Award List report can be run or the Awards grid
filtered to show all awards that are not yet received to easily identify those that still need to be given
out. These are suggestions. We recommend establishing a system that is meaningful and can be
implemented consistently.

o For All Clubs, do not show these Award Messages any more during this session - allows
suppression of all award dialog messages. When Cubbies awards are triggered, there are additional
options that will apply to Cubbies only.

Suppression of the award messages can also be done from the Check-in Module. In the Status bar
below the grid, check the box to "Suppress Award Messages".

Suppression of the award messages does not affect the automatic triggering of the award and
creation of the award record.

Marking Awards as Received

If an award was not marked as received at the time it was generated, the easiest way to mark it
afterward is from the Awards Module grid. Select the desired record(s), then click the Revd button (or
use the right click pop-up menu item). When marking awards Received, set Date Rcvd to date
field defaults to the current club date, but can be changed if needed before clicking the Revd button.

Mark multiple award records as received all at once by multi-selecting records.
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4.8 Working with Grids

Grids are found throughout the Windows App. They are very powerful. Data entry can be conducted more
efficiently and data can be quickly and easily analyzed by sorting, selecting which columns are visible,
filtering, grouping, and searching, as well as printing, and exporting data. It is important to understand
how to customize a grid to maximize the use of all of the grids in the Windows App.

The following grid related buttons and menu items appear on many toolbars throughout the Windows
App:

Icon |Action Description

L‘:";j Refresh Grid Refreshes the data in the grid. If there is a concern about
viewing the latest data, simply click this button.

LI | | Print Preview Grid Displays a preview screen of the data currently in the grid. This
then allows printing the grid data.

ak

= | Expand All Rows Expands all of the rows when a grid is grouped or has multiple
e levels of information.

i Collapse All Rows Collapses all of the rows when a grid is grouped or has
multiple levels of information.

L' Grid Options Access to other grid related options by a drop-down menu.

Selecting multiple records

Many grids allow selecting multiple rows before performing an action. Once the rows are selected,
choose an action item or button on the toolbar that will then be applied to all selected rows. Use the
following to select multiple records:

e Contiguous rows: click on a row, then use SHIFT+Click on another row. All of the rows in between
will be selected.

¢ Non-contiguous rows: click on a row, then use CTRL+Click on any other row(s). The additional rows
will be added to the selection.

e All rows: click on a row, then use CTRL+A. All of the rows in the grid will be selected.

4.8.1 Sorting

Clicking on a column header sorts the data in the grid based on that column. One click sorts in ascending
order. Clicking again on the same column sorts it in descending order. A triangle appears in the column
header to indicate it is sorted and the sort order (up for ascending and down for descending).

Name Fole Info Prirnary Handbook

Filing Name Role Status tal Points | Met Paints Beck Name Atter
Elligt, Caleb Active Sparks Blue 833 855 HangGlider T % 20 of
Adington, Charty | Active Sparke W Elue 830 LELRTE . 205 ANe
Uppenheim, James | Active Sparks | | %00 9% o
Colsn, Ryan Active Sparks [ Green T 508 17e
Allsn, Isqueline Aetive Sparks [ Geeen a7 705 e
Fuller, Duncan Active Sparks W Red 50 40% 170t
Messner, Katie Active Sparks M Red 660 660 SkyStormer 55 % 160
Blumberg, Erica Active T&TUA M Blue ™ 775 Evidence of Grace a5 % 18 of
Selden, Sawyer Active TaTUA M Elue B45 B45 Evidence of Grace 48 % ot
- - L 745 e ~* firace N .

wonne | Acr T
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4.8.2

Data can be sorted on more than one column at a time. To create an additional sort, hold down the Shift
Key while clicking in a second column header. For example, to see how the Sparks Teams are
progressing in their handbooks: on the Clubbers grid, click the Club Name column header, then hold
down the Shift Key and click the Team Color and then the % Completed headers. Each Sparks team is
together ordered by the % completed in the handbook.

J Sorting leaves all the rows of data in the grid. To limit the records in the grid, apply a filter.

If you always sort the same way, save the grid layout with the sorting options.

Customizing Visible Columns

Choosing which columns are visible helps reduce or eliminate horizontal scrolling and removes visual
clutter so only the desired data is shown.

Save the layout with the preferred columns so the Windows App uses that selection as the default.
Temporarily hide columns for an ad-hoc report; then when finished, restore the last saved layout.

Setting a Column'’s Visibility

Some grids have two header rows, such as the Clubbers and Check-in grids. The top one is a header
band. It is a parent container for individual columns below it.

Home | Clubbers |Leaders Households Check-in | Ledger Awards Events Contacts Beports Inventory Admin

2 Click h_ere to show | Search Clubbers 4 .'é.', Show AN Persons | | 8 L [ = -
or hide bands x
Clubder Details | Role Infa Use the grid Ham
& | Gender Birthdate Age Grade Team Color  Leader Hame button to Séwe or omg

W red Titus Blanchardt
M Green Kelzey Elden

Andy Male 412852005 14
Fernale 122 7
5200 9

T

704 L}

581

Reset the current
grid layout.

Jesse Tisdale

adif  Click here to show &2 7 VTR 80
ami, or hide columns 3122014 5 AppleSeed &1
Baker 10/21/2000 18 "Clubber Details" is an example of a Faith on Trial BE
Benson, Luke Male 8/30/2005 14 header band that is the parent “His Love™ Bible Stud 10139 ¢
Blakemore, Yvonne | Female /92010 g container for the individual columns Evidence of Grace &4
Blumberg, Erica Femaie 772010 " of Gender, Birthdate, Age, Grade, etc. Evidence of Grace 3510
Carson, Ben Male SY16/2005 14 His Love™ Bible Study M40
Carson, Christing Fermnale TAT/2009 10 4 TETUA W Green Nicole Hewman Evidence of Grace 611
Clark, Ethan Male 12/30/2001 17 1 Jourmney W e Jack Allan Faith on Trial 28"
Clark, Rachel Fernale Tiara004 15 9 Joumney . Red Janice Allan Advocates Bible Study T
Cleveland. Brian Male 172872005 4 P1 Cubbies 1 Aaua Sochia Rafferty AcoleSeed 611
40 chubbers 3
£ ¥

There are two ways to update the visibility of a column:

1. Set the visibility of a Column Header Band associated to a column. Click the *! button to the far
left of the header bands. In the list, check the box to show a header band. Clear the box to hide it.
Example: in the Clubbers Module, the Age and Grade columns are associated with the Clubber
Details header band. Hiding the Clubber Details header band also hides the listed columns.

Narme | Clubber Details Ree Infe
i | Gender Age Grade Role Status  Club Mame Tearn Color
{Sarted) | Male 14 ] Active Tewk: |
= agle Active Spadks W Green
. e Male Clicking here Active TaTuA W Green
legistration . N At
¥ Clubber Detsils F!m:' displays a check list |**" it _
: Fernale Agtive Cubbies [ Aqua
S Qnle nfe e of header bands |, . -,
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4.8.3

2. Set the visibility of the Column Header (the label above each column.) Click the | button to the
far left of the headers. In the list, check the box to show a column. Clear the box to hide it.

Name | Clubber Detaits Rcle Infio
aling Mame \ | Gender Age Grade Fole Status Club Mame Team Color
[Mate 4 g Active Trek M Red
(Sorted) Female 7 K Active Sparks I Green
MalF . 4 etive T&T UA W Green
Persan ID e Clicking here fn Soarls ™
¥ Filing Name Female displays a check L. Cubbies B Aqus
Last Name Male list of columns  |ktive Journey W fed
Fires M-me . i Tut -

—J Check the (Sorted) box for the list to show in alphabetical order to quickly find a column name.

Moving Visible Bands and Columns

Besides controlling which columns are visible, columns can be rearranged. An entire band can be moved,
or a column can be moved within the band. Drag a column or header band to the desired location and
drop it when the green arrows appear showing it is a valid drop location.

The width of header bands and columns can also be adjusted. Drag the right side of a header band or a
column to adjust the width. When adjusting the width of a column, the width of the header band might
need to be adjusted first.

Applying a Filter

Filters selectively limit the rows that are displayed in the grid. Narrowing down the data helps in viewing
pertinent information at a glance while disregarding more peripheral data. To apply a filter to a grid:

1. Hover over a column header. A filter menu button appears on its right side. Click on the button. A
check list of the unique values for the column is displayed.

2. Select one or more check boxes to indicate which records to display. Example: selecting "Sparks"
shows only clubbers in Sparks. Clicking "Sparks" and "T&T UA" shows clubbers in either club.

3. When finished, click out of the check list drop-down. The filter is displayed above the grid and the
rows of data showing in the grid are adjusted.

4. To remove the filter, click the red 'X' button next to the filter display above the grid.

Heome | Clubbers | Leaders | Households | Checkrin | Ledger Awards Events Contects Rep

e 2_; nl., Shewe  Active »| Search Clubbers <l :ﬁ, LS
|m- - 4
Marme Role Infe Primary Han.
Filing Name [ Biuces 78 Tenm Color Book Mame % Comgp
>|;‘-|Ian, Jagqueling HangGliders [0S
Allan, Trevor Evidence of Grace 8.
}-rling‘tl:n. L'h.uit},- '.‘.'|ngR|,|n||¢r &80 .
Blakerncre, Yvonne Evidence of Grace 6
Blumberg, Enca < Ewvidence of Grace 35 ¥
Carson, Christina Evidence of Grace &l
Colsen, Ryan WingRunner 60
Delemater, Deasna Evidence of Grace &1
Ellict, Caleb Sparks - Elue Han;:lldﬂ' i
Farmer, Jonah TETUA W Fed Evidence of Grace 100
Fuller, Duncan Sparks W Fed WingFunner 40 ®
Lang, Angee TETUA W fed Evidence of Grace 58
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48.4

¢ Additional filters can be added by selecting another column value. For example, to see a list of only
the Female clubbers in Sparks and T&T UA, click on the filter button in the Gender column header,
then use the drop-down check list to select "Female".

e To temporarily disable the filter, click the check box toggle next to the filter display above the grid.

e To customize the filter beyond the header drop-down menu options, click the Customize... button

found on the right side of the area above the grid (with a filter already in use).

Some filters are so common within a Module that they are included as Show drop-down menus above
the grid. For example, in the Check-in Module, there is a drop-down menu that allows selection to
show Clubbers, Leaders, or Clubbers & Leaders. These Show menus are for convenience and actually
provide the same functionality as the column header filters.

Customizing a Filter

Any column header with (Custom...) in a drop-down menu can be customized beyond the options in the
check list. This provides great power in filtering the grid to show only select rows of data. When initially
creating the filter, one or two simple conditions can be specified.

To add more conditions, or to make changes to an existing filter, use the more advanced Filter Builder
tool. Filters can also be saved to use again. To open the Filter Builder tool, click the Grid button in the
toolbar and select Custom Fiter Dialog. (Refer to Changing a Customized Filter below.)

Creating a Customized Filter

Select the column to filter by and click the filter button to view the drop-down menu. Select the
(Custom...) option to open a Custom Filter window.

Shows rows where:
Club Mame

ke

equals

does not equal

3 lesz than

3 less than or egual ta
3 greater than

gt ke
3 blank
s nok blank

w (WTETH

5 Ere ater tham or :ﬁual o

Cancel

1. Select the operator for the condition from the top left drop-down list.

2. In the field to the right of the operator, if applicable, type the value for the condition.

3. Once this top condition is completed, either click OK to run the filter, or add another condition.

4. To set more than one condition for the filter, select the AND or OR radio button.

Using AND for the conditions will show only rows of data that meet both conditions. Using OR for
the conditions will show all rows that meet either the first condition or the second condition.

5. Fill in the operator and value for the second condition.
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6. Click OK. The filter conditions are shown above the grid and the data shown in the grid is adjusted.

-] -?u B, show: active | Sesrch Clubbers 4 _g‘ Show All Persons | |8 8 (= = [~
| JEH e r » | Customize...
1C Hame 1 Fole Info Primary Handbook Attendance Uniform
Filing Name | Club Name Team Color Book Name: % Complete * | Award Set |transl Attended First Attend  Last Attend | Joined W/N | Description
» | Adlan, Trevor |TETUA [ Green Evidence of Grace 585 UCT Emble NKIV 20of 32 8/31/2016 472472019 v TA&T Unifiorm |
Blakemare, Yvonne | TETUA M oiue Evidence of Grace % Emblems MKV 21cf32 873172016 ¥ TET Uniform
e TE&T Unifoern |

T&T Uniforn |

TR TET Anif ur

2
Carsen, Christina TETUA W Green Evidence of Grace B1% Ernblems NKIV 1932 8731/X016 2
Delemater, Deaana | TATUA M Red Evidence of Grace 6% Emblems MKV 17ef32 17242018 1,

LT — - E £an apmeeeage e

P T Evjder  © wr S hees  mRs 3R

Changing a Customized Filter

Q To make further changes to this customized filter (to add or remove conditions, or tweak the
existing ones), click the Customize... button in the right hand corner of the area above the grid or select
Custom Fiter Dialog from the Grid menu to open the Filter Builder window.

Filter| AND <roots
. Club Mame like %T&T%

- % Complets 3 grester than or equal ke S0

press the button to add a new condition

Cpen... ; Sawe As.., Ok Cancel Apphy

e To remove a filter condition, click the '..." button and select Remove Row from the drop-down
menu.

e To add a new filter condition, either click the '..." button and select Add Condition from the drop-
down menu, or click press the button to add a new condition.

o The new row will contain a default condition that, in most cases, should be modified.
o Click on each piece of the condition to modify it.

o Either click OK to apply the filter and close the window, or click Apply to check that the filter acts
as expected, then Save it before dismissing the window.

e To save the customized filter, click Save As... and then select where to save this filter, just as with
another document.

e To open/reuse a saved filter, first Create a filter (see above), then use the Custom Hilter... button
to open the Filter Builder window. Click the Open... button and select a saved filter.
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4.8.5

Applying a Grouping

Another powerful tool for organizing and analyzing data within grids is grouping. Grouping records can
be done using a single column or multiple columns. It is especially useful for getting record counts for
individual groups. For example: How many Sparks are in your club? How many of each gender are in
each grade? Using the grouping operation provides these answers in seconds!

To save a small amount of screen space when not using the grouping feature, go to the Grid Menu and
uncheck the option to Show Group By Box.

If grouping is possible for a grid, the area above the grid will say "Drag a column header here to group by
that column®. If that is not showing, check the Grid drop-down menu to see if it has been hidden.

Drag a column header to use for grouping (the Check-in grid's Team Color, for example) and drop it in
the area above the grid. The data in the grid will then be grouped according to the column header.

—J If a desired column is not currently displayed in the grid, learn how to make it visible.

Heme Clubbers Leaders Households Check-in |Ledger Awards Events Conmtacts Reporis lnwventory Admin

3:_) l _}_ Search Members: 4 v .iL.-l t J: 2 Aetion = 2 i _J:_"_ L
Sheowae | Active, Visiter | Clubbers cnly = (ANl Clubs)
Tearn Color

Name Team Attend Dues Total
FllmgNamr Cluk Leader Mame Clyb  Church Paid Armt Pd Uniform | Bible Bod Sections Poind

Bl B Tearn Color : Red (9 present, Total Points: 310, Avg: 258, Total Req Sections: 10, Avg: 0.8)

Adler, Andy Trek Titus Elanchardt| (s ¥ S0.00 e W W 1 3
Baker, Chaz Journey  Jack Allan - - 5050 v - v 1 3
Clark, Rachel Journey  Janice Allan - - 50,00 1 2
Delemater, Deaana TE&TUA  Micole Mewman| [+ e 050~ - S 1 k|
Ellict. Erin Trek Elristen Farmer = 30.00 0

A0 mbrs 33 37| 51200 32 2 & | 1270

€

o To view the individual members within the groups, click the *! toggle to the left of the group to
Expand the records. Click the = toggle to Collapse the details of the group.

e To add a grouping within a grouping, drag another column header up to the grouping area. (For
example, putting the Gender column under the Team Color column shows how many of each
gender are in each color group.)

e To disable a grouping, drag the column header anywhere outside the grouping area. When a large
black X is shown, then drop it. The column will reappear at its original location within the grid.

4 Dropping the column header on top of other column headers in the grid will insert the column at that
location (which might or might not be desired!)
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4.8.6

4.8.7

Searching for Records

~% There are two methods that can be used to search records within a grid:
e The Search tool (available within certain Modules)

¢ Incremental Search (available within certain columns of certain grids)

To search the entire database, use the Search tool on the Main Window's Toolbar.

Using a Module's Search Tool

There are four modules with Search tools: Clubbers, Leaders, Check-in and Inventory. The Search tool
allows easy filtering of the grid to show only rows that match the Search field. In the Clubbers, Leaders,
and Check-in Modules, the filter applies to the First, Last, or Preferred name. In the Inventory Module's
Item grid, it applies to the Item # or Description. To use the tool:

1. Type the text to search for in the Search text field.

When searching for a clubber, type the surname (last), then the first name (i.e. Uppenheim, Kim). The
search will not work if the first name then the surname is entered. (i.e. Kim Uppenheim).

2. Press Enter or click the Perform the Search button. All matching rows are displayed in the grid.

3. To restore the grid, clear the text from the Search tool, then press Enter or click the Perform the
Search button.

Doing an Incremental Search

Many grids allow quickly jumping to a record by typing while in the grid. The Clubbers, Leaders,
Households, Ledger, and Awards grids allow incremental searching by Last Name (but not Arst Name).
The Check-in grid allows incremental searching by Last Name or First Name based on which column
has focus. The Inventory grid allows incremental searching by Item #. To do an incremental search:

1. Click anywhere in a grid that has incremental searching capabilities.

On the Check-in List grid, click in the First Name column or the Last Name column.

2. Start typing either a name or an item number, depending on the grid. The grid will scroll to the
first row that matches and the row will be selected.

3. To start a different incremental search, press Esc before typing again.
Printing Grids

== The Reports Module includes many useful reports. However, something different than what the
formal reports provide might be needed. In this case, the powerful features of the major grids provide
access to additional data analysis and output. To print data from a grid as an ad-hoc report:

1. Sort, customize visible columns, and apply filters or groupings to the grid. Only records visible in
expanded nodes will be printed.

2. Click the Print Preview button in the toolbar to open the Print Preview dialog.
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Clubbers - Grid View - Print Preview

L || Preview
D Loed.. c 5 et Cypagesens | ] £ widete Automatic | [ Whole Page Q\ B S5y | P B
- UI Height | Automatic aa| L) Jwo Pages - El
Eebuild E To POF A Format ~ EittoPage - - Zoom MNavigation Clese Print
i sve- (M Eport B RO | Lo Width | ) Scale: 100 ¥ EPege ~ E 3 @ | preview
Report Output Format Scaleto Fit » Zoom ) Navigatien Frevew £
Margng Lefi: 0.5n Top: 0.5n| Right: 0.5m Sottom: Q.5n Header: 0.2in| Footer: Q.2
1
Clubbers
: Narne Clubber Details Role Infe Primary Handbaok Attendance :
iFilmg Mame « Birthdate Grade Chub Mame Tearm Color Book Hame % Complete  Attended First Attend  Last Attend
sisdler, Andy 4/28/2005 8 Trak: Il Red “His Love" Bible Study 54% 18 0f32 8312006 1/30/2019
i.’lllan,laquelme /18202 K Searks W Green HangGlider ™% 21 0f32 831200 21372008
- o b ¥ =

3
3. Use the Format button to add a Report Title, Footnotes, Page Numbering, etc. The toolbar
also has other typical tools for managing the printer and page settings before printing.
4, After making desired selections, click the Print button or use the Export to PDF button to create
an external file to attach to an e-mail.

4.8.8 Exporting Data from Grids

LET'l Save a grid's data to an external file format by exporting the data. Currently, the following formats
'"|'or',"'used as field separators.

are supported: Microsoft Excel, HTML, and Text files with ' ~ ',
Exported data could be used for a mail-merge, importing data into another application or generating a
specific report. To export a grid:

1. Sort, customize visible columns, and apply filters or groupings to the grid, then select Export...

from the Grid menu to open the Data Export dialog:

a If groupings are applied, only those records visible in the expanded nodes will be exported.

This wtility wall enable you to export data from the grid and save it to an external file format.
Before running this procedure, complete the following steps:

1. Select the colurmng youw want to include, and hide all others
2 .l!..rmng: the wisible columng in the urdgrynu desire

3, Perform the necessary filkening, sorting, and/or grouping operations
Mote: If using a group, only those records visible in the expanded nodes are exported,

After you have setthe gd bo show only the columns and records you want to expart..,

4, Select the output file format ... ... .02 .
35, Sulect the folder where youwant the e;partfi
Citpproved Workman\DataReports Text (using a®, * as the field separator)
. ) . Texx (using a " ~ ' a: the field separator)

6. Enter a filename wathout an extension . .. 1 Tas fuging 8" |" 31 the fisld separater)

Mote: The file etansion will be 3dded automatically depending on he file tge,

0% Run Close

2. Select the output file format from the drop-down menu.

3. Select the folder where the exported file will be saved.
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4. Either accept the default filename or enter a preferred filename to use when saving the file.

n Do not add an extension to the filename since the Windows App will do that.

5. Click Run. The grid's data is exported to a file with the specified name in the specified folder.

489 The Grid Menu
=R
.7 This menu provides additional items related to the grid.
LB Save Current Grid Layout
4 Reset Gnd Layout
Restore Default Grid Layout
Bl E.-:pl.'url..
® Custom Filter Dialog...

| Showr Growp By Box

Working with Grid Layouts

Once a preferred grid setup is created, save the layout so those customizations do not have to be
repeated each time that grid is used.

Grid layouts are saved per user. Each person should have a unique user account.

From the Grid menu, use the following options to maintain the grid layouts:

e Save Current Grid Layout - for the grid layout view that is typically used. When the Windows
App starts, the grid defaults to this layout.

¢ Reset Grid Layout - return to the normal/saved layout after the grid layout is temporarily adjusted
for a specific task.

¢ Restore Default Grid Layout - return to the original layout set for the grid by the Windows App.

Other Menu Items

e Custom Fiter Dialog... opens the Filter Builder dialog to create, modify, or open customized filters.

¢ Export... starts the process of exporting a grid's data to an external file.

Grid Display

These options affect how the grid is displayed:
¢ Show Group By Box - show/hide the grouping area displayed above the grid.

o Use Alternate Grouping Style - alternate between two styles available for displaying grids with
groupings.

¢ Use Alternate Color Scheme for Rows - use a different color for alternating rows in the grid

Use Alternate Grouping Style and Alternate Color Scheme options are only available when using
the "Native" Style.
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5 Beyond the Basics

Besides tracking the basics like member contact information, attendance, dues, handbooks, sections, and
points, the Windows App can also track leader service and training, inventory, household account
balances, events, contacts, and more. This section assumes understanding of the topics covered under
learning the basics to delve deeper into the robust features of the Windows App.

1.

Record service history and training events for leaders to determine if requirements have been
met. The Windows App can evaluate attendance requirements to determine if a leader has
attended enough weeks to count towards a year of service.

Track Inventory by entering your club's current inventory into the database. Once it's initialized,
the inventory Quantity in Stock values will be automatically decreased as awards are earned and
books are assigned and increased as items on an Order are marked as Received.

Manage orders placed with Awana Clubs International including which items have been received
or back-ordered. Although the Windows App does not actually make a connection to Awana, the
completed order form makes phoning, faxing, mailing or entering the order into the Awana
website very simple.

Post payments for dues, uniforms, books, etc. to the applicable fees and track which items have
been received. By sorting and filtering the Ledger Module grids, totals for received payments,
amounts still outstanding, or the total cost incurred to the club for waived fees can be determined.

Periodically print Household Account Statements to remind members of the total balance for the
items they have received. The statement is customizable, so you can give contact information or
details about possible scholarships. Specific Household Account Statements can be printed directly
from any family's Household Ledger.

Use the Offering field of the Check-in grid to keep track of offering money. The names of the
accounts to which offerings can be credited can be customized.

Enter a record in the Contacts Module when a leader sends a postcard, makes a phone call or
otherwise contacts a clubber.

Use the Events Module to track members who attended events and if an award was earned. This
is handy for Bible Quizzing and Awana Games participants, for example.

There are often multiple ways to perform the same action. For example, new records can be created by
using a New button on a toolbar, or pressing Ctrl+N within appropriate grids. Also, a record can be
opened using the Open button, double clicking a row in a grid, using the right click pop-up menu, or by
pressing the Enter key or the Ctrl-0O keys while a row is selected. It is not important to know ALL of the
ways to perform an action, just the technique that makes sense for you!
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5.1

The Main Window

The Windows App's functionality is organized into distinct modules which are accessible by clicking the
Main Window's tabs (Clubbers, Leaders, Households, Check-in, etc.). This makes it very easy to navigate
and move from one area of functionality to another. The Main Window also contains the Main Menu bar,
Toolbar and Status bar. Features on each of these can be accessed from any module.

Eile ¥iew Tools Windew |Help Today is 12/872019 Remate Databaze - subscription through 1/22/2020 Lizer: Maomi

Eearch Mernbers: Eﬂ Mo windows are open= | Current Club Year 2018-2019 (s Club Date: 10732018 (= W‘ek'ﬁ |

™

Home | Clubbers Leaders \adwlds Check-in | Ledger Awards Events Contacts Beports | Inventory Admin

Club Artendanie

{ Deceb=z Thisisthe bxm AN :
5 M TW 1 i TFS F ¥ ie i i
EPET—— Main Menu T2 E - This is the Main
1234567 5673301 10 Toolbar area
891011121314 213 14 15 16 17 18 0
1516 17 18 19 W0 21 02223 MI 1234567891 12 14 % 18 N B 24 X 208 XN R
BB} BHTE BrraAaBINN B Cutbes B Leaders
2331 4 5 cubbes B

Wesks
1 Birthdays frarm 10/3/2018 to 10/5/2018 Member Handbook flerts | 2018-2019 Club Calendar. @ Motes| & What's New
Member 4 |Date Type Club Name . . —_—_.
4 1 i 3/
¥te Klessrier 10/07 Clubber  Sparks sctive member finished & primary book on 10/3/
Mame Status Mibe Type | Club Marme Book % Compl
Colsan, Rysn Active Clubber  Sparks HangGlider
< ® ¥

3 active rnembers are close to finishing a primary bock
Mame Mis Type | Clul Marme Bock % Complete
o . Clubber T&TUC Uitimate Adventure 2 (2010) 85
This is the Main mes Clubber Sparks SkyStemmer ]
Stﬂtus bal' area i Chubber Joumey Advocates Bible Study 95

0 Visiters on 10/3/2018
Visitor's Marme Ergught By

<M visitors this

’
Version 3.5.3.8 Remote Database at: app.approvedweroman.com for Custemer ID: 06_demo

The Menu Bar

e Provides access to common menu functions such as File, View, Tools, Window, and Help.

o Displays the Current Date, Subscription information and the Current User.

The Toolbar

e Provides quick access to any Clubber or Leader record by using the Search Members field. Type a
few characters of a member's first or last name and press Enter.

e Displays a count of Open Windows. Switch to any open window by using the drop-down list.

¢ Displays the Current Club Year and Current Club Date as well as providing drop-down lists to
change the selections.

¢ Displays the Current Week Number (and "last week of quarter", if applicable).

The Status Bar

» Displays Version information, the Customer ID for the remote database, and a progress bar when
needed.
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5.1.1 The File Menu
The following items are included in the Main Window's File menu:
Icon |Action Description
4 | Close All Closes all open windows.
1
A | Switch Users |Logs out the current user and provides a log-in screen for another user to
e log in without exiting the database.
fl Exit (Ctrl+Q) |Shuts down the database.
5.1.2 The Tools Menu

The following items are included in the Main Window's Tools menu.

Addresses...

Icon | Action Description
l Attendance Generates church and club attendance awards.
Awards
[E_Jj] Club Store Provides a tool to manage Club Store tasks such as looking up
accumulated points and entering points spent.
D Gather E-mail Collects e-mail addresses or textible phone numbers based on selection

criteria.

Inventory Quick

Provides a resource to quickly search for an inventory item that is "In

- Reference Use".
'5J| Manage Photos |Provides a way to work with the photos for all members.
A [Show Users.. Displays a list of all users that are currently logged in to the database.
.| | Data Import Imports data from an external file for either an initial data load or for
— updating records from online registration.
~ | SQL Workbench | Provides an interface for querying the database using SQL statements.
E New Year Setup |Provides an interface for setting up a new club year in the database.
=1 |Change Allows the current password to be changed to a new one.
&
- Password
ﬁ Show OS Version | Displays the version number of the computer's Operating System.
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5.1.2.1 Attendance Awards

l On the last week of each quarter or semester, a reminder to generate Club and SS/Church
Attendance Awards is triggered. Use the Attendance Awards procedure to easily do this, as follows:

ﬂ The awards are generated based on the settings under Admin > Awards > Attendance Awards.

1. Select Tools > Attendance Awards from the Main Window's menubar.

Attendance Award Procedure

Sedection Criteria

Member Type Chubber -
Club Year: 2018-2019
Club Quarten and s (15t Sernester)

Set the followmng values for all new award reconds

Date Esmed: 121272008 -

~| Award Received: 1212528 -

After generating the swards, use the Award List Report button
to view or print a formai list of members who earnied an
Attendance Award

Mote: it is ok to run this procedure more than once for the same
Quarter d needed as duplicate records will not be created,

* To edit your Attendance Award Tracking Preferences, go to:
Admin = Awards > Attendance Awards.

Award Recipients
Club Attendance
Allan, Trevor
Blakernede, Yvonne
Carson, Christing
Easton, Lucas
Ellict, Caleb
Farmes, Janah
Maxwell, Jane
Uppénheirn, Janmes
Uppenheim, Jared
Uppenheirm, Jenny

Thiz proceduns will eneste Chub and Church Attendance Awsrd records sccording te your Attendance Award Preferences”, snd the
selection criteria below. i you have 3 club set to use 3 Semester term, that club will qnl;,' be evaluated f the selected Club Cuarter
is for the 2nd or dth Cuarter.  (Mote: The Current Club Date of 121272018 fallz within the 2nd Cuarter,)

Church Attendance
Allgn, Trevor
Arlingten, Charnty
Carsen, Christina

L

W Award List Report Close:

2. Set the Selection Criteria - select values for: Member Type, and Club Quarter. The Club Year
shows the Current Club Year from the Main Toolbar and is read-only.

3. Set the following values for all new records:

o Date Earned - defaults to the current week, but can be changed.

¢ Award Received - indicates if the awards should be marked as being Received by the
members when the award is created. Checking the box enables the date Received field.

If not marking awards as received, easily mark them as received later from the Awards module.

4. Click Generate Awards. Awards are created for members that meet the criteria. Names are
shown in the Award Recipients area. Message dialogs indicate the number of recipients and the

number of records created.

ﬂ The procedure will not generate duplicate awards even if it is run multiple times.

Excused absences: To review attendance for a member, open the individual Member record and look
at the Attendance tab. To excuse an absence, make Attend Excused and SS Attend Excused columns
visible (they are normally hidden). Check the box to excuse attendance, then rerun the procedure.
Attendance can also be excused from the Check-in grid.

5. Click Award List Report if a formal report is desired and Close when finished.
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5.1.2.2 Club Store

m
Use this tool to see how many points a clubber has to spend and to deduct points that are spent, as
follows:

The Point List and Worksheet can be used for reference and to track points spent for later data entry.

1. Select Tools > Club Store from the Main Window's Menu bar.

& Club Store: 12/12/2018 DEm
'ﬁ_‘f.lou -3} Open Clubbes Options = | |#9) | = JI2 5 |45 Geid~ ’
Clisk Date when points spent: 1271272008 | Week 16 Show: Active & Visiting (s |(Clubbers (&0 in (Al Clubs) "
~
Allan, Trewor
Total  Total - Itemn 1: 100
. Available | Points Spent on -
Member Hame & |Status  Mbr Type Club Name Pownts Points (Net) Points 1271273018 Availabie Points: 450 Iterm 2: 75
Earmed Spent Iterm 3 225
Adler, Andy Active Clubber Trek 6—'-:! D 640 :l " | Rem Point Cost: 0 e
Allan, Jaquelme Actree  Clubber Sparks &75
g Atan, Trevor [ Active [Clubber [T&TUA -EEI‘EI
= - =
el ﬂgton Charity Active Clubber Sparks 0 570 Sale! (sublract poirts) Void (reset)
Arlingten, Faith Active Clubber Cubbies t65 0 565 J
Esker, Chaz Active Clubber loumey 550 ] 550 0 - L€ his Screen to dedud paints
spent during Stare Might. H you can't
Eenson, Luke Active  Clubber  Trek &10 ] 610 0 uge this sereen live during Store time,
Elakemore, Vvonne Active Clubber TRTUA 45 ] 745 0| | wsethe F"-‘“": List Warksheet Report to
— keep track of points spent and éntér
Elumberg, Enca Actrve Clubber T&RTUA 75 ] 75 0 the data later.
Carson, Ben Active Clubber  Trek 655 ] 655 0 - Select the Clubber, then enter the item Point Cost (or
Carson, Christina Actrve Clubber TETUA 50 0 50 i, Tokal Peints Spent] and then press Enler,
Clark, Ethan Active Clubber Joummey &T0 ] 670 0 - After entering the iLem Cost, pressing Enter is the same
Tigking thie “Sake! =
Clark, Rachel Active Clubber Joumey 850 0 850 o || ST e e L Bl L
; . Py - e - n - U the Chub Mame fiter o reduce number of names in
Cleveland, Brian  Active Clubber Cubbies &75 0 675 = the grid you need to search through. Hide columns you
Calsen, Ryan Active Clubber Sparks ™ ] ™ & dont need to st
Delemster, Desana Actve Clubber T&TUA £33 0 633 0 - Keyboard wsers: Tab into grid and use incremental search
Douglas, Janetta Active  Clubber Joumey 520 0 520 0 to select clubbers, then press tab te set foous on ftem
Foint Cost.
4 rrernbers 00

2. Set the Club Date when points spent. It defaults to the current club date, but can be changed.

3. Use the Show: drop-down lists to filter by Status, Member Type and/or Club. The grid can also
be manipulated as explained in working with grids.

4. Select a clubber in the grid on the left. The clubber's information will be shown on the right.
5. Enter the Item Point Cost (or total points spent) for the items purchased.

6. Press Enter or click Sale. The clubber's Net Points are decreased and Points Spent are
increased. Click Void (reset) to revert to the original Net Points with zero Points Spent.

The following common functions can be accessed using buttons on the window's toolbar:

¢ Open Clubber - opens the Member Window for the selected clubber to get more details

e Options - choose to Set focus to Item Point Cost after selecting clubber, and/or Set focus
back to the grid after pressing Enter

e Stay On Top - a toggle button that is either selected or not. When it is selected, the Club Store
window remains in front of the Main Window. When not selected, use the Window menu or the
Window Manager list in the Main Window's toolbar to return the hidden window to the front.
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5.1.2.3 Gather E-mail Addresses and Textible Phone Numbers

E Use this tool to gather e-mail addresses or textible phone numbers (that are converted to e-mail
addresses). The carrier domain name is appended to each textible phone number. The results can be
copied to clipboard memory, then pasted into the BCC field of an e-mail client. To use the Gather E-mail
Addresses and Textible Phone Numbers tool:

1. Select Tools > Gather E-Mail Addresses...... from the Main Window's Menu bar.

This utility will gather e-rail addresses (or textible phone numbers that are then corverted to e-madl addresses) according te your selection criteria,
Selecticn Criteria Tips

- Selecting records based on Club Name, Member Type, $tatus, or Cade will
enly werk if the e=mail and phone recerds have been linked to specific
miembeers by using the Member Link field of the Phone/E-Mail dialog.
Select e-mail addresses based on Household Status of: - Hycu have not linked e-mail and phone records to specific members yet,
try using the right-click popup menu items of the Clubber or Leader Lists te
copy the primary e-mail address {or textible phone numbers) for selected
rernbers. (You can apply filters and multi-select the desined records)

Selectfrom: (@) E-mad Addresses Textible Phene MNumbers

® Sedect e=mail addresses based on:

Chub Hame: fall Clubs) &
- M selecting frarm Textible Phone Nurrbers, the Carrier narme rust be
Wember Type: Leader an known, and only those numbers marked as "0k to Text” will be considered.
Member Status:  Active - = T transfer the e-mail addresses te your e-mail client, click the "Copy”
button whach puts them inte dipboard memory, then swaitch to your email
Member Code: (blank = all codes) client window and “paste” them inta the BOC figld. Note: Be sure you paste
irto the "BOC™ fiald so that recipients will not see all of the amail sddresses.
- To rinimize problems with spam filters, send your emails out in batches,
| Ingert & blank hine between each group of: 10 5 selecting 50 or less recipients at a time.,

mariazzhawneelnk.net; marienevanan $gmal. com; MrT@go0.com; rosedrops Somalcom; SopheGirlByshoo.com; swishiBnotebook.net; thianchardtBchorus.net;
ted S@shewneeinic.net; thefarmers Shatmal. com;
Run 20 e-mad addresses found | Cut Selection to Clipboard Copy Selection to Clipboard Claze

2. Set the Selection Criteria:
¢ E-mail Addresses or Textible Phone Numbers

If selecting from Textible Phone Numbers, the Carrier name must be known and only numbers
marked as "Ok to Text" are considered. See the E-Contacts dialog for more details.

« Household Status or Club Name, Member Type, Member Status, and/or Member Code

a For selection based on Club Name, etc, a Member Link must exist on the Phone/E-mail dialog.

o Choose to Insert a blank line and set the number to include in each group.
3. Click Run. The results are displayed in the E-mail Addresses/Textible Phone Numbers area.

4. Choose Copy All to Clipboard or select a group and choose Cut Selection to Clipboard or Copy
Selection to Clipboard. Switch to an e-mail client and Paste.

Do NOT paste all the addresses into the To: field; instead, paste them into the BCC: field.

a The preferred type of e-mail separator can be set for each user under Admin > Users.

5. Click Close when finished.

E-mail addresses or textible phone numbers can also be collected from the Clubbers or Leaders grids.
Filter and multi-select rows, then use Action > Copy (email or textible phone).
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5.1.2.4 Inventory Quick Reference

©7 Use this tool to quickly find an Inventory Item. To use the Inventory Quick Reference tool:

1. Select Tools > Inventory Quick Reference on the Main Window's Menu bar.

Select an Inventory lem (Rems In Use a5 a Fee)
Search for an ltemn Description containing:  |BAG

A

Itern # | Description Price Category Motes
93650  Cubbies Handbook Bag $6.59 Gift ltems
41 Joumey Sling Bag $12.99 Gaft Rems
20661 Sparks Handbock Bag $6.15 Gift lems
ST66T  TA&T Sling Bag £8.99 Gaft lrens

99821 Trek Sling Bag $12.99 Gaft Remns

items =

€ >

You can enter

The Select and notes using the
Cancel buttons 'ﬁ % related inventory
are visible when item record.

this dialog is
invoked by clicking
the Search button
on the Fee dialog.

Select Cancel

2. In the Search box, type a few characters from the Description, such as "unif" for uniforms, or
"bag" for handbook bags. Matching records are shown in the list. To make it even easier to find
favorite items, add a Note (like "club favorite!") to the Inventory Item records.

3. Once the particular item is located, use the right click pop-up menu to Copy the Item Number,
Copy the Description or Open the Inventory Item

The Inventory Quick Reference dialog can be re-sized so it is narrow. Also, it is not modal, so it can be
moved over to the side and left open while continuing to work on other screens.

a When opened from the Fee dialog's Search button, Select and Cancel buttons are also displayed.
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5.1.2.5 Data Import

S Use this utility to import data from an external file for either of the following two scenarios:
1. Initial Data Load: bring data into a new (empty) database

2. Online Registration: add or update existing records with a data file from an online registration
website. (For existing users of the database.)

ﬁ Run the New Year Setup before importing registration data.

For first time users of the Data Import, contact support and request a backup, then wait for confirmation
before continuing.

Introduction

The Introduction page provides important information about Fle Types, Limitations and Club Names,
as well as tips For Best Results and format information for Addresses.

ﬁ Please read this page carefully! Not reading the instructions could result in problems with your data.

Fiease read this important information before attempting to use this utility, Cument Club Year: 2018-2015 First Club Date: 5/29/2018 |

Purpose: This utility prevides the capability to impart data frem an extemnal file for either of the following tw scenarios:
1) Initial Data Lead: To enable a chub just getting started with AWdb to populate an empty datsbase sfter running the New Year Setup.
2) Online Registration: To enable an established club to add or update existing records with a (CSV data file from their online registration website.
Important: Before imposting data, be sure that you have completed your New Year Setup. Also, if this is the first time you've used the Dats Impert wtility,
an ernail o suppart@lefflersystems.corm and request that we run an immediate backup for you, then wait for confirmation that it has finished.

S ol e il -M.u)'um,‘r_h@, --—-:m-:|ud:‘|3rumn_y"“"*-esw sl ot gl

r - Wi -
processing.

Addresses:  If your saurce file has the City, State and Postal (ZIP) Code all carmbined in the same field (e.g. "Madisan, W1 537147) you will need te alter yeur saurce file 5
City, State, and Postal Code data are in separate columns that can be mapped to the separate AWdb field names of: City, State, and Postal Code.

Hotes: If this is your first time wsing this data import utility, go ahead and map the fields but BEFORE you click the final button to Begin Processing, we suggest you
support (support@lefflersystems.com) and request that we immediately backup your data so you'll have a safety net. It should only take a few minutes so wait fo
confirmation that we have completed the backup before you continue. You will not lose your field mappings if you close this dialeg and reopen it later.

.Fmrom-dim|ﬂq:'lrsdwtﬂw50urclﬂc Step 2: Map the Fields | Step 3: Select Options | Step & Run the Procedure |

|} Close
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Step 1 - Select the Source File

Identify the source file to be imported. After the file is loaded, review the data in the grid and correct any
typos and invalid or inconsistent values. See the Feld Mapping Notes in Step 2 for specific
requirements of each field. Return to Step 1 to edit data as needed.

£ Dats impart o ®

Select the Source File  (rrust be s a cormma delimited (cov), or Tab delimited () file) After the sowrce file is loaded, review the data n the
Bielow and comect any types, invalid or incansistent

1::‘- Uszers\Annatte’ Desktop\ Clubbers.ls {see the Step 2 Field Mapping Notes )

A B D E F G H [ !
1 LastMame | First Name |Glﬂdu Birthdate  Grade | School Name Heusehold Filing Narmme  Parent Narme [Prien;
2 TBdier Arvdy Male 472872005 B Madizan Metropolitan Adler - Andy Bill and Susan Adler (608)
3 Allan Jaqueline | Female |11/15/2012 K Allan - Jack, Janice, Trever, |Jack and Janice Allsn {608)
4 Allan Teevor Male 311572010 3 Allan - Jack, Jenice, Treved, |Jack and Janice Allsn (508)
5 Ardington | Charty | Female | &/21/2012 1 Arlington - Marigsa, Gavin, |Gavin and Merissa (699)
I‘---ﬁﬂl.ngt:nf haamiomale 0SS 02 | e o ’ ﬁﬂlv‘\dar!ﬂ; L e 0% L.
PR} » - i vafodoe 5 Eaato £as oy & casten | o
21 |[Easton Lucinda Femaie | 7/20/2005 & Easton - Lucy, Lucas Henry and Michelle Easton |{508)
22 Elligt Caleb Male 121187202 K Ellict - Erin, Caleb Katring Elliot (08) E
an 0w Euim Comntn |70 00s E T P Cllins  Fuim ek Mmoo n Cllimi aenm
" |oGbbars | ljg/on 2|

,Pﬂlrud\ldiuil Step 1: Sedect the Source File | Step 2: Map the Fields  Step 3: Sebect Options | Step 4 Run the Procedure |

Select the input source file and then click the Impart button,

Close |

Step 2 - Map the Fields

Map the source columns to the corresponding database field names. On the left is a list of the
Unassigned Source Columns. In the grid, identify the Source Column for a database Field Name.
Information about Data Type and Feld Size are given as well as specific information about mapping the
source data to that field.

Please read the mapping notes carefully to assure data is formatted correctly and you understand how
each field is used.

=
Map the source columns to the corresponding AWdb field names for any data you want imported.
Unassigred Source Calumns [/ Tsource Cotumn AWdb Field Mame Data 1[Fiekd | %] | address fine_1
anu saodresstinet  [ECAETR I C T I | (| i persons with the same
Househald Filing Name sllergies Stang 40 address_line_1 and pestal_code will
Mon Parent Pickup baptism_date Date 0 be grouped inte the same househeld,
Parent Narme o
Pramary Phane bible_translation String 10 = T
School Mame Birthdate birth_dste Date 10 —
Tut = A i
. cell_ phaone Sing %0 Field Mapping Notes
Church Name church_name String 40
City ity String 30

--—--_...f_--— ,- _._’ f" ACV — _#*"?:V’D “‘”::E:‘“* --wr' 4

FoL S
emengency_contact_2_name String 40
emergency contact 2_phone Sting 30 Clear the cument field mappings |
emengency_contact 2_reletionship  String 20
external_id_househald Sting 10 || |1z Printa Field Mapping Report |

| Intreduction | Step 1: Select the Source File| Step 2: Map the Fields | Step 3: Sebect Options | Step & Run the Procedure |

Map the Source File Columns to the appropriate AdVdb Fields Names.

Close |
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Step 3 - Select Options
Choose from an Initial Data Load or Online Registration scenario. Detailed descriptions are included
as well as Important Notes.
£ Deta Impart oEw
Select the Scenario and Options
Initial Data Load Select this option if you are just getting started with AWdb and need to import data from one or more external files (for example, one file fu
Clubbers and another for Leaders). Member Status values (if valid and mapped fram the source file] will not be cheanged from what they &
in the scurce file.
If no Status field is mapped, or if mapped but the incoming record's value iz blank, the member's Status chould be set to:  Active
@ Online Registration Select this aption if your club is already wsing AW db and you want te add or update existing records with & data file frem your anline
registration website. Person matching® will be atternpted te avoid creating duplicates. Matching records will have specific fields updated
,—‘ N ru-“ . ith detadiar the sougiivte o5 pecthe field cpengs), and nWﬂg records will be insectoisctothe databpce ssnew, o
3 bt
| Introdusction | Step 1: Select the Source File| Step 2 Map the Fields | Step 3: Select Options | Step & Riun the Procedure |
Select the applicable scenaric and related options.
Close
Step 4 - Run the Procedure
Once the setup is complete, run the Data Import Procedure.
& Data Impart oaw
Run the Procedure: Approved Werkman Database Import Log for Custorner ID: 06 _deme
- Current Club Year selected: 2018-2019
sk suppart to craate & AidbRemcte Version 5.5.3.3
backup before you begin
processing. Leading Source File: “CiiUsers\ Annett el Desktop) Clubbers.sls™
Success.
Bagiaifmcssing Leading column names...
- Success.
Frint the log
Save the log l
e >Ry Ny SN NP ST Y e g
| Imtreduction | Step 1: Select the Source File | Step 2: Map the Fields | Step 3: Select Options | Step & Run the Procedure I
Close
e Read reminders and heed any warnings, then click Begin Processing. A log is generated.
e When complete, review the log for items that need attention. Print or Save the log for reference.
¢ Click Close when finished.
5.1.2.6 SQL Workbench

%7 Even though the Windows App is very robust and provides lots of ways to view and analyze data,
there might occasionally be times when you want to see data in a different way. The SQL Workbench
provides an interface for querying the database using SQL statements. To see ways other users use this
feature, visit the Approved Workman Forum and have a look at the SQL Workbench topic.
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ﬁ Only use this tool with knowledge of SQL or with explicit instructions from Customer Support.

(& s Werkbench ... ©Do=
f‘f_lou - Sy Seve sl b OpenSOL E.&Mwumn Li=t [ ’

Cautien: This tool sheould enly be used if you have an understanding of S0L or have been given explicit instructions from tech support. Be cauticus about
madifying sny records due to possible impacts on referential integrity snd validstion

2] Bun S0L Request a live result set  Report Title:

sedect = frorn award whene club_year = 2013-2019" and sward_seurce = “section’

id  person_id book_id section_id service id event_id donation_id item_number sward_scurce date_sarned club_yesr award_received date received ™
oA 12914 1 4674 11185 Section B/25/2018 20M8-2013 1 Bf20/2018

- =y i i e S | P
Bt .U 8 LTe] T B 18
N - an L 2019 g, 1 52018 g
. e b 3
-
Tof T3 |n e e o K | £ ] 3
73 records S0L Statement was executed in 00:00:00.5076703 seconds

Icon|Action Description

. 4 | Close Closes the SQL Workbench without saving current changes.

ﬂ_||| Save Saves any changes made in the "live result set".

a The Save button is only enabled if the Request a live result set is selected.

Save SQL Saves the SQL statement that is currently displayed to a file to easily open it

e and run it again at a later time.
¥ & Open SQL Opens a SQL statement that was previously saved to a file.
= |Auto Width |Automatically resizes the grid's columns to best fit the data that is displayed.

Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout, or
exporting data.

Stay On Top | Toggles whether or not the window stays on top of the main window.

L

Run SQL Runs the current SQL statement and displays the results in the grid.

L&

e To edit the data, check the Request a live result set box then click Run SQL again. This allows
changes to be made in the grid and enables the Save button to keep the changes.

Again, be cautious about modifying any records due to possible impacts on referential integrity and
validation.

o If the grid's data is going to be printed, specify a Report Title to be used.
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5.1.2.7

New Year Setup

The New Year Setup procedure (NYS) prepares the database for a new club year. There is no
formal process or work that needs to be done to close out the prior year. Access the NYS from the Tools
menu or from a button on the toolbar under Admin > Club Setup > Club Calendars.

Please read the following instructions carefully! They contain important reminders. Not reading the
instructions might result in problems with the database in the future.

Step 1 - Session Dates and Club Names

Set up the club dates and active clubs for the upcoming year.

Add, Edit, or Delete Club Narmes for the new year in the grid below. Keep a generic “Awana® club name
for leader assignments. Click the PLUS button to 2dd 2 new row, click the CHECKMARK to post.

For mare than one club night per week, select the corect meeting day for each club. You may want to
custemize the “Awana” club name (for example, use “Awana = Sun” and add “Awana = Wed").

The “Order” value determines the sort order of Club Mames when shown in vancus dropdown lists.

New Year Setup ®
Club Year: _ bl | OME Sessicn Date will be crested each week on the sanve weekday:
Select the dayis) of the week your clubs meet: | Wednesday »
Clubs meeting on Wednesday will start on: 2122020 |w andendon: 122021 |w Number of Weeks: 30
MNote: Select only those dates where attendance is tracked. (This normally does not indude the Awards night.)
Club Names: Excluded Dates:

Exclude Wednesday dates when ne clubs will meet (e.g.
Thanksgiving, Christmas, etc.)

To add a date, click the empty row and then type  date or
select ene fram the dropdown calendar, To post the record,
press ENTER or click the CHECKMARK button.

T e fi the gei lect lick th:
Order & |Base Chub Chub Name Meeting Day o remowe a date from the geid, select it and click the

MINUS butten.
2 Awana Awana Wednesday -
30 Cubbies Cubbies Wednesday S
40 Sparks Sparks Wednesday 12/30/2020
51 Truth & Training TA&T Baoys Wednesday 12237220
52 Truth & Training T&T Girls Wednesday 172572020
B0 Trek Trek Wednesday
» I T R |5y

= e ) = 3 |

Step 1 - Session Dates and Club Mames |Step 2 - Club Assignments Ctep

Close

“B When the Club Year is selected, the meeting day selection will be displayed. Selected of the meeting day
enables the start and end date. Completion of the end date enables the additional sections.

Club Year:

1. Select the upcoming Club Year from the drop-down menu. A note appears in the field next to
the Club Year stating "ONE Session Date will be created each week on the same weekday".

2. Select the day(s) of the week your clubs meet from the drop-down menu. For clubs that have
groups meeting on different days of the week, select all that apply.

3. Select the Starting Date and Ending Date from the respective drop-down calendars.

Awards Night is generally not included in the Ending Date since records of sections, attendance,
points, etc. are not tracked.

“Bi The number of weeks between the start and end dates is shown (not reflecting excluded dates). A
club year is generally 32 - 36 weeks. A maximum of 51 weeks may be selected.
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Club Names:

Setup active clubs. The initial list of clubs in the grid defaults to the those from the prior Club Year.
Make changes as follows:

Edit the Meeting Day field to assign a club to a different day of the week.

Change the Club Name for existing clubs.

Add personalized clubs. Click '+ (plus) at the bottom of the grid. Enter a number in the Order
field. (This determines the sort order for drop-down lists.) Select a Base Club and enter the
personalized Club Name.

Remove clubs that are no longer offered. Select the club’s row and click '-' (minus) at the
bottom of the grid.

We recommend keeping the "Awana" base club to assign leaders to who don't serve in specific
clubs (Commander, Secretary, etc.).

Excluded Dates:
Indicate which dates there will be no club, such as during Thanksgiving, Christmas, and Easter breaks.

e To exclude a date: click in the blank grid and use the drop-down calendar or type in the date.
Click the small checkmark below the grid. Repeat for additional dates.

e To remove a date from the list: select the row and click the '=' (minus) button.

Step 2 - Club Assignments

Set up club assignments based on grade and gender. All Club Names listed in the box on the right should
be included in the grid (except Awana which is used for leaders). There must be a single club assignment
for a specific grade and gender combination.

~ewvear Setcp
Club Assignments: Mote: One or more records have a blank Club Bame.,

| Enable gender. ific club assignments (e.g. “T&T Boys™ and “T&T Girls™) Impertant: Except for a base chub name of "Awana” of
VES", the Club Mames used in the grid must match the

those fram Step 1 (and listed belaw),

Include TK 25 2

Club Names for the new year:

;;;;;

Step 1 - Session Dates and Club Names | Step 2 - Club Assignrments | Ster

Close
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ﬂ If you do not include "Boys" or "Girls" in any Club Names, "enable gender-specific club assignments"
will not be checked. The Club Name for the Grade will apply to both genders. To see the gender-specific
records, check the box.

ﬂ For areas of the country that have Transitional Kindergarten (TK), check the box to include TK as a grade
selection. There is an additional option to make TK the default grade for 4 year olds instead of P2.

Change a Club Name by clicking in the cell and using the drop-down options. For blanks, use the
drop-down list to select the correct Club Name.

Add records for Club Names added in Step 1. Click '+' (plus) to create a blank row. Select the
grade, gender, and club name from the drop-down menus. When finished, click the small
checkmark below the grid to save the record.

Step 3 - Options

Select optional items for the new year setup to handle.

New Year Setup El
Waive the Balance Due on Al Unpaid Fees?.............t 165 - Archive Inactive Members:
Answering “Ves” will create 3 walved Payment record for each unpaid Fee to offset the Members selected wil be archived as they've not attended since:  |8/28/2019 -
balance due. The Payor will be listed as "A Sample Church™. el m
Member Name Status Type G |LastAttend &
Clubbers will be promoted bo the next School Grade level. !
. Uppenheim, Julie Inactive  Clubber K

Chubbers promated above the highast grade defined in the Club Assignments wil be "Graduated”.
Cut-off date to determine age for Kindergarten and below:  TIEEN

Hursery and PO grades wil be promoted to P1 if they wil be 3 years old by the cut-off date.
Pre-schoolers (grades P1 and PZ) wil be promoted to & if they wil be S years old by the cut-off date.
Frst Year Cubbies (P 1) not meeting the age cut-off for Kindergarten wil be promated to P2,
Caution: There are 2 clubber(s) with a blank Grade field.

Clubbers missing a grade or gender cannot be assigned to 8 elub 5o they will be archived.
Wou may edit the records in the grid below. (click the checkmark button to post edits)

* If you add s Grade, remember it will get bumped 5o set it according to the prier club year.

Clubber Name Status  Birthdate Grade® Gender ClubMName Last Attend
Meadows, Sally Visitor Female TE&ETUC 1/2272020
Meadows, Shem Visitor Female Sparks 172272020

3 o 1
Step 1 - Session Dates and Club Mames | Step 2 - Club Assignments | Shep 3 Igplians Step 4 - Run the Procedure

Close

Fees

The new year setup process can optionally waive the balance due on all unpaid fees. Select Yes or
No. Selecting yes will create a waived payment record of each unpaid fee to offset the balance due.
The Payor will be listed as indicated under Admin > Options > Fees and Dues.

Promotion
Clubbers with a grade of Kindergarten or higher will automatically be promoted to the next grade.

Clubbers promoted above the highest grade defined in Club Assignments will be "Graduated".

Clubbers with a grade below Kindergarten will be evaluated based on age. Select the Cut-off date
that should be used for this evaluation. Nursery and PO will be promoted to P1 if they will be 3 years
old by the cut-off date. Pre-schoolers (P1 and P2) will be promoted to K if they will be 5 years old by
the cut-off date. First year Cubbies (P1) not meeting the age cut-off for Kindergarten will be promoted
to P2.

© 2020 Leffler Systems



Beyond the Basics 63

Missing Grade/Gender Information

Without a grade and a gender a clubber can't be assigned to a club resulting in the clubber getting
archived. If there are clubbers missing a Grade or Gender, a yellow highlighted section will be shown.
Those members will be listed in a grid with a few pieces of helpful information.

Enter missing information in the grid and use the small checkmark at the bottom to save the change.

When entering a grade, set it for the prior club year as the clubber will be promoted during the
NYS.

Archiving

During the NYS, all members with a status of active or visitor will be set to inactive. This facilitates
tracking registration to know who is active in the new club year. If there are a large number of
members that were already inactive in the previous club year, this could make it difficult to locate
returning members. We recommend that inactive members from the previous club year get archived.
The members will still be in the database, but are not included in most grids and reports.

Select the last attend Date to use in determining which members should be archived.

We recommend the first date of the previous club year. This will archive a member that was set to
inactive during the prior new year setup who has not attended during the entire club year. Another
suggested date is January 1 of the current calendar year. This will archive members who attended
at the start of the club year, but did not continue coming. Other dates may be selected.

The grid shows the list of suggested members to archive based on the date selected along with
details such as Status, Type, Grade, and Last Attend date. A checkbox is shown next to each
listed member. All members with the box checked will be archived.

_l Checking the box in the Member Name header selects all records. Unchecking it clears the
box for all members. Individual boxes may be selected or cleared to customize which
members should be included. The grid can be filtered or sorted to assist with selections.

Step 4 - Run the Procedure

Use this page once all of the setup is complete to run the process.

Begin Precessing
Print the log

Savethe log

Step 1 - Session Dates and Chub Names | Step 2 - Club Assignments | Step 3 - Opticns | Step 4 - Run the Procedure

Close

1. After reading any reminders on the screen, click Begin Processing. A log is generated during the
processing.
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2. Once the NYS is complete, review the log to confirm that it updated records as expected. Print or
save the log if desired. The last page may be used as a check list of items to review for the new
club year.

3. Complete preparation for the New Year by reviewing details under the Club Setup section.

5.1.3 The Help Menu

The following items are included in the Main Window's Help menu.

Action Description

Online User Guide Links to the online User Guide. An internet connection is needed.

License Info Opens the license information including Customer ID, expiration date
and number of users.

Approved Links to the Forum which is an excellent place to get questions
Workman Forum answered and see how others use the database.

Approved Links to the home page of the Approved Workman website.
Workman Website

& 5 6 % 0F

Remote Support Links to the remote support portal to connect with Customer Support
Portal for scheduled remote sessions so a support team representative can
view your machine to answer questions or troubleshoot problems.

About... Provides a bit of information about the Approved Workman database.

@

514 The Toolbar

Search Members: ] b & Mowindows are open = | Cument Club Year: 2015-2019  |»  Club Date: 1071772008 s Week & (last Weeek of the 15t Otr)

Search Members

~* Use this tool to quickly locate and open a member from anywhere in the Windows App. It is on the
left side of the Main toolbar and is available from any module. To use Search Members :

1. Type a few characters of the first or last name of any member in the Search Members text box.

2. Press Enter or click the Perform Search button. If a single member matches the criteria, that
member's record is opened in the Member window. If there are multiple matches, the Select A
Member dialog opens showing all members whose first or last names contain the entered text.
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Select A Member k)

Search for Filing Mames that contain:  FARM

Narre Primary Role Type  Status
Fasmmer, Danny Clubber Active
Farmer, Jonah Clubber Active
Farmer, Erigten Lesder Active
Fasmer, Marjorie Clubber Active
Fasrmer, Mike Lesder Active

3 matching recerds

0K Cancel

3. If the desired member is listed, open the member record by double clicking or selecting the name
and clicking OK. If there are still many names displayed, narrow the list by continuing to type in the
Search for Fling Names that contain: field. The list will update as characters are typed.

4. Click Cancel to discontinue the search without selecting a member.

Window Manager

&= The following records open in separate windows and can remain open while using the Windows
App: Members, Household Ledgers, Items and Orders. These windows are sometimes hidden by other
windows on the screen. The Window Manager drop-down menu helps navigate them easily. It shows No
files are open or [#] windows are open and lists each one in the drop-down menu. Select a window
from the list to bring it to the front of the screen.

The Main Menu bar's Window menu also lists the opened windows along with options for organizing the
windows, such as: Cascade All, Minimize All, Restore All.

Current Club Year

The Current Club Year should be set to the desired year for viewing or creating data. Only the data
pertaining to that year is displayed throughout the database. This is normally the current calendar club
year, but to view or modify historical data, switch to a prior club year.

Club Date

The Club Date should be set to the current date to enter data during club time. For a club date in the
past, change to the applicable date. This date is used as the default value in many modules where a date
is a required field. For example, in the Check-in Module when a handbook section is completed.
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5.2

Th

e Member Window

The Member Window provides a way to view and modify all a member's data in a single window. Multiple
Member Windows can be open at one time. Easily switch between them using the Main Window toolbar
or Window menu. Stay on Top (the red push pin) keeps a window on top of the Main Window.

Nz Chnistina Carson

*"f_lon E? Save and Close H Save ";.:.'; Mew in Hh /E‘.,:I Assign to Hh S Ledger :’a Delete

|Maan| | Mise | Roles| Attendance Handbooks Awards | Events Contacts | Fees

Person

Tithe: ks -
First Name: Christina

Last Mame Camsen

Suffix:

Prefemred: Christina

Pronunciation:

Filimg Narme: Carson, Christina

Miss Christina Carson

Iphatos |4 ||k | &

Mailng Narne:

Birth Date: TAT/A0 (= Age | 10 Cument Grade: 4
Gender, Fernale w Met Points: 930
Code / Flag: ! ~ Status Active
i Rolels) for 2018-2019 Edit | HNew| | Del
Role Team
Type Satis Club Name Logo |Club Lo Color Leader Name
¥ Clubber Active TETUA @ Green  Micabe Newmnar

Browse Househeld Status: Active

Crested 5/2472013 22519 PM

Household

Filing Harne: Carsgn - Ben, Chrstina

Mailing Mame Carson Family
Parent Nameis): Jirn and Beth Carson
Address Line 1 32 Wanescost Drive
City / State / Zip: | Sun Prainig

Driving Dirsctiong
Contact [nfo
E-mail carsons@carson.com
Home Phone  (508) 555-1278
Household Members

Active
Active

kir Ben Carson
Misz Christina Carsen

7 Reg Farm Rpt 2. Mbr Prefie Rpt

Jim Carson

HiH Status:

Clubber Trek
Clubber TRTUA

Medified 51172018 2:10:04 PM by Matthew

Sew

2 8

Hew| | Del

Active

There is a lot of information packed into this one window, so it is divided into tabbed pages:

¢ Main - basic information, such as person, role, household, contact, and household members

Misc - other useful information about the member, such as permissions, medical info, visitor

records, misc household info, and notes

Roles - overview of all of the member's roles in your club; includes details about teams,

registration, and uniform

Attendance - all attendance related information for each club date, such as club and church

attendance, weekly dues, offerings, etc.

Handbooks - all handbooks assigned to the member. Manage handbooks and mark sections
complete. Review percentage completed and date completed for each handbook.

Awards - all awards earned by the member. Open, delete, or create awards (most awards are
created automatically when marking sections complete) as well as set the received status.

Events - all events attended by the member. Open, delete, or create new event records.

Contacts - all records of contacts made with the member. Open, delete, or create contact records.

Fees - all fees for the member. Open, delete, or create new fee records.

Fees for Dues are created automatically when Registration is set to "Current". Fees can be set to be
created automatically when assigning a book or a uniform.
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5.2.1

The Toolbar

The Member Window's main toolbar provides buttons for the most common functionality. Other toolbars
might appear in the tabbed pages for additional functionality for the selected page.

- Claze L? 2ave and Close I'

]I Save "D New in Hh ’;g Aszign to Hh ‘-“

] =

) Delete *  Reg Form Rpt 2' Mir Profile Rpt

&

Ledger

The table below describes what each button on the toolbar does.

Icon |Action Description
“ | Close Closes the Member window without saving current changes.
4% |Save and Saves the changes and then closes the Member window.
V| close
|l_|| Save Saves the changes and leaves the Member window open.
il B
. New in Hh Opens the Member Window with some pre-filled values to create a new
ey member (clubber or leader) in the selected household. This is the most
efficient way to add members to an existing household.
r?—“ﬂ Assign to Hh | Assigns the selected member to a different household based on selection
Lo from a list of all households.
_ | Open Opens the Household Ledger for the selected member's family to manage
- |Household fees and payments.
Ledger
® |Delete Removes the current member and closes the window. This process
&5 | Member requires a confirmation.
Print Opens the Registration Form report dialog to print a registration form for
7| |Registration |the selected member's family.
Form
a Print Member |Opens the Member Profile report dialog to print a member profile for the
&~ | Profile current member.
@ |Refresh Refreshes the data in the grid. If there is a concern about viewing the
& latest data, simply click this button.
’ Stay on Top Toggles whether or not the window stays on top of the main window.

© 2020 Leffler Systems




68

AW Cloud Database - Windows App version 5.5

5.2.2

Main

The Main tab of the Member Window tracks basic Member, Household, and Contact information and
provides a list of Household Members.

& ez Chnstina Carson oeEw
ﬁf_lou E‘? Save and Close H Save ‘f{‘; Mew in Hh ﬁg Aszagn to Hh S Ledger & Delete | Rieg Ferm Rpt 2' Nibr Prefile Rpt ‘-_‘.Z_‘_', ’
Ielaeny iM'm: Roles | Attendance Handbooks Awards Events  Contacts| Fees

person (Individual External 1D 3. Household | Household External 1D ]-—__,355
Tithe Miss - Filing Mame: Carson - Ben, Christing] I
First Name: Christina Madling Marme: Carson Family
Last Mame Carsen Parent Marme(s): Jimy and Beth Carsen
Sarffie: Address Line 1: 34 Wanescoat Dirve
Preferred: Chrigtina City / State / Zip:  Sun Prairie Wil a |33550
Pronunciation: Diving Derecticns
ﬂ.hng Marre: Carson, Christina Contact jnfe (Elity ke ek
Mailing Harme: Mizs Christina Carson 3 photes | 4 P oa Ei-:::: Bhore f;;?::ii;i:“ Lo Ren Charon
Birth Date: TAT2A  |w) Age | 10 Cusrent Grade: 4
Gender, Fernale w Met Points: 950
Code/ Flag: ! - Status: Active
Rolels) for 2018-2019 Edit | [Hew| | Dl Household Members HH Statuz  Adtne
Type m Club Mame Logo Club Loc E{am Leader Mame Mr Gen Carson R Clubber Trek
olo Miss Chirsting Carsan Actrie Clubber TATUA
3 Clubber Active TETUA T Green  Micole Newrnar
Edit Household Status: Active Created 5/24/2013 22619 PM Modified 5/11/2018 2:10:04 PM by Matthew
Member

¢ (Optional) Member External ID - ten character text field to reference an ID from an external source

(such as other software used to track church members). To make it visible, under Admin > Options
> Members, choose "Show the external ID fields on the Member form".

The external IDs can be printed using the Household and Member ID List report. They can also be
included on the Household List - Contact Information report. The individual external IDs can be shown
on the main Clubbers and Leaders grids by making the column visible.

Title - selection options are determined by Admin > Generic Lookups > Titles. Selecting a gender
specific title automatically sets the Gender field.

Frst Name, Last Name, Suffix, Preferred - self explanatory!
Pronunciation - text box for a phonetic spelling of a difficult-to-pronounce name.

Mailing Name - filled automatically as other name fields are completed, but can be edited. Choose to
"Use a member's Title when deriving the Mailing Name" under Admin > Options > Members.

Photo - displays the primary photo. Multiple photos can be kept for a member. Use the navigation
buttons below the frame to view other photos or add a photo.

Double click the frame to open the Photo Manager for more photo options.
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« Birth Date - Age and Current Grade will be calculated and are read-only.

—J The Grade can be changed in the Role if needed.

e Gender - set automatically if a gender specific title is used, but can be selected manually.

¢ Net Points - read-only field derived by calculating all of a members points for attendance, visitors,
sections, etc. Spent points (entered through the Club Store) are deducted from the running total.

e Code - five character text field to discretely categorize or tag members. Any unique codes can be
used, but it is important for leaders to know what they mean. For example:

"M" to indicate there are medical issues
"B" to represent all clubbers who come with the bus ministry

"L" to represent someone in law enforcement (leaders obviously) that could be called on if there
was a security concern

In addition to being a column on the main Clubber grid, it is used on many Report dialogs to enhance
selection criteria. It can optionally be printed on the Name Tags.

o Hag - 6 color options. This is a custom way to categorize or "flag" particular members. Like the Code
field, this provides a discreet way to identify members. For example, a Red Flag could be used to
identify clubbers from a broken home where there might be a security concern. A Blue Flag could be
used to identify clubbers with a learning disability or behavioral problem. Members who need a new
name tag printed, who owe money or are missing paperwork could be flagged. Note: unlike the Code
field, this field is not used on report dialogs to enhance selection criteria. The Flag column can be
made visible on the Clubber, Leader or Check-in grids.

Set flags for multiple members at once using Action > Set Flag on the Clubber or Leader grids.

o Status - read-only. A person's status is determined automatically based on the status of the roles in
the current club year. Statuses include: Active, Archived, Graduated, Inactive, Prospect or
Visitor.

Role(s) for the Current Club Year

e This roles grid is read-only and provides summary information about the role(s) for the current
member in the current club year. Use the Member's Roles tab to see all roles as well as additional
information for each role.

e To change a role record, select the record and then click the Edit button or double-click a row in the
grid. This opens_the Roles dialog which allows changes to the role.

e To add a role, click the New button.
e To remove a role, select the record and then click the Delete button.

When a role is deleted, all of the data associated to the role (attendance, team assignments, etc) are also
deleted. Before deleting a role, first consider editing it.

There is also a right-click popup menu available in the grid to Edit, Add or Delete roles.

© 2020 Leffler Systems



70 AW Cloud Database - Windows App version 5.5

Household

¢ (Optional) Household External ID - ten character text field to reference an ID from an external
source (such as other software used to track church members). To make it visible, under Admin >
Options > Members choose "Show the external ID fields on the Member form".

The external IDs can be printed using the Household and Member ID List report. They can also be
included on the Household List - Contact Information report. The household external IDs can be shown
on the main Households grid by making the column visible.

« Fling Name, Mailing Name, Parent Name(s) - filled automatically using the following defaults, but
can be edited.

¢ Household Fling Name: Last Name followed by a dash and a list of all Preferred (First)
Names. Example: "Green - Sandy, Michael, Tina". In households that have persons with
different last names, the last names are listed in alphabetical order, separated by "/". Example:
for Rebecca Brown, Chad Smith and David Smith: "Brown/Smith - Rebecca, Chad, David".

To re-derive the Household Filing Name, delete the current value and TAB out of the field.

+ Mailing Name: Last Name + "Family".
o Parent Name(s): Mr. and Mrs. + Last Name.
¢ Address Line 1 - street address.
o City, State, Zip - defaults to the City, State and Zip of your church, but can be modified.

To turn off this default, go to Admin > Options > Members. Uncheck the box next to "Use the
Church'’s City, State and Postal Code as the default values when creating new members".

Also under Admin > Options > Members, choose to "Overwrite City and State values when the
Postal code changes and a match is found in the lookup table". If City, State, and Postal Code values
are specified under Admin > Generic Lookups > City, State, Zip, the City and State fields can be
skipped to type a zip code. The City and State values will then be filled in. To make this the default,
choose "When tabbing through the address fields, skip the City and State and go directly to the
Postal Code field".

o Driving Directions - opens a dialog with a text box to track directions. Click Print Preview for a
formatted report that includes contact information. This can be useful for a bus ministry.

Contact Info

e The contact grid is read-only and provides summary information about the contact records for the
household.

e To change a contact record, double click a row in the grid or select a row in the grid and then click the
Edit button. This opens the E-Contacts dialog which allows changes to the contact records.

e To add a contact record, click the New button.
e To remove a contact record, select the record and then click the Delete button.

There is also a right-click popup menu available in the grid to Open the E-Contacts dialog or Delete
contact records.
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Household Members

71

e This grid lists any other members in the database associated to the household.

e To open another member's record, double click a name in the grid or use the right click pop-up menu.

e To add a new Household Member, use the New in Hh button in the toolbar.

5.2.3 Misc

The Misc tab of the Member Window tracks other useful information about the member, such as
Permissions, Medical and Visitor information, Notes, and Other miscellaneous items.

£ Mrss Rachel Clark

Permissions

| Travel

Allergic To . ...:

MD Mame & Ph:

Main'im'urﬁolﬁ Attendance Handbooks Awards Events Contacts| Fees

| Activity Participation [ Photo Use ~| Medical Release

Other:

Medical information
Special Meeds

Last Tetanus Shot:

»| Inchude on Medical List repont

Dairy

Dr. Ashland 60&-633-6333

47'rslme _Eb‘ﬁne and Clese H Save m_ﬁr‘lminuh ﬁﬂ Aszagn to Hh 5 Ledger & Delete |7 Reg Form Rpt :!. M Profile Rpt | &

Visitor Infermation
Rachel visited our club en the following dates

Date Brought By

< no data to display >

The fellewing Visitors were Guests of Rachel

Date Visitor's Mame

L2NT Jenson, Army

DDS Name & Ph: | Dr. Woodward 608-566- 5666 Household Misc
Ins Co & Policy®:  The Insurance Gang 224-L43678-3 Family Church: 4 Sample Chusch
Other Persons (other than parents) suthorized to pick up the children:
School Name:
15t Language: *i  Ind Language Hotes
Date Joined: | Preferred Bible iy
Translation:
Christisn
Browse Household Status: Active Created 5/25/2013 2:04:38 PM Medified 511/2012 2:10:04 PM by Matthew
Permissions

Indicate consent has been given to:

¢ participate in Activities (such as Game Time)

e Travel

entered.

use a Photo

Release Medical information

Other - allows for an additional custom permission related item. When checked, a description can be
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Medical Information

Special Needs - additional details can be entered in the memo field under the medical information
section.

Last Tetanus Shot - tracks the date.

Include on Medical List report - will list medical information along with contact information for the
member when generating the formal report.

Allergic To - text field. Any additional information related to allergies or other medical information can
be entered in the memo field directly below the listed allergy.

Doctor, Dentist and Insurance - text fields for doctor and dentist contact information as well as
insurance company and policy humber.

Combo boxes are populated with known data to make it easy to select existing values when adding
additional members to a household.

If the doctor, dentist or insurance info is updated for a member of the household, there will be an option
to update the same information for all members of the household.

Other

School Name - selection options are determined by Admin > Generic Lookups > School Names.
Select <new> to add a new generic lookup value without switching to the Admin Module.

1st Language, 2nd Language - selection options are determined by Admin > Generic Lookups >
Languages.

Date Joined - tracks when a clubber first joined. A member's Status can change from time to time,
and the Registration Date changes for each club year; but this field doesn't change, so it allows
tracking how long a member has been involved in the club.

Preferred Bible Translation - ESV, KIV, NIV, NKIV, Spanish; used to filter the selection list when
assigning a handbook to the member.

Christian - when checked, the Re-Birth Date and Baptism Date fields are enabled.

Visitor Information

This section has two grids: one for when this member visited and one for when this member brought
visitors. To record data, right click in a grid and select from the pop-up menu.

Visitor Information

The fellewing Visitors were Guests of Rachel
Rachel visited our club on the fellewing dates

A

Diate ¥ Wisitor's Mame
M- P
[%_;: Creste o new Visit record b o) Open the Visitor's member record
. g Delete this guest relationship (does not delete the Visitor)
The fellewing Visitors we 0 =

These grids are intended for viewing visitor/visiting history or editing existing data. A more direct
method of creating visitor records is to click the Add Visitor button in the Check-in Module.
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Household Misc

e Family Church - selection options are determined by Admin > Generic Lookups > Church Names.
It defaults to your church. Selecting <new> invokes a dialog to add a new Generic Lookup value.

Select to not "Use our Church Name as the default Church Name value when creating new
members" under Admin > Options > Members.

o Persons authorized to pick up the children - name(s) of person(s) authorized to pick up the
clubber(s) from Awana. This field is only visible if the Role Type is Clubber.

Notes

This section provides a memo field to track any additional information for the member.

5.24 Roles

The Roles tab provides an overview of all of a member's roles. It includes the Type of role (clubber or
leader) as well as the Club Name. For leaders, it includes a Role position (such as game director or
listener). Team information (Color and Name) are stored in the role as well as Grade and Leader
assignment (for clubbers). Registration and Uniform information can also be tracked for each role.

& Mass Rachel Clark -

"Tgm ﬂShe and Close H Save i% Mew in Hh ﬁg Aszagn to Hh 5 Ledges ‘S: Delete *  Rieg Form Rpt 2 Mibe Prefile Rpt ‘f:; #
Main Misc [Rﬁﬁlhnmﬂme Hendbooks | Awards | Events | Contacts| Fees
@Edﬂ Rale @ New Role Qﬂdde&:h _E:;: L= (8-
Club Vear  Primary Status  Grade |T Rale Positi Club M Lego Team N Team Color |29 |Registration pag Hes Unif
u r Primary  Status rade Type 'osition ub Name ogo Team Name | Tearn Color |~ o' ot B4 Uniform nife
2018209 | @ actve o ciwbber]  Jlowngy | 1] | Red | @ [aoo0os |m | om | |
2017-2018 ¥  Active 8 Clubber Trek -T W Red
2016-2017 o Active T Clubber Trek -T | [T
1€ L >
Browse Household Status: Active Created /25/2013 2:04:38 PM Modified 571172018 2:10:04 PM by Matthew

J As with most grids in the Windows App, this grid is customizable.
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Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Roles page.
Icon |Action Description
@ Edit Role Opens the selected role in the Roles dialog. (Pressing the Enter key with a
row selected or double clicking the row also opens the role record.)
O New Role Opens the Roles dialog with blank/default values to create a new role.
@ Delete Role |Removes the selected role.
L' Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,
- or exporting data.
5.2.4.1 The Roles Dialog

@ Opening or creating a role record opens the Roles dialog to view, modify, or enter details of a

member's role.

When changing information for a role, Attendance (session) records are also updated. In order to
preserve historical data, changes will only be applied to the Attendance records for the Current Club
date and future dates. This applies to Status, Club Name, Team Name, Team Color, and Leader Name.
As an example, to change a member from the Red Team to the Blue Team on week 13, update the Team
Color shown on the role record. The Attendance records for weeks 1-12 will keep the team color as red.
Attendance records for week 13 and all additional weeks will have the team color changed to blue.

Roles w

Save and Close

Clark, Rachel
Cancel and Close

Chul Year: 2018-201% | This is the Prienary role for 2018-201% Dedete the Role

Status: m w

Trpe Clubber -

School Grade: |§ -

Club Harme: lourney

Team Marme:
Tesm Color: [l Red

Leader Mame:  Allan, lanice

Registration Info

Dues are paid in full

Has thesr unifarm:

=i  Club Location:

*|  Mesting Day:  Wednesday

| Regustration is Current Date Regustered:  8/28/2018 -

o Club Year - shows the current club year.

e Primary - when there are two roles in the same club year, this indicates which one is primary.

e Status - Active, Archived, Inactive, Prospect or Visitor. Setting a member's status is useful
when filtering grids to show only selected members.
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e Type - Clubber or Leader. If the type is Leader, the Position field will be enabled to select the
specific position the leader serves in. The selection options are determined by Admin > Generic
Lookups > Roles.

A person can only have one Clubber role. If a second role is added, the type will default to Leader with a
position of Student Leader.

« School Grade - calculated based on age, but can be selected manually or changed.

¢ Club Name - automatically assigned based on grade and gender, but can be selected manually.
Selection options are determined by Admin > Club Setup > Club Names, Logos, Dues and
Points.

o Team Name - selection options are determined by Admin > Club Setup > Team Names.

¢ Team Color - twelve colors are provided (or select None to indicate no team color).

o Leader Name (clubbers only) - selection options are based on active leaders. Selection list shows
the leader's Club Name to facilitate leader assignments.

Registration Info

¢ Registration is current - when checked, the date field is enabled. (It defaults to the current club
date, but can be changed.)

When the member record is saved after setting the registration to current, the database ensures that the
member's status is "Active" and that a fee record exists for annual dues, if applicable.

The Registration is current check box is marked automatically when using the Register and Post
Payment dialog or the Registration Window dialog. To choose which permission related check boxes are
set automatically when the registration is set to current, go to Admin > Options > Registration Form
and Reports > Permission Defaults.

o Dues are paid in full - indicates all of the dues have been paid for the year.

This is designed for use by clubs that do not track specific payment information, but want to know who
has paid the dues. It can be shown on the main Clubbers grid. It is NOT connected to the Ledger, so
posting a payment for the full dues amount will not check this box.

If this box is checked, all of the Dues Pd checkboxes in the (weekly) Attendance records will also be
checked.

« Has uniform - if the uniform has not been earned yet, the description field can still be used to track
the size for future use. Using the Assign Uniform button opens the Assign Uniform dialog to assist
in creating a uniform fee. It will also set the Has Uniform fields.

Updating a uniform fee's description also updates the Has Uniform text field. Also, deleting the fee
clears the Has Uniform check box and text field.
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5.25

Attendan

ce

The Attendance tab provides an overview of the member's club attendance (as well as other

attendance related items), handbook sections completed, and points for each week. The attendance and
other categories are usually entered through the Check-in grid during club time, but can also be entered
or edited here. For easier data entry, maximize the window.

£ Mris Chnstina Carson

ember

T&TUA
TET UA
TaTUA
TETUA
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J As with most grids in the Windows App, this grid is customizable.

When a check box is marked, the Total Points field for the selected week is adjusted according to the
points assigned under Admin > Club Setup > Clubs, Logos, Dues and Points.

This grid provides a big picture view of a clubber's entire club year. It shows the complete history of
attendance and all other categories including sections completed and points spent. There are totals for
most columns in the grid footer. Use the Preview/ Print button to get a hard copy.
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5.2.6 Handbooks

g—l The Handbooks tab provides an overview of all of the handbooks assigned to a member. Marking
completed sections is usually done from the Check-in grid; however, this page is useful to enter historical
information such as handbooks completed in a prior club year or sections completed on a prior club date.

£ Mris Chnstina Carson

*Tglou ﬁﬁne and Close || save ‘j& Pew in Hih ’;ﬂ AssigntoHh S Ledger &_ Delete | ¢ RegFormPRpt | @  Mbr Profile Rpt :..{-:‘:' ’
Iasn Misc | Roles Attendance Handbooks | Awards Events | Contacts| Fees
i b [l - . k L | 1,/30020 [é'
Primary: Evidence of Grace I_‘} Aszign Handbook 1-0 I_ﬂ !:_0 (5% Entry Made: Marmal |» use date af: | 173002018 |»
p Evidence of Grace 61.%
Date Required | Review/Extra Credit| Motes|
Current Primary Name Base Club  Award Set | Done % Complete Completed Mote e action M Done Date A
Flight 3:16 (¥'r1) Sparks Jewels - W00 % Section 1.7 = 121122018
HangGlder Sparks Jewels v W00 % Section 23 = 128
‘WingRumnmer Sparks Jewels o 100 % Section 3.1 & 129
ShyStermes Sparks  Jewels v 100 % 2017 Sextion 3.2 i
SkyStormes Frequent Flyer  Spacks  Jewels w [RE0ReE | 4122007 *|Section 3.3
Stast Zone Uitinnate Adventur Truth & Tre Seals # (eal0%ek 8302017 S =
Ultirnate Adventure 1 (2010) Truth & Trs Emblems (v |1 0100800 | 10/31/2018 Seition 3.3
Stat Zome (V1) Truth & Tre Emblems (9 | sI00 % | 9/5/2018 i:""" jﬁ
SEEI T |EvenceoiGrce [Trueh &cofEmbiers | B | S
Section 4.1
Section 4.2
Section 4.3
WA Gl G b e [ el 2 Section 4.4 =
Click ‘Caleulate’ to view stats for the selected handbock | Cakulate pegicnss
Section 4.5
Mumber of required sections completed This Year / Totak Section 4.7
Average number of sections completed per week this year Section 4.5
Estimated completion date based on current aversge: 19
Average needed to finksh this club year ending 4/24/201% k]
Broowse Household Status: Active Created 52472013 22619 PM Modified 12/8/2015 21531 PM by Naoemi

Toolbar

Besides the Member Window toolbar, there is another toolbar that is specific to the Handbooks page.

Icon |[Action Description

g_d Assign Handbook Opens the Assign Handbook dialog to assign a new handbook to
the selected member.

g_d Open Handbook Opens the generic handbook window for the selected handbook to
show details about the book and the award triggers.

H Delete Handbook Removes the selected handbook from this member's records.

E‘d Open Inventory Item| Opens the selected handbook's related inventory item in the
Inventory Item Window.

| |Grid Tools Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.
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Entry Mode - controls what happens as sections are marked.

o Normal - points are tallied as sections are marked. If an award is earned upon completion of a
section, it is automatically created.

o History - no point calculations and only book level awards are generated. Completed sections
must be marked one at a time. Use this when entering historical data for a small number of
sections done prior to the current club year.

o Speed - no point calculations and only book level awards are generated. Sections do not need
to be marked one at a time. Instead, simply mark the last completed section and ALL of the prior
sections are marked automatically. Use this when entering historical data for a large number of
sections completed prior to the current club year when actual completion dates are not
significant.

use date of - the date used when a section is marked. It defaults to the current club date, but can
be modified when marking sections from a different date.

Handbooks Grid

All handbooks that have been assigned to the clubber are shown along with the following information:

Current - indicates the clubber is actively working in the handbook. There can be more than one
current book (for example, a clubber might still be working on Review or Extra Credit work in
another book, or completing an unfinished book from a previous club.) All current books are
available as a choice in the Check-in Module's Sections Grid for marking sections.

Primary - indicates the clubber's main handbook. This book is displayed in the Primary Book column
of the Clubbers and Check-in grids.

Name - of the handbook.

Award Set - available award sets for books where more than one type of award can be earned.
This determines the type of award to trigger (for example, to use up an inventory of old awards
instead of a new set to be associated with the book).

Done - indicates a book is completed.

A handbook is normally marked as Done automatically when the last required section is completed.
Manually select this check box only when entering historical data. Doing so requires a confirmation
to continue and asks for a Completion Date which is used for all blank required sections of the book.
An option to assign the next handbook is also given. Answering "yes" invokes the Assign Handbook
dialog.

When entering historical data for BOOKS that were completed PRIOR to the current club year, do
NOT tediously mark all of the sections completed. Instead, use the Done check box to indicate the
book was completed. If the actual Completion Date is known, enter it. If not, enter a date that is
PRIOR to the current club year. Otherwise, the clubber will get credit for completing the book in the
current club year. If the exact date of completion is not known, a good rule of thumb is to select the
last date of the prior club year.

% Complete - shows the percent of required sections completed in the handbook.

Date - of completion. This defaults to the current club date when the Done check box is marked,
but can be modified. For the clubber to get credit for completing the book during the current club
year, select a valid club date in the current club year. (See Tip under "Sections Grid" below.)
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¢ Calculate button - fills in the statistic fields below the grid for the selected handbook. This is
especially useful near the end of the club year to estimate if the clubber will be able to complete a
handbook before the end of the year.

To view this information for multiple clubbers, use the formal report "Current Handbook Status" and
select the Type of "Summary". This will help in planning an end of year award supply order.

Sections Grid

The right side of the Handbook page contains a Sections Grid which displays the sections applicable to
the selected handbook. The Sections Completed Grid of the Check-in module is generally used to enter
sections completed during club time, but completed sections can also be entered here.

¢ Handbook / Percent Complete - displays information about the handbook currently selected in
the main grid

¢ Required, and Review/Extra Credit tabs - Sections in the required group must be completed to
get a book award. Sections in the review or extra credit group are optional. Click on the desired
tab to show the relevant Sections Grid:

o Section Name - description matching the section in the handbook.
o Points - amount added to the member's total when the section is completed.
o Done - indicates a section has been completed.

o Date - of completion for the section. This defaults to the use date of: selection in the toolbar,
but can be modified.

¢ Notes tab - tracks any additional details pertaining to the specific handbook for this member.

When entering historical data for SECTIONS (in an incomplete book) that were completed PRIOR to the
current club year, be sure each Completion Date is PRIOR to the current club year. Otherwise, the clubber
will get credit for the completed sections in the current club year. If the exact date of completion is not
known, a good rule of thumb is to select the last date of the prior club year.
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5.2.7 Awards
o]

0 The Awards tab provides an overview of a clubber's awards. It is helpful for reviewing and
managing the awards for the specific member. See the Awards Module for additional information.

& Miss Chistina Carson bl |

-
O

=

M Ciose ‘E‘Rntindﬂkit [ save RS, Newin pn ’E.Aﬂign:gl-lh © Ledger . velete | |7 |RegFomRet | 8 MbrProfieRpt | 55 |
Main  Misc | Robes | Attendence  Handbooks | Awards | Ewents Contacts| Fees

=  Show: All Awerds »y Eamed In Year | 2015-201%  |»= % L

o e
L Lise L

When marking awards as Received, set Date Revd te: 42420019 (=) Tip: Select multiple rows when marking awards recenved

Club Year  ltem = Description Award Source | Date Eamed  Awand Revd Date Revd  Note

* 2018-2019 96188 TET Discovery Emblem - Red Section Group  B/20/2018 - 872972018 Completed Descovery T in Ultimate Adwventure 1

20N8-2019  Remi4 How d.;xbkﬂ;rT&I LA uniform ang Book Svarang Completed Start Zone UA (Wrl)

218-2019 96156 TE&T Discovery Emblem - Blue Section Group  S/26/2012 L2 9262018 Cornpleted 2 sections in Evidence of Grace

2018-2019 48831 TET Club Attendance Stickers Club Attendand 10/10/20018 - W0AT2018  2018-2019 15t Quarter

20N8-2019 96204 TE&T Discovery Emblem - Green Section Growp  10/24/20M8 - 1072472018  Completed & sections i Evidence of Grace

2018-2018 96212 TE&T Discovery Emblem - Yellow Section Group  10/31/2018 L 1073172018 Completed Discovery 8 in Ultimate Adventure 1

20n8-2019 79530 Alpha Award and Pin Bock 1003172018 Completed Uitimate Adventure 1 (2010)

E D - L T Tie- wers Emiblerr - Redt Seetine CGegup 1177073009 AR Corrrlete ' 10 sectic =5 ir Fvidence of Grace

Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Awards page.
Icon |Action Description

Wﬂ Open Award |Opens the selected award in the Award dialog. (Pressing the Enter key

' with a row selected or double clicking the row also opens the award.)

W@ New Award Opens the Award dialog with blank/default values to create a new award.

Wﬁ Delete Award |Removes the selected award.

Show Filters the data in the grid. Choose to show All Awards, Not Received or
Received awards. Earned in Year limits records to awards earned in the
selected club year.

“"::? Rcvd Marks the selected award(s) as having been received by the member.
When marking awards Received, set Date Rcvd to: defaults to the
current club date. When working with awards received on a different date,
change the date before clicking the Revd button.

Wﬁ Not Rcvd Marks the selected award(s) as not being received by the member yet.

b;! Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,

- or exporting data.
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528 Events

e
(5 The Events tab provides an overview of events the clubber has attended. See the Events Module

for additional information.

€ Miss Charity Arfington

I e Clote _5‘}.!\.! and Close L ! Save /kﬁ, Mew in Hh /'_é;.fqaslgn to Hh S. Ledger & Delete * RegFormPFpt | @&  MbrProfile Rpt ’c"’j ‘

Main| Mise | Robes | Attendsnce | Handbooks | Awsrds| Ewents | Contacts | Fees

s gl i

1 e iE-3019
B s Show: 2NE-2019 =

EventlD  Club Year Event

[ 5846 20182019 Sparks-a-Rama

) [0 -
et

oamw

L= Ly

4 | Date Location Maote
1/5/2019 Doar Creek Church

Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Events page.
Icon |Action Description
@ Open Event Opens the selected event in the Event dialog. (Pressing the Enter
key with a row selected or double clicking the row also opens the
event.)
%1 |New Event Opens the Event dialog with blank/default values to create a new
event.
@ Delete Event Removes the selected event.
Show Filters the data in the grid based on Club Year. Defaults to the
current club year but can be changed.
|;-(;.| Grid Tools Lists actions related to the grid such as: saving or resetting a grid
= layout, or exporting data.
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5.2.9

Contacts

a The Contacts tab provides an overview of leader contacts with the clubber outside of club

sessions. See the Contacts Module for additional information.

€ Mizz Rebecca Mickleson

| ) Close Lﬁ\ian and Close !,—! Save r‘*ﬂ] Mew in Hh fé Assign to Hh S- Leddger & Delete

Main | Misc | Roles  Attendance | Handbooks | Awards | Events | |Contacts || Fees

¥

BIEES
¢ RegFormRpt | & | MbrProfieRpe | 45 o

Toolbar

o) B | Show: 2018-2019 [ | |29 i) -
Clubs Year  Date Contacted By Contact Type Contact Purpase Code | Maote
3 2018-2019  S1220018  Elden, Kelsey Cither Thanks for visiting

Besides the Member Window toolbar, there is another toolbar that is specific to the Contacts page.

Icon |Action Description
& | |Open Contact Opens the selected contact in the Contact dialog. (Pressing the
Enter key with a row selected or double clicking the row also
opens the contact.)
bl New Contact Opens the Contact dialog with blank/default values to create a new

contact.

ﬂ

Delete Contact

Removes the selected contact.

Show Filters the data in the grid based on Club Year. Defaults to the
current club year but can be changed.
Grid Tools Lists actions related to the grid such as: saving or resetting a grid

layout, or exporting data.
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5.2.10 Fees

=

= The Fees tab provides an overview of a member's fees. See the Ledger Module for additional

information.

& Miss Jagueline Allan

o T Do | Show MIFes

Fex ID

¢" Close El"ia\': and Close H Save %Nm in Hh "E; Assign to Hh S Ledger & Delete

Main Misc | Roles | Attendance Handbooks Awards Events Contacts | Fees
When marking items as “Recerved”, set Date Received to: 4/24/2019

Houschold HH Status Person I Club Year

1 Y

¢ RegFormRpt &  MbrProfile Rpt "c:} "

%) InYear: 2018-215 = '-t S Hh Ledger & | Hh Account Statement | | &%) | = R -
2 U2 s Kl

- rv' Feevel r-_'* Net Reve

ftem & Fee Category Fee Description For Dues Amount Total Pd

Q| ueolacie | 1284201620 [Feets19 e [Duesforthe 20182019 ClubYear | @ | 1550l s1000] |
1373 12620 Active 12844 20N8-2015 74180 Book HangGlider Handboak with Audio Dewn 511.00 511.00
13876 12620 Active 12544 X018-2019  Ta413 Uniferm Sparks Unifarm Vest - Child medsum & 51100 §11.00
Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Fees page.
Icon |Action Description
= | Open Fee Opens the selected fee in the Fee dialog. (Pressing the Enter key with a row
selected or double clicking the row also opens the fee.)
= | New Fee Opens the Fee dialog with blank/default values to create a new fee for this
member.
Eﬁ Delete Fee |Removes the selected fee. This process requires a confirmation.
Show Filters the data in the grid. Choose to show All Fees, Paid Fees, or Unpaid
Fees. In Year: limits records to fees in the selected club year.
_?% Waive Waives any balance on the selected Fee(s). This creates a payment record of
Fee(s) type "Waived" and lists your club name as the Payor.
5 Open Opens the Household Ledger for the selected member's family to manage
Household |fees and payments.
Ledger
& Hh Acct. Opens the Household Account Statement report dialog. The selection criteria
“ | Statement |defaults to the member's household.
r@ Rcvd Marks the selected fee item(s) as having been received by the member. Set
Date Received to: defaults to the current club date. For items received on
a different date, change the date before clicking the Revd button.
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[
LS

exporting data.

r% Not Rcvd Marks the selected fee item(s) as not having been received by the member
yet.
Grid Tools | Lists actions related to the grid such as: saving or resetting a grid layout, or

5.2.11 Leadership

a This tab is only visible if there is a role with a Type of Leader. It tracks the details of a leader's
service and training, as well as listing clubbers assigned to the leader.

€3 Mr Jack Allan

| *'Llnit :\5‘_&1\& and Close !'—! Save % Mew in Hh % Assign to Hh S Ledger & Delete

Main | Misc | Roles  Attendence | Handbooks | Awards | Events | Contacts | Fees | Lesdership

Training has been completed [

Appreved for Leadership =

CEw

7| RegForm gt | 8 MbrProfile Rpt | 55 |

Senace Histery | Training History | Assigned Clubbers

By 2017-2018

2018-2019  Chub Director Jaurney

At the top are check boxes to indicate:

Approved for Leadership.

Service History

& &0 &0 Total Years of Service: 5 Service Pin Years: 5 e b= L
Club Year & Leadership Role  Club Mame | Church Mame From Date Ta Date WrCount  Service Pin Maote
2012-2015  Team Leader Jaurney A Sample Church B/2R2013 472002016 3 v
2016-2017  Club Director Journey A Sample Church 42627 1 -

A Sarmple Church

&/31/2016
B/30/2017
B/20/2018  4/24/20

the Training has been completed and the leader has been

Service History records are created automatically as leader records are created and roles are assigned.

Icon |Action Description
& Open Service Record |Opens the selected service record in the Service dialog.

(Pressing the Enter key with a row selected or double clicking
the row also opens the service record.)

New Service Record

&0

Opens the Service dialog with blank/default values to create a
new service record.

Delete Service Record
k=iS)

Removes the selected service record.

Grid Tools

[
LS

Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.

'3k Credit for service (for year counts) are triggered based on the attendance requirement set under Admin >
Awards > Leadership Service Awards.
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Training History

The Windows App can automatically create user-defined Training records when adding a new leader
based on settings under Admin > Generic Lookups > Leadership Training.

Icon |Action Description

% Open Training Record |Opens the selected training record in the Training dialog.
(Pressing the Enter key with a row selected or double clicking
the row also opens the training record.)

'12% New Training Record |Opens the Training dialog with blank/default values to create a
new training record.
% Delete Training Removes the selected training record.
Record
L._.;! Grid Tools Lists actions related to the grid such as: saving or resetting a grid

layout, or exporting data.

Assigned Clubbers

If clubbers have been assigned to a leader, either from the Clubbers Module Action menu or the
Member's Role record, all of the assigned clubbers are listed in this grid.

5.3  Working with Inventory

The Inventory module contains all of the items in the Awana Ministry Supply Catalog. It helps track the
quantity of items in stock. The Order form makes it easy to build and track supply orders. When a
shipment is received, marking the items as received in the Order form replenishes the Inventory
Quantities in Stock. Below is an example with links to related topics. See additional information in the
Inventory Module.

Example Scenario

When an award is triggered, the award item's Quantity in Stock is reduced. When a new handbook or
uniform is assigned, the quantity in stock can be reduced if the option is selected on the dialog.

To view items that need to be ordered, on the Inventory grid, select to Show: Items we use and need to
order. This will show any items that have a Qty in Stock less than the Re-Order level that is set. Select
all the desired rows and choose to 'Add the selected items to an Order' from the Action dropdown or the
right click popup menu.

Open and review the Order under Inventory > Orders. Add additional items and adjust the quantities if
needed. Place the order, using one the following:

a) print the Order form and mail it or fax it to Awana headquarters
b) print the Order form to a PDF file, then e-mail it to Awana headquarters

¢) print the Order form and use it as a worksheet to enter the items through Awana's Online Store
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53.1

5.3.2

Then, change the Order Status to Submitted so it can no longer be modified.

When the supply order arrives, reopen the Order and set the status to Received. This causes check boxes
to appear in the Line Items grid. Mark each item as received as the shipment is verified. Marking items as
received increases the item's Quantity in Stock by the appropriate amount. After all items are marked as
received, the Awana Order Number and Invoice fields are updated, and all work on the Order is
complete, change the Status to Closed.

Initial Inventory Setup

For Inventory Tracking to work correctly, the database inventory needs to match your current inventory
and be set up with your preferences.

In the Inventory Module, select the Items tab, then:
1. Limit the number of items in the grid by indicating which items you use as follows:

e Select Show: Items we use. For items you DON'T use, select the record(s) and choose Mark
the selected record(s) as Not In Use from the Action menu or the right click pop-up menu.

e Select Show: Items we don't use. For items you DO use, select the record(s) and choose
Mark the selected record(s) as In Use.

To speed up the process, manipulate the records in the grid in ways that limit the records, then select
multiple records at once before marking as in use or not in use.

We recommend that you do NOT delete inventory items. Simply set them to 'not in use' so they do
not initially show in the grid.
2. Add additional items to the inventory that you use that are not in the Awana Catalog.

3. Modify the Sell Prices. This is the price you charge for items. It may differ from the Awana Catalog
price (for example, rounding up to cover shipping costs). The Sell Price is used when creating a fee.

4. Enter how many of each item you have on hand in the Quantity in Stock field.

5. Enter the Quantity in Stock threshold and Order Qty of details for determining items that need
to be ordered.

6. Set the Inventory Tracking preferences.

With all of this set correctly, as awards and fees are created and orders are received, the inventory
quantities are adjusted automatically and accurately!

Inventory Tracking

The Inventory Tracking preferences determine how the inventory quantities are managed.

1. Under Admin > Options > Inventory and Ordering, all of the following preferences are set and
can't be edited:

a. Automatically reduce the Inventory count of related items when a new Award or a Fee is created

a Awards are triggered automatically. With this set, the Quantity in Stock will be adjusted.

b. Automatically increase the Inventory "Quantity in Stock" when orders are marked as
"Received" and the line items are checked in
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¢. Automatically add line items to an open supply order when the Inventory Item's Order Level
Quantity is reached

“B This feature is not currently available in the Windows App, but is listed as an enhancement that will
be added.

d. When adding new Line Items to an Order, display the Expense Category column and populate
it with the default value as set in the related Inventory record

2. Under Admin > Options > Misc, choose default values to use to Reduce the Inventory Qty in
Stock when a handbook or uniform is assigned.

In addition to reducing the Qty in Stock, choose default settings to automatically Create a Fee for
each book or uniform assigned (if the Inventory Sell Price is more than one cent), and to Mark each
book or uniform as having been received.

5.3.3 Placing an Order

To create an order, click the New Order button above the Orders grid in the Inventory Module. Here is
an overview of the process:

1. Open - the default Status when an order is created. Each item to be ordered should have a line
item entry in the grid in the lower section. To add items to the order:

e Click the New Line Item button above the grid. A new row will be displayed.
o Either select from the drop-down menu or type an Item Number or Description.

o Update the Qty Ordered if needed. Line #, Pkg Qty, Cost, and Extension are filled
automatically.

£ Order : B/3/2019 S
o ] Claze ﬁ Save and Close Save Delete Order oy Print Preview |24 Edit Contact Infe =
] -y 0 (- et o -
Club Year: Order Date: Purchase Order: Order Method: Shipping Method: Vendor Onder 2 Invoice &: Order Status
20N8-2019 | 8732019 - Online = UPS Residenitial - Open -
Comments: Ship Te:
- - Maria Zelerka
Comments entered here will appear o
. - : 202 Spaghetti Lane Irvaice Paid Payrment Ref:
on the printed order form =
. Madson Wi 53716
£y bew Line ltem =] Sevelineltem o '“‘_;. "“d Open Inventory lem L Grid =
The ordes 15 Open. and line iterns may be added, edited, or dedeted,
- g Expense Oty k-
Line = Base Club Wtem Mumber Description Categery Plg Cty Ordered Cost Extension
17 Sparks Sparky Award Plague and Award Pin General 1 7 510,89 §76.93
18 Truth Teain 455! TE&T Church Attendance Stickers Designated 28 2 5199 5398
18 Truth Train 8053 T&T Ultirnate Challenge Book One - NIV Designated 1 3 $15.75 §47.25
20 Cubbies 11075 AppleSeed Trail Ernblenn Designated 5 1 5689 5599
21 Sparks T8 WingRunner Handbook with Audio Download - NKIV__ Designated 1 1 510,58 §10.98
[ [ i
21 items 13276 541297 | &
MNaojes - 50,00
Comments entered here will not Sales Tay: b
appear on the printed order form. ShippingHandling: 50.00
They are for your internal use only. Total: $460.96
Browse OrderID: 71 Created 8/6/2016 11:46:48 AM  Modified 12/5/201% 10:50:35 AM by Tech Support

2. Submitted - use when the order has been placed as desired with Awana (via internet, phone, e-
mail, etc.).
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Here is an example of a printed Order form:

[ Customer#— Awana - Supply Order Fhone:1-888-282.8227 Faxc 1-877-252-6232 I.:;;; ; "
123456789 PO Box 987 Onlinewww.awana.om/store : :
Streamwood, IL 801070987 E-mail:awsnaservice@awana.ong

— Church Name
A Sample Church
4817 Example Street
Madiscn, Wl 53714

Contact
Janice Allan
508-608-6038

jallen10@hotmail.com

Ship Te
Janice Allan

878 Worth Ave

Madison, Wl 53714

Shipping Method Church Purchase Crder
UPS Residential

— Comments

Order Pkg
Line # Item Number Gty Item Description Gty Price Extension
1 47108 1 Awsna Grand Prix Trophy Design Plates k3 31.99 31.99
2 B5165 1 Awsna Grand Prix Participation Certificate 10 33.29 33.29
3 85174 1 Awana Grand Prix Poster Set 3 5489 54.89
Subtotal: 51027

Tax:

Shipping/Handling:

Order Total:

3. Received - use when the order arrives. The Revd, Qty Revd and Qty B/ O columns show in the
grid. As the Revd box is marked, the Qty Rcvd defaults to the total Qty Ordered and Qty B/O
defaults to zero. Update these values as needed to reflect the correct quantities received.

€ Order - B/372019 oEw
| "r Close _ﬂ Save and Close L—! Save -] Delete Ordear re] Pring Preview 3\;’ Edit Contact Info ""_:; ’
Club Year: Crder Date: Purchase Order: Order Method: Shipping Method: Vendor Order &1 Imvoice & Order Status:
HN8-2019 W 8732018 - Online = UPS Residential - Recanoed -
Commients: Ship Ta: Subritted:
Maria Telenka v
202 Spaghett Lane IrvoigePaid Payrment Ref:
Madizon Wi 53716
; Ty Savelineltem E5) 3 Openloventory hem | [J] Grid~
I The arder is Recebved. Revd, Gty Revd, and Cest fialds may be edited. I
LI:Q ET.:; 'r:z"n.aber Deoea E:::;nwrf (DI;E e g:md aﬂ g%on B lE ]
16 Awana T35 Excellence Sward and Pin General 1 = 13 13 o $10.58  S137.67
17T Sparks T4392 Sparky Award Plague and Award Pin Genersl 1] = T 7 o 510.99 §76.93
18 Truth Tr 48299 TET Chusrch Attendance Stickers Dresigrated o 2 2 '] 5199 £3.98
19 Truth Tr 80531 T&T Ultimate Challenge Book One - NICY 3 ] 3 51575 §47.25
20 Cubbies 11075 AppleSeed Trail Emblem Dhesi 5 1 o 1 SE.59 5599
21 Spadks TTS81 WingRunner Handbaak with Audie Dewnload 1 1 o 1 510.99 51099 =
13276 s4297 |5
You will not have to manually update your :
MNoges inventory records when you receive your supply Sales T 50.00
order because as you mark each line item as Shipping/Handling: 50,00
received, your inventory Qty in Stock values are Total: 26056
automatically increased by the Qty received.
Edit ord 35 AM by Tech Support

4. Closed - use after the invoice paid check box is marked and the corresponding Paid Invoice # is

entered.
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5.4  Working with the Ledger

The Ledger Module shows the big picture of the financial records. Use the flexibility of its Fees and
Payments grids to filter or group the records to view relevant data and totals.

To view financial records for a single household, use the Household Ledger. To view financial records for
a single member, use the Member Window's Fees tab.

The main types of records in the ledger are fees and payments. Having accurate records of purchases
and payments helps instill confidence in parents that the program is run well. This section explains the
basics of maintaining these records and points to other sections for more details.

Fees

Besides fees for dues, a fee should be created whenever a member receives an item for which payment
is expected. Fees for dues, handbooks, and uniforms can be automatically created. Fees for items such
as bags and replacement books or awards need to be created manually. Fees for awards are generally
not necessary since they are given to clubbers free of charge, but if a clubber repeatedly loses his award
badges, a Fee record can be created. Fees can be created or opened from the Ledger Module or the
Household Ledger.

A fee can be created for any item in the Inventory Module. The fee amount is determined by the item's
Sell Price. If the item is not in the Fee Dialog's item list, open the item and click the Club Usage tab.
Ensure the item is marked as 'in use' and that it should be displayed as a choice in any Fee list.

Payments

As members pay for dues or purchased items, post the payments and apply the payments to applicable
fees. If an over-payment occurs, part of the payment is "unapplied" as a credit on the account. When
another Fee record is created, "apply" the unapplied payment amount to the new Fee.

During registration it can be common to receive payments but not have fee records yet. Post the
payment in the Household Ledger. It is tracked as an "Unapplied" payment that can be applied later.

Payments can be viewed in the Ledger Module or Household Ledger, but the Household Ledger must
be used to create/post payments.

Waiving a Fee

Most Awana programs allow kids to attend who are unable to pay for dues, books, or uniforms. Even if a
fee is expected to be unpaid, create the fee record anyway so the inventory is maintained as well as
accounting for where items were used. Zero-out the household balance by waiving the fee. This helps
track expenses the club has to cover and determine how much money is needed for the Scholarship
Fund. Totals can be viewed in the Ledger > Fees and Ledger > Payments grid footers.

When a balance is waived, a payment record is created of Type "Waived" with your club name as the
Payor. From the Ledger tab's Fees grid, waive a fee by selecting one or more records. Use the Waive
button in the toolbar or right click and select Waive from the pop-up menu. Confirm by clicking Yes.
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From the Household Ledger, there are two different ways to waive a fee balance:

1. Select "Waived" as the Payment Type. Check boxes appear in the first column of the Fees grid to
select which fee records to waive. As Fees are selected, the Total amount of the waived payment
is calculated. When finished, click Post the Payment.

2. Select the fee record to be waived. Use the Waive Fee button above the grid, or right click and
select Waive Fee from the pop-up menu. Confirm by clicking Yes.

Example Scenario

A child receives a new book and the parent says, "If you tell me how much I owe, I'll bring the money
next week." You reply, "A book costs $15.00, but let me check your balance." You are in the Check-in
Module so you type a few characters of the last name in the Search field and press Enter. This hides all
other records except that family. You click on the Household Ledger button in the toolbar. The
Household Balance shows $11.00. You explain there was extra money received from a uniform
payment. (The unapplied payment of $4.00 was then applied to the book fee.) Using the button in the
toolbar, you print a Household Account Statement as a reminder.

The parent is surprised and impressed that you keep such accurate records and decides to pay $15. The
next week the clubber brings the money with the Account Statement which has a note to donate the extra
money to the scholarship fund. In the household ledger, you post a payment for $15.00, applying it to the
book fee. This results in a $4.00 unapplied payment. Since you know this is a donation, you click the Fees
tab and click New Fee to open the Fee dialog. You type "donation" as the Item Number and press Enter.
Then you enter $4.00 as the Amount and click Save and Close. Under the Unapplied Payment tab you
select the record and click Use the Payment Amount then click Post the Payment. This results in the
$4.00 payment being applied to the $4.00 "Donation" Fee leaving a zero household balance.

Using the Windows App in Kiosk mode

The Windows App can be set up to handle basic check-in of members at a kiosk. Kiosk mode opens a
simplified check-in dialog in full-screen mode. There are three simple steps to checking in members:

Step 1: Search for the family: type a few characters of a family name or the last 4 digits of the
primary phone number, then press Enter or click Search. Matching family records are
displayed for selection.

Welcome to A Sample Church. Please check in. Current Club Date: 4/24/2018

Use this field to display instructions and/or announcements at the top of the screen

Step 1: Type a few characters of the family's name, or
the last 4 digits of their primary phone number. then press ENTER:

|bla

Step 2: Select the family with members to be checked in and click Next:

0f the family is not in the system please ask a staff member for assistance)

Family Parent/Guardian City Postal Code

Blakemore - Joseph, Claudia, Yvonne Joseph and Claudia Blakemore  Madison 53714

Blanchardt - Titus Madison 53704
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Step 2: Select a family: click a row to select the family with members to check-in; click Next.

ﬂ If only one family meets the criteria, the database will use that family's information and go to Step 3.

Step 3: Select the family members who are present on the Current Club Date. Click Back to
return to the previous screen if needed. Click Done when finished.

Welcome to A Sample Church. Please check in. Current Club Date: 4242019 =

Use this field te display instructions and/or announcements at the top of the screen

Step 3: Select the family members who are present on 4/24/2019

o Present  Name Status Mbr Type Club Name
L4 Yvonne Active Clubber T&T UA
<
Joseph Active Leader T&T UA
Step 4: Click "Done” to complete the check-in. < Back Done

Setting up Kiosk mode

In order for kiosk mode to be launched, there must be a User record with an Account Type of "Kiosk".
The user record can be for a person authorized to set up the kiosk, or for a specific computer used as the
kiosk. (For example, user name "Lobby" or "Lobby 1").

When logging in with an account type of "kiosk", the kiosk dialog opens full-screen. Once logged in,
preferences can be set by using the menu button in the upper right corner and selecting Admin Options
from the drop-down.

ﬂ To access admin options, the name and password of either an Admin or Kiosk user must be provided.

Welcome to A Sample Church. Please check in. Curvent Club Date: 4242018 =

Use this field to display instructions and/or announcements at the top of the screen

Enter any Instructions and//or Announcements you Tip: If you want to change the font style and color, type your Instructions and/or
want to show at the top of the kiosk screen. Announcements in WordPad and then copy and paste the text into the field

Juse this field to display instructions and/or announcements at the top of the screen

Color Theme Style: e The Color Theme Style affects the appearance of the Kiosk Screen. This value is
saved for each Kiosk User Account

Number of Seconds Before Automatic Reset 30 If a kiosk user starts the check-in process but does not finish and just walks
away, the automatic reset will return to Step 1 and clear the search field.

¥ Print Nametags for Clubbers  Nametag Label Sie 1f you have a label printer attached to the Kiosk computer, select this option ta
P print a nametag for each child marked as “present’. You also have the option to

¥ Print a Security Pickup Tag print a separate security tag to be used by any person picking up the children.

225240

Important: Be sure you have the label printer set as the DEFAULT printer for this
workstation. If you change the default printer AFTER you have launched this
Kiosk, you will need 1o exit and restart AWdb kiosk so it will recognize the new
default printer.

Close Admin Options

The following items can be customized:
Instructions/Announcements - the text that will be displayed at the top of the kiosk screen.

Color Theme Style - this value is saved for each Kiosk User account.
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Number of seconds before automatic reset - after the set number of seconds of inactivity, the
screen is reset to Step 1, clearing any other data from the screen.

Print Nametags for Clubbers - check the box to enable printing, then select a Nametag Label Size
in the box. A separate label will print for each clubber and will include Rrst and Last name, Club
Name, club location, and primary phone number (including the contact person's name) along with
a security pickup code and a current date and time stamp.

Print a Security Pickup Tag - if clubber nametags are printed, a parent pickup label can optionally
be printed as well. The parent label lists all clubbers in attendance along with the security pickup
code.

Be sure the label printer is set as the DEFAULT printer for the workstation. If the default printer is
changed after launching the Kiosk mode, exit and log in again in order for the Windows App to

recognize the new default printer.

Exiting Kiosk mode
Exit kiosk mode by using the menu button in the top right corner and selecting one of the following:

Exit Kiosk mode and Switch Users - exits kiosk mode and launches the log-in dialog to allow log in
as a non-kiosk user

Exit the application - closes the kiosk dialog and shuts down the database

To prevent the database from being shut down by an unauthorized person while in kiosk mode, a user
name and password must be provided from an Admin or a Kiosk user to exit.
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The Log-in Dialog
The Log-in dialog checks credentials before allowing access to the database. Each person that is allowed
to access the database should have a separate user account.
4 Do not create generic accounts with generic passwords that everyone knows! Multiple user accounts can
be created under Admin > Users. Subscriptions are based on number of users logged in at once. There may

be more user accounts than the subscription tier limit.

This section explains details of the Log-in dialog. For an overview, see Logging in to the Windows App.

Approved Workman Database

a recordkeeping system for Awana* clubs

Custorner I

Uszer Narme:  Naamni

Notifications will

appear here. o
| Loglb | Exit

Version: 5.5.3.8 Copyright ig] 2005-2012 Leffler Systems LLS, ANl Rights Reserved
& Registered Trademark of Awana Clubs International, and theis Masks are used by permsissicn.
Let Systems LLC is solely responsible for the Approved Workman Database, the website, and the user
puide, and it not endorsed by, or atfiliated with Awana Clubs International

app.approvedwerkman.com

e Customer ID - assigned customer number for your database

e User Name / Password - credentials that allow access for a user. An admin user can add users
and assign passwords.

Having unique user accounts allows each person to have customize grid layouts and select a theme/
skin. When records are added or modified, the timestamp and user ID will be more accurate. Also,
some users should be ‘regular’ non-admin users, while others should have full Administrator access.

e Log In - verifies the Customer ID, User Name and Password are valid. If a user is already
logged in to the database and attempts to log in again, a warning message appears asking to reset
the account (thus closing the program that is already running).

4 If the maximum number of users (based on subscription tier) are already logged in, a message will be
displayed. If the database thinks YOU are already logged in, a different message will be displayed and
provide an option to reset the account. Only use this option if you are certain no one else is using
your account. In that case it is OK to reset your account, otherwise click No and exit the Log-in dialog.

Note: If the database was not able to shut down and log a user out properly (for example, there was
an error message that forced a shutdown), this message will appear. In this case, reset the account
and continue with the log in.

o Exit - closes the Windows App application without attempting to log in.

¢ Version Number - updates are periodically released to fix defects and add features. When an
update is applied, a newer version number will be displayed.

¢ Notifications - messages regarding updates or maintenance will be displayed in the cloud.
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The Home Page

The Home Page is initially selected in the Main Window after successfully logging in. It provides useful
summary information for the current club year and current club date.

The page is divided into panels that can be resized by dragging the splitter that separates them. Once the
panels are resized and the preferred layout is setup, including which tab to display by default, save the
selections by going to the Main Window's Menu bar and choosing View > Save Home Page Layout.

To go back to the original layout settings, from the Main Window's Menu bar select View > Reset
Home Page Layout.

& Approved Workman Database - A Sample Church oEw®
Eile ¥wew Jools Window Help Today i 12/5/2019 Remote Database - subscription through 1/22/2020 User: Maomi
Search Members: “, ; Mo wandows are open = | Current Club Year 2018-201% s Club Date: 37152018 (| Weekd
'Iﬂﬂmuz Clubbers | Leaders Households | Check-in | Ledger Awards | Events| Contacts Beports | Inventory Admin
Ciub Attendance
4 December 2015 Joruary 2020 ]
SMTWTFS S M TWTEFZS EI‘
2BWITE BN 123 4 Ez::
1 23 4,56 7 £S6 7B 91011 10
8 91011121314 12 13 14 15 156 17 18 o
1516 17 18 19 20 2 BN NIBKI 12 3458 TE S0 12 14 1 W I 2@ 24 :w 1w W 2
222325 B 27 A 26 2728 29 3031 1
e - 3456 78 B Clubbers W Leaders
Weeks
2 Birthdays fram 9/19/2018 to 9/25/2018 Member Handbook Alerts | 2018-2019 Club Calendar| & N
Member 4 Date |Type Club Name TS50 v ST e Wendome o = e . =
Deasna Delemater 03/28 Clubber  T&TUA e 5.3.3.8 version of the Windows Remote Client app includes:
Ted Zelenka 09/20 Leader Awana EMHAMCEMEMNTS:
* MEMBER PROFILE REPORT may now be genersted for Archived members if the report is
launched directly from
the Mernber form.
* CURREMT HAMDEOOK STATUS REPORT (Surnmary] now includes a “Show Data® button that
provides the data in
a grid. Alse, the projected completion date now accounts for weeks skipped within the club year.
1 Visitors on 9/15/2018 Mote: The report
Visiors Name Brought By Club Visited :::: :;f::':ﬁ;:pr:\..muﬂ before the Show Data button is enabled. Also, if previewing, you
Mickleson, Rebecca  Allan, Jagueline Sparks page so that all data will be generated.
* NAME TAGS REPORT: Now allows printing of name tag labels for all 5 sizes, with or without a
meémber phote,
W

¢ Calendar - defaults to the current Club Date / Year. Use the arrows to scroll to the previous or
next month(s). The calendar panel can be resized by dragging the splitter at the right side or
bottom. The number of months that are shown adjusts depending on the available space.

¢ Birthdays - lists which members have birthdays during the upcoming week.

“ The date range used in the Birthday section is the current club date through the next scheduled club
date. If a week or two is skipped, such as for Christmas break, a two or three week span will be used
so birthdays that fall during the break are not missed.

J For a printed list of birthdays, use the Birthday List report in the Report Module.
¢ Visitors - lists visitors on the selected club date, including number of visitors, name of the visitor,

who brought the visitor and what club was visited.

e Club Attendance Chart - displays attendance totals. Display options are available. See
Customizing the Attendance Chart for more details.
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¢ Clubber Handbook Alerts - lists members who completed a handbook on the selected Club Date
and those who are close to completing a book. This is a great tool for checking inventory for the
next handbooks those clubbers will need and making sure any needed awards/prizes are available.

¢ Club Calendar - provides a summary of each club on each club date. Learn more in The Club
Calendar section. Statistics are displayed in the status bar beneath the Club Calendar, including:
Low, High and Average attendance numbers for both clubbers and leaders as well as a Clubber to
Leader ratio.

¢ Notes - provides an area to keep notes. Instead of jotting something down on a sticky note, jot it
down in the Note tab instead, so that it doesn't get lost!

The same notes are available no matter which Club Year or Date is selected and are not reset during
the New Year Setup.

« What's New - a list of enhancements and bug fixes for each new version that is released.
7.1 Customizing the Attendance Chart

o

Em There are several options available to customize the Chart on the Home Page. These are available
either by selecting View > Chart Settings from the Main Window's Menu bar or by right clicking the
Attendance panel on the Home Page and using the right click pop-up menu.

> Approved Workrnan Database - A Sample Church

Eile Wiew Jook Window Help Today is: 12/10/2019 Remote Database - subscription through 1/22
Searg o Style L hNo windews are open= | Cument Club Year: 2018-2019  |» ClubD
= Tsb pesition L
ot & Chart Settings * Trpe » Bar Chart [:el-‘ Invertery | Ade
_llJ_ Save Home Page Layout Use 30 Style Line Chart
&' FReset Home Page Layout v Show Leaders |
41506 173 =@ W ¥ Show Legend
133 45847 £ &
8 911121314 1213 Legend Position v
1S161718192021 152021 L 1 203 45 67T 8 91011120
425 26 27 @ ® 7

Choose from the following:
e Type - select from:

o Bar Chart (default) -

n
t=1

Present
o
S

12345678 91011121314151617 18192021 22232425 26 27 2829 30
Weeks

o Line Chart

- Clubbers
— Leaders

Weeks
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Use 3D Style - applies to bars or lines within the chart

Club Attendance 1 Clubbers
- e 0 Leaders

12345676910 12 14 16 13 20 22 24 26 23 30

Vesks

Show Leaders - hide or show the leader statistics on the chart.

Show Legend - hide or show the Legend for Clubber and Leader representation.

Legend Position - select from:Top, Bottom, Left or Right.

The Club Calendar

The Club Calendar tab includes a summary of each of the clubs on each club date for the Current Club
Year. Statistics are displayed in the Status bar beneath the Club Calendar. These include Low, High, and
Average attendance numbers for both clubbers and leaders, and also a Clubber to Leader Ratio.

Mernber Handbook Alerts | 2018-2015 Club Calendar | & Metes' & What's New

2 L= B 18 o O

A
Session Date
Chub Hame Meeting Day  Week Otr Clubbers Leaders  Visitors Total Theme

El B Session Date - 972672018 (35 Clubbers, 22 Leaders, Visitors, 57 Total)

Awang Wednesday 5 st

Cubkbies Wednesday 5 st 3 2 o 5

Sparks Wednesday LI E T 3 o 10

TETUA ‘Wednesday 5 st g 3 0 n

TETUC Wednesday 5 st - 3 o T

Trelk Wednasday 5 st & 2 o 8

Journiey Wednesday 5 st 7 2 o 9 3
£ >
Clubbers: Low 1 Hogh 35 Avg 30 Leaders: Low 17 High 22 Avg 19 Chbbers/Leader: 1.6/1

Preview/Print the grid and/or manipulate it as explained in working with grids. This grid is probably most
useful when grouped by the Date column, so all of the clubs are grouped together for each club date.
This shows the number of Clubbers, Leaders, Visitors, and Sections not only broken down by club, but
also totaled in the group's footer.

—J Using this grid is the easiest way to determine in which Quarter a given club night falls. With the grid

grouped by Date, expand the row of a given date to see the value in the Qtr column for a particular
club. (Because different clubs could start and end on different dates, the Quarters could differ per
week.)

a The records shown in the Club Calendar are read-only. Admin users can edit the records under Admin >
Club Setup > Club Calendars. Themes and Notes can also be added/edited there.
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The Clubbers Module

E’ The Clubbers Module provides a very flexible high level view of all the clubbers. Initially, the grid
displays only clubbers with a role Status of "Active", but other status values can be selected, such as
"Inactive" and "Prospect”. The toolbar buttons or right click pop-up menu items provide a wide range of
actions such as setting a clubber's Role Status, setting Registration to Current, setting Team Color or
Team Name, or Assigning a Leader.

" | Only clubbers with a role in the current club year will be displayed. To locate a person without a role, use
Search Members in the Main Toolbar or the Show All Persons button on the Clubbers toolbar.

Ad-hoc reports can be created to analyze club data by using the powerful features of the grid. Records
can be filtered, sorted, and grouped. Hide bands and/or columns and print or export the data.

~ | Most actions on this grid, including opening member records, opening household ledgers, printing
= Member Profile reports and printing Registration Forms, can be applied to multiple clubbers (up to 10) at
one time using the multi-select ability.

> hppraved Warkman Databaze - A Ssmple Church
File View Tooks Window Help Today is: 121072019 Remote Database - subseription through 1/22/2020 User: Naami
Search Membars: e E Mo windows are open = | Cusrent Club Year: 2018-2019 (w0  Club Date: 472472015 a0 Week 32 (last Waek of the 4th Qtr)
Hml Clubbers ‘Lﬂdm Househalds  Check-in | Ledger Awards Events Contacts Beports bnwentory .Ilﬂmlll

S 8 &  show aane | Search Clubbers € | @B showsnPesons | [B] § [z acion- | & | [ (3 I gE (8-

Cad
MName Clubber Details Role Info Primary Har
Filing Hame & | Gender Eirthdate Agg Grade Rode Status | Club Mame Team Color  Leader Mame Totsl Points Book Mame % Com
Allan, uel:'M_ Fermale 1/15/20012 T K Active Sparks Wl Green Kelsey Elden £75 HangGlider 7o

Allan, Trevor Msle 3/15/2010 ] 3 Active T&TUA Ml Green  Jesse Tisdale 850 Evidence of Grace 84
Arlington, Charity Fermale Gr2172002 T 1 Actrve Sparks Wi Kelzey Elden 970 WingRunner 0
Arlingtan, Faith Female  3/12/2014 5 P2 Active  Cubbies [aqua  Sophia Raffert 665 AppleSeed i
Baker, Chaz hiale A021/2001 12 1" Active Journey . Red Jack Allan 550 Faith on Trial M
Benson, Luke Male G300/ 2005 i T Actrve Trek M Giue Titus Blanchar 610 “Has Love” Bible Study, 39
Blakemnore, Yvonne  |Fermale 9200 9 3 Actrve TETUA I Giue Joseph Blakerr 745 Evidence of Grace —ﬁ-l
Blurnberg, Erica Fermale ST ] 3 Active TETUA M B Joseph Blaken 775 Evidence of Grace [ 35-
Carson, Ben hiale /1672005 14 a Btroe Trek: I Green Titws Blanchar 555 “"His Love™ Bible Study, 4
Carsan, Christina Fermale TN 2008 1] 4 Actrve TETUA . Green Nicole Newm: 950 Bwvidence of Grace [ ﬁl-
Clark, Ethan Mgle 127302000 17 " Active Jourmney W siue Jack Allan 670 Faith on Trial a8
Clark, Rachel Fermale TI2r2004 15 9 Active Journey ] Jenice Allan 850 Advocates Bible Study, 57
Cleveland, Bran Msle /2872015 4 l Active Cubbies 3 aqua Sophia Raffert 675 AppleSead &1
Colson, Ryan Male 91272000 9 2 Active Sparks M Green Kelsey Elden TI0 WingRunner _W
Delemater, Deasna | Fermale 92472008 1 4 Active T&T UA L] Nicole Newm: 633 Evidence of Grace &1
Doe, Jane Ferrale 5 Active T&TUC O Hene 0 Start Zene UC (V1) 01
Douglas, Janetta Fernale 1041172000 19 12 Actrve Jourmey M Green Janace Allan 520 Faith on Tral j
Easton, Lucas Male 7172008 1 5 Active TE&TUC Bl Green  Alexander Smi 580 Ukimate Challenge 1 3

40 elubbers 3

1 s »
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Icon | Action Description
f_ |Open Opens the selected clubber(s) whose individual data is then displayed in the
““ | Clubber Member Window. (Pressing the Enter key or double clicking the row also
opens the member record.)
f | New Clubber |Opens the Member Window with blank/default values to create a new
= (cr-N) clubber.
M _ |Delete Removes the currently selected clubber(s). This process requires a
- Clubber(s) |confirmation. An option is also given to Archive the Member instead.
(Ctrl-D)
Show Filters the data in the grid based on Status. Select the boxes in the drop-
down list to indicate the status(es) to display.
Perform Filters the grid to show only the clubbers whose names match the search
Search criteria entered in the text field. (Pressing the Enter key also performs the
search/filter.)
Show All Changes the grid to show all Members regardless of status, type, or role.
Persons Only some fields will include information. Return to the Clubber data by
choosing reset grid layout from the grid menu.
L] | View/ Edit Opens the Photo dialog to manage photos. Defaults to the selected member.
' | Photos
& |Open Opens the Household Ledger for the selected clubber's family to manage
"~ |Household |fees and payments.
Ledger
<+ | Begin Opens the Registration Window Dialog for the clubber's family to manage
. Registration |registration related events.
Process
%_O Assign Opens the Assign Handbook dialog to assign a new handbook to the selected
“ |Handbook* | clubber(s).
E Assign Opens the Assign Uniform dialog to assign a new uniform to the selected
“ | Uniform clubber(s).
a Assign a Opens a dialog to assign a leader to the selected clubber(s).
Leader*
g Set Status* | Sets the role status of the selected clubber(s) to one of the following: Active,
Archived, Inactive, Prospect, Visitor.
£, |Set Team Sets the Team Color for the selected clubber(s).
| Color*
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Icon|Action Description
[F Set Hag* Sets a colored Flag for the selected clubber(s).
[P) Set Team Sets the Team Name for the selected clubber(s).
Name*
i

Register and
Post

Opens the Register and Post Payment Dialog to mark the Registration as
current for the selected clubber(s).

i

Payment*
@ Copy E-mail | Copies the e-mail addresses of all selected rows into clipboard memory so
Addresses* |they can be pasted into an e-mail client. The addresses are separated by
either semicolons or commas as indicated under Admin > Users.
Don't paste e-mail addresses into the usual "To:" field; instead, use the
"Bcc" (blind) field so that every recipient doesn't get a list of all addresses.
*(z) |Copy Copies the textible phone numbers (that are then converted to e-mail
— | Textible addresses) of all selected rows into clipboard memory so that they can be
Phone pasted into an e-mail client. The addresses are separated by either
Numbers* semicolons or commas as indicated under Admin > Users.
Don't paste e-mail addresses into the usual "To:" field; instead, use the
"Bcc" (blind) field so that every recipient doesn't get a list of all addresses.
” Print Opens the Member Profile report dialog to print a member profile for the
=~ | Member selected clubber(s).
Profile
# |Print Opens the Registration Form report dialog to print a registration form for the
~ | Registration |selected clubber's family.
Form
Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout, or

exporting data.

* These items are available from the Action drop-down menu on the Toolbar and/or the right
click pop-up menu.
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The Leaders Module

a The Leaders Module provides a flexible high level view of volunteers. Initially the grid displays only
leaders with a Status of "Active", but other status values can be selected, such as "Inactive", "Prospect”,
or "Visitor". The toolbar buttons or right click pop-up menu items provide a wide range of actions such
as setting a leader's Role Status, Club Name and Leadership Role, Team Color, or Team Name.

Ad-hoc reports can be created to analyze club data by using the powerful features of the grid. Records
can be filtered, sorted, and grouped. Hide bands and/or columns and print or export the data.

While the Leaders Module works much like the Clubbers Module, there are a few differences. For
example, the Leaders Module contains more than one grid, each displaying a different set of leader
information such as Service and Training History, as well as Leadership Roles.

Most actions on this grid can be applied to multiple members using the multi-select ability.

Leaders

a The Leaders page is displayed by default and provides general information about the leaders.

&5 Approved Workman Database - A Sample Church

Elle Wiew Took Window Help Tedsy is: 12/10/2019  Remmote Database - subscription through 1/22/2020 User: Nagemni
Search Members: " ; Ne windows are open~ | Cument Club Year: 2018-2019 s Club Date: 10/24/2008  |s) Week §
Heme Clubbers | Leaders |kuhelds Check-in Ledger Awards Events Cortacts Reports Inventory Adenin|
Leaders | Service History  Training History | Leadership Robes
33 &} & Show: Active ={ Search by name —, .."_’_ E. £¥] Action ij ey X LN
-
Hame Rele Info Leadership |

Filing Mame & |Role Status  Position Club Name Training Complete Approved Vs Served Senvice Pin Attended

b sltan, Jack | Active | Club Director -] 5| 5|20 of 32
Allsn, Janice Active Helper Jourmey - i 5 5 19f 32 -
Arlington, Gaan Actrve Club Director TETUC o 0 20of 32 8792018
Arfington, Marissa | Active Game Director Awana o Ld 2 2 20of32 8292018
Blakernore, Claudia | Active Store Director Aowana o L 1 118ef32 8292018
Blakemore, Jossph Active Tearm Lesder TETUA v w L] 5180f32 822018
Blanchardt, Titus Active Club Director Trek | 2 219af32 &290018
Elden, Kelsey Active Listenss Sparks i & 1 117ef32 87292018
Farmer, Kreten Active Helper Treke » ¥ 1 118af32 8292018
Farmer, kidke Actrve Pastor Bwana " w 2 2 18cf32 &/F2018
Leffler, Emma Active Helper Awana i o ] 518ef32 22492010
Michaels, Lindsay Active Helper Aweana » i o 0 17ef32 8292018
Maare, Dorothy Actrve Listener Sparics o b 1 1190f32 872972018
HNewman, Marig Active Listener TETUC o d 4 4 Wef3l 82972018
23 leaders 5 £ r

£ . >
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I~
0
(=]
=

Action

Description

, o

Open Leader

Opens the selected leader whose individual data is then displayed in
the Member Window. (Pressing the Enter key or double clicking the
row also opens the member record.)

i

New Leader (Ctrl-N)

Opens the Member Window with blank/default values to create a
new leader.

2

Delete Leader(s)
(Ctrl-D)

Removes the currently selected leader(s). This process requires a
confirmation.

Show Filters the data in the grid based on Status. Select the boxes in the
drop-down list to indicate the status(es) of leaders to display.
Perform Search Filters the grid to show only the leaders whose names match the

search criteria entered in the text field. (Pressing the Enter key also
performs the search/filter.)

View/ Edit Photos

Opens the Photo dialog to manage photos. Defaults to the current
member.

&

Open Household
Ledger

Opens the Household Ledger for the selected leader's family to
manage fees and payments.

12

Begin Registration
Process

Opens the Registration Window Dialog for the clubber's family to
manage registration related events.

Set Status*

Sets the status of the selected leader(s) to one of the following:
Active, Archived, Inactive, Prospect, Visitor.

Set Team Color*

Sets the Team Color for the selected leader(s).

Set Hag*

Sets a colored Flag for the selected leader(s).

Set Team Name*

Sets the Team Name for the selected leader(s).

Set Training*

Sets "training has been completed" for the selected leader(s) to
Completed or Not Completed.

Set Approved for
Leadership*

Sets "approved for leadership" for the selected leaders(s) to
Approved or Not Approved.

Register and Post
Payment*

Opens the Register and Post Payment Dialog to mark the
Registration as current for the selected leader(s).
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Icon |Action

Description

@ Copy E-mail
Addresses*

Copies the e-mail addresses of all selected rows into clipboard
memory for pasting into an e-mail client. The addresses are
separated by either semicolons or commas as indicated under
Admin > Users.

Don't paste e-mail addresses into the "To:" field. Use the
"Bcc" (blind) field so that every recipient doesn't get a list of all
addresses.

Copy Textible Phone
Numbers*

Copies the textible phone numbers (that are then converted to e-
mail addresses) of all selected rows into clipboard memory for
pasting into an e-mail client. The addresses are separated by either
semicolons or commas as indicated under Admin > Users.

Don't paste e-mail addresses into the"To:" field. Use the
"Bcc" (blind) field so that every recipient doesn't get a list of all
addresses.

L ' Grid Tools

Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.

* These items are available from the Action drop-down menu on the Toolbar and/or the right
click pop-menu.

Service History

& The Service History tab displays the service history details of each leader.

e Service History records are created automatically as leaders are created and assigned roles.

e Enter historical records for leaders to have an accurate count of total years served by using the

New Service button on the toolbar.

e The most common roles are provided. The list of options can be customized under Admin >
Generic Lookups > Leadership Roles.

& Approved Workman Databace - A Sample Church Tew
File View Tools Window Hep Today is: 12/19/2019 Remote Database - subscrption threugh 1/22/2020 User: Magmi
Search Members: 'y ; Mo windows are open=  Current Club Year: 2018-2018  |»| Club Date: 4242015 |a
Herne| Clubbers |Leaders| Households | Check-in | Ledger  Awards| Events | Contacts| Reports| Inventory| Admin
Leaders| Senvice Hestory | Training Histery | Leadership Roles
) D o 2 Show: Active - _.::-_r‘l L= |48y
A
Chub Year & LeaderMame & Status Leadership Role |Club Mame  Church Name From Date  To Date YrCount |Senvice Pin N
»2012-2015  Allan, Jack Active  Tearn Leader Joumey A Sample Church 282013 4202016 3 Ll
2018-2017  Allan, Jack Mctive  Club Director Joumey & Sample Church ans12me 4262017 1 »
2017-2018 Allan, Jack Actrve  Club Director Joumey A Sample Church 305207 4252018 1 Ld
20182019 Allan, Jack Active  Club Directer Joumey A Sample Church L2928 424209 o
20122015 Allan, Janice Active  Tearn Leader Sparks A Sample Church BAZEFAN3 42072016 3 -
AR A . r v A s .
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Icon

Action

Description

€

Open Service |Opens the selected service record in the Service dialog. (Pressing the

Record

Enter key or double clicking the row also opens the record.)

New Service

Opens the Service dialog with blank/default values to create a new

Record (Ctrl-N) |service record.

& €

Delete Service |Removes the selected service record(s). This process requires a
Record (Ctrl-D) |confirmation.

£o

Open Member |Opens the member record associated with the selected service record.

E.I
e
e

Show Filters the data in the grid based on Status. Select the boxes in the drop-
down list to indicate the status(es) of leaders to display.
Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,

or exporting data.

Training History

ﬂ The Training History tab displays the training history details of each leader. 1t is easy to see which
leaders have completed (or not completed) the required basic training and background checks.

¢ Enter Historical records for prior club years using the New Leader Training button on the toolbar.

e Some common training descriptions are provided. The list of options can be customized under
Admin > Generic Lookups > Leadership Training.

e Choose to "Automatically Add" selected training items when a leader record is saved. Training
items can also be set as Required. Set preferences under Admin > Generic Lookups >
Leadership Training.

J Customize the grid for ad-hoc reports.

# Approved Workman Database - A Sample Church
Today iss 1211972019 Remote Database - subscription through 1/22/2020 User: Haoma

Ris®

Eilte Yiew Toals Windew Help

Search Members:

Home Clubbers |Leaders| | Households | Check-in| Ledger | &wards Events Contscts| Beports| Imventory | Admin

Leaders Service History  Training History | Leadership Roles

f;!‘ E ) Shiowaz | Active | 1 Ly ~
~

Leader Name & Status Description Required |Completed Date Cormpleted & |Club Year Comnpleted  Mote
* Allan, lack Actie Background Check - & 237213

Allan, Jack Active Joumey Leader Basic Training ol 117872004

Allan, Janice Active Background Check ) ~ B/2372003

Allan, Janice Active Sparks Leader Basic Training - 1782014

Ardington, Gavin  Active Background Check v ~ 87728 2018-2019

Ardington, Manisss  Active Background Check L el 83206 20M6-2017

Blakemore, Claudia Active Background Check - + B/8r6 20M8-2017

o

ware basanl  Meshos

~ |

a
al
#

U} Mo windows are open = | Current Club Year: 2018-2005 (| Club Date: 272472019 =

ke a2 Pl LT e
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Action

Description

Open Training

Opens the selected training record in the Training dialog. (Pressing

Record (Ctrl-N)

Record the Enter key or double clicking the row also opens the record.)
New Training Opens the Training dialog with blank/default values to create a new

training record.

Delete Training
Record (Ctrl-D)

Removes the selected training record(s). This process requires a
confirmation.

e @ 3 &g

Open Member Opens the member record associated with the selected training
record.

Show Filters the data in the grid based on Status. Select the boxes in the
drop-down list to indicate the status(es) of leaders to display.

Grid Tools Lists actions related to the grid such as: saving or resetting a grid

layout, or exporting data.

Leadership Roles

The Leadership Roles tab displays all role records for each leader.

&5 Approved Workman Database - A Sample Church

2|
o
X

File Wiew Took Window Help Teday is: 12/18/2019 Remcte Database - subscription through 1/22/2020 User: Macmi
Search Members: 4, ;No windows are open~ | Cuavent Club Year: 2018-2019 s Club Date: 472472019 |
Heme Qubbu;'lmﬂmiiHmdelds Check-in  Ledger Awards | Events Contacts Beports | Inventory | Admin
Leaders | Service History  Training History | Leadershap Robes
'T Shew: Active b _,."f; L= N
Person D Club Year & Leader Name Stakus Leadership Rele Club Name Team Color  Team Mame | Prmary
» 12842 2016-2017  Alllan, Jack Active Chub Director Joumney [IHene »
122423 20162017 Allan, Janice Active Team Leader Sparks ] Hene ]
12848 3016-2017  Arfington, Gavin Active Team Leader Awana O riene -
12847 2016-201T7  Aslington, Marissa Active Team Leader Fowana [ none L
12849 2016-2017  Blakemore, Claudia  Active Teasr Lender R B [ Hene -
12850 2016-201T  Blakemors, Joseph  Active Club Director Sparks O tiene -
12852 3016-2017 Elanchardt, Titus Active Chuls Director Trek I:l MHone W
5o e ¥ " Rt e T e g me T e
Icon |Action Description
3_:) Open Member Opens the member record associated with the selected role
record.

Show Filters the data in the grid based on Status. Select the boxes in
the drop-down list to indicate the status(es) of leaders to
display.

b;! Grid Tools Lists actions related to the grid such as: saving or resetting a
- grid layout, or exporting data.
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9.1 The Service Dialog

& Opening or creating a service record opens the Service dialog to view, modify or enter details of a
leader's service history.

ﬂ Service history records are created automatically for current roles.

To speed the process of entering past service history, instead of selecting a specific club year from the
drop-down list, type in a span of club years such as "2010-2018" to represent 8 years of service.

Service for: Allan, Jack =

Save and Close
Member Mame Allan, lack -

Cancel and Clese

Church Mame: Sample Churc -

Leadership Role Team Leader w Tipl The gystem will create 5
Leadenship Service record

Cluls Mame Joummey - sutomstically for you during
the current club year, 50 you

Club Year(s)" : 2012-2015 »| Count ax 3 Wean(z)+ do HOT hawe to enfer one

o o here unless you are entenng
From Date: B/28/2013 w| T 42062016 ] | Pistorical recards for pror
ol © yEarE of Senace
Service Pins: | This senvice qualifies for a Service Pin

* If you are entering histonicad
data, you may enter 3 span of
years like 2000-2005 to count
a3 5 years of senvice

Note
= A lebder must atmend a1 beast 24 times in the dul year 1o &aim 3

service year credit and to quadify for the Service Pin Award. To edit
this raquirement, go te Admin > Awards > Lendership Swards,

Browse  Crsated 1/2972015 £1&35PM  Modified 51172018 11:57:32 PM by Matthew

¢ Member Name - the leader who served
¢ Church Name - where the service was completed. Use <New> to add additional entries.

¢ Leadership Role - selection options are determined by Admin > Generic Lookups >
Leadership Roles.

¢ Club Name - if the actual club name the leader served in is not listed, the generic "Awana" club
may be used and a note added to the record with the specific club name.

e Club Years - a range of years may be entered. Examine Count as # Year(s) to be sure it is
calculated correctly.

o« From Date - To Date - specific dates (optional).
¢ Service Pin - indicates if This service qualifies for a Service Pin.

Each time attendance is recorded for a leader, the database checks the attendance criteria (Admin >
Awards > Leadership Service Awards). When the criteria is met, the Service record is updated.

« Note - any additional information related to the service record.

Actions

¢ Save and Close - saves the record and closes the dialog.

e Cancel and Close - exits without creating a new record or saving changes to an existing one.
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9.2

The Training Dialog

E Opening or creating a new training record opens the Training dialog to view, modify or enter details
of a leader's training history.

ﬂ Training history records can be created automatically.

v o e T 1]
Training for: Blanchardt, Titus ®
Save and Close
Member Marme:  Blanchandt, Titus -
Cancel and Close
Descnption: Background Check w
) Regquired
i Cormpleted Date: | T/11/2016  fse
Club Year: 2016-2017  |=
Nate:
Browse Created 1032013 11:5723 AW Modified 4/11,2018 3:20:05 P by Matthew

« Member Name - the leader who received training

e Description - selection options are determined by Admin > Generic Lookups > Leadership
Training

e Required - indicates if a leader must have the training
e Completed - indicates if the leader has finished the training

o Date Completed - when Completed is set to Yes, the Date Completed field is enabled. Once
entered, ensure that the Club Year was calculated correctly.

¢ Note - any additional information related to the training record

Actions

¢ Save and Close - saves the record and closes the dialog.

¢ Cancel and Close - exits without creating a new record or saving changes to an existing one.
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10

The Households Module

7EY

“I The Households Module provides a view of all members grouped by family.

file Yiew Toels MWindew Help

Search Members:

Show:  Active

# Approved Workman Database - A Sample Church

Today is: 12/15/2019

| Search:

Y % Open a member S Open Housshald Ledger g_/ Open Registration Windaw

Remote Database - subscrption through 1/22/2020 User: Naomi

(L, £ Mo windows srecpen~ | Current Club Vear: | 2018-2015 || Club Date: [4/24/2013 ] Week 32 (ast Week: of the 4th Qt1)

| Home | Clubbers | Leaders |Households|| Check-in| Ledger| Awards Events| Contacts| Beports| Inventory| Admin

Print Registration Form | | &5,

S L & LS5

A
Skatus Househcld Filing Mame & |Household Mailing Name Parentis) Primary Phone  Primany E-Mail Address Line! City State |Post

[ Active [ Adier - Andy Aciter Farnily Bill and Susan Adler (608) 587-5123 833 Presasio Drive Apt. 38| Madison  [w1 [53m1[M
Active Allan - Jack, Janice, Trever, Jagueline  Alan Family Jatk and Janice Allan (608) T12-5487  allard@yahoo.com 41 Birchweod Circle Madisen W Bm
Active  Adington - Marissa, Gavin, Faith, Charit Arfington Family Gavin and Marisss Aington (699) 588-9636  magicm@yahoo.com 385 Semester Drive Madisen w537
Active Baker - Chaz Baker Family Mrand Mrs Baker (608) 535-4803  221baker@bbc.org 500 Coclidge Drive Cottage Grove W1 3352
Adctive Berison = Luke Benson Family Mr and Mrs Bensen Madisen W 3n
Active Elakemare - Jeseph, Claudia, Yvenne  Elakemare Family Jozeph and Clawdss Elakemore (325) 987-2510  clswdia Sgmail.com B000 Rodes Drive Apt. 2 Madizen W 53N
Active Blanchardt - Titus Elanchardt Famiy (B0E) 555-9367  thlanchardt@chorus.net 414 Cambridge Avenue  Madison W 5370
Active Blumbserg - Erica Blumberg Family Greg and Hazel Blumnberg A04-345-5075 theblumbergs Stitans.net 357 Lacewing Avenue Cottage Grove W1 5352
Active Carsan - Ben, Christins Carzen Farnily Jirm and Beth Carson (603 555-1278 @ W Drive Sur Prairie W 3%
Active Clark Family - Ethan & Rachel Ethan and Rachel Clark Mike and Kllian Clark {715) 584-231 rachselc@yahoo.com 11 Zagnut Lane Madizen W 53N
Active Cleveland - Brian Cheveland Family Mr and Mrs Cleveland Madisen W 5T
Active Colson - Ryan Colson Family Jeff and Wanda Celson (60%) 236-4366  senofcole@vikingsorg 33 Scotts Drive Madisen W 37
Active Delernater - Deasna Dielernater Family Mr and Mrs Delemater Madizen w537

Active Do - Jane Dot Family Mrand Mrs Dee

Active Doualas « Janetta Douglas Famiby Ann Wells 608 5550658 annwannscakes.org 1542 Washinaton Avenue Madiscn Wl 5370

41 househeolds E
o 1 gF41 |y w4 o) oo ¢ ™ >

Icon |Action Description
———
Show Filters the data in the grid based on Status. Select the boxes in the
drop-down list to indicate the status(es) of households to display.
[ Perform Search Filters the grid to show only households whose names match the

criteria entered in the text field. (Pressing the Enter key also
performs the search.)

Open Member

Opens a member from the household in the Member Window.
(Additional members can be opened from the Household Members
section of the Main tab.)

Open Household
Ledger

Opens the Household Ledger for the selected family to manage fees
and payments.

e Open Registration |Opens the Registration Window Dialog for the selected family to

- Window manage registration related events.

_+ | Print Registration |Opens the Registration Form report dialog to print a registration form
~— |Form for the selected clubber's family.

| |Grid Tools Lists actions related to the grid such as: saving or resetting a grid

layout, or exporting data.
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—J Many of the actions are also available through the right click pop-up menu.

The right click pop-up menu provides an option to "Rederive the Household Filing Name". It will be
derived from the Last Name followed by a dash and a list of all Preferred (First) Names of household
members. Example: "Green - Sandy, Michael, Tina". In households that have persons with different last
names, the last names are listed in alphabetical order, separated by "/". For example, for Rebecca
Brown, Chad Smith and David Smith: "Brown/Smith - Rebecca, Chad, David".
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11 The Check-in Module

V The Check-in Module provides a way to quickly and easily track Attendance, Dues, Offerings, and
other categories such as Uniform, Bible, Book, and Bonus, as well as add visitors and mark completed
handbook sections. With each click, the section counts and point totals are updated and awards are
automatically triggered when appropriate. The Check-in module efficiently handles the weekly
recordkeeping tasks that would otherwise be a very tedious and time consuming job.

Details on the Check-in Module are divided into three sections: The Toolbar, The Check-in Grid, and The
Sections Completed Grid.

&5 Approved Workman Datsbace - A Ssmple Church

Ele View Jeck Window Help Today is: 12/10/2019 Rernote Database - subscription through 172272020 User: Naari

Search Members: Ol 5 Mo windews are open = | Cusrent Club Year, 2012-2013 (v ClubDate: (21372019 [~/ Week23

Home Clubbers Leaders Hmmulns'l:hwt-'nh.mgu fwards Events Contacts Peports Inventory Adman

& 8 8 sovenses QBB S - | 81| B e 1f B
Showe  Active, Visitar . | Clubbers anby | (Al Clubs) » Moo Therme or Event for selected chubls) |49 |
A Arfington, Charity
»
Mame Tearm Attend Dues L Totsl
| Required | ReviewrExtra Credit | Notes
Filing Mame 4 Club Colar Club Church | Paid Amt Pd | Uniform | Bible | Book | Bon Sections Points Spent
- Secticn Name Done Date L

Adler, Andy Trek M Fed v 5000 0 o 0 Red Jewel 3:2 v 1972008

Allan, Jagueline Sparks B Green | = £0.00 2 30 a Red Jewel 3:3 W  1/1E/2015

Allan, Trevor TaTus [l Green $0.00 0 J 0 Red Jewel 3:4 172372008
>[Aringten, Charity R =R i 200 0 Green Jewel 3:1 ¥ 13N

Arlington, Faith  Cubbies [T Aqua 50,00 0 [ 0 Green Jewel 3:2 v 262019

Baker, Chas Journey [l Red $0.00 9 a a 3 Green Jewsl 3:3 v 262019

Benson, Luke Trek | & 50.00 0 Q 9 Green Jewd 3:4 i 232ms

Blakernore, Yvonne T&TUA [l Blue = 000 0 o 0 Ried Jewel 41

Blumberg Erics  TETUA [l Blue $0.00 0 0 0 Red Jowel 4:2

Carzon, Ben Trek [ Green v $0.00 0 0 0 Red Jewel &:3

Carsan, Christing~ T&TUA [ Green - 50.00 0 [ 0 Bed Jowel 4:4

Clark, Ethan Jeurney [l Blue ~ 50.00 0 1] 0 Green Jewsl &1

Clark, Rachel Journey [l Red v $0.00 0 o 0 Green Jewel 4:2

Cleveland, Brian  Cubbies [ Aque $0.00 L Green Jewel 4:3 Attitude 1

Calson, Ryan Sparks B Green | (> £0.00 3 41 1] Green Jewel 4:4

-~ - - i - P, A A A

40 mbrs 3 0 13 S0 9 40 I 32 3
< . >

L |Arlingten, Charity Reg 8/28/2018 SUDDIEES AWBID Messages

Customizing the Check-in Grid

The Check-in grid can be customized to meet the different needs of each specific Awana Program to help
maximize productivity.

One-time customizations:

1. Start by showing or hiding the columns based on what is used. For example, if Church Attendance
is not tracked, hide the "Attend Church" column header. If weekly Dues payments aren't tracked,
hide the "Dues" header band and all of the dues-related columns will be hidden.

When choosing to hide columns, be sure to understand the difference between a header band and a
column header. In the above graphic, one header band is labeled Misc. Beneath Misc there are
individual column headers labeled Uniform, Bible, Book, etc. Hiding a header band causes all of its
column headers to also be hidden.
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2. To use the Customl and Custom2 check box columns, make them visible and then customize the
Display Names under Admin > Club Setup > Custom Felds. Set the Custom columns' point
values under Admin > Club Setup > Club Names, Logos, Dues and Points.

3. Resize column widths as desired by dragging a column header or a header band's right edge to the
left or right. For example, if the Church Attendance column is hidden, the Attend header band
can be resized so it is more narrow.

4. Save the desired settings! After adjusting the grid, click the Grid button in the toolbar and select
Save the current grid layout. This ensures the Windows App sets things up the same way after
the next log in.

The customized grid settings are saved per user. Each individual user can (and should) set preferred
grid layouts. Each person using the database should have an individual User Account with a unique
name and password.

Weekly customizations:

There are additional customizations that can be made each week to accomplish specific tasks. Here
are a couple of examples:

1. When entering data from worksheets that are organized by Club Name, use the Show: club name
drop-down check list to select only one club at a time to display. For example: To record attendance
and handbook sections only for Sparks clubbers, reduce the number of rows in the grid by selecting
"Clubbers" and "Sparks" in the Show: drop-down lists in the toolbar. Once data entry for Sparks is
completed, select another club name, like T&T, to continue data entry for the next group.

If you always limit the records displayed to a single club, try hiding the Club Name column in the grid
to reduce horizontal scrolling.

2. When entering data from worksheets that are organized by Team Color for a single Club, after
selecting the specific club to Show, group the records by Team Color.

Grouping by Team Color makes it easy to enter Game Points (if those are tracked). Also, statistics are
shown for each node (in this case, each Team Color).

3. When entering data from worksheets for handbook section completion, filter the grid to show a
selected Primary Handbook (like Grace in Action, or Appleseed). Further filter the grid to show
those who attended on the given club date (Attend = true). This makes it it easy to multi-select
records and mark the same handbook section for all of the members at once.

When the specific task is completed, use the Grid button and select Reset Grid Layout to return to
your custom grid settings.

11.1 The Toolbar

The toolbar in the Check-in Module provides functionality that is generally needed during check-in time.

a0 e i g 4 & .| . - -
D D :PI Search Members: 4, % o t N Action a o L=
Show: | Active, Visitar | Clubbers anly w) (Al Clubs) wl| Mo Theme or Event for selected club() | (4%

Icon | Action Description
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f | Open Member | Opens the selected member whose individual data is then displayed in the

— Member Window. (Pressing the Enter key or double clicking the row also
opens the member record.)

|New Member |Opens the Add Member dialog with blank/default values to create a new
= (ctrl-N) member.

. Add a Visitor |Opens the Add a Visitor dialog to add a visitor brought by the selected

= member.
Perform Filters the grid to show only those members whose names match the
Search search criteria entered in the text field. (Pressing the Enter key also
performs the search/filter.)

W Speed Check |This is a toggle button that can be turned on or off. When on, other check
boxes are automatically selected when a member's Club Attendance is
marked. Set preferences under Admin > Options > Check-In.

io Assign Opens the Assign Handbook dialog to assign a new handbook to the

“ | Handbook selected member(s).
E Assign Opens the Assign Uniform dialog to assign a new uniform to the selected
“ | Uniform member(s).
& |Open Opens the Household Ledger for the selected member's family to manage
" |Household fees and payments.
Ledger
<+ |Begin Opens the Registration Window Dialog for the member's family to manage
. Registration |registration related events.
Process
< Set Present - marks the attendance check box for the selected member(s).
Attendance* |Not present - clears the attendance check box for the selected

member(s).

Use this with the multi-select ability of the grid to quickly mark (or clear)
attendance for multiple members at one time.

s |

Set Status*

Sets the role status of the selected member(s) to one of the following:
Active, Archived, Inactive, Prospect, Visitor.

[F Set Hag* Sets a colored Flag for the selected member(s).
[I,',) Set Team Sets the Team Name for the selected member(s).
Name*

Register and
Post
Payment*

Opens the Register and Post Payment Dialog to mark the Registration as
current for the selected member(s).
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< Excuse* Marks the club and/or church attendance for the selected member, or all
members, as excused. If a club night is canceled, the date can be deleted
(under_ Admin > Club Setup > Club Calendars) instead.
% Clear Marks the club and/or church attendance for the selected member, or all
excused* members, as unexcused.

Clear all Team

Clears all the Team Color values in preparation to reassign new ones.

Colors for this | When using Team Colors to group clubbers only for games (and not
week* handbook time), this helps keep track of who has/has not been re-
assigned.
Reset all Resets all current Team Color values according to each member's base
Team Colors | color (from the Member's Main tab.)
for this
week*
” Print Member | Opens the Member Profile report dialog to print a member profile for the
=~ | Profile current member.
Print Opens the Registration Form report dialog to print a registration form for

Registration
Form

the selected member's family.

L._.;! Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,
~ or exporting data..

Show Filters the data in the grid based on Status, Member Type and/or Club
Name. Select the boxes in each of the drop-down lists to indicate the
status(es), member type(s) and/or club(s) to be displayed in the grid.

Theme Displays the theme if a particular Theme is set in the club session records
for the current club date (under Admin > Club Setup > Club
Calendars).

25| |Show/Hide This is a toggle button that can be turned on or off. When on, the
Handbook Handbook Sections grid is displayed making it easy to record completed
Sections sections. When off, the grid will be hidden to allow more space for the

Check-in Grid. (The panel can be manually re-sized by grabbing and
dragging the edge.)

* These items are available from the Action drop-down menu on the Toolbar and/or the right
click pop-up menu.
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11.2 The Check-in Grid

Use the Check-in grid to perform data entry tasks related to tracking Check-in items such as: Club and
Church Attendance, Dues Pd, Offering Amount, Uniform, Bible, Book, Bonus, Visitors, Game
Points, etc. Most columns are check boxes for quick and easy data entry. Some columns, like Game
Points and Other, allow numeric values to be typed directly in the grid.

-?O 31 3. Search Members: <, t///f Lo t _ : T Action * : [ _.J:J L= Ly~
Shows | Active, Visiter s| Clubbers onty a4 | (AN Clubs] - He Therne or Event for sel
~
A B o
: : H Wi
Mame Team Artend Dues N Total
Required | Reaes
Filing Name Club Color Chub |Church Paid AmtPd Uniform | Bible Book Bong Sections | Points | Spent
Section Mame
Adler, Andy Trek | B2 w $0.00 o Red Jawel 3:3
Allan, Jaqueline Sparks [l Green | = $0.00 2 30 o Red Jewel 3:3
Allan, Trevor 1aTUs Il Green $0.00 o o 0 Red Jewel 3:4
» [astngton, Chorty BRI B W TN ) I Green Jewsl 31
Arfngton, Faith Cubbies [ Aqua S0.00 o o o Green Jewel 3:2
Eaker, Chaz Jeumey [l Red 50,00 o o o » Green hewel 33
Bensan, Luke Trek [ [ - $0.00 o o 0 Green bewel 3:4
Blakemore, Yvonne TETUA [l Blue - 50.00 0 o o Red Jewel &1
Blumbeerg, Enica TaTus e $0.00 o o 0 Red Jewel 4:2
Carson, Ben Trek W Green v 50.00 o o 0 Red Jewel £:3
Carson, Cheisting ~ T&TUA [l Green - $0.00 o o o Red Jewel &:4
Clark, Ethan Joumey | [ - S0.00 o Green Jewel &1
Clark, Rachel Jeumey [l Red . 50,00 o o o Green hewel &2
Cleveland, Brian Cubbies [0 Aqua $0.00 o o 0 Green lewel &3
Cobson, Ryan Sparks [l Green | = $0.00 ] 0 Groen Jewel &4
-~ - ~ s -_ - . - - -
40 mbrs 5 [ 13 50000 g 140 e -
£ >
Y |Arington, Charity Rieq 8/29/2018 Suppress Award Messa

e Remember to customize the grid as desired.

¢ Use the Show: components in the toolbar to get a custom view for a specific data entry task. For
example, set the grid to show only Active clubbers in Sparks.

¢ Use the incremental search capability to quickly locate a specific clubber. For example, click anywhere
in the Last Name or FArst Name column then start typing a few characters and the focused row will
move to the matching record. To release the incremental search, press ESC.

e Turn on the Speed Check feature to avoid constantly repeating clicks for Uniform, Bible, and Book,
so those columns are automatically checked as soon as the Attend Club column is checked. Configure
which check boxes are affected under Admin > Options > Check-In.

¢ Mark (or clear) attendance for multiple members at once by multi-selecting records and using the
Action drop-down menu or right click pop-up menu option of Set Attendance > Present/Not
present.

e Click in the Game Points cell and type the actual numeric value to enter points earned for Game Time.

To award points to everyone on a particular Team Color, drag the Team Color column header into the
area above the grid to group the records. All of the Blue Team members are together, then Green
members, etc. Type the number of points to award in the Game Points cell, then press the down arrow
and type the point value and then press the down arrow until all of the rows for that team are
completed. (You might first want to filter the attend column to show only those who attended.)
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11.3

¢ Change the Team Color assignment by clicking the cell and selecting a different color. A change in
Team Color applies to only the current week or all future weeks, depending on the response to the
pop-up dialog. The Team Color value for prior weeks is not changed in order to preserve historical
data. To change the Team Color for a prior week, adjust the Current Club Date in the main toolbar
prior to making the change or open the Member record and make the change on the Attendance tab
for the desired week.

e Excuse an absence by selecting a clubber/s and then using the Excuse > item under the Action menu
(or from the right click pop-up menu).

¢ View valuable statistics by grouping on Team Color, Team Name, or Leader Name. Drag the
appropriate column header into the grouping area above the grid and notice the statistics shown for
each node: Number of Members, Number Present, Total Points, Average Points Per Clubber,
Total Required Sections completed, and Average Number of Sections per Clubber.

e Create ad-hoc reports using the Preview/Print feature.

Dues and Posting payments

¢ Hide the Dues header band if weekly dues payments are not collected.

o If weekly dues payments are collected, click the Dues Pd check box when a single weekly dues amount
is received. However, if weekly dues are $0.50 but a clubber pays $1.00 or more, type over the
default Dues Amt Pd and change it the received amount.

¢ Any amount entered in the Dues Amount Pd cell is assumed to be cash and is applied exclusively to
the dues for the selected clubber only. Thus, if dues money is paid that is for more than one clubber,
mentally divide up the amount and apply it to each clubber separately.

e For money received for books and uniforms, do NOT check the Dues Pd check box or type any value in
the Dues Amt Pd field. Instead, open the Household Ledger and post the payment there. Any money
applied to Fees representing Dues will cause the Check-in grid's Dues related check boxes and fields to
be automatically filled in.

A quick way to open the Household Ledger is to use the money sign button in the toolbar.

The Sections Completed Grid

The Sections Completed grid, located in the Check-in Module, is one of two ways to record completed
handbook sections. 1t is useful for marking sections complete during club since it is faster than opening
each member’s record and marking sections completed on the Handbook page.

If the Sections Completed grid is not showing, select the Show/Hide the Handbook Sections toggle
button near the right side of the toolbar.

e Select a row in the Check-in grid. The member’s Sections Completed grid is displayed on the right
side of the screen.

For quicker data entry for clubs that all work on the same section, like Cubbies or T&T, select multiple
members that all completed the same section and then mark the section completed. All of the selected
members' handbooks will be updated. Showing the Primary Handbook in the grid for each member and
filtering or grouping the grid will help with selection.
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% Approved Woskman Database - A Sample Church

Eile Wiew Tocls Window Help Todsy iz 12/10/2019 Resmote Database - subseription through 1/22/2020 Uszer: Nageni
Search Members: & Q Me windows are open > | Cument Club Year: 2012-2019 | Club Dake: 27132019 w0 Week 23 Click to ShOW_,I'-hidE the
| ) | | handbook sections grid
Home| Clubibers| Leaders Households | Check-in |Ledger Awards| Events| Contacts Reports bnventory Adgmin
& ‘2} a Search Members: S} V t S 2 Action = Al e 4%~ \
Show: Active, Visitor » Clubbers anly =) (4l Clubs) - Mo Theme or Event for selected club(s) 'E
Click to assign a Al |_» Arlingtan, Faith
new ha”dbmk/m,/ 3
Mame Tearmn Attend Dues T
Required | Review/Extra Credit| Notes
Filing Meme 4 | Club Calar Club Church | Paid |Amt Pd Uniform  Bible LBeoT Bond Sections Points Spent
. Section Mame Done Date =
Adler, Andy Trek Wred | v DT & = LU 0 Bear Hug 12 v 152018
Allen, Jsqueline Sparks B Green | S0.00 w - 2 &0 o Bear Hug 13 = r
Allan, Trevor Tatus [l Green $0.00 0 0 0 Bear Hug 14 v 11E2019
Arlington, Charity_ Spark: Hed | fe S000 Wi 135 0 Bear Hug 15 CRRTFETr T
B arington, Faith - [Cubbies | M Aqua | | of 20 0 Bear Hug 16 W 1/30/2019
Baker, Chaz Journey Red 50,00 [ [ 0 »|Bear Hug 17 3B
Benson, Luke Trek | [ vl 5000 0 0 0 Bear Hug 18
Blakemore, Yvonne T&TUA [l Blue v 5000 o 0 0 Bear Hug 19
Blumberg, Erica TaTus [l Blue 3 000 v w 0 20 a Besr Hug 20
Carson, Ben Trek W Green - $0.00 0 0 0 Bear Hug 21
Carson, Christing T&TUA [l Green ) S0.00 0 0 0 Bear Hug 22
Clark, Ethan Jaurney . Blue w £0.00 0 0 1] Bear Hug 23 .
Clark, Rachel Journey [ Red - S0.00 0 L 0 Bear Hug 24
Cleveland, Brisn ~ Cubbies [ Aqus S0.00 0 0 0 Bear Hug 25
Colsen, Ryan Sparks B Green | S0.00 3 &0 o Bear Hug 26
" - P - . | A an s s i
40 mbrs 8 0 13 S0 5 2 5 9 230 0ig 18 -
i< 5 > ¢
L |Adingten, Faith Reg 8/20/2018 Suppiess Award Messages

« Member name, current handbook(s), handbook percentage completed - displayed above
the handbook section grid. If there is more than one handbook, select which handbook to show.

If the correct handbook is not displayed, open the Member record. Under the Handbooks tab, mark an
already assigned book as "Current" or Assign a new handbook.

¢ Required tab - sections a clubber must complete to earn a book award.
o The Sections Completed grid automatically scrolls to display the incomplete sections.

o Mark the Done check box to indicate a section has been completed. The current club date is
used as the Date of completion, but can be changed.

For the clubber to be credited properly and weekly statistics to be accurate, be sure to select a valid
club date.

o Clear the Done check box to remove a completed section. Related awards will also be removed.

o An Award Message dialog opens when an award is earned by completion of a section. Select
whether or not the Award was Received then click OK. (Set a default for Award was
Received under Admin > Options > Misc.)

¢ Review/Extra Credit tab - additional sections that a clubber can complete. This grid operates like
the required sections grid.

¢ Notes - any additional information related to the assigned handbook for this member.
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12 The Ledger Module

Dealing with fee and payment transactions can be a cumbersome and confusing job. The Ledger Module
eases that burden by providing a way to track all fees and payments and see the big picture view for the
entire club. It also provides a detailed view of the financial records for each individual and household.
The Household Account Statement report can be used as an invoice to keep families informed of
purchases and balances. The Receipts Report can provide a detailed accounting of the monies received
for the church treasurer.

The Ledger Module includes tabs for Fees and Payments as well as access to a selected member's
Household Ledger. For an overview, see Working with the Ledger.

Most actions on these grids, including marking items as received or not received, can be applied to multiple
rows at once using the multi-select ability.

12.1 Fees

The Ledger > Fees tab shows fees for all households in the database. This shows at a glance the
money received on a particular night (or for the entire year) and also how much money is still due. The
grid can be filtered by Item Rcvd to see which members are still waiting to receive a book or uniform
that had been ordered. This grid is also helpful when monitoring a budget. As an example, if
scholarships are provided, apply a filter to show Dues? = False and Waived = true in order to show
how much the church spent for books and uniforms of scholarship kids. (The payment type of "Waived"
is used to indicate that the balance on a particular Fee was paid by the club, often through the use of
Scholarship funds.)

There are lots of other ways to use the grid to analyze your data.

#5 Approved Workman Database - A Sample Church Llew
Eile ¥iew JTocls Window Help Today is: 1271072019 Rerncte Database - subscription theough 1/22/2020 User: Maorni
Search Members: = ; Mo windows are cpen= | Current Club Year 2018-2019 =) Club Date 21372019 = Week 23
Home Clubbers Leaders Households Checkein| Ledger |Awards Events Contacts Beports Inventory Admin
| Fats |P-Iyme|m
= %o B 2.3 Show: Unpeid Fees |w InYear: 2018-2018 |w| G & Hhledger @ | Hh Account Statement | [£8) | =) L
When marking tems as "Recened”, set Date Recerved tor | 271372019 (= t“;:; Revd r‘u Mot Rovd
A
Fee D Househcld HH Status | Person ID | Club Year | Housshobd & Member Mame & Mbr Type Club Mame | Team Hame [tem ® Fee Category
.»mm 2018-2019 | Adlan - Jack, Janice, Trevor, J|Allan, Jaqueline
13872 12620 Active 12845 2012-2019  Allan - Jack, Janice, Trevor, ) Allan, Trevor Clubber TET UA Tearm A Feel21d  Dues
13877 12624 Active 12846 2018-2019  Arlington - Mansss, Gavin, F Adington, Charity  Clubber Sparks Princesses  FeelS13  Dues
13878 12624 Active 12914 20M18-2019  Arlington - Marnisss, Gavin, F Ardington, Faith Clubber Cubbies Feel219  Dues
138353 12663 Active 12885 20128-2018  Baker - Chaz Baker, Chaz Clubber Journey =130 Book
13954 12663 Active 12885 2018-2019  Baker - Chaz Baker, Chaz Clubber Jaurriey 56485 Baak
135959 12663 Actrve 12885 20018-2019 Baker - Chas Baker, Chaz Clubber Journiey FeelE19  Dues
13ea7 12700 Active 12822 2018-2019  Elumberg - Erica Blumberg, Erica  Clubber TETUA Team B FeelB19  Dues
13849 12711 Active 12833 2018-2018  Cleveland - Brian Cleveland, Brian  Clubber Cubbies S2092 Back
13950 12711 Active 12933 2018-2019  Cleveland - Brian Cleveland, Brian  Clubber Cubbies 3831 Uniferm
13956 12711 Actrve 12933 20018-2019  Cleveland - Brian Cleveland, Enan Clubber Cubbies FeelE19  Dues
13500 12656 Active 12918 2018-2019  Colson - Ryan Celson, Ryan Clubber Sparks Wamorns Feel819  Dues
13863 12666 Active 12918 2018-2019  Colson - Ryasn Celson, Rysn Clubber Sparks Warnors a8 Baook
153560 12702 Active 12924 2018-2019  Delemnater - Deasny Delernater, Deaans Clubber TET UA Team B Feel219  Dues
13962 12702 Active 12924 2018-2019  Delemater - Deasna Delemnater, Deasna Clubber TETUA Team B a5 Uniferm
13585 12702 Active 12524 2012-2019  Dwelernater - Deasna Delernater, Deaana Clubber TETUA Team B 34545 Baook
47 recards -
£ >
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Action

Description

(‘_‘;‘.U

Open Fee

Opens the selected fee in the Fee dialog. (Pressing the Enter
key with a row selected or double clicking the row also opens
the fee.)

&¢

New Fee (Ctrl-N)

Opens the Fee dialog with blank/default values to create a new
fee.

o

Delete Fee(s) (Ctrl-D)

Removes the selected fee(s).

et

Open Member

Opens the member record for the person who incurred the
selected fee.

Show

Filters the data in the grid. Choose to show All Fees, Paid
Fees, or Unpaid Fees. Show In Year: limits records to fees
in the selected club year.

&U

Waive Fee(s)

Waives any balance on the selected Fee(s). This creates a
payment record of type "Waived" and lists your club name as
the Payor.

&

Open Household Ledger

Opens the Household Ledger for the selected member's family
to manage fees and payments.

i
o

Hh Account Statement

Opens the Household Account Statement report dialog. The
selection criteria defaults to the selected member's household.

Rcvd

Marks the selected fee item(s) as having been received by the
member.

When marking items as "Received", set Date Received to:
defaults to the current club date. When working with items
received on a different date, change the date before clicking
the Revd button.

Not Rcvd

Marks the selected fee item(s) as not having been received by
the member yet.

Grid Tools

Lists actions related to the grid such as: saving or resetting a
grid layout, or exporting data.
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12.1.1 The Fee Dialog

Opening or creating a fee displays the Fee dialog to view, modify, or enter the details of a fee.

Feefor: Allan, Jaqueline w
Zwve and Close
MemberName:  Allan, Jagueling
Item Mumber. Feal819 w | ) Search Cancel and Clese
Iem Description:  Dues for the 2018-2019 Club Year Save and Hew

v bemBlevd  Date L2

Household Ledger *

Amcunt: $15.50 DueDate: &
Hote * Open the Househeld Ledger to

review or apply payments to this
Total Paid: $10.00  Balance: * §5.50 Fee.

11 Y0U GON'T 5e€ INE Nem you are
Ioaking for in the list. open the
related inventory item and on the
k the bores to

used in your dub
and that it should be displayed in
any Fee list.

Automatic inmentary redudtion is
turned N, therefore the Gty In Stock
willl be reduced if matching inventory
records exist.

Item Number: Feel815

!ﬁ@z

Expense Category: Designated

** Awana is 3 Registered Trademark
wana Chubs Intermational. Thes

catalog Images are provided to help
¥ou identity their products.

Browse | Created 8/6/2016 10:36:40 AM Modified 4/25/2018 2:55:00 PM by Matthew

¢ Member Name - member who incurred the fee

o Item Number and Item Description - selection can be done using either field. The lists are
populated with items marked to be used in Fee lists in the Inventory record. When one is selected,
the other field is filled in automatically. Images from the Inventory record are shown.

The Search button opens the Inventory Quick Reference to help select the correct item.

If an item isn't listed, but it IS in the main Inventory List, open the item from the Inventory Module .
Click the Club Usage tab. Ensure Use this item as a choice in any... drop-down list is selected.

Q For new book or uniform fees, an option to assign the book or uniform will be given.

¢ Received - selecting Yes enables the Date Rcvd field. Verify the Club Year is correct.

¢ Amount - total money the member should pay for the item. It is initially set by the item's Sell
Price in the Inventory records, but can be edited. To update the Sell Price so future Fees are
correct, use the Item Number link in the lower right to open the Inventory Item.

e Due Date - when the fee should be paid by the member
¢ Note - any additional information related to this fee

¢ Total Paid and Balance - read-only fields; calculated based on payment(s) applied to the fee

Actions

¢ Save and Close - saves the record and closes the dialog.

Click Save and New to save the fee then clear the fields of the dialog to quickly create another fee.

« Cancel and Close - exits without creating a new record or saving changes to an existing one.

¢ Household Ledger - opens the Household Ledger for the member who incurred the fee. The Fee
dialog automatically saves and closes, then the Household Ledger opens.
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12.2 Payments

Y The Ledger > Payments tab shows payments for all households. It defaults to payments received
on the Current Club Date. A different date can be selected or choose "All Dates". When a record is
selected, the grid at the bottom shows all the fees to which the payment was applied.

Grouping records will show item counts and subtotals. Example: group by Type for a count of cash
payments, checks, and waived payments. The grand total is also listed in the grid footer.

Eile Yiew Jocls Window Help Tedsy i 1210/2019 Remote Database - subscription through 1/22/2020 Lser: Maomi

Search hMembers: & ;Nomndcmamcpm' Current Club Year: |2018-2018 s Club Date: 271372019 [w| Wieek 23
Homne| Clubbers| Leaders| Househobds | Check-in | Ledger | dwards | Events|| Contacts | Beports | nventory | Adamin
Fees Pbﬂ“ﬂll.il
"'g Show payments that were received in year: | 2018-2018  |s| on date: &0 Dates s 5 Hh Ledger | 1 | Receipts Report | |89 | = L
Payment ID | Date Received Household Type Reference = Amount | Unapplied Payor HNote Create
I T I S T 2530 3000 6 Ader I 7
5391 27672019 Allan - ) Janice, Treven Cash 87620
5395 27672009 Allsn - Jack, Janice, Trever Cash 620
S36T 1302NG Allgn - Jack, lanice, Treve: Cash BE20
53T 13002009 Allan - Jack, Janice, Treves Cash 20
5343 172372009 Allen - Jack lanice, Treven Cash 8620
2315 171672019 Allan - Jack, Janice, Treven Cash 8620
5323 11672015 Allgn - lack, Janice, Treves Cash HR0
5263 1972019 Allan - Jack lanice, Treves Cash £0.50 $0.00 87620
5302 1/972019 Allen - Jack, Jenice, Treven Cash $0.50 $0.00 #7620
430 payments $588.00 $14.00 3
£ . >
Fees related to the payrment selected above
Payrent ID |Armt Applied  |Fee ID Member Name e Mumber Description
-:am-sz—m_ﬂ
4305 510,00 13870 Adler, Andy 8041 “His Lane™ Bilhe Study - NI
2 52550
€ = >|
Icon |Action Description
L. |Delete Payment |Removes the selected payment(s). A confirmation is required.
Show Filters the data in the grid based on Club Year and Club Date. The
Club Year defaults to the current club year, but can be changed. Select
a specific club date within that year or choose to show All Dates.
5 Open Household | Opens the Household Ledger for the selected member's family to
Ledger manage fees and payments.
| |Receipts Report |Opens the Receipts Report dialog to set parameters for a report listing
= payments grouped by Date Received and Type.
| | Grid Tools Lists actions related to the grid such as: saving or resetting a grid
= layout, or exporting data.
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12.3 The Household Ledger

127

&
o The Household Ledger displays the fees and payments for all members of a specific household. This

makes it easy to see the bottom-line total a family owes. It also provides details for any fee and the

payments applied to it. Conversely, it shows payment records and fees to which they were applied.

Open a selected member's Household Ledger from the:

e Check-in Module, Clubbers Module, Leaders Module: right click pop-up menu item

e Households Module,or Ledger Module toolbar: Household Ledger button

e Member Window toolbar: Household Ledger button

¢ Fee Dialog: Household Ledger button

Use the top section of the Household Ledger to post payments. The lower section contains three tabs:
Fees, Payments, and Unapplied Payments. See the Fees and Payments topics below for details.

#a Household Ledger Ardington - Marizzs, Gavin, Faith, Charity

Fees for 2018-2019 | Payments for 2018-2019

,__ﬂ '._Q ._9 H Showe | AN Fees

4 records

Househeld 10: 12624

ﬁglou Chub Year:  2013-2019  |a| Housshald: Adingtan - Marissa, Gavin, Faith, Charity IR Account Statement i.f_"_( ’
Payment Fipe: Ameunt  Date Recerved  Reference/Check®  Payor Hote
fCash  [ERET 1/14/2018 | Marissa Arlingten -

Apply this payment:  to ALL unpaid fees * a

By Open Member (G waiveFee B8 | 12 15 [

Member & |Category ltem & Descrption Amount  Tetsl Pd  Balance Waived lem Rovd |Date Rovd  Hote
U Ouc: [Fecigis [Dues forthe2018-2019 ClubYear | 1550 swomo]  sssol @ | @ Jewewe|
Charity Bock 77981 WingRunner Handbook with Audic [ S11.00 £11.00 £0.00 v BTG
Faith Dues FeelB19  Dues for the 2018-2015 Club Year 51550 58.50 56.00 o £/29/2018
Faith Bock g2e82 AppleSeed Handbook with Audic Do $11.00 $11.00 S0.00 w B3N8

L

$33.00 150 $11.50

Household Balance: $11.50

Icon |[Action

Description

—% | Close

Closes the window.

Show Club Year

Filters the items in the ledger based on Club Year. Defaults to the
current club year, but can be changed.

Show Household

Filters the items in the ledger based on the selected Household. To
switch to another household's data, select a household name from
the drop-down list.
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Account Statement

Opens the Household Account Statement report dialog. The
selection criteria defaults to the selected household.

@ | Refresh Refreshes the data in the grid. If there is a concern about viewing
- the latest data, simply click this button.
’ Stay On Top Toggles whether or not the window will stay on top of the main

window,

e To filter the grids in all three tabs, use the Club Year drop-down list to select a club year's ledger
information. Use the Household drop-down list to switch to a different household.

Fees

Besides fees for dues, a fee should be created whenever a member receives an item for which payment
is expected. Fees for dues, handbooks, and uniforms can be automatically created when registration is
set as current and when a new handbook or uniform is assigned. Other fees, like bags or replacement
awards, need to be created manually. View a list of all fees by clicking the Fees for [club year] tab.

Fees Toolbar:

Icon |Action Description
= |Open Fee Opens the selected fee in the Fee dialog. (Pressing the Enter key with a
- row selected or double clicking the row also opens the fee.)
= |New Fee Opens the Fee dialog with blank/default values to create a new fee for this
- member.
?@ Delete Fee |Removes the selected fee. This process requires a confirmation.
Show Filters the data in the grid. Choose to show All Fees, Paid Fees, or Unpaid
Fees.
f_ |Open Opens the selected member whose individual data is then displayed in the
“=" | Member Member Window. (Pressing the Enter key or double clicking the row also
opens the member record.)
*f% Waive Waives any balance on the selected Fee(s). This creates a payment record
Fee(s) of type "Waived" and lists your club name as the Payor.
JCJ Open Opens the selected item in the Inventory Item window. (Pressing the Enter
' Inventory key with a row selected or double clicking the row also opens the inventory
Item item.)

ﬂ Manipulate the grid as explained in working with grids.
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* When members make payments, keep track of who paid and for what. Use the top section of the
Household Ledger to post payments. Fee records are not required before posting a payment. Payments
not applied to a fee are tracked as "Unapplied" and can be applied later when fees are created. This is
common at the beginning of a club year when payments might be made before fees are created. When a

record is selected, the grid at the bottom shows all the fees to which the payment was applied.

& Household Ledger: Ardngton - Marizss, Gavin, Fasth, Charity

#Tilou Chisb Year: | 2018-2019 |+ | Household: Arington - Marisza, Gavin, Faith, Chasity | &  Account Statement
b

Payment Type: Amount  Date Received  Reference/Check®  Payor
Cash sl 50,00 17142018 | Marizsa Arlington -

Apply this payment: to ALL unpaid fees -

Fees for 2008-2019 | Payrvents for 2008-2018 | Un=ppied Fayment

.u Delete Payment ‘u Unapply Payment 'R Unapply Payment 4307 on Fee 13879 | TS §2 | 1=

Payment ID |Date Rowd Type Reference Amvount Unappled Payor Mate:
> 4207 0
4525 018

4339 9752018 Cash 50.50 50.00
4361 9752008 Cazh 50.50 S0.00
4362 9M2/2018 Cash 50.50 50,00
AQRS QAAXINIR £ ach LR Ann
) pyents §41.50 50.00
Fees related to the payrment selected abeve
Payment ID FeelD  Amt Applied Mernber Marme Item Number  Fee Deseription Note
4507 13880 $11.00 Adingtan, Charity el WingRunner Handbook with Audic [
2 s2.00
Househeld ID: 12624 Household Balance: 511,50

=
-

5000

5

Posting a Payment

1. Enter the following information in the top portion of the Household Ledger window:

« Payment Type - Cash, Check, Credit Card, Debit Card, Discount, Money Order, Online,

Other, Waived

J Waive a fee by applying a payment to a fee and setting its Payment Type to Waived.

o Amount - total money paid

Date Received - defaults to the current date

Payor - person making the payment

Reference - any information useful in referencing the payment; for example, a Check #.

ﬂ Payors in each household are remembered and displayed in the drop-down list.

« Note - any additional information related to the payment
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2. Select how to Apply the payment. Choose one of the following:

¢ to ALL unpaid fees - the Windows App logically considers all unpaid fees, applying payment
to non-dues fees first, then to other fees until the money is spent.

o STARTING with the fee(s) selected below - on the Fees for [club year] tab, select at

least one fee for the payment to cover. If there is money remaining after the selection(s), the
logic above is used.

e ONLY to the fee(s) selected below - on the Fees for [club year] tab, select fees to which
the payment will be applied.

ous - Easton - Lucy ucas
&3 Household Ledger: Easton - Lucy, L

Lucas Book
Lucy Dues
Lucy Book

Househeld ID: 12635

”}gm Chubs Year: | 2018-2019 || Housshald: Exston - Lucy, Lucss | 8 Account Statement L’E} ’
Payrrert Fipe amount  Date Becened  Refersnca/Checks  Payor Hote
Cash aefl 520,00 A28 | Mrs. Carson w

Select the Feels) the payment should be
applied to.

Fees for 2018-2019/| Payments for 2018-2019

:3 '__ﬁ -_Q H Showe A0 Fees

o Category ftem ®

Apply this payment: [CHLY to the fee(s) selected below 2l | & Post the Payment
to ALL unpeid fees
STARTING with the fea(s) selacted below

OMLY to the fee(s) selected below |3
EVEMLY distributed to the fees selected below
to NOME of the fees {pust post the payment)
& Open Member [Tap Waive Fee B | [T =W

L

Description Amount  Total Pd  Balance Warved ltem Rovd Date Rovd | Mote
8053 TET Ultimate Challenge Book One - | S10.00 0000 $10.00 bl /7728
Feel®19  Dues for the 2018-2013 Club YVear $15.50  S10.00 §5.50 - B/29/2018
28041 “Hig Lowe™ Bilble Study - NIV 510,00 S0.00 S10.00 L B/28/2018

4 records $51.00 $20.00 $31.00

Household Balance: $31.00

o EVENLY distributed to the fees selected below - on the Fees for [club year] tab, select
the fees to which the payment will be distributed.

a The amount to be applied to each fee is shown in the top section under the payment type field.

« to NONE of the fees (just post the payment) - an Unapplied Payment is created for the

entire amount.

3. Click Post the Payment. The Total Paid and Balance at the bottom of the Fees grid are

adjusted. The payment is added to the Payments grid. An unapplied payment is added to the
Unapplied Payment grid for any money remaining.
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Payments Toolbar:

Icon |Action Description
ﬂl_j| Save Saves changes made to payment details. The following

payment details can be edited directly in the grid: Date Rcvd,
[Payment] Type, Reference, Payor, Note

nﬁ Delete Payment Removes the selected payment(s). A confirmation is required.

f@ Unapply Payment Removes the association(s) of the payment to all fees.

r@ Unapply Payment on Enabled if a single fee is selected. Removes the association of
selected Fee the payment to only the selected fee instead of all of the fees.

Unapplied Payments

The Unapplied Payments tab displays any payments (or parts of payments) not applied to a specific
fee. This could occur if a member pays more than the fee amount or pays for future fees.

€2 Household Ledger: Uppenheim - Julie, Kim, Jonah, Jared, Jenny, James

!'ergose Club Year: |2019-2020 |+ | Household: Uppenheim - Julie, Kim, Jonah, Jared, Jenny, Jan |+| | & | Account Statement @ ’

Payment Type: Ameount  DateReceived  Reference/Check®  Payor Mote
Cash | s {S0.00 4/22/2020 | ™

Apply this payment: to ALL unpaid fees e =

| Fees for 2019-2020 | Payments for 2019-2020 | Unapplied Payments |

||_E‘¢ L&?the payment amount| 2? Apply this amount as a donation I:l

#|Payment ID | Amount | Unapplied Amt|  Date Rovd | Type Reference Payor MNote

§2.00 || 1 pymts
Rl i | I

Household ID: 12645 Household Balance: $23.00 $2.00 is Unapplied

To apply an unapplied payment to an existing fee:

1. Select the unapplied payment to be applied.
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2. Click Use the payment amount. The payment information is entered in the top portion of the
window. Continue as explained for Posting a Payment. When the payment is posted, the Total
Paid and Balance are adjusted on the Fees grid, the Unapplied amount is adjusted on the
Payments grid and the unapplied payment is removed from the Unapplied Payments grid.

a To cancel the use of the payment, select Clear the pre-filled values from payment area above.

To apply this amount as a donation:
1. Select the unapplied payment to be used as a donation.

2. Click Apply this amount as a donation. A confirmation dialog will be shown. Read the details
and click Yes to continue or No to cancel. A fee record with an Item Number of "Donation" will
be created. The amount of the unapplied payment will be applied to this new fee record.

Il An inventory record must exist with the item number "Donation".
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13

The Awards Module

The Awards Module provides a big picture view of awards earned by all members. The default view
limits the records displayed to those earned on the Current Club Date. A different club date can be
selected or choose "All Dates". New award records can be created from here, but manually creating
awards is not generally necessary since awards are generated automatically during recordkeeping.

If the default for the Awards Message Dialog is set to the award is not received, then after handing out
the awards, multi-select records in the Awards Module grid and click the Revd button.

While the Awards list is convenient for on-screen viewing, a more formal Awards report can be
generated from the Reports Module for a Director or Commander to use when presenting awards.

& Approved Workman Database - A Sample Church

Eile Yiew Jool: Window Help Today is: 1271172019 Remncte Database - subscription through 1/22/2020 User: Naomi
Search Members: = ; 1window is open~ | Cument Club Year 20123-2019  |» ClubDate: 117142018 |» Week 12
Home Clubbers Leaders Houscholds Check-in I.edpul Swards Iiwnls Contacts Beports | Inventory Adpin|
“0 WO “a % Show: | All Awards w| Earned In Year: 2018-2018  |= On Date 107102018 | wa Ricwd wu Mot Revd i_".;__?.‘i L= __\'*.”_ -
When marking awards a5 Received, set Date Rovd to: 10102018 jm| Tip: Sedect muliiple rows when marking awards received
-
Club Year  Mernber Mame  Leader Name [tem = Description Award Source | Date Earmed  Award Rovd Date Rovd  Club Name
018-2015  Allan, Jaqueline  Elden, Kelsey 23065 Achieverment Jewel - Blue Club Attendan: 10/10/2013 G 101772018 Sparks
2018-218  Allan, Trever Tisdale Jesse £2881 TET Club Attendance Stickers Club Attendans 10/10/2012 W 10172018 TAETUA
2018-219  Adington, Charity Elden, Kelsey 83069 Achievement Jewel - Blue Club Attendans 101072018 o 101772018 Sparks
2018-218  Ardingten, Charity Elden, Kelsey 3077 Achievement Jewel - Green Section Group  10/10/2013 T 10107208 Sparks
2018-2018  Arington, Faith  Rafferty, Sophia 11185 Cubbies Green Apple Achievement 31 Section 0/10/2018 o 101072018 Cubbies
2018-2019  Adington, Faith  Rafferty, Sophia 11092 Cubbies Green Apple Achievement B Section Group 1010720128 w 10107208  Cubbies
2018-219  Blakemore, Yvonn Blakemore, loseph 42881 TET Chub Attendance Stickers Club Attendans 10/10/2018 L TETUA
2018-2015  Blumnberg, Erica  Blakemcre, Joseph 43831 TET Club Attendance Stickers Club Attendan: 10/10/2018 s TETUA
2018-2019  |Carzon, Christing |Mewman, Micole TET Club Attendance Stickers Club Attendans| 10/10/2018 = |10/17/2018 | T&T LA
2018-2018  Cleweland, Brian  Rafferty, Sophia 11185 Cubbies Green Apple Achievement 31 Section 1010720018 o 10072018 Cubbies
2018-2015  Colson, Ryan Elden, Kelsey 23065 Achievement Jewel - Blue Club Attendans 10/10/2012 . 1071772018 Sparks
2018-2019  Delesnater, Deasn. Mewmnan, Micole 43881 TE&T Club Attendance Stickers Club Amendans 10/10/2018 o 101772018 TAETUA
2018-2019  Delernater, Deasn. Mewmnan, Micole 96204 TET Descovery Emblem - Green Section Group  10/10/2018 - 101072018 TET UA
2018-2019  Easton, Lucas Smith, Alexander 43281 TET Chub Attendance Stickers Club Attendan: 10/10/2018 T 10177208 TETUC
2018-2019  Easton, Lucas Smith, Alexander 96182 TE&T Discovery Emblem - Red Section Geoup  10/10/20123 w 10M0/2018 TETUC
2018-2019 _ Emiot, Caleb Moore, Derothy 83089 Achievement Jewel - Blue Club Attendans 10/ 10/2018 W 101772018 Sparks
28 aweards 3
3 u ¥
Icon Action Description
'ﬂ"a Open Award Opens the selected award in the Award dialog. (Pressing the Enter
’ key with a row selected or double clicking the row also opens the
award.)
'ﬂ% New Award (Ctrl-N) |Opens the Award dialog with blank/default values to create a new
' award.
"."'.é Delete Award(s) |Removes the selected award(s).
< |(ctrl-D)
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3_:) Open Member Opens the member record for the person who earned the selected
award.
Show Filters the data in the grid. Choose to show All Awards, Not

Received or Received awards. Earned in Year limits records to
awards earned in the selected club year.

W |Revd Marks the selected award(s) as having been received by the
member.

When marking awards Received, set Date Rcvd to: defaults to the
current club date. When working with awards received on a different
date, change the date before clicking the Revd button.

Wg Not Rcvd Marks the selected award(s) as not being received by the member
' yet.

|;-(;.| Grid Tools Lists actions related to the grid such as: saving or resetting a grid
o

layout, or exporting data.

13.1 The Award Dialog

w
0 Opening or creating an award opens the Award dialog to view, modify, or enter details of an award.

Most awards are triggered and created automatically so do not need to be manually entered. This is
especially true for Cubbies, Sparks, and T&T. Trek and Journey generally have book-level awards
triggered, along with cumulative book awards such as Excellence, Timothy, Citation, etc. However, other
awards can be added using the Award dialog.

" hwerd for Adingtom, Chaity =
Save and Close
Member Mame: | Aslington, Charity|
Foward Narmie Achiscement Jewel - Green = Lancel aod Ghose
Award Seurce: Sectien Group ®  (Assigned books are listed below) New Award Sarne Member
Same Award New hdember
Date Earned: 0102018 |- Club Vear: 2018-2019 |
| Recerved Date Received: 1071072018 |

Hote: Completed Green Jewel 1 in WingRunner

The automatic irventon
reducticn featwre is turned on,
therefans the Oty In Stack will be
reducad if matching inveniary
records exist.

Ivesn Murnber: 23077

Book ID: 2323

Browse  Created 8/6/2016 120607 PM  Modified 472/2018 1:32:03 PM by Matthew
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Member Name - person who earned the award

Award Name -selection includes items marked to be used in Award lists in the Inventory record. If
an image exists, it is shown in the area below. The Item Number is displayed to the right of the
image.

If the correct award is not available in the drop-down list, open the award item from the Inventory
Module and click on the Club Usage tab. Select Use this item as a choice in any AWARD related
drop-down list.

Award Source - what caused the award to be earned: Achievement, Book, Church
Attendance, Club Attendance, Donation, Event, Other, Section, Section Group, Service,
Training.

Book Name - enabled when the Award Source is set to Book, to indicate the relevant book for
the award

Date Earned - defaults to the current club date but can be changed
Club Year - filled in automatically. Verify that it is correct or make changes if needed.
Received - if Yes is selected, the Date Received field is enabled

Note - any additional information related to the award

Action Buttons

Save and Close - saves the record and closes the dialog.
Cancel and Close - exits without creating a new record or saving changes to an existing one.

New Award Same Member - saves the award then selects the same Member Name and resets
the other fields to blank to begin entering another award.

This is especially useful when entering historical records when getting started.

Same Award New Member - saves the award and leaves all of the award information the same
except for the Member Name which is left blank. Select the Member Name and edit any of the
other fields as needed.
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14

The Events Module

‘E The Events Module tracks participation in events. Add, delete, view, or modify records. Some
popular events are provided by default. Customize additional event names under Admin > Generic
Lookups > Events. Associate awards with events under Admin > Awards > Event Awards.

& Approved Workman Database - A Sample Church mEw
Eile Yiew Jools Window Help Today is: 1271172019 Remote Database - subscription through 1/22/2020 User: Nagmi

Search Members: >y :!.Nonmduws areopen=  Cument Club Year: 2015-201%  |»  ChubDate: 11714720028 |» Week 12

Home | Clubbers| Leaders | Households | Check-in Ledger | Awards Events | Contacts Reports  Inventory | Adrain

gy i -1 - .
D D o Show: | 2018-2005 || [#9] | =) -
b et
Event D  Club Year | Event & Date Mernber Marne Prinary Phone Member Type  Bithdste Gender Grade Club Mame
» 5046 2018-20019  Sparks-a-Rama 1/5/2019 Migs Charty Arlington  (699) 528-9636 Clubber B21/2012  Female 1 Sparks
4T 20N8-2019 Sparks-a-Rama 17372009 Miss Jaqueline Allan (60E) T12-5487 Clubber 11192012 Female K Sparks

Action Description

Open Event Opens the selected event in the Event dialog. (Pressing the Enter key
with a row selected or double clicking the row also opens the event.)

New Event Opens the Event dialog with blank/default values to create a new event.

(Ctrl-N)

Delete Event(s) | Removes the selected event(s).
(Ctrl-D)

Open Member |Opens the member record for the person who participated in the
selected event.

| @ & & B

Show Filters the data in the grid based on Club Year. Defaults to the current
club year but can be changed.
|;-(:.| Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,
= or exporting data.
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14.1 The Event Dialog

-
15} . . . . . .
3 Opening or creating an event opens the Event dialog to view, modify, or enter details of an event.
Event for: Adington, Charty ®
Save and Close
Member Mame:  Adfington, Chsrty|
= I Cancel and Close

Everit Name: Sparks-a-Rama -

Lo ation Door Creek Church bew Event Same Membes

Event Date: 1572019 | Club Vesr: 2013-2019  |w Same Event New Member

HNote:
Tips:

Swards “checked™ were eamed by this member for this event:
-y L b t

~| Sparks-a-Rama Parbcipation Emblem M\,;;DI:?:, ﬁ::.:a: fnu;;{;dd
additional Event Awards under
Admin > Awasrds > Event Awards,
- Award relsted companents are
enabled only when entering
new records. i you need to
change award data for exitting
records, use the Award dialog.
ffou may open an Award record
from the list by double-clicking
i)

Browse  Created 8/82016 1:27:45 PM Modeied B/62016 1:27:49 P by Matthew

¢ Member Name - person who participated in the event

o Event Name - selection options are determined by Admin > Generic Lookups > Events

¢ Location - where the event took place
¢ Event Date - date the event took place
e Club Year - filled in automatically. Verify that it is correct or make changes if needed.

¢ Note - any additional information related to the event

Awards

When creating a new event, if an award was earned, indicate the following:

o Awards earned by this member for this event - selection options are determined by Admin >
Awards > Event Awards.

o Award Received: selecting Yes enables the Date Received.

ﬂ For existing event records, use the Awards Module to add an event award or edit the event award.

Action Buttons

¢ Save and Close - saves the record and closes the dialog.
o Cancel and Close - exits without creating a new record or saving changes to an existing one.

¢ New Event Same Member - saves the event then selects the same Member Name and shows
any previous event awards earned by the member to begin entering another event.

 Same Event New Member - saves the event and leaves all event information the same, except for
the Member Name, which is left blank. Select the Member Name and edit as needed.
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15 The Contacts Module

-

Q Sometimes leaders contact clubbers outside of regular club time, such as making a home visit, a
phone call, or sending a “Get Well” card to a sick clubber. The Contacts Module tracks all these contacts.
Eie View Jook Window Help Today i 1271172019 Remote Database - subscription through 1/22/2020 Usen Macmi

Search Members L5 to windews are open~ | Cumrent Club Vear: 2018-2015 [ ClubDate: [11/1472018 |/ Week 12

-

Heme Clubbers Leaders Howseholds Check-in| Ledger fwards Events Contascts |Beports Inventory | Admin

Bo B B & | show 2oie-20r7 u [#8) 2 -
Club Year Date KMember Name KMember Club | Contacted By Contact Type Contact Purpose Code |Note

fz0i6-20173//2016 [Gaston Lucas [Tt & Tsining [Moor,Dovothy[Postcard ——[Other | |remindesforcubstartup |
W016-217 91206 Easton, Lucy Truth & Training Meore, Dorothy Postcand Other remingler for club start up
M016-217 1206 Ellict, Erin Truth & Training Meocne, Dorothy Posteand Crther reminder for club stat up
H18-2MT  aM208 Themas, Henskiah Truth 8 Traaning Meone, Dorothy Pesteand Cither reminder for elub start up

Action Description

Open Contact | Opens the selected contact in the Contact dialog. (Pressing the Enter
key with a row selected or double clicking the row also opens the

o

contact.)
| | New Contact Opens the Contact dialog with blank/default values to create a new
(Ctrl-N) contact.
E Delete Removes the selected contact(s).
Contact(s)
(Ctrl-D)

Open Member |Opens the member record for the person who was contacted in the
selected record.

&

Show Filters the data in the grid based on Club Year. Defaults to the current
club year but can be changed.
E;] Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,
= or exporting data.
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15.1 The Contact Dialog

E Opening or creating a contact opens the Contact dialog to view, modify, or enter details of a
contact.

Contact: <New> w

Save and Close

Member Mame: [ Nickleson, Rebeccd] |
Cancel and Close
Contact By: Elden, Kelsey -

Mew Centact Same Member
Contact Type:  Postcard

Purpose: Other = Same Contact Mew Member
Contact Date: 9122018 |= Club Year: |2018-201% v

Contact Code

Mote: Thiarks for visiting.

Erowse | Created 87872016 1:25:11 PM Modified 883016 1:2537 PM by Matthew

¢ Member Name - person who was contacted
e Contact By - person who made the contact

e Contact Type - selection options are determined by Admin > Generic Lookups > Contact
Types

e Purpose - selection options are determined by Admin > Generic Lookups > Contact Purposes

e Contact Date - defaults to the current date but can be changed
¢ Club Year - filled in automatically. Verify that it is correct or make changes if needed.

e Contact Code - a short "tag" to identify particular records as needed. This Code column can be
made visible in the main Contact list grid.

¢ Note - any additional information relevant to the contact

Actions

¢ Save and Close - saves the record and closes the dialog.
¢ Cancel and Close - exits without creating a new record or saving changes to an existing one.

¢ New Contact Same Member - saves the contact then selects the same Member Name to begin
entering another contact.

e Same Contact New Member - saves the contact and leaves all of the contact information the
same, except for the Member Name, which is left blank. Select the Member Name and edit any
of the fields as needed.
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16

The Reports Module

The Reports Module provides access to predefined formal reports that can be generated for leaders, club
directors, commanders, and pastors. Although the options for each report are slightly different, the steps
for generating them are basically the same. This chapter provides basic instructions. Experimentation
with the options is the best way to learn how to maximize the information from the reports.

1. Click on the Reports tab in the Main Window to display the report titles in alphabetical order along
with detailed descriptions of each report.

& Approved Workman Database - A Sample Church oEw
File View Joocls Window Help Today i=: 12711720019 Remate Database - subseniption throwgh 1/22/2020 User: Msomi
Sesrch Members: =l ; Mo windows are open~  Current Club Yesr: 2018-2015  |se) Club Qate 117142018 || Week 12
Home Clubbers Leaders Households Check-in Ledger| Awasrds Events Contacts| Beports Inventory Admin
4 & Open the selected repert |~ Hide Deseriptions |45 Tip viou can resize the colurnng, hide Descriptions, snd save your layout
Achievement Report Birthday List Current Handbook Status Leader List - Contact Informati... Member List with

A hst of members and the
nurmnber of Handbcok Sections
they have completed along with
the Total Points eamed within th...

Attendsnce and Dues Worksh...
A report that displays 2
Wear-To-Date Atendance and
Duses record for each clubber.
This raay be used as & worksheet..,

Attendance Report

A report that includes a
Wear-te-Date chart of Total Club
Attendance followed h}'a detailed
breakdewn ef the sttendance co...

Award List

A list of members who match the
selection criteria and have a
birthday that falls within the date
range specified.

Check-in and Progress Report ...
A Check-in Worksheet listing
members according to the
selection ontens. You may select
which colurnins are visible and w...

Clubber List - Contact Informa.

A listing of Clubbers and their
contact infarmation.

The Surmmarny report provides a
list af members and their current
handboak status ncluding &

projected completion date and t...

Household Account Statements
A repart showing 2 surmmary of
househeld Fees and Payments
presented in letter form, suitable
for use as an imvoice.

Household and Member 1D List
A st of heusehold names and
nsseciated members along with
their u‘;qr-aﬁu;rwd External D5
This repeart rsy be useful as 8 5.,

Household List - Contact Infor...

A hsting of Leaders and their
contact information.

Leader Service History
This repert will print a list of
leadders and their histary of
Senace.

Mailing Labels

A report to print mailing labels for
either: Househelds, Al Members,
Clubbers Only, or Leaders Only
that meet the selection critena. ..

Medical List

A report that prints
miermibers inchuding
name, sddress, prr
infe, club and tear

Member Profile

A report that inchuc
rrierniber details am
followed by a list o
books and awands «

Mame Tags

A report to print Mi
Mame Badges. Yeu
simple peel-n-stick
uging the sheets of

Point List and Wor

Completed Handbooks

A list of members and the
handbooks they have completed
within the Club Vear or Date
Range specified. Also includes a ...

A list of rernbers 2
points. Ths report |
especially useful fo
becmese it can be u

A listing of members who have
eamed Awards. The selection
criteria allows you to sebect those
wha have, or have not recened L.

A listing of all Households and
the members within, Output
includes names and contact
infarmation.

A listing of Members with one or
more madical concems. The
report includes name, contact,
medical, snd doctor/dentist infe...

If the descriptions are no longer needed, click the Hide Descriptions button. The size of the columns
can also be adjusted. Use the Grid menu to Save the Current Grid Layout.

2. Click Open the Selected Report on the toolbar or double click a report name to open the Report
Dialog.

The Report Dialog along with examples of each generated report are shown in the following sections.
Each report type has different options that are applicable for running that report. The options used in
the dialog are saved when the dialog closes and are reloaded the next time it is opened.

3. Set the Selection Criteria - options for what groups to include in the report. This varies by report,
but many include: Club Name, Team Name, Member Type, and Member Status. For some
reports, the selection criteria includes a Date Range.

4. Select Grouping and/or Sorting Options - many reports provide radio buttons on the right to
indicate how results should be grouped and/or sorted.

5. Choose Additional Options - some reports have additional unique options. For example, several
reports allow for shaded rows, and provide a color selection option for selecting the shading color.
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6. Click Preview - displays the report results to ensure that the desired dataset is generated.

a The Preview and Print buttons are disabled until necessary options are chosen.

7. Click Print - opens a Print dialog with options to Print or Export.

Printer
pme: <56 EPSON XP-420 Series
Type: EPSON WP -42) Saries
Where:
Page Rangs Copies
Currgnt Page
Pages

Enter page numbers and,for page ranges
separated by commas, For exarple,
1,3,5-12

Pt

humber of popiss:

g8 -~

All pages in range

e Select which printer to use, which pages to print and the number of copies.

e When the Printer settings are complete, click OK.

FOF File

C:\Users | Annette \Desktop \Award List.pdf

o Select the file type, location to save the file, and which pages to print.

Click OK to export the data.
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16.1

Achievement Report

This report provides information on number of completed sections and points earned (for both required
and extra credit sections) within a specified date range. There are three types of achievement reports:

1. Individual members are listed for each club date within the range specified. [Currently not
available.]

2. Individual members are listed only once along with their grand total of sections and points.

3. Individual members are not listed, only the bottom line totals for each group are shown. [Currently
not available.]

Report Dialog

Report: Achievemnent Report ®

Description: A list of members and the number of handbook sections they have completed along with the total points
eamed within the date range specified,

Report Type

& Individusl members are listed along with a total of their sections and points

Selection Criteria Sort By
Club Name: (Al Clubs) . pGLE
Tearn Mame: {AN Tearns) o @ Last Hame
Sections C feted (high to |
Member fype  Clubbes [ o omp gh to bow)
Paints Earned (high to low)
Member Status: (Al Statuses) i
Member Code {blank = all codes)
Club Dates.... From: |11/14/2018 -
To: |11/14/2002 -
Dptions
| Apply shading to altemating rows using this color PaleTurguaise 2
Print || Preview Close
Achievement Report SI472013 [All Clubs) ASC Awana Club
AZING VIRROT CLODGTS  STouped Dy Dol CE 4917 Example Street
haarmg, Sored oy Lasl Name (A Teams) Madison, W1 53714
Required Sections Extra Cr Sections Total Total*
Date Club Name Member Compleied Poinis Completed Points ~ S&cbons Poinis
42013
Cubbies
Adington, Cherity a a 1] a a 1]
Adington, Dowdlas ] 0 9 o o 0
Eliot, Caled 2 20 a *] 2 20
Robertson, Bridoethe a L1} Q =] o L]
Saldan, Sam 2 20 a -] 2 20
Cubbées Totals: 40 1]
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Report Type # 2

Mchievement Report 842013 [Adl Clubs) ASE Merana Club
Azs VeRor Cuoners  Sonesay Lask hame 4317 Example Streat
AN Teams) Madison, Wl 53714
Summary Required Sections  Extra Cr Sections Tatal Tatal*
Wember Completed Points Completed Poinds  Seclions Points:
Algn, Dosoting [-] (-] o o 20
Alen, Mikayla ] L] o a L}
Allsn, Jaqusling ] [.] 1] o 0
Allan, Trewor a (1] 1] L]
Aglington, Charity (1] 1] o o
Arlington, Douglas a o o L]
Beadhennaimes, Kavin a 0 ] o
. Samantha a 1] 1] L]
Carson, Ben : 0 o o

Report Type # 3

Achievement Report B/42013 (il Clubis] ASE Awana Club
Aotive Visiter Clebbars

4317 Example Streat

(AN Teams) Madisen, Wi 53714
Required Seotions Extra Cr Sections Total Total*
Date Completed Points  Completed Points ~ Seclions  Points
Q2013

Cubbies Totals: 4 A0 o o 4 40
Journey Totals: o o o ] 0 10
Puggles Tedals: o o o Q Q o
Sparks boys Totals: L o o L L1 20
Sparks girls Totals: 18 180 o 0 18 220
TAT Adwenture Totals: 4 40 o o 4 To
TAT Challenge Totals: [ o o a a 40
Trek Totals: o L L Q Q &0
Club Date Totals: 6 260 o

g
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16.2 Attendance and Dues Worksheet

This report uses check boxes to show Club and/or Church Attendance. Information about Dues payments
can also be included. It can be used as a worksheet to collect information or a report to reflect history.

Report Dialog

Report: Attendance and Dues Worksheet k-4

Descrption: A report that displays 2 Year-To-Date Attendance and Dues recond fior each member.
This ray be used as a worksheet to collect info or as 8 report that reflects histery.

Selection Critenia Group By
Club Year: 2018-2019 " A
& Chub Name
Club Name: (AN Cluks)
) Chub Hame and Team Color
Member Tjpee Clubber -
Club Mame and Team Name
Mernber Status:  Active |
Grade
Mermber Code: (Blank = all codes) Gente and Team Color
Club Dates . ... From: B/20/2018 L Grade and Leader
Te: (121572018 - Leader
Include Data for Sart By
w| Club Attendance First Mame
[ Chureh Attendance
. @ Last Marne
[ tluﬁl
Options
| Apply shading to alternating rows using this colon PaleTurqueise -
Prnt || Preview Close |
Example Output
Attendance and Dues Worksheet I Cubbies ASC Awana Club
Club Year: 2019-2020 4917 Example Street
8128/2019 to 412212020 Madison, WI 53714
§ o
Active Beo e 2R =22 W o oo - @ n o
Clubber 5555599958838 5530:280 8 88 58 0atE
Arlington, Faith tw MO AOOdEEME 0000000000
cwch OO0 O0O0O0O0O0O0O0O0OOOOOOOOOOOCOOOOOOOOOOO

Dues: Total $15.50 Paid $9.50 Balance $6.00

Amount Paid This Week: §

Cleveland, Brian o Y OSSN EOO0ONESEEE0000000000
cen QOO0 O0OO0O0O0O0O0O0O0OO0O0OCOO0OOCOOOOO0OOOOOOO00O

Dues: Total $15.50 Paid $9.50 Balance $6.00 Amount Paid This Week: §
Mifflin, Aaron c M OO0 0MEEOEE0000000000

cerch OOO0O0O0000O0O0DOOCOOOOOOOOOCOOOOOOOOODOO
Dues: Total $15.50 Paid $8.50 Balance $7.00 Amount Paid This Week: §

c MO O00BEEEEO0000000000
crurch [ ooon m) O [m) Ogl00

Richie, Stephanie
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16.3 Attendance Report

This report shows a chart of Total Club Attendance (year-to-date) as well as a detailed breakdown of
attendance counts (clubbers, leaders and visitors) by club for each week.

Report Dialog

Report: Attendance Fepart =

Description: A report that ncludes a Year-to-Date Chart of Total Club Attendance followed
by & detailed breakdewn of the sttendance counts for each ndridusl club for
each week.

Selection Critera
Club Year:  2018-2015% *|
ot Name: [T -

Hete: The Cument Club Date sebected in the main toclber affects the number of weeks
displayed and the sverages are calculated based only on those weeks.

Chart
Style: Line Chart jwy @202 @30 Show values
Legend Position:  Bottom |

Pant | Fregew Close |
Example Output

Attendance Report (Al Chubs) ASC Awana Club

4817 Examgle Streat

Club Year 2013-2014 through Week 4 [R252013) Madisan, Wl 53714

T Adend ance™
1]
11
i
L]
]
1 2 3 4
W Oubters B Leadys
Wewis

Average Attendance through Week 4
Clubbers: 18 Cubbies3 Puggles1 Sparisboys2 Spedsgis2 TAT Adventue 3 TAT Challenge 4 Trek 3
Leadens 5 Joumsy 1 Spedsboysl TET Adventurel Trek2 Awsne 2

Week Date Clybbers® Leaders Wisitors Week Dale Clybbers® Leaders Visilors
1 4203 3 82013
Awara @ 1 a Awana o 2 @
Cubbies 3 & a Cubbies L L} @
Journay S 2 Joumnay 1 L [
Fugglss 1 ] Q Puggles 1 o o
Sparks Bovs B a Speris bovs 1 z °
Soanks aifls 3 L o Sowds girts 1 a b
TAT Adverture 3 1 a TET Adventune 3 2 e
TAT Challenge 3 & 1 TAT Chalienge 4 a @
Trek 2 _2 _zs Trex 2 _2 _o
18 9 1 17 8 o
112013 WL
[
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16.4

Award List

This report lists information related to awards earned by members such as award name, earned date,
received status, and received date as well as a note explaining what was completed to earn the award.

Report Dialog

Report: B k3

Selection Crtens

Club Name: (AN Cluks)
Tearn Mame: (Al Teams)
Member Fpe:  Clubber

Member Status: (Al Statuses)

Description: A listing of Members that have earned awards according to the selection criteria entered below.

Group By

el <A0MeE>

Club Mame, Grade
b Club Name, Tesm Color

| Club Mame, Team Name

Merrber Code: (blank = all codes) Club Name, Leader Mame
Bowvard Mame: (Al Awards) | Sort By
Award Status (1] | First Name
Last Name
Moward Source: Baoak, Other, Section, Section Group | =
Exclude awards relevant to entrance booklets Vertical Spacing
) Sinpl:
Date Esmed ... From: 1171472018 - Double
[hedphd waher:
To: 11714720018 - ) Triple cuttng the iepoed
ko
i Quadruple striea]
Optians
| Start a new page for each new group
| Apply shading to alternating rews using this celen PaleTurquaise e
| Print | Pregiew Close |
Aweard List ARl Clsts) ASC Awana Club
(Al Stshses) Chibbers {AIl Teams] 4517 Examale Streel
Aawands wameg from d0 3 o ATEIl Grouped by: Club Hame Madison. W1 53714
Award Selection: (All Awards)  Source{s| Book, Section Group  [Entrance booklel awards have been excluded)
Date  Award  Dats
Clubber Name Club Hame Eamed Rec'd Received Award Hame Note
Cubbies
Arlington, Charity Cubbies B1A3013 Mo AppieSeed Trail Emblem Completed AppleSesd Trail in AppleSeed Handb
Cubbies SME2013 Mo Cubbies Red Ascle Achievement Emblem Completed ApoleSeed Trail in AoleSeed Handb
Arlingion. Douglas  Cubbiées 8182012 Mo Cubbies Green Agple Achievemant Emile: Complated HoneyComb Trail in HonevComb Hanc
Cubbies 8122013 Mo HoneyComb Trail Emblem Completed HoneyComb Trail in HoneyComb Hano
Roberson, Bridgetie  Cubbies FIW2013  No AppleSesd Trail Emblem Completed AppleSesd Trail in AppleSesd Handb
Cubbies B183013 Mo Cubbies Red Apple Achisvemant Emblem Complated AppleSesd Trail in AppleSesd Handb
Sparks boys
Grean, Alonzo Sparis boys 8262013 Yes 252013 HangGlider Emblem - Green Completed Rsnk Seclion in HangGlider
Sparks girls
Allan,
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16.5 Birthday List
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This report provides a list of members with birth dates in a selected range and includes the member's
club, gender, birth date, age, and address.

Report Dialog

Selection Criteria

Club Name: (&l Clubs)
Tearn Mame (Al Tearns)
Member Type: | Clubber 1

Member Status: | Active

Description: A list of members who match the selection criteria and have a bitthday that falls within the date range
specified.

Saort By

(8 Birthday (menth and day)
Club, Birthday

Club, Team, Birthday

Age
Member Code {blank = 3l codes)
- i@ Show age enly for clubbers
DateRange.... From: |10/1/2018 [l
Tee 312013 =3 ) Show age for all members
) Do not show any ages
Options
~| Apply shading to shtemating rows using this calon PaleTurqueise |
Prnt | | Preyiew || Close |
Biirthday List - 10012013 to 10/21/2012 ASC Awana Club
All Clubs 4917 Example Steel
Clubben and Leadens with Status = (A1l Statuses) Madizon, W1 B3714
Hame Chuly Gender Birth Date Age Address
Bridgette Aobertson Cubbies Famale 10/8/2008 justturned 8 PO Box 00T
Wednesday Madison, W 53708
Jenny Upoenhaim TAT Adventurs Female  I2/200%  |usi turned 3 &858 Rathemiraight Rd
Monday Madison, Wl 53704
Janatts Douglss Journey Female 10151997 |ust turned 17 1542 Washington Ave.
Wednesdan Madison, Wl 53704
Emilv Leffies Puaales Female  10/20/20171 just turned 3
Monday Madison, Wil 53714
Emma LefMer Awwana Female 10/22 258 Pebble Drive
‘Wednesdm, Mmdison, Wi 53718
Sara Selden Cubbies Female  10/22/2008 just turned 8
Nednasds, Madizon, Wi 83714
Charles Baier Journey Male 10/25/1857  just turned 17 800 Coolidge Dr
Saturday Sun Prairia, Wi 83827
Hat Skiowith Male 107311990 just turned 2+
Friday Madison, Wi 53714
Annetiz Jones Awana Female 10/1 8 Milio Coust
F ’ Fridav '

© 2020 Leffler Systems




152 AW Cloud Database - Windows App version 5.5

16.6 Check-in and Progress Report Worksheet

This report produces a customizable worksheet for recording attendance and check-in information as well

as completed sections.

Report Dialog

k-in and Progress Keport Worksheet

Description: A workshest for recording sttendance detaids and completed sections.

Selection Criteria Group By
Club Date: 10724020138 - & <none>
N a i) Club Name
O (AR Chubs) L @ Club Harne, Grade
Team Name: (AN Teams) [E3 ) Chub Marne, Team Color
Member Type: Clubber = ) Chub Name, Team Name:
KMember Status: | Active Visitor | ) Club: Name, Leader Narne
) Team Marme, Leader Name
Member Code: (blank = all codes)
. : . Sart By
Include visiters only if they have attended since:
& First Mame i Last Mame

Info to display to the night of the Check-in Categories
@ Current bock & last section completed and blank lines to reccrd new secticns
| Other - use a column heading of:  Notes

Options

[« Inelude the following nate on sach werksheet]

Here is an example of where the Commander or Secretary can include 2 note
that will print on each of the workshests,

I'r wsing & coler printer, 5o print the Tearn Color text mgide » block of the Team's color

[wl Shade altemate rows with: PaleTurgueise | Page Origntation:  Landscape |

[+ Show an indicstor [ ~ ) next to member names wha do not have s "current” registration

| Select Visible Columns... | | Pant | Preyiew | Close |

Example Output

Check-in & Progress Report
Club Date: 105212013 Week # 5

Cubbies - A Wing

ASC Awana Club
4317 Example Straat

Theme/Event Grade P2 Madisan, W1 53714
Attendéttend In Has Has Eamed
Clubber Name ClubChurch Dugs UnlicemBible Book Bonus CumentBook B Last Req Beotion Dome  Sections Done Today

Bridgette Robesen ~ [0 OO0 O O O O O AocleSess Handbook Bear Hua 3

OO0 OO O O sonevombHangbosk

Caleb Eligt ~

AoolSed Handnook Bear Hug 7
sKipped” Linit 171

cheivaringten~ O O O O O O 0O
OO0 oo o g

Sare Selden ~

AppheSeed Hamdbook Bear Hug 2

AppheSeed Hamdbook Bear Hug 3
shopped. Unit 1.1.2

Wisitor's Hame Birth Date Grade Gender Parents Name

Home Phone 1st Time?Brought By

Hotes | Sections Completed

Mot from the Commander of Secretary;

Here s an axampie of hwere the Commander or Secretary can nclude 3 noie that
will print on each of the worksheets.

Hote from the Leader:
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16.7 Clubber List - Contact Information

This report provides detailed contact information for clubbers including Clubber Information, Parents/
Guardian Information and Household Contact Information. It can also be used to get contact information
for visitors from a specific club date while the Member Status is still set to "Visitor".

Report Dialog

Repost: Clubber List - Contact Information

Description: A list of clubbeers and their detailed contact information. This report may alse be useful for
contacting visitors frorm a specific club date while their Status is still “Visitor®.

Selection Critena Group By
Club Mame: Sparks | <none>
& Grade
Tearm Mame: (&N Tearns) = ~
Team Color
Member Status: | Active Visitar - Team Mame

Member Code {blank = all codes) Leader Mame
Sort By
First Name
& Last Name
Pant || Pregiew Close |
Example Output
Clubber List - Contact Information - CONFIDENTIAL - ASC Awana Club
T&T Challenge - Grade 5 4917 Example Streat
Madizon, Wl 53714
(Al Statuses) Clubbers
Clubber Info Parents | Guardian Household Contact Info
Blakemaore, Yvonne Wr Jossph and Claudia Blakemore  Cel Phong (325) 9874510 Jozeph
Female age 11 6132003 6000 Rodeo Dr Apt 2 E-mail jpeidsecurtyservices.com Jozeph
Gr:§  T&T Challenge Madison, Wi 53714 E-mail claudiab@gmailcom Claudia
Home Phone  B0B-555-3751 Mr, Bakemore
Clark, Penny Mr and WMrs Clark Emergency (B08) 588-5T87 Jeftrey Clark
Female age 11 47/2003
Gri S TAT Challenge Madison, Wi 53714
Loomis, Cindy Mr snd Mrs Loomis Home Phone  (G08) 655-0665 Meridath Looms
Female age 1! 2272003
Gr:5  T&T Challenge Wadizon, VWil 53714
Maxweell, Jane Wr and WMrs Maxwel Emergency  G0B-555-2227 M. Maxwel
Female age11 &M/2003 2373 Awiator Street
Gr 5 TAT Challenge MWadison, ¥l 53714
Mundy, Gillian Mr and WMrs Mundy Emergency  BOB-555-3572 BEr, Mundy
Female age 10 17272004 T08 Gerard Strest Home Phone  608-555-1853 Mr. and Mrs. Mundy
Gr: S TAT Challenge Wadison, Wi 53714
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16.8

Completed Handbooks

This report lists active members who have completed handbooks within the club year or date range

specified. It also includes information pertaining to any corresponding awards.

a Entrance Booklets are excluded from the report output.

Report Dialog

Report: Completed Handbooks

Description: A list of members and the handbecoks they have completed within the Club Year or Date Range:
specified. Alse includes a list of comesponding Award(s) and the date the awards were receoed.

Mete: Entrance Booklets are excluded from this repodt output.

Selection Critena Group By
@ [Completedin .| Year: | 2018-2015 foe @ <ncne>
@ Chib Name
Completed . “
Club Mame, Grade
Club Mame, Team Color
Club Mame: (Al Clubs) i Club Name, Tesm Mame
Tearn Mame: (&Il Tearns) L () Club Mame, Leader Mame
Member Frpe: Clubber | Sort By
Member Code {blank = all codes) () First Name
(@ Last Mame
Options
| Start a new page for each new group
| Apply shading to alternating rows using this color PaleTurquoise L]
| Print Preview | Close |
Completed Handbooks (Al Clubys) ABC Awana Club
Completed n Club Year 2011-2012 (RN Teams) 4317 Exampla Streat
I - Madison, W1 53714
Date Award Daie
Club snd Members Hame  Handbook Name Completed Rovd Rowd — Awaed Name
Cubbsa
James Uppenheim  Jumper Celebrations 4262012 4/26/2012 Cubbies Year Two Book Award
4/26/2012 Jumper VIP Diploma
Jaaueline Allan Jumpes Celebrations 4252012 47252012 Cubbies Year One Book Award
4252012 Jumoer VIF Diploma
Mera Sabello Jumees Celebrations 4132012 B 4252012 Cubbées Yesr Two Book Award
B 4252012 Jumosr VIF Diploma
Journey
Dan Harmon Galatiars and Ephesians 4292012 B 4252012 Meritorious Awars and Fin
daneita Dougles Galatians and Ephesians 4252012 F 4252012 Timothy Award and Pin
Margo Baier Galatians and Ephesians 2222012 [ 4262012 Timothy Award and Pin
Hikki Zelerks Balatians and Ephesisns  4/42012 4262012 Joumey Cestificate of Awmrd
Slephie Kasdle Galstiars and Ephesians 4182012 B 4252012 Journey Cenificate of Award
Sparkn boyw
Jared Uppenhelm Sy S0 2222012 B 4292012 Soaky Award Plague and Award Pin
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16.9 Current Handbook Status
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This report provides a way of evaluating progress in currently assigned handbooks. There are three

types of Handbook Status reports available:

1. Summary - No individual sections are listed. Statistics such as Required Sections Complete and
Average per Week are shown for each current book. Estimated completion dates and awards due
upon completion are also given to assist in year end planning and ordering supplies.

2. Detail - Lists all sections in the member's current handbook along with the date completed. A
separate page is printed for each member. This can be used as a report or a worksheet.

3. Quick View - shows each member's club and current book followed by a bar graph representing

progress in completing the required sections.

Report Dialog

Report: Current Handbook Status ®

pletion date and the o P
repart type may be used as a worksheet for tracking completed sections,

Repaort Type

@ Al meembers that match the following conditions:

]

| Inchude Entrance Bocklets (sections sppear on main book’s page if assigned)

Club Narne: Sparks |-
Tearn Marne: {Adl Teama) |

Member Status: | (All Statuses) [

Member Code: bdank = all codes) Options
A book must be at least 0 % % completed to be listed

Only those members selectad below: - !

Deseription: The Summarny report prevides a list of members and their curment handbeoek status including a projected
ding book sward(s) to help you plan your next supply order. The Detail

Cluls Harne, Last Name
Club Name, Team Color
Club Marme, Tearn Name
Club Narne, Lesder Narne

| Shade alternate rows with:

PaleTurqueise

- 'summar,-' - Mo indnadual sections are lsted, Statistics ane shown for each current and/or completed boak within
the curment cluby year. Each page displays information for up to 16 members.
Detail - Lists all sections in the member's current bock along with the date completed. A separate page is
printed for each member.
Quick View .. Lists each member's club name and current book followed by 2 bar graph representing progress in
completing the required sections.
Selection Critena Sort By
First M,
Member Fype:  Clubber | T
Last Narme

[Hote: This repart is complex and will take several seconds torun. | Print Pregiew | Clese
Report Type: Summary
Current Handbook Status as of 11202014 Sparks boys, Sparks girls ASC Awana Club
(A0 Statuses) Chubbers whe have compieted at kast 1% of 4817 Examgle Sieel
the requred sections in ther curent handbook Serted by Club Name, Lasi Name AN Teams) Madisan, W1 53714
Registered Attand - Required Sections — Ll On  Estimated
Member Info Gr Last ditend Ratio Club Hame EBook Done Avgluk® Heeds™ Compiete SchedCompletion Award|s) Due Upon Completion
Adian, Trevor 2283011 1002 Sparks boys  WingRunnar Sof#d 17 1.1 E = 82014 Sparks Second Book Amard Ribbon
Male AGEE 2 1112013 Active Cowboys
Brackenheimer, Kevin 342013 TAZ Sparks bovs SkySiermer o4l 11 14 OO0 5282014 Sparky Awaed Plague and Fin
Male Agel 2 1UA2011 Actve
Green, Alonzo 12 Sparks boys Flighs 318 Gof8 05 a 112013 Now sigibls for Sparks sndorm and book
Male AgeT 1 2200013 Inaclive Tparks Memberahip Cand
HangGider Bof4d 08 15 [z | [OQ @224 Sparks Fiest Book Award Ribton
Loomis. [ P 8 3

B2M2 102 S
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Report Type: Detail

Uppenheim, James Current Handbook Status as of 1172002014 ASC Awana Cluls
Mgls a5 7 Grade:1 Sparks bays  Tes Coked - Grasn 49T Example Sirest
Regitered: 28201 Mttendance Rato: 512 Status: Active Madisen, W1 53714

WingRunner — Required Sections — % On Estimated

Done  Avofwk” Meeded™ Complets Schedule Complstion Awiard]s) Dus Upan Complatian

Ibaem 77581 WingRemmer Handbook with Audio C0 - Wk 18cf 43 15 1.1 [ AN Sparks Second Book Asard Ribbon

Required Sections

Completed Complated Completed Completed Completed
5112083 Rank Secion 1 013 R S 12 R Jewel I3 R e X4 o JEE 201
B11300S Rank Secion 3 R Rad e 1 And Jowe T Sran e 11 Smen S 42
A1 Rl S 4 AP, M 1L Fpass, Eas 9 e g s e 4
211208 Rank Sectond B2y e Jewes 11 Green Jewel 22 S Jewed 1 i Jewe 2L
SARIOET Ran Sernen B SN e a1 frmae a3 e waw 2
BA8390] Rarm Second BUEREE Sreen S 13 e s 24 Sps sawel 41

—tEAR N 2N T LU T e 14

Report Type: Quick View

Current Handbook Statas as of 2013720139 Sparks Boys, Sparks Girls, TET Adwv, ASC Awana Club
Agive Clubbens who have compleied st lesst T&T Chall 4017 Klilvauigs Sveat
0% of tha reguired secticns Club Date 21132019 Week 28 Madison, W1 53714
Club and Member Curent Book ! P e in i
Sparks Boys

Awn, Jef Horay Comb v
Sparks Girls

Latfiee, Emity =g Thder |

P— Pty i I
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16.10 Household Account Statements

This report provides a summary of household Fees and Payments suitable to use as an invoice.

a Customize the opening paragraph text under Admin > Options > Fees and Dues > Account Statement.

Report Dialog

[Report: Howsehold Accourt Statements |

Description: A report showing 2 summary of househeld Fees and Payments
presenited in a better format, suitable for use as an invoice.

Hote You may custemize the cpening paragraph bext under Admin =
Optiens > Fess and Dues > Sccount Statement.

Selection Critens

® Pl Households with a Status of Active i

() Only the Households selected below:  (this is a list of Active households)

| Select Fees from the Current Club Year only
| Exclude Fees that are related te Dues
| Do not print statements for househclds with a zero balance

| Inchede & section listing each househald member’s name and club

[Graduated, Archived and Frospective kembers
are always automatically exciuded)

Diptigns

| | #m using a window emvelope so start the Mame snd Address block st

Print || Preyiew Close |
Example Output

Household Account Statemeant A Sample Church
ASC Awana Club
4917 Example Strest
Madison, Wi 53714

Maretti Family Househaold Members
31210 Langstrom Lane Miss Anna Maretti Trek Clubber
Madison, W1 53713 Mr Michzel Maretti Trek Clusber

Dear Awana Club Family:

This Household Account Statement 1s provided to give you an accounting of charges and credits relevant to those
family members who are participating in the club. If you have a balance due, we ask that you please help cover the
costs by dropping off a full or partial payment to the Awana Club Secretary

If you need assistance to cover a balance due, please contact the Club Secretary as there may be scholarship
funds made available through donations from others.

Bember Description liem Revd Amount Total Pd Balance Hote
Michael Dues for the 2013-2014 Club Year 9/4/2013 $17.00 $0.00 %17.00
Anna Dues for the 2013-2014 Club Year 91472013 $17.00 $17.00  $0.00
Michael  Trek One Bible Study - NKJV 91472013 $9.00 5000 $9.00
Anna Trek One Bible Study - NKIV 91472013 $9.00 50.00 §0.00

§5200 §17.00 %3500

B I BT T T S N SN
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16.11 Household and Member ID List

This report lists user-assigned External IDs and household names along with parents and others
authorized to pick up clubbers. All Household members are listed. It can be used as a sign-out sheet.

[ To enter External IDs, under Admin > Options > Members, check the box to "Show the external ID fields on
the Member form". The Member Window's Main tab will then display the external ID fields.

Report Dialog

Report: Household and Memiber ID List w

Description: A report that displeys each Household Name and user-assigned
Extermal I, Alse included is a list of associsted members and their
External IDz. This report is useful if you have a formal
check-in/check-out policy and are using this as a sign-out shest.

Selection Critena

Club Name: (AN Cluks) |
Teamn Name: (Al Teams) -
Member Fype:  Chubber |-

Member Status: (Al Statuses) -,
Member Code (blank = all codes)

»i Inchude cnly thise members who were present on: | 9/19/2018 -

Tip: After all clubbers have checked in and club night is well underway, print
thiz repert to include anly those present and uze it a2 & tign-out sheet when

chubbers are picked up.

Infia tor display to the rght of the Member names
Heading: Sign-out Signature and Time

& A blank underscored line suitable for a signature

) Mathing (and don't print the heading either)

Options

| Shade alternste rews withe PaleTurqueise

) An empty checkbex (perhaps to indicate a clubber was picked up)

Print | Pregew Close |
Example Output
Household and Member ID List — CONFIDENTIAL - ASC Awana Club
(4l Statuses) Clubbers who wera present on 925/2013 40917 Example Streat
(Al Clubs) Madizon Wl 53714
Household Hame | Parents & Others
D Authorized to Pick Up the Children 0] Members Name and Club Sign-out Signature
Alen - David, Mikayla, Dorothy Darothy Alen Sparks girs
Mr and Mrs Alen
Allan - Jack, Janice, Trevor, Jagueli Jagqueline Allan Sparks girls
Mr and Mrs Allan Trevor Allan Sparks boys
Arfington - Gavin, Marissa, Charity, [ Douglas Aington Cubbies

Gavin and Marissa Arlinglon
Jennifer Nichals (aunt)
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16.12 Household List - Contact Information

This report provides address and contact information for Households. It includes the Family Church and a
list of all members in the Household. (External IDs can optionally be shown.)

[ The External IDs are optional fields on the Member Window's Main tab. To make them visible, go to Admin
> Options > Members and check the box next to "Show the external ID fields on the Member form".

Report Dialog

Report: Houwsehold Lest - Contact Information

Description: A Iming of all Hoyseholds and the members within, Output includes names and
contact infarrmation, The ectemal IDs ane optional.

Selection Critena Einhdrm:snn:lAgﬂ
Household Status:  Active | (@ Show enly fer clubberg
Famdly Chuechy {4l Churches) = Show for all members
| Inchude the External Household and Person IDs ) Do net show for anyone
| Prnt Preiew | Close

Example Output

Household List - Contact Infarmation — CONFIDENWTIAL - ASC Awana Club
4817 Example Strest
Status = "Active’ Madiscn. W1 83714
Heuzshold Name and Address Gentactinte
Alen - David, Mikayla, Dorothy
M gt Mrg Ak

ladison, W1 51714
Famity ChunchE st Madison Baptist cherch

Alen. David Haig Inacsive Leader
Aen, Miayla Female dob: 5742008 Age: B Grade: 2 Active Sparks gris Clubber
Adan, Doty Famale &b SOWI00T Age T Gf 1 Active Sparks girls Clubber

Allan - Jack, Janice, Trevor, Jaqueline
s and brs Allan
41 Birchwood Crcle
Masgon, W1 33714
Family ChurchEss Madisss Baotist Church

Aglingoon, Famalg Aclive Leades

Alan, Jagk Maie Active Leades
Allan, Jarcs Famale ACtiveg Liader
Adan, Jagueine Female dob: 11232007 Age: 8 Grade: K Active Sparks gris Clubber
Adsn, Tl Make  Gob II000 Age B Grade: I Aclive Sparks boys Clubber
Arlingion - Gavin, Marissa, Charity, Douglas Coll Phobe  299-388-5511 Gawvin
Gavin and Marmsa Adingtos E-mail magiomigryahoo.com barmsa
35 Semedter Drive E-mail gavnaniflyahos com Gavin
Macigon, W1 33714 Home Phone B¥3-588-3035 Marissa & Gavin
Family ChunchEas Madises Batist Chunsh
Adngton, Bavin Mae Archived Leader
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16.13 Leader List - Contact Information

This report provides detailed contact information for leaders including Mailing Name and Address as well

as other (phone and e-mail) Contact Information.

Report Dialog

Report: Leader List - Contact Information

Selection Critena
Club Mame: (Al Clubs)
Member Status: | (All Stetuses)
Member Code: (blank = all codes)

| Inchude LITs

Description:  Thas report will prnt a kst of leaders and their contact infermatian.

| Pnnk

Group By
@ [enone>]
Club Name
Sort By
Furst Name
& Last Name

|| Preyiew

Example Output

Leader List - Contact Information
Active Leaders in (All Clubs)

= CONFIDENTIAL -

ASC Awana Club
4917 Example Streel
Madison, Wl 53714

Leader

Allan, Jack

Leader Journey

Allan, Janice

Leader/Other T&T Adventure

Arlington, Marissa

Leader Journey

Blakemaore, Claudia

Leader/COther T&T Adventure

Blakemaore, Joseph

Sparics Director Soarks boys

Mailing Name and Address  Contactinfo

Wr Jack Allan
41 Birchwood Circle
Madison, Wl 53714

Mirs Janice Allan
41 Birchwood Circle
Madison, Wi 53714

Mrs Warissa Arlington
358 Semester Drive
Madizon, W1 53714

Wrs Claudia Biskemore
000 Rodeo Dr Apt 2
Wadison, W1 53714

Wr Josaph Blakemore
6000 Rodeo Dr Apt 2
Madisan, Wi 53714

Cell Phone
Cell Phane
Home Fhong

Cell Phane
Cell Phone
Home Phong

Cell Phone
E-mail
[E-mail

Home Phong

Cell Phone
E-mail
E-mail

Home Phone

Cell Phone
E-mail
E-mail

(B0B) 8588555
(B0B) 8588556
(608) §TB-B787

(60B) 858-8555
(B50B) B5B-B556
(608) 8Te-8TaT

E99-588-5511
magicmi@yahoo.com
gavnarifyahoo.com
699-588-9638

(325) 967-4510
josi@secuntyservices.com
claudisb@gmail.com
B08-555-3751

(325) 987-4310
joe@securityservices.com
claudiab@gmail com

R W e Y e

Jack
Janice
Jack or Janice

Jack
Janice
Jack or Janice

Gavin

Marssa

Gavin

Marssa & Gavin

Joseph
Joseph
Claudia
Mr. Blakemore

Joseph
Juseph
Claudia
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16.14 Leader Service History

This report provides information pertaining to a leader's history of service. There are two types of
Leader Service History reports available:

1. Detailed - Includes Name, Total Years of Service and Service Pin years with details for each year.

2. Summary - Includes Name, Total Years of Service and Service Pin years.

Report Dialog

Report: Leader Senace Histony

Description:  This report will print a list of leaders and their history of service (based on the Service HiMI:.' records).
HNote: Recards used in this report are those displayed in the grid under the Leadership tab of the Member form. The Total Vears of
Service are displayed separately from Service Pin Years, which indicate years of service that qualify teward the Servige Pin Award,

Report Type
Detailed - Incledes Mame, Total Years of Service and Service Pin years followed by details for each year.
(@ Summary - Includes Name, Total Years of Service and Service Pin years

Selection Critena Sont by

Al Lesders who senved i any club year

Leader Name - Years of Service - Service Fir)

i 2008201 {
B0 Beadesdiossdnions 20 Leader Name - Service Pin - Years of Service

Wears of Senvice (low to high) - Mame - Service Pin

Leadership Role: * | (All Roles) |*

] hiigh to | = N - vice P
ClubMame:* | (2l Clubs) ™ iaars Gtsmica RightoleniHame SSavice i
Role Status: (A0 Statuses) [ Service Pin Years {low to high) - Years of Service - Name

Memriber Code Service Pin Years (high to low] - Years of Service - Name

Service Pin:

i{blank = &l codes)

(AN |
Dpticns
* Pertains to the value(s) stored in the Service History recerds, which may be

different from & leader's current role and club name. | Inclade the leader’s attendance ratio for the current year

Update Lesder Service Histary | Punt || Preyiew || Close |

Example Output

Report Type: Detailed

Leader Service History (Al Clubs) ASC Awana Club

(ANl Statuses) Leaders who senied in
2015-2016

4917 Milwaukee Strast
Madison, W1 53714

Leadership Roles: (All Roles)

Alen, David - 3 Yrs Total - 3 Yr Pin
2015-2016 Q2015 4272016 1 B

Allan, Jack - & Yrs Total - 8 Yr Pin
2015-2016 @2015 4272016 1 B

Leader

Journey Director

Allan, Janice - 4 Yrs Total - 4 Yr Pin
2015-2016 Q2015 4272016 1 B

Arlington, Marissa - 7 Yrs Total - 7 Yr Pin
2015-2016 @2015 4272016 1 B

Leader

Leader

Club Hote

AWaNa

Joumey

TAT Adventure

Joumey

© 2020 Leffler Systems



162

AW Cloud Database - Windows App version 5.5

Report Type: Summary

Leader Service History (AN Clubs) ASC Awana Club
(Al Statuses) Leaders who served in 4917 Mitlwaukes Street
2015-2016 Madison, Wi 53714

Leadership Roles: (Al Roles)

Leader Name - Tolal Years Served - Service Pin Years

Alen, David - 3 Yrs Total - 3 Yr Pin
Allan, Jack - 8 Yrs Total - 8 Yr Pin
Allan, Janice - 4 Yrs Total - 4 Yr Pin

Arlington, Marissa - 7 Yrs Total - 7 Yr Pin
Blakemore, Claudia - 8 Yrs Total - 8 ¥r Pin
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16.15 Leader Training History

This report provides information pertaining to a leader's training and qualifications including descriptions,
completion status and dates. [Currently not available.]

Report Dialog

Report Leader Training History

Description: This report will print a list of leaders and their history of training and gualifications.
~ Selection Criteria  Sorthy
Club Name: (Al Clubs) =] ™ Farst Name
Member Status: | Active =
Member Code: (blank = all codes) % Last Name
Print Close
Example Output
Leader Training History (Al Clubs) ASC Awvwana Club
Adlive Lesders as of 11/15/2014 4817 Example Street

Madisan, W1 53714

Leader Name
Description of Training / Gualification Reguired Completed Date Hote

Allan, Jack
Line Jucge Cerification Mo Ve 2242012
Eageground Cheo Yas Ve 8132003
Child Protection Training Vg Yas 1182004
Gatting Staried - Part 2 Yas Vs 8r8/2007
Gatting Staried Training - Part 1 Yas Y 81112007

Allan, Janice

Eadground Ched Yad Vs 832005
TAT Leader Basic Training Mo Ho 472012
Criantation R a5 201
Gospel Wheel Mo Yes 2872011
Child Protection Training fes Yes 11872004
Getting Staried - Part 2 b Yes B/18/2007
Getting Started Training - Part 1 s Vs B 12007

Arlington, Marissa

Badground Chedk Yes Yes Br2ev2007
Child Protection Training Yas Yes 11/8/2008
Getling Staried - Part 2 Yes Yes B/B2007
Getting Started Training - Part 1 Yes Yes BM12007

Blakemore, Claudia
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16.16 Mailing Labels

This report will produce mailing labels for either: Households, All Members, Clubbers Only, or Leaders
Only. The output is formatted for 1" x 2 5/8" 30/page sheets of mailing labels (such as Avery 5160 or
8160). It provides flexibility in selecting members (even visitors) that were either absent on a given club
date or present within a particular date range. This makes it very quick and easy to generate labels for
postcards to send to absentee clubbers or new visitors.

Report Dialog

Report: Mailing Labels =

Description:  This repart will produce cutput formatted for wse with the 17 x 2 5/8° 30/page sheets of mailing
labels (such as Avery 51560 er 8160).

Selection Criteria

Select from
& Households Al Members Clubbers Onby Leaders Only

&) with at least cne member in

Club Name: (Al Cluks) =
Team Marne: (&Il Tearns) -

Household Status: (Al Statuses) |

Exclude the Leader-enly Househabds (these without Clubbers )
mnclude only the narmes checked in the following list

Opticns

»| Do not print a label if the Address Line is blank
Show Border (Uzeful when testing peinter alignment of labels.)

Skip: 0 = Top Margin 2dp 0 =

Print Preview Close
idler Family Farmes Family - Jonah, Kim. Mathan, k Marie Svenson
£33 Presaric Drive Apt 3b £95 Countryside Lane 123 Open Sesame Strest
Madisen. Wi 53714 Madison, Wi 53714 Madison, Wi 53704
Allan Family Haley Watsan Maxwell Family
41 Birchwood Cirdle 12345 Sherioock Avenue Apt 35 2373 Awimtor Strest
Madison, Wi 83714 Madison, Wi 83714 Madison, Wi B3T14
Adingien Family Hanmon Family Moore Family
358 Semesier Drive 110 Windswepl Lane 8218 Major Ave
Madison, Wi 53714 Masdison, Wi 53716 Madison, Wi E3714
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16.17 Medical

List

165

This report lists information that might be needed for members with medical concerns including name,
contact information, medical notes, as well as doctor and dentist info.

To be included in this report, the "Include on Medical Listing" check box must be selected on the

Member's Misc. tab.

Report Dialog

Report: Medical List

Description: A listing of Members with one or mare medical concerns. The
report includes name, contact, allergies, medical notes, docter

and dentist information,

To be included in this repert, the member's “Inchude on Medical

Hote
Listing” checkbox must be checked.
Selection Criteria
Club Mame: (Al Clubs)
Tearn Mame: (ANl Teams)
Member Fppee Clubber |-

Merrber Status: (Al Ststuzes)

Member Code (blank = all codes)
Print Close |
Example Output
Medical Listing — CONFIDENTIAL — ASC Awana Club
{All Stabsses) Clebbers (ANl Teams) Al Clubs) 4917 Example Strest

Madison. W1 53714

Gr7

Baker, Charles [Chaz)

Clark, Rachael
Famake  age: 132

Madison, Wi 23714

Adier, Andy
Msis: e 12 Bl and Suisn Adle
g dob: EA22002 B33 Presario Drive Apt 3b
Alprge To: Feanuts

Cell Fhens [T1Z) S-3112
Emergency  (508) B54-208
Home Fhone (508 S57-5123

Bl Adles, father
Ariena Adler, grandmather

Ermesgency (508 SSE-35T4
Homs Phong (806 H4-4003

Sara Pawlis [meghbor)

Maie: age: 17 Riebecca Steams
G sob: 09T 800 Cootags Ov
Sun Praivie. W1 53527
Alengc To: Dust mibes
Clark, Ethan
Miale: sge: 15 Nir and Mrs Clark
Grg dob: LTRSS 15 Zaget Lane:

Madison, Wi 83714
Allergic To: lbupreden / Liceria

Cell Phone  (T15) 844320
Coll Prons  (Td1) 5528822
E-mail ethanc@mymai. com
E-mail rachaelz@yanos com
Homa Phone (T15) S5&2.0001

Docter:  Dir. Dwloes, {T15) 584.2012

Alergic To: Dairy

Mr and Mrs Clark
sob: TRZ00N 1% Zaamwn Lang
Madisen, W1 53714

Coll Phone  (715) 384320
Cell Phoae  ([741) BE2-BE22
E-mail eansGenymal som
E-mail rRCrE S anoD. D0
Home Phone [715) 32-0001

tor, D, Dwkgs, (T10) S84-2012
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16.18 Member List with Photos

This report provides a directory style list of members. In addition to the photo, the following is included:
name, address, phone numbers, club name, and team name. For clubbers, age, date of birth, grade and

parent names are also included.

Report Dialog

Report: Member List with Photos

Description: A list of members including their photo, name, sddress, prmary phone and email, an
emergency phone, club and team name, age, birthdate, and grade. Parent narmes are alse
included for clubbers.

Selection Critens Group By
Club N (Al Clubs) jw| | @ [znones
Club Mame
Tearn Mame: [All Tearns) | & Grade
Member Fype:  Clubber |~ & Team Color
Tearn Mame
Memmber Status: | (All Statuses) |- @ Lendes Mame:
Member Code blank = all codes|
! : Sort By
First Name
i@ Last Mame
| Prnt Pregiew | Close |

Example Output

Member List with Photos

~ CONFIDENTIAL - ASC Awrana Club

LA Chubs) 4517 Expmple Straat
Active Clubbers . [All Teams] Sored by Last Name

Mladison. W1 53714

Allan. Jagueline Easion. Lucas
Female aoe £ dob 11232007 Mails 308 3 00b 7122000
Gr K Sparks giris Jewels Gr 3 TAT Adventwe
Farent: Mr and Mrs Alles Farest: ki and Mrs Easion
41 Barchwood Cincie BEZ Median Lake Or

acigon, W1 33714
Home Fhoe [505) SB5-1247

Madison, W1 23714
Heene Phon (B08) BTB-5TET Jack or Janice
Caell Phone  [802) 858-85%8 Jance
Cell Phone  (B08) BSB-B555 Jack

Haedle, Stephanie |Stephie]
Famaie age 17 dob 22201587

Allan, Trevor
baie age 8 dob 312008

Gr 2 Sparks boys Cowboys Gr 12 Journey
Parent: Mr and Mg Allas Fargnt Ted & Lang Hasdis
41 Barodviood Circig 5020 Sersndpity g
Madisom. W 53714 Madison, Wi 53718

Hame Fhos (808) 5555278
Cell Phone (80§) 31-2122 Steph

Heene Phon (B08) BTE-5TET Jack or Janice
Cell Phone  (802) 8532558 Janice
Cell Phone  (B08) BSB-B555 Jack

Famaie age 14 dob 111472000
Grid Trek
: Swsam and Jog Mangts
31270 Langstrom Lang
Madison. W1 53713
Hame Fhoa (808) 555-1805
Emergency (308) 555-8804 Susan Jaro

baie age 12 dob S/28/2002
Gr & TAT Chalenge
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16.19 Member Profile

This report includes some member details and contact information followed by a list of all assigned books
and awards earned. Attendance data and detailed handbook status pages for "current" books can also
be included. This report can be used to share information when a clubber transfers to another club.

Report Dialog

Descrption: A report that includes some member details snd contact information fellowed by & list of all assigned books and
awards earned. You may slso optionally include attendance data and a detailed handbook status page for each
“current” book. Dne use of this repert would be to share informetscn when a chubber transfers to a different church,

Selection Critesia

Member Type: Chubber [

(@ All rernbiers that match the fellewing conditions:
Club Narme: (AN Clubs)

Tearn Name: (Al Tearns)

Member Status: (Al Statuzes)

Member Code: (blank = all codes)

Awaed Source:  (see Tip below)

o) Exclude swards relevant to entrance booklsts

16 slso exclude the “Section Group” auwards as well.

| Only those members selected belows: (archived members are excluded)

Sort By
First Name
@ Last Name]
Club Mame, Last Name
Club MName, Team Color

Club Marme, Tearn Name

Club Mame, Leader Name

Optians
(s Inchude Current Year Club Attendance
| Inchude Church Attendance

Inchide » detailed handbesk status

AchievementBoakChurch AttendanceClub Attendance DonationEvent | = page for all of the “cumrent” bocks

(A detailed handbook status page lists

all sectians in the book and relevant

Tip: In rmiest cases you will want to exchude the minor “Section” level awands cormplation dates.)
to #veid listing every little section sticker, and in some cases you may want

Example Output

Handbook and dward History = CONT IDENTIAL =
flor Mr Calab Eligt

prapared om 2132019

ASC dwana Club
45T Misavien Sereet
Mpsgon, W1 43714

Wemher

Firg Nare
Wadng Mame
Parentis)

Warmiar Typa: Clubbar
Status

Elot«Ern Caimh
Elsz Faee

M ad tirs e

S843 Soreryas Ln
§un Praice Wi 53887

Sear Hug Brochus (¥11) 00 S22

Hoootr Cambratons o 1ane
R Accabed = 04
T4113  Fraht 309 o 20ane
Teish  anglider 100 22535
THO!  WingRunner 00 a0
314 Son Zone (Y1) o seaame

” 34383 Evidenoe of Grace L]

92540 Appis Acees Socioet (Yrl) 100 SN0 J0NI20NA Cubbad Grean Anpl Azegy e Embles

Now eligivie: Tor Cobbies uniform and bock
AccieGeed Book Awid

Now aialie for Soaeics uniform and Bock
Scarng Verterst Card

Sparis First Bock Award Ribton

Sparg Sesmnd Book Award Ribbon

Now wligiiy for TAT WA un

Feceived Note

=

gesed Hopper Calebeations
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16.20 Name Tags

This report prints Name Tags/Badges according to the specifications selected.

" | The Code field is useful as a subtle way to identify clubbers with food allergies, special needs or if there are

security concerns.

Report Dialog

Report: Mame Tags =

Description:  Mame tags/badge inserts will be printed according to specifications selected. Tips The Code field is useful when you
need a subtle way to identify cubbers with special needs or if there are security concems.

Selection Critera

Member Type:  |Clubber

Club Mame (Al Clubs)

Team Mame=

Member Code: |

Output Size
1 258 (S ¥y
rx3r 2y e 3

@ All Clubbers that match the fellowing conditions:

(A1 Teams)
Member Status | (Al Statuses)

{blank = all codes)

T

Sont By

First Marme, then Last Mame

Last Name, then Farst Name

Tearn Colar, then First Narne

Tearn Color, then Last Name

Club Narne, Tearn Celor, First Mame
8 Club Name, Tearn Colos, Last Mame

Chsbs Narme, Farst Narme, Last Name

Club Name, Last Mame, First Name

Only those Active/Visting Clubbers selected below: Inchude the Member's
[+ Photo ) Club Logo
Only mclude members who attended club on: [+ Last Hame | Total Points
Options | Code
I'm using & color printer, so print the Tearn Coler in a block of color i Team Hame kg Allergies
Shew Border  (Useful when testing printer alignment of labels.) 4 Team Color (2 Text)
Shap: 0 3 Top Margin Ady 0 = of tags per member: |1 3 e o
| Prnt Pregiew Close
Example Output
s N ™y
Trevor Jazriel Peter I
Allan & Lawrence Brooks 'ﬁ
A 400 Purpie 1780 250 Hone:
A -
~ X )
Elizabeth Trey Ben ;
Riley lﬁ' Lawrence Carson ﬁ
280 Purple: 1740 1110 Red
\ <
s T
Nora Jane Rachael 3
Sabello -ﬁ' Masxwel Clark
300 FPurple 1880 1318 Fied
James Gillian Rose
Uppanheim @ Mundy Doyle #
170 Purple 1780 1460 Gesan
Bonnie Helen Lucy 3
Blakemars g Moble n Easton #
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16.21 Point List and Worksheet

This report lists net points earned by members. It can be especially useful for Store Night since it can be
used by the Store Keeper as a worksheet to track the number of points spent, and then returned to the
Club Secretary for data entry.

ﬁ To enter the number of points spent, select Tools > Club Store from the Main Menu bar.

Report Dialog

Report: Pomt List and Worlksheet

Description: A list of members and their net points. This report may be useful for Store Night because it can
e used by the Stoee Keeper a5 8 worksheet te track the number of points spent, and then
returned to the Club Secretary for data entry.

Tipc Go to Tools > Club Store to enter the number of poants spent.

Selection Critena Group By
Club Name: [al Clubs) ™ &) <ncnes>
Tearm Mame: (AN Tearns) - (@ Club Name
Member Fype: Clubber |2 SortBy
Member Status: | (All Statuses) - @ Finst Mame
Member Codes (blank = all codes) (@ Last Name
Options

| Print each Group on 2 separste page

| Print Pregiew | Close
Example Output
Paint Listing as of 112002014 ANl Chubs) ASC Awana Club
AN Statuses] Clubbers 4517 Example Street
(Al Teams) Madison, Wl 53714
Total Total
Hame Points Spent Hame Points Spe
Cubbies TAT Adveniure
Adlingion. Charity 55 P Andrews, Brian 120 P
Aslingion. Douglas 78 P Erackenhaimern, Kabi 110 P
Elict. Calsb 50 - Bunikgr. Samaniha 140 -
Rioberison, Bridgetie -+ I Carson, Christina 138
Selden, Sara a5 P Dimon. Myma 145 P
Journey Easion. Lucss 27 -
Bakar, Chaz s Farmes, Jorah 18
Clare, Ethan e Farmexr, Marjorie 110 I
Douglas, Janeita o — Jones, Jersmy 110 _
Grean, Ginger @ Rasche, Diane 85
Harmon, Dan @ Robertson, Tanya 180 I
. Stephie e Ssalden, Sawyer .

© 2020 Leffler Systems



170 AW Cloud Database - Windows App version 5.5

16.22 Receipts Report

This report provides a listing of Payments grouped by Date Received and Type. The Report Summary
shows how much was applied to Dues related Fees versus all other Fees. It also includes amounts for

Offerings/Donations.

[ I This report can be useful to the Treasurer to account for monies received.

Report Dialog

Report: Receipts Repart

Descripteon: A listing of Payments grouped by Date Recerved and Type. The Repart
Surnmary shows hew misch was applied to Dues-related Fees versus all
other Fees.

Tip: This may be useful a5 a report to the Treasurer to account for monies received.
Repaort Type
(& Summary (no Payment records ane listed, just the Report Summary is shown)
& Detail (each Payment is listed and grouped by Date Received and Typel
Selection Crtens
Select Payments received within the date range specified:

From: 971972018 v Tee 91972018 -

| Pant Pregiew | Cloge

Example Output

Report Type: Summary

Receipts Report ASC Awana Club
4817 Example Street
Faymenis received from 3/472013 io 22572013 Madisan, Wl 53714
Report Summary for 0472013 to W252013
Sum of Actual® Paymenis and Offerings: $40.25
Botes
Payment information Amcunt Unapplied
4 payment records in total S35 00 £0.00
4 actual® payments received 335.00 3000
Distribution of Actual® Payments Received:
Amount applied 10 Duss 3500
AT SO B DOoRE. LA
D O NOR-O0Y M PRy 3000
Offerings/Donations Received:
OfferingiDenation Fund b ~ AT AR RSOID6 0% TSR P Rpeese
Eund 1D Amaunt ey okt THE IO e I Do
2 Migsions 5525 TSN RS BINCE TREE [RURSETT LDISCTOR
- MO BECMES By e SR
3525
o Cfiering Donation amounts ane racked wesaney
Srom oarement reconse

R LW SR SV W S N B
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Report Type: Detail

Recsipts Report

Fayments received from 342013 o 3252013

ASC Awana Club
4817 Example Swreat
Madison, Wl 53714

SI2012
Cash
jis} Househald Tyoe PRaf Amount Unspplisd Payor MNots
4729 Alen - David, Mikayls, Do Cash 30.60 20,00
4724 Clam - Penny Cash 31T 30.00
4731 blaretti - Anna, Michsal Cash S17.00 $0.00
4727 Thomas - Misanda Cash 3060 30,00
4 Cash 53800 %0.00
< paymeni recoeds for 5/'4/2013 33500 30.00
Report Summary for 80472013 to W26/2012
Sum of Actual® Payments and Offerings: 34025
Maotes
Payment Information Amcunt Unapplied
4 payment records in total S35 00 £0.00
4 actusl® payments received S35 00 £0.00
Diistribution of Actual® Payments Received:
Amount applied fo Dues 33500
Amcunt applied o Books. Unifomss
and oiher NoN-0uss IBlaIRd T 2000
Offerings/Donations Received:
Fund I Offering/Donation Fund Hame Amount " “hoaar FEEODS B8 Fose M rEprese
T iy MeDEbEd T Solha08 o TS
2 Missions 85 25

171
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16.23 Registration Form

This report creates blank or pre-filled forms for registering clubbers and/or leaders for a new club year.

a Customize parts of the Registration Form under Admin > Options > Registration Form.

[ I If printing pre-filled registration forms for a new club year, run the New Year Setup first.

[ I On the report dialog under Options, choose a custom report title for VBS, Camp or other registration.

Report Dialog

Report: Regetration Form w®

Description: A report to create blank ar pre-filled ferms for registering Clubbers and/or Leaders for a new club year,
Tipz= 1) Hyou intend to prnt pre-filled registration forms for & new club year, rerember to run the Mew Year Setup fist.
2) You can customize elements of the Registration Form under Admin > Options = Registration Form.
Report Type Options
Clubbers:

Report Headings
A blank form used to register new Clubbers
r o @ Use the default headngs for an Swana club registration
& 4 Pre-filled form used to re-register existing Clubbers B Pt
e 1 Use the following for VES, Camp, or other registration
Leaders:

A blank form used to register new Leaders
A Pre-filled foren uged to re-register eisting Lesders
Customazable Colurmns (in the Clubbers sections)

Selection C & A School Marme column along with applicable data

& The Households selected below:

1 A& eolumn with & heading:
Mone selected |
) All Households (matching the criteria selected below)
Those with & clubber” sttending 0 5 or mere time™ Im the Medical Section (below the clubbeer list), display
frome |a/28,2018 o [aaeame & Clubber/Doctor/Dentist/Allergies Meds Special Needs
J [ ™

Include: [s| Dentist Info [ Insurance Info [+ Tetanus Shet
Only Hauseholds selected below that match critena above | Alterrate Madicsl Text frorm Admins Optionss Registration

| Inchude phones and/or e-mail addresses marked a4 Private
* Gradusted and Archived Members will be excluded
| Displey & summary of Fees snd Payments in the Office Use area

** Lelect zero times if this is :,v:urlirﬂ year using the database

| Cloze |

© 2020 Leffler Systems



The Reports Module 173

Example Output

Pre-filled Clubber Registration Form

Awana Clubber Registration — COHFIDEHTIAL - ASC Awana Club
4217 E cle Siresl
Club Year: 2013-2014 - Please Print - M.ui:;mm 5;':?.

Ingtnuctons Piease /e vew the following infoematon for aocuracy and maks changes 35 Needed. You may use Te baoude of mis
foem i you RGeS T MONG MO 10 WISE

Allan - Jack, Janice, Trevor, Jagqueline Ehone | E-bail Address Contaot Person
PERANE) Uk g s Alan CellPhone  (B0E) B58-B555 Jarci
Addreas: 44 Becewood Crclg Cell Phone  (508) B58-8558 Jamice
Madison, VWil 33714 E-rnai
Home
Chuch:  EamMansos Bassr Secn Emasgancy
Fleracna (other than panests) authorzed 1o pck up the chidren “0ME FRone (908) BTE-ETET Jai or Janes
Wiork Phong
Regste Childs Name Nigknarmy Birth Dad  Gendw Grads School Club Heed Book Need Unifor
O Jaguebne Alan 11/22/2007 Female _K Sparcs gris = =il
O Imvordan V62008 Mae 2 Soadobows O

am itastan in Ry, Waskly ., By other ek, Mostnly . For Special Evams
Hgia: &N bwang Chul 20w and ligena T muET BB T TR 2 g raen <k barfng warking with: thy chilgeen
Taatng ina § prioting

Terms and Conditions Office Use
adivifies such 2 hose heid daning Game: Fea

@gmm,ﬁﬂ;mﬁanw%um ety [

Hlnhwtdg!;mﬂw |u:|msrru:‘tdtudnn1fﬂ"ﬂ Hml sl
gvsl'll.lnelrrm m&mws I;.lcse wg&m!g
f oo e E 5wl bang | ssumeresprabiy o ol cxls Ay

pammmhaﬂmn‘ dildtn naurpideddubdiaoy o be ety deea | 00 O
La%‘xﬂ%#&ﬁmw mdﬂ iy chid o appear ancrgctber gererd dubphaee 2 log P
| perizson o mychldto sl Srallubemisvihanadit leds wchewert wil
ﬂ#ﬁﬁmﬂ&ﬂhmmm s Ay

| Ravi read aad Bgres 15 The Teems aad Conditons siated aboyve
X

Signature of Parent'Guandan Date
11202014 121442 P — CONFIDEHNTIAL -
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Pre-filled Leader Registration Form

Awana Leader Registration ASC Awana Club
4517 Examale Steel
Club Year: 2013-2014 - Please Print - M-m;_m Wl B3aT14
Thank you for serving mow Asvens Ol Minslry, Pease revies (e Moligming informalion Ge socunecy and make changes or sddlcns oy needed, Jnox
comgichal, sign and relurm (s Tor To an or before Tyou Ferem 2y questions, pleese conbxl
Mr Jack Allan Ehona / E-kail Addmss Contact Persen
Filing Name: angs, Jack Coll Prona  (508) B5E-B8ER Jani
Addness 41 Brchwood Circle: Cell Fhone 1508} B58-B558 Jamice
Madison, W1 53714 E-mai
Birth Diate: e Sercer  MaRm Ermemguncry
Home Phone (308) STE-8787 Javo o Janice:
Homa: ChurosEase Madiscs Baptist Churcl Wk Phone

Mwana Service History

Cub Leadershi Roie Cib Year Church Name Mote
Joumey Leader 20152014 East Wadison Baptist Cherch
Jourtey Leader 20122013 Easl Madison Baptist Chach
Journey Leader 2011-2M2  East Madison Baptist Chesch
doyrmsy Leader 20102011 [East Madison Baptist Chygech
Jourmey Leader 20092010 East Madison Baptist Cherch
MOrg S8NADE ECOrTs e on fa
Training History Medical Information sse me nack of st ifresten
Cesoription Date Mais: Allssgies / Conditions /| Special Needs or Conoer
Line Judge Certification L2012
Getting Started - Part 2 BIR00T
Getting Started Training - Part 7 &/11/2007
Backgmund Check: Bi3200a
Service Opportunities
Whan geups of childran deyou p i"i 12 week with?

Tem-Sth Gr _ G-t Gr

_ Mg __Resedbeesing  __ Couesi Teme
Terms and Conditions [Office Use
<= Enier your own chrchr approved tet here. -t-c L ithis arem o track cheby
Bems bo consder inchuding! ments, uniform and'or book:
'\-md.-.. u:v'phbcn of orher
1) Chrmittment to serve vith itegricy and bilow dub leadership protonal, requirerents, LIT ndicasor, mine
Tlmupudmehmbb:b.wngmfmrurtanﬂmm rotes, date the ink v updered in
3) sk ghout any feoncondctions, 4) g ant suthorimtion e the chunch AN, e, (Limomize the bext under
1o rum & onhdential backgosd chech, 2a m-«n = = Regetaion
Ui, ==

TR i can changs the forn by using MSWord o e Woedpad 10 composs. o cusiom s, Onos you 308

copy TR et from your adingr of chaioe and paste & into ths fiakd, Be wure o e the results by
prevEving the Regaraton form rapdrs.
| Bave read Bad Bgres 1o the Terms sad Condtons sialed sbove
X

Signature of Leader Diats

102002014 12-20:08 PM * Phona numbers and E-Mail addresses marked a5 privaie will bs considessd confidantal

16.24 Visitor List

This report lists visitor information including name, date of the visit, club visited and the name of the
member who brought the guest. There are three types of Visitor Reports:

1. List each member that brought a visitor, followed by the name of the visitor and the date of the
visit.

2. List each visitor, followed by the "brought by" member and the date of the visit.
3. List each club date along with the total number of visitors (no member or visitor details).

[Currently not available.]
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Report Dialog

Description: A list of visitors including their name, date visited and the name of the members who breught them.
(Mote: The Clubber List - Contact Information repert contains a "Visitor follow-up eptien” and is well
suited for that task.)

 Repert Type
(@ 1. List each member, followed by the visitors.
() 2. List each visitor, followed by the member who brought them and the date of their visit

(7) 3. List each club date and the total number of visitors (no member or visitor details)

Selection Criteria [ | Group By |
) Visited in Club Year: |2013-2074 © <none>
_ ) Date
o) Visited .... From: |9/4/2013 ] _
T ) Club Name
3 1 =
Tor (232013 ) ) Date, Club Mame
The *Brought By” Member's () Date, Club Marne, Team Colar
Club Name: {All Clubs) |5 ) Date, Club Mame, Team Mame
Teamn Mame: -(#II Teams) il
Member Types | Clubber A Sert By
T . () First Name
Member Code: (blank = all codes) -
(©) Last Mame
_ Options
[] Apply shading to alterating rows using this color: | PaleTurqueise gl
il | Poevew | Clote |
Example Output
Report Type #1
Wisitor List (Al Clubs) ASC Awana Club
EALEGT WG BRGN VA FOM BA2013 4817 Example Streat
B AT (Al Teams) Madisan, W1 53714
Carson, Bem [ Jenring, Saran & TAT Challangs a3
Jerring, Saren & TAT Challenge G253
[Emston Lucas 3 Jomms Jmramy 5 TAT Advertune GRS
[Enston, Luty [} Do, bhyrs. 4  TAT Adverture S25203
Humber of Members: 3 Humiber of Visitors: 4
Hete: This Reperi Typs 1 wil inchuds visilor names even if the visior has been deleisd
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Report Type #2

Visitor List [AN Clubs) A SC Awrana Club
VRIS amendng Fom 4203 0 RIS 4817 Bxampla Steet
(Al Teams)] Madison, Wl 53714

Dioe, Myra 4 Easion, Lucy & TAT Adventurs 25213

Lmreeg Daee ] Carce, Ban § TAT Challenge Q20

Camce Ban [ TAT Challenge e L B

Jorems ey 5 [Emsion Lucas 3 TAT Adventuns WIS

Humber of Visilors:

Report Type #3

Hag This Repon Type 4 will nol include The names of visihors who have been Selsted

Visitor List Summary

it of Visioes from 00201310 9252013

ASC Awana Chub
4817 Eample Strest
Madisan, Wl 53714
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17 The Inventory Module

L
E‘\Ej:’ The Inventory Module contains records for all items in the Awana Ministry Supply Catalog. It helps
track supplies of books, uniforms, awards, store items, game supplies, etc. Setting re-order levels will
help you add items to an Order when the quantity in stock gets low.

ﬁ The Order is not automatically transmitted to Awana ordering. You will still need to submit it.

The Inventory page manages Items and Orders. For an overview, see Working with Inventory.

L Approved Workman Database - A Sample Church

File Yiew Tools Window Help Today is: 1201172015 Remote Database - subscription through 1/22/2020 User: Macmi
Search Members: €L | £ vo windows are cpen= | Current Club Year: (20182019 fue|  Club Dates [8/18/2018 o] Week 4
|Hore Clubbers Lesders Househelds Checkein Ledger Awards Events Contacts Repens Inventory Admin
| ems |0ldm
BA B g | Search bnventory: (), | Show: | Iterns we use | Action - ﬁ Li=s 8-
»
3
Iteem o Mgk ltem Pig Sell
Mumber Descrption %l Use Mumber Catalog Category Base Club Status Mates aty Cost Bric
14473 “His Lowe" Bible Study - ESY (2018) w0 laam2 Curriculum Trek 15088 §
1424 “His Lewe™ Bibde Study - KWV 2018) 14433 Curriculurny Trek 1 508§
14857 “Hiz Love™ Bible Study - NIV 1584 (201) wl lddsh Currculum Trek 1 5088 %
12601 “His Love” Discussion Guide - ESV - Leader Resowrces Trek 1 803 §
14577 “His Love™ Discussion Guade - KIV » Leader Resources Trek 1 51038 §
14593 “Hiz Love" Discussion Guide - IV 1584 " Leader Fescurces Trek 1 51039 §
14585 “His Leve” Discussion Guade - NIV ~ Leader Rescurces Trek 1 039§
14521 “His Lowe" Essentials - ESV (2018) - Curriculurn Trek 1 5889
14897 “Hiz Love™ Essentials - IV (2018) - Curriculum Trek 1 %859 1
14513 “His Love™ Essentials - NIV 1984 (2018) k4 Curriculum Trek 1 $8.59
14505 “His Lowe" Essentials - NIV (2018) - Curriculurny Trek 1 sS85
14561 “Hiz Love” Leader's Guide - ESV - Leacer Fesowrces Trek 1 81888 &
14537 “His Love™ Leader's Guide - KIV w Leader Resources Trek 1 81889 §
105 iterns 3
£ . >

17.1 Items

L Click on the Inventory > Items tab to open, add, or delete inventory items.

The inventory is periodically updated, so it's unusual to need to add a new item. However, it could
come in handy for adding an item not issued by Awana Clubs International.

For items that you don't use, use the search tool or filters to find them and mark them as Not In Use.
(To speed up the process, select multiple items and mark them all with one action!)
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E> Approved Werkman Database - A Sample Chusch ]
File Yiew Jools Miindow Help Today is: 1271172018 Remote Database - subscription throwgh 1/22/2020 User: Macmi
Search Members: = ;Ng windows are cpen~ | Current Club Year: 2018-201% |  Club Date 9/18/20012 w) Week 2
Heme Clubbers Leaders Households | Check-in| Ledger | Awards | Events Contacts| Beports| Inventory  Adenin
| ez IOI:I:H
E‘,f_b' l“_d &= | Search lnventory: Show: | [terms we use w| Action ‘_u:? L= L5
If\:i::‘nber Description 4 I Use ::‘T:_‘:::“ Catalog Category Base Club Statwes MNates Fkg Cost :ﬁl
1473 “His Lowe™ Bible Study - ESV (2015) laas2 Curriculum Trek 1 808§
fa124 “His Lewe™ Bibde Study - KNV (2018) 141:3 Curriculum Trek 1 5088 §
14257 “Hiz Love™ Bible Study - NIV 1584 (201) Curriculurn Trek 1 5088 8
> iz Love” Bible Study - NKO (2018) nm---‘i
12601 “His Love” Discussion Guide - ESV - Leader Resowrces Trek 1 SI039
14577 “His Lewe" Discussion Guade - KIV - Leader Resources Trek 1 51039 5
14593 “His Love™ Discussion Guade - NIV 1984 “ Leader Resources Trek 1 §039 §
14385 “His Love” Discussion Guide - NEKIV ~ Leader Resowrces Trek 1 8039 §
14521 “His Lewe" Essentials - ESV (2018) - Curriculum Trek 1 1.5
14597 “His Lewve™ Essentials - KV (2018) » Curriculurm Trek 1 5859 |
14313 “His Love™ Essentials - NIV 1924 (2018) o Curriculum Trek 1 s899 !
14505 “His Lowe" Essentials - NKIV (2018) ™ Curriculury Trek 1 s
14561 “His Lowe" Leader's Guade - ESV - Leader Resources Trek 1 81888 §
14537 “His Love” Leader's Gusde - EJY - Leacer Rescuwrces Trek 1 81888 §
1043 iterns w
£ »
Toolbar
Icon |Action Description
r::“d Open Item Opens the selected item in the Inventory Item window. (Pressing the
Enter key with a row selected or double clicking the row also opens the
inventory item.)
[—\E‘d New Item Opens the Inventory Item window with blank/default values to create a
(Ctrl-N) new inventory item.
[-\E“d Delete Item(s) |Removes the selected item(s). We recommend not deleting items.
(Ctrl-D) Instead, set the item as being "Not in Use".
(| |Search Filters the grid to show only those items whose Description or Item #
. Inventory matches the search criteria entered in the text field. (You can also press
the Enter key to perform the search/filter.)
Show Filters the data in the grid based on All tems, Items we use, Items
we use and need to order, or Items we do not use.
_F_j] Add Item to Adds the selected item to an open order. A new Order will be created if
Order* there is not one currently open.
@ Mark Item(s) |Marks the selected item(s) as one(s) that your Awana program uses.
as In Use*
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E‘% Mark Item(s) |Marks the selected item(s) as one(s) that your Awana program does not
as Not In Use* |use.

Set Expense Sets the expense category for the selected item(s).
Category*

ﬁ-{;] Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,
or exporting data.

* These items are available from the Action drop-down menu on the Toolbar.

J Many of the actions are also available through the right click pop-up menu.

17.1.1 TheInventory ltem Window

L Opening or creating an item opens the Inventory Item window to view, modify, or enter details.

£ |ventory lterm: Wingflunner Handbook with Audio Download - ESV

lﬂslou Dﬁ&vund(lou!'—! _E:_;Adn!nﬂraer A B SO T | ‘:{; ’
Iem =: Description: {used on Fees, Awards, & Orders) PkgCQty:  Image: ®

93004 WingRunner Handbook with Audic Download - ESV 1%

Cost:® Sell Price: Oty n Stock:  Catalog Categone

$10.99 511.00 0= Cumculum -

Dretailed Descrptson |Oniuw|q Club Usage  Motes
Each handbaok features a Bible tirmefing, 12 exciting Bible biographies
and more. An sudivo download bangs the stones to life with muwsic and

sound effects.

Available in Spanish - itern 2 82392,

Catolog Status:  Supersedes ltem &: Superseded by =: Superseded Date:

|

§3004

Edit On Order: Mo Last rdered: Steck Cest: 0 Medified 5/26/2018 T:33:46 PM by System
Toolbar
Icon |Action Description
| *r Close Closes the Item Window without saving current changes.

Save and Close | Saves the changes and then closes the Item Window.

H Save Saves the changes and leaves the Item Window open.
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Add to Order |Adds the selected item to an open order. A new Order will be created if
there is not one currently open.

| |Open Order Opens the relevant order if the item is On Order. The button is disabled

- if the current item is not On Order.
Sort Determines the sort order by Item Number or Item Description
based on selection from the drop-down list.

Navigation Provides navigation options to other items in the same window.

Buttons
Located in the top right corner. Changes made to the current record
will be automatically saved.

1:_»”? Refresh Refreshes the data currently displayed in the Item Window.

’ Stay On Top Toggles whether or not the window stays on top of the main window.

General Item Information

The general information is located above the tabbed panel and includes:

Item # and Description - for items from Awana Clubs International, these fields match the Awana
catalog. For items you buy elsewhere, set as desired. The search box works on these fields.

Pkg Qty - number of items in a package. For example, if there are 5 in a package, an order of 1 of
that item results in 1 package with 5 items in it. The default is set to 1.

Cost - amount used when an item is ordered. It should match Awana's current catalog price, if
applicable.

Sell Price - amount used when a fee is created.

—1 Consider slightly increasing the Sell Price of items like uniforms and books to cover shipping costs.

Qty in Stock - number of the item you currently have. The default is 0. This value is adjusted
automatically as items are depleted by assigning books, when awards are earned, or when creating
a fee (such as for a book bag). It is increased when the Status of an Order is set to Received and
individual items are marked received.

Category - drop-down list populated based on Admin > Generic Lookups > Inventory
Categories.

—J This is especially useful when filtering the Item grid.

Image - for items from the Awana Catalog, the image is provided. For custom items, right click to
paste or load an image from a file.
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Detailed Description

This tab provides a detailed description of the item. This will normally match the Awana Catalog.

It is not unusual for Awana Clubs International to introduce new items in their catalog. Some items will
replace older items, making the older item obsolete. These inventory details will all be maintained during
the annual inventory and curriculum update. Otherwise, enter the Status in the catalog, Supersedes
Item #, and Superseded by # information.

Ordering

The Ordering tab provides information related to the ordering of an item.

Detailed Deserption | Ordenng | Club Usege Notes

Vendor Namie

Awana Clubs Intemational o

& multi-pack is available if ordered using the following lem® [+
It =2 Descnphon: Pkg Gty
93013 W ngi!-.mn:r Handbook with Audio Download - ES S
Cost:
Ty s Use the multi-pack ltermn =, Description and Cost data when
FHEEE T iterns are added to an Order

Obsolete do not order, othenaise

Hote: The feature to  When Gty in Stock of Ordes »

duto-add Rems 1o an ltern & 93004 drops to: Oty of: Of ltem =:
oader it pat -
functioning yet. 0 0.5 93m3

¢ Vender Name - selection options are determined by Admin > Generic Lookups > Vendors.

o A multi-pack is available if ordered using the following Item # - indicates a multi-pack should
be ordered instead of single items, when available. Fields for the details of the multi-pack are
enabled when the option is selected.

e Obsolete do not order - indicates an item is no longer available. When checked, the fields below
it are disabled.

e When Qty in Stock of Item # is:, Order a Qty of: - for items that are not obsolete, these fields
indicate when the item should be added to an order and how many to order. [This does not happen
automatically at this time, but is listed as an enhancement. In the meantime, set the values and use
the filter on the Items grid to Show: Items we use and need to order.]
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Club Usage

The Club Usage tab includes information on if and how an item is used in your club.

Detailed Description  Ordening | Club Usage | Naotes

o) (This 15 an item we use in o <lub
Tip: Check the box to have this item displayed in the Inventory List
when you selec “Show items we use’,

Use this tem a5 a choice in any SAWARD related drop-down list

w Lse this tem as a choice in any FEE related dinop-down list
Use thes iteérm as a choice in any UNIFORM relsted drop-down hst

This iz used for the Annual Dues for Club Year

Fee C:ﬂ;:r\,: Book »
The relevant Base Club Name (if ary) iz | Sparks -
The default Expense Category Mameis: | Designated -

¢ This is an item we use in our club - indicates the item is one you use.

Items can also be marked as 'in use' or 'not in use' on the Main Inventory Items grid by selecting items
and using the Action menu or right click pop-up menu. Multi-selecting records speeds up the process.

o Use this item as a choice in any AWARD related drop-down list - indicates the item will be
included in any drop-down list used for choosing awards. When checked, selection of a Book-level
Award or Donation-related Award can also be indicated.

¢ Use this item as a choice in any FEE related drop-down list - indicates the item will be
included in any drop-down list used for choosing fees, such as the Fee dialog.

¢ Use this item as a choice in any UNIFORM related drop-down list -indicates the item will be
included in any drop-down list used for choosing uniforms, such as the Assign Uniform dialog.

¢ This is used for the Annual Dues for Club Year: - indicates payments for dues for the specified
year should go towards this item.

The Fee for dues will generally be added during an update so this would only be necessary if you add
a fee for dues yourself.

+ The relevant Base Club Name (if any) is: - indicates the club that generally uses the item.
J This is especially useful when filtering the Item grid.

o The default Expense Category Name is: - selection options are determined by Admin >
Generic Lookups > Expense Categories.

This helps in filtering and/or grouping Fee and Line Item records to get Expense Category totals.

The expense category can also be set on the Main Inventory Items grid by selecting item/s and then
using the Action drop-down, or the right click pop-up menu.

Notes

Use this area to track any additional information related to the item.
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17.2 Orders

E

| The Inventory > Orders tab tracks past orders, allows creation of new orders, and modification

of "Open" orders. The grid's footer shows details about orders placed, items ordered and money spent
on all orders. [Also, amount spent on shipping. (There's an eye-opener!)]

By managing your inventory closely, you can be proactive with orders, reducing the number of orders
and thus saving a significant amount on shipping over a club year.

Creating an order in the Windows App does not actually place the order with Awana Clubs International.
It is only a tool to help in the process.

&> Approved Workman Database - & Sample Church

Eile View Tools Window Help

Search Members:

Today is: 1271172019

o a Mo windows ane open~  Current Club Year 2018-2015 |

Home| Qlubbers | Leaders| Households | Check-in| Ledger Awards Events Contacts| Beports Imventory  Admn

Remote Database - subscrption through 1/2272020 Uzer: Maonmi

Club Date: | 9715/20128 = Week 4

Ingrriz | Cirders:
[P Showe | (AN) - L\:'—‘b_‘ o=t Leas
Dete & Order Status E::’:nm Vendor Order= [P0 = Order Method  Ship Method  Line ez Sub Totsl | Tax i:iftping Total Paid
118207 Closed Orline US Postal . 978 W0 SO0 SITER
33072007 Clesed 330727 4 55144 50.00 $0.00 55142
3312017 Closed 4TNT 10 §13832 5000 s000  §13832 ||
8112017 [Closed {12017 [owi2d  [Onime  (UPsGround | 11| szasil 000 00| serasd] O
1/29/2018  Closed 2/6/2018 Online UPS Residential 3 55347 5000 SO00 55347
BA32019 Recened Online LIPS Residential 20 $460.96 50,00 $0.00 $460.96
6 orders 50 99701 50,00 S0.00 9T
|4 >
Icon|Action Description
Open Order Opens the selected order in the Order window. (Pressing the Enter

key with a row selected or double clicking the row also opens the
order.)

New Order (Ctrl-N)

Opens the Order window with blank/default values to create a new
order.

Delete Order (Ctrl-D)

Removes the selected order.

Show Filters the data in the grid based on Club Year. Defaults to the
current club year but can be changed.
Grid Tools Lists actions related to the grid such as: saving or resetting a grid

layout, or exporting data.
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17.2.1 The Order Window

185

ﬂ Opening or creating a new Order opens the Order window to view, modify, or enter details of an

order.

Creating an order within the Windows App does not actually place the order with Awana Clubs

International, but can assist in placing the order.

&% Order: B/3/2019

=l
! #rslose ﬂme and Close H Save i Dielete Onder 1] Print Preview y Edit Contact Info ‘f;.:_';. ’
Club Year: Order Date: Purchase Order  Order Method: Shipping Methad: Vendor Order =@ Invoice & Order Status:
2018-2018  |s=y 87372019 - Online =, UPS Residertial - Open -
Coamments: Ship To:
a Maria Zelenka
Comments entered here will appear o
" inted d - 202 Spaghetti Lane Imvoice Paid Payment Fef:
on the printed orcer rorm Madison Wi 53716
0 Mew Line ltem HS&: Line em & !"":b t?d Open knventory ltem L8 Grid =
The crder i Open. and line terms may be added, edited, or deleted.
Line #|Base Club Nperm Mumber Description Ef:;‘:;_ Pkg Gty g‘;md Cost|  Extension| -
17 Sparks Sparky Award Plague and Award Pin General 1 T 510:95 7683
18 Truth Teain 458 T&T Church Attendance Stickers Designated 28 2 5189 5398
19 Truth Teais 3053 T&T Ultirnate Challenge Baak One - MK Designated 1 3 51578 $47.25
20 Cubbies 11075 AppleSeed Tradl Ernblem Designated 5 1 5599 5699
Sparks 77881 WingRunner Handbook with Audis Dewnload - NEIV  Designated 1 1 510,95 $10.99
1 |=
21 items 13276 1297 ()
Moges - 50,00
Comments entered here will not Sales Tag: °-
appear on the printed order form. Shipping/Handling: 5000
They are for your internal use only. Total: 46056
Browse | OrderID: T1 Created 8/6/2016 11:46:43 AM - Mpdified 12/5/2019 10:50:35 AM by Tech Support
Toolbar
Icon |Action Description

Close

Tl

Closes the Order Window without saving current changes.

Save and Close

Saves the changes and then closes the Order Window.

Save

I 95

Saves the changes and leaves the Order Window open.

Delete Order

Removes the current Order.

| e

Print Preview

from the Preview window.

Displays the order in a format appropriate for e-mailing or faxing to
Awana Clubs International. It uses the information under Admin >
General > Supply Order - Default Values page. Printing is done

-

Edit Contact Info

Default Values.

Opens a dialog to edit the Contact and Ship To information for this
order which will override the Admin > General > Supply Order -
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:'E_V} Refresh Refreshes the data currently displayed in the Order Window.
’ Stay On Top Toggles whether or not the window stays on top of the main window.

Order Information

The general information about the order is located just below the toolbar and includes:

e Club Year - defaults to the current club year but can be changed. The Inventory's Order grid can
be filtered on the Club Year to list only orders within the selected club year.

e Order Date - defaults to the current date but can be changed.

e Purchase Order, Order Method, Shipping Method, Vendor Order #, Invoice # - details
relevant to the order.

The Shipping Method values are customizable under Admin > Generic Lookups > Shipping
Methods. Set a default for the Order Method and the Shipping Method under Admin > General
> Supply Order - Default Values.

e Order Status - defaults to Open when a new order is created. Options include: Open,
Submitted, Received, or Closed. The status determines what functionality is available. See the
Line Items section below for details on changes based on status.

e Submitted date - set automatically when Order Status set to Submitted, but can be changed.

¢ Comments - notes to print on the order form. This is useful if the order is mailed or e-mailed.

¢ Invoice Paid - indicates the invoice was paid. Enter additional details under Payment Reference.
¢ Notes - additional information related to the order that does not need to be printed on the form.

¢ Sales Tax and/or Shipping/Handling - enter amount(s). The Total is automatically calculated.

Contact and Ship To Information

E The default Contact and Ship To information used on most orders should be set under Admin >
General > Supply Order - Default Values. To use different contact and shipping information on the
current order, click Edit Contact Info to display a dialog for setting those values.

Order Contact and Shap To =
Contact Person Save and Close
Hame: Maria Zelenka Cancel

Daytime Phone: |(508) 555-9721

E-Mail Address:  mariaz@shavwneelink.net

Shap To
HName: Maria Zelenka
Address Line: 202 Spaghetti Lane
City / 5t/ Zige Madisen Wi s [53T1E
Hete Changes made here to the Contact and Ship Te infe apply only to this

single order. If you need to change the default values for all fubure erders, go
to Admin > General > Supply Orders - Default Values.
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Line Items

1 The line item grid behaves differently depending on the Order Status value as follows:

1. Open - indicates the order has not yet been placed. This is the default when the order is created.
Line items can be added to the order. Each item should have a line item entry in the grid. The
following tools are used while the Order is Open to add the line items:

Icon |Action

Description

=+ |[New Line Item

Creates a new row. Either select from the drop-down list or type an
Item Number or Description. Update the Expense Category and
Qty Ordered fields if needed. The Line #, Pkg Qty, Cost, and
Extension are filled in automatically.

a The Item Number or Description must match an item in the
Inventory Module. As you type, the list will be filtered accordingly. If
no match is found, a Warning dialog appears.

/4 Changing the Cost value in the line item will change the Cost in the
Inventory Item also! This makes it easy to keep up with mid-year
price changes.

Save Line Item

Saves the changes to the Line Item.

Delete Line Item

Removes the selected Line Item from the Open Order.

| |[New Inventory
Item

Opens a blank Inventory Item Window to create a new item if an item
does not exist that needs to be added to an order. Once the item is
created, then click the New Line Item button to add it to the order.

| |[Open Inventory
Item

Opens the selected item in the The Inventory Item Window in order
to see more details.

L' Grid Tools

Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.

2. Submitted - indicates the order has been placed. Setting this status fills in the Submitted date. It
prevents line items from being added, changed or deleted.

3. Received - indicates the order has been delivered. Setting this status adds the Revd, Qty Revd
and Qty on B/ O (Quantity on back order) columns to the grid. As an item is marked as Rcvd, the
Qty Rcvd defaults to the total Qty Ordered and the Qty on B/ O defaults to zero. If an item was
back ordered, update these values as needed. As each Line Item is marked as received and posted,
the quantity received is automatically added to the Item's Qty in Stock.

Inventory item cost values can be updated by making corrections to the Cost field for a Line Item on
the Order Form. If adjustments need to be made to a cost while checking in received orders, make the
correction on the line item and the new cost will be updated in the matching Inventory Item record.
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£ Order: 8/3/2019

i ‘Tﬁlou ‘_@iwe and Close L—! Save i Dielete Crder = Print Preview .;Vd Edit Contact Info @ ’

Club Year Order Date: Purchase Order: Order Method: Shipping hMethod: Vendor Order &1 Inwvioice & Order Status:
H018-20019  |aef 87372019 - Online =| UPS Residential | Recerved -
Carnments: Ship T Submitted:
Maria Zelenka »
202 Spaghetti Lane Payrrierit Ref:
Madien Wi 53Ti6
A Ty SoveLineRtem & Detet I 8 Open toventory em | [ Grid -
I The arder is Recerced. Revd, Gty Revd, and Cost fields may be edited. I
L.:e ET:; :ﬂ:‘hﬂ Drescription E‘::;::}_ m od g::md SZH lélrtg)un Cost Extension &
16 Awana T9555 Exeellence dward and Pin General 1 b 13 13 o 51058 513767
17 Sparks T4352 Sparky Award Plague and Award Pin General 1] e T 7 o $10.58 57643
18 Truth Tr 432%9 T&T Church Attendance Stickers Designated [ 2 2 o §les 5308
19 Truth Tr 80531 T&T Ultimate Challenge Book One - MDY 3 (] 3 $15.75 §47.25
20 Cubbies 11075 AppleSeed Trail Emblem Dresi 5 1 (] 1 S6.58 $6.99
21 Sparks  TTSE1 ‘WingRunner Handboak with Audio Dewnlead 1 1 0 1 S10.89 51099 =

$132.76 41297

w |

You will not have to manually update your

Nojes: inventery records when you receive your supply Sales Tax: $0.00
order because as you mark each line item as Shipping/Handling: $0.00
received, your inventory Qty in Stock values are Total 460,08
automatically increased by the Qty received.
Edit Qrd 33 AM by Tech Support

4. Closed - indicates everything related to the order is completed. Setting this status prevents the line
items from being modified.

Expense Categories

The Expense Category field identifies a budget category for each item. The default value is based on the
corresponding Inventory Item record's Expense Category value, but can be changed in the Line Items
grid. The selection options are determined by Admin > Generic Lookups > Expense Categories.

" | To quickly get a total of how much is being spent on an order from various budget categories, drag the
Expense Category column header into the grouping area above the grid. (Note: If the Group By box isn't
showing, click the Grid button in the toolbar and select "Show Group by box".)
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18 The Admin Module

Since there are many ways to run an Awana Program, there are many ways to customize the Windows
App. The Admin Module provides lots of customizing options. Be sure to explore each tab!

File Miew Jools Window Help Today is: 8/31/2020 Remote Database - subscnption through %/21/2020 User: Eve (1of 2 logged in)

Search Members: L L Mowindows are gpen = Cument Club Year: 2015-2020 | ClubDate: 472272020 |»| Week 33 of 33 (last Week of the Sth Gtr)

“

Home | Clubbers | Leaders | Households | Check-in | Ledger &wards Events| Contacts| Beports | Inwventory | [Admin

3 [
o General &3 Generic Lookups t‘\._,, Awards | | g, Options L_:_ Curticulum E_L Users Lﬁj Club Setup

Club Names, Logos, Dues and Points | Club Calendars | Club Assignments  Grade Assignments | Team Names  Custom Fiekds

show: 20102020 [wf | ) B Wew ciub B Detere ciub | [F2L

Club Year 2015-2020 2015-2020 2018-2020

k]

Saarting Date !

Ending Date A2 4722120

Meeting Dary Wednesday Wednesduy ‘Wednesdey Wednesday W Wedn

Number of Weeks EE] 13 3 3 3 EE

Bage Club Biwang Cublies Truth & Training  Truth & Training  Trek Sy

Club Marme Biwang Cublies TETUA T&TUC Trak: Sy

Logical Order 2 30 0 1 52 &0 80/
X h,

A 2 @& =1 ]

O )\

Weekdy Dues Amount 50000 5050 40.50 4050 $0.50 50.50 £0.50/

Arimusl Dues Amount 50000 51550 £15.50 £15.50 £15.50 $15.50 $15.50/

Fioom Location

Pts for attending Club o 12 10 (1] 10 10 0 s

* Denotes a column whode Display Name is customizablé under the Custom Figlds tab

e General - pages for Club and Church Info, Local Awana Missionary, Supply Orders, and Notes

e Generic Lookups - custom values used in many drop-down lists throughout the application

e Awards - settings for Book, Attendance, Event, Leadership Service, and Journey Pin award triggers
e Options - customizable settings that affect how the database works in a variety of situations

e Curriculum - details for all generic handbooks including specific Section Group Awards

e Users - user accounts for all persons who will be granted access to the database

e Club Setup - overview of Club Names, Logos, Dues and Points; Club and Grade Assignments;
Team Names; and Custom Fields. The New Year Setup process creates the Club Calendar records.
Themes, Offering Funds, and Notes for each week can be set under the Club Calendars tab.

18.1 General

4 The General tab includes information about your Church, Awana program, and Local Awana
Missionary, the default values of Supply Orders and a place for Notes. Some of the information is for
reference purposes only. The fields in these tabs are pretty self-explanatory.

Club and Church Info

The church's contact information given on this page is used when generating reports and creating orders.
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|L&w|ﬁ&mw'%}m-m | & Options | §:5 Curmcuum | By Users| B8, Club Setup|

! CMMMMHMIMMMM Supply Order - Default Vabues | Notes |

Church Mame®:

Club Mame:

Pastor Name:
Commander Name:
Liddress Line 1:

City / State / Zip:

Phone Number:

E-Mail Address:
Web Address:

* Remermber to custornize your Church Name under Admin > Options > Regestration Ferm > Terms and Conditions

A Semple Chureh

ASC Awana Club

Ilike Farrmer

Thaddews Zelenka

2917 Exarnple Strest

Madizon Wi |

{608) 222-2255

aachfe.cng

Local Awana Missionary

33714

Club: Charter Mumber:

123245

| All clubs meet on the same day (night) each week

191

The Awana Missionary information is for reference.

| Home Clubbers Lesders Households Check-in Ledger Awards Events Contscts Reports| Inventory| Admin

| Chub and Church lnfohmﬁwﬂwom-wmm'm!

Missicnary Namae:
Address Line 1:

City [ State / Zip:

Qffice Phone:

Hame Phone:

Cell Phone:

Fax Line:

E-Mad Address:

Jasen and Leshe Cunningharm
26 Ventrue Ct.

Appleton Wi w| SB2%6

T77-555-1111

666-333-6990

jleun@blastang

| General |«M ﬁmw'\h dwards | | gy Options| {15 Currcutum | By u-m-“% Club Setup|
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18.2

Supply Order - Default Values

This information is used when creating orders from the Inventory Module.

| Home Clubbers Leaders Households Check-in| Ledger | Awards Events Contscts| Reports  Inventory | Admin

|4_x_§w.|l|_‘m Generic Lookups | 15y Awards || g Options 3| Cumiculum | By users @ouhsuup'

Club and Church Info Locnmquisiiuwyhmom-deﬂm-!Hom'

Customer =: 3555553353 (Church ID according te Awana)

Registration = wsnmn (Example: "USH00112" needed for MGD)

Contact Name: Maria Zelenka

Daytime Phone: (608) 5555721 Ordering Method: | Online |~

E-Madl Address: manaz shawneelinknet Shipping Method:  UPS Residential |

Awand's Phone 1-866-292-6227 - Use the following “Ship To” Mame snd Adddress that is ddfferent
from the Church’s name snd address when creating new orders

Awana's Fax =: 1-877-202-6232

Awana's E-Maik awanaseniceawana.ong MName: Maria Zelenka

Awana's Web Site: WL BN O/ Stare AddressLine: 202 Spaghetti Lane

Ruwbnia's Address: PO Bow 587 City / 5t/ Zipe  Madison Wil w| (53716

Awana's City/St/Zip:  Streammwood, IL SI0OT-0527

Display a rerinder cn START UP if there are any “Open” orders
that have nat been submitted

- Display 2 reminder on SHUT DOWN if there are any "Open” orders
that have not been submitted

Notes

This page is for keeping any additional or miscellaneous information you need to track.
Generic Lookups

B8 The Generic Lookups tab contains a list of categories of drop-down lists used throughout the
Windows App. Select a category on the left to display the selection options on the right.

{ A Goners . gy Gansic Lookupar| sy Amards | (g Options | {3} Cumicuturn | Gy sers | 3} ot Seup|

e

Generic Lookup Values are used to populate the varisus drap -down lists throughout the datsbase. You may customize the items by selecting a eategary and then aditing the
walues in the grid.

Carrier Mame damain 21
Click here to add & new row
City, State, Zip »|Aliel messsge.alitelcom
Comm Types ATET tetatt.net
Centact Purposes
Contact Relationships BellSouth blsdcz.net
Contact Types Boost Maobile myboostmobile.com
Events Cellular One mahbile.celloneusa.com
Expense Categories Cellular South csouthl.com -
Irventory Categones
Languages Cincinnati Bell gocbw.com
Leadership Training Cricket mimiscnicketwireless.met
R
5:Il|eusul Mames Einstemn PCS einsteinsms.com
Secticn Group Narmes Metro mymetropcs.com
Shipping Metheds Sprint messaging sprintpcs.com
States = P
Titles T-Mobile tmomail.net
Venders U5 Cellular email.usce.net
Venmn wtewt cam ~

L R T (s 0 A I
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¢ Use Click here to add a new row, or the '+' (plus) below the grid, for a new record. In the
blank row, type the new value then press Enter or click the checkmark at the bottom of the grid.

e Use the '-' (minus) below the grid to remove a record. Click OK to confirm deletion.

e To modify a record, select the value and type the new value. Press Enter or use the checkmark to
accept the changes. Use the 'X' to cancel the changes.

18.3 Awards

L,

%2 The Awards tabs indicate the awards that trigger for handbook completion, or by attendance or
event participation. These generally don't need to be modified. In the rare case that updates are needed,
follow the instructions below.

ﬂ If an award item isn't in the drop-down list, open the corresponding item in the Inventory Module and
ensure the Use this item as a choice in any AWARD related drop-down list is selected. Also, if
needed, select This item represents a Book-level Award below that.

If your club gives awards that are different than those purchased from Awana Clubs International, add
those items to your inventory then refer to them as instructed below.

Book Awards

This tab manages the awards that members earn when a handbook is completed. Some book awards
are associated with a specific book, while others are based on the number of books completed.

Book-specific Awards for all grades

This tab manages awards that are related to a specific handbook. For each Base Club selected, the
associated books are listed. When a Book Name is selected, the associated awards are displayed.
Use the buttons below the grid to add, remove or modify these awards.

¥ General ‘% Generic Lookups \ﬂi-:.l.’ Awards || @ Options L:_; Curriculum E{) Users E: Club Setup
(]
 rm |

L]
Book Awards | Attendance Awards | Event Awards  Leadership Service Awards | Joumney Pin Awards

Come Boak Awards are astocisted to & specific boak, while others are based on the number of books completed while in the same dub fi.e. Cubbies). Clubbers in grades 3 through 12
parficipate in Awana's Cumulative Book Award Syitem [Excellence, Challenge, Timothy, etd.

Book-specific Awards for all grades | Curmulstive Book Awards for grades Pre-2 | Curnulative Book Awards for grades 3-12

Base Club Hame Book Hame 25 Awards Specific to the Selected Book A |item = Effective  Expiration

Awana Hopper Celebraticns Click here to add & new rov W
Fuggles
Sparks Character Builder 1 “

Truth & Training Character Builder 2
Trek
J..r.e Apple Acres Bocklet (Yr1)

Jowmey Apple Acres Bocklet (¥rZ)

Children

FeamkiD

TeamKID Pregchos) HOI'!&:.':OI'“'D

TeamKID Younger

TeamKID Cldér Bible Bees

Yauth Bible ABC's 3 b e | e o 3
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Cumulative Book Awards for grades Pre-2 (& 3-12)

When a book award is not associated with a particular book, but with how many books have been
completed, the award association should be done on one of these pages. Select the Club Name and
# of qualifying books then add, remove, or modify the awards in the grid on the right.

g General | 44 Generic Lookups| Ty mwards || g options {5} Cumiculum | By Users .E., Club Setup|
H 2
| Book Awards | Attendance Awards | Event Awaeds | Leadership Service Awards | Joumey Pin Awards

Some Book dwards ane sstociated to a spacfic baok, while sthers ane based on the number of basks completed while in the tame club [i.e. Cubbies). Clubbers in grades 3 through 12
participate in Awans's Cumulstive Book dward System (Excellence, Challenge, Timathy, ete).

Bock-specific Awards for ol grades  Cumulstive Book Awards for grades Pre-2 | Cumulstrve Book Awards for grades 3-12 |

‘When the member's Base | .. and the = of "
IClub Name ks qualifying books is: -.. then the Award(s) would be:
l'f\ £ Teaining é FAuwvard Harme 4 ltem ® Effective Expiration
el

P — e e
Jesmne: 4 .
chiren 5 » Third Back Awerd [s621__Ji/1/1950 _lesso2o0
TeamKiD ¥ounger & Challenge Award and Pin TR T2 12317203
TeamkID Older T
Wouth 8

8

] L

by = 3 £ n, >

Attendance Awards

This tab manages the awards given to clubbers when they attend Awana or Church consistently. The
awards are generated by using Tools > Attendance Awards from the Main Window's menu bar. The
grids in both the Club and Church tabs work the same way but refer to different awards.

/A Genersl| | 33 Generic Lookups | 153 mmi_ﬁ options | {12} Camicutum| % Users| 85, Club setwp

B2

MM.MMM Event Awsrds | Leadership Service Awards | Joumney Pin Awards

Select which clubs to include in the caloulstions for Club and Church Attendance Awards. After sttendance has been recorded for the last week in each Quarter, you
will need ta run the procedurs that will generate the Attendancs dward racords. From the main menu, select Tools > Attendsnte dwards,

Hate: The 130 Semedter includes the dates inthe 150 and 2nd Quarters. The 2nd Semester incudes the dated in the 3rd and h Cuarters. (The specific dites withan &
given Cuarter are accessible under the Admin > Club Setup > Club Calendars tab.)

Chulb Attendance ;Cmmeﬂﬂan:e

Eaze Club 4 |Include |Tenm s:‘;::mrqw“ Aoward Name :::': 1

Awana CQuarter 1

Cubbies Semester 2

Joumey Quarter 1

Mursery Cuarter 1 .
> N T e I - icvement Jewel - e

Truth & Training o Cuarter 1 T&T Club Attendance Stickers 48881

Trek Cuarter 1

Puggles Cuarter 1

v

b o e |

e Check the box next to each Base Club to Include it in the calculations for Attendance Awards.

e Club Attendance awards are normally given Quarterly and Church Attendance awards are given per
Semester (every two quarters), but the Term can be changed as needed.

e Set the number of Absences Allowed Per Term.
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e Select an Award Name from the drop-down list by scrolling or typing the name. The Award Item
# will be filled in automatically.

e Clubs can be added or removed by using the buttons below the grid.

Event Awards

This tab manages awards earned by clubbers who participate in an event. The list of events is
determined by Generic Lookups > Events. Select an event, then use the grid on the right to add, modify,
or remove associated awards. These awards will appear as options to select in the Event dialog when
using the Event Module.

L/ General || 33 Generic Lookups ‘:33 MN‘IGIE Options L@cum:ulum _?_u,Um B8, Ciub setup

H =
Book Awerds | Attendance Awards - Event Awards | Leadership Service Awards | Joumey Pin Awards

Use this page to establish dwards relsted to Events you have created under the Events categary of the Generic Lookups tab. Select the Event from the list on the left
Bndthen sdd or edit relsted Awards. Note: When ereating Event records for indiidual Members, you will be able to elect the swards that sre applicable to the
member. Tips: You can cear a dropdown list item with Alt-Backspace. If you do not see the Award Hame you are looking for, remember that & comesponding
Inwemtary Wem record must exist and be designated a3 sn item that thould sppesr as & chaice in any Award list boxes.

A

Event Name Award Name Iteers = Sodt Ovder Default |~

Geand Prix Click here to 3dd & new row

Journey AwanaGames » Blue &wanaGames Participation Patch ‘“

Journey Quizzing Grean AwanaGarmes Daticipation Pateh 83635 o =

Leader Basic Training Fed dwanaGames Participation Patch 23819 ]

Sparks-a-Rama T&T Bronze First Plsce Medal - AwanaGames 51713 o
>|T&]’""'J““‘“G"""ej T&T Fourth Place Ribbon - AwanaGames 52193 ]

TET Cuizzing L1 | TET Sexend Place Ribbon - AwanaGarnes 5177 o

Trek AwanaGarnes i TET Third Place Ribban - AwanaGames 2185 o

Trek Quizzing Wellow AwanaGames Participation Patch 83543 o

-
F [ = e 2 )

Leadership Service Awards

This tab provides a setting for the number of times a leader must attend to earn a full service year credit
(and count toward a Service Pin). The default is 24, but can be changed.

“3i This requirement is evaluated each time a leader is marked 'present'. If the leader meets the attendance
requirement, the Leader Service History record for the current club year is updated to show the service
"counts" for 1 year of service and the leader qualifies for the Service Pin Award.

G General| | gy Generic Loskups | 153 Awerds || g Options| 5| Curcutum |y Users| @) ciub Setup

had
H =
Book Awsrds | Attendance Awards| Event Awards || Leadership Service Awards| | Joumey Pin Awards

The system will automatically create a Leader Serdce Histony record for gach leader. This record semves a5 » placehalder 1o
acknowledge that a leader has served in a particular club year. However, 10 eam a Tull service year credit and the Senvice Pin
Award, the leader must meet the Tolewing sttendance requinement.

A leader must attend dub a1 beast 24 times in the cement dul year 10 &R & Tull Senvioe year fredit and the Senice Pin,

Hate: This attendance requirement is evaluated each time a leader is marked as being present during a cub date. H the leader
s et the attendance requintment, their Leader Service History necord Tor the cument Cub year will Be updated 10 show that
ihe senvice "counts” Tor 1 year of service, and that the leader has qualified for the Service Fin Award.
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Journey Pin Awards

Journey clubbers earn Achievement Pin awards for completion of requirements during each year in
Journey. This is independent from the cumulative book awards (Excellence, Timothy, etc.). This tab
provides the details for these awards.

The requirements in a given club year have changed over time. For a while, there were 2 Study books
that needed to be completed along with Bible Readings and Service/Training items. Later, the
curriculum returned to a single handbook. The database has been updated to handle those changes, but
given the number of ways an Awana club can implement the changes, there could be clubbers whose
time in Journey spans the change and makes evaluation difficult. You should be aware of the specific
situation for any given clubber to verify all requirements set by Awana Clubs International are met.

The grid includes details for the awards based on credits for each year the requirements are met. Itis
similar to the Cumulative Book Awards tab, but is limited to completed Journey items. Under the older
curriculum, completion of 2 Study guides and a Bible Reading plan (which includes the Service/Training
items) counts as 1 year credit. Under the newer curriculum, handbooks include the Bible Reading plan
and the Service/Training items so count as 1 year credit without additional requirements. The relevant
pin is awarded based on the total number of credits a clubber has earned.

A General 33 Generic Lookups "_LU-, Awards g Options L, Curriculurm 9_:_ Users .,Igg Club Setup

1] | [
a3 i

Book Awards | Attendance Awards | Event Awards | Leadership Service Awards | Jowmey Pin Awards

To eaen Journey Achievement Pin Awards, dubbers must: 8] complete 2 Study Books, B) meet the Service/Training requirements, and < complete a Bible Reading plan
within the same dub year

Effective | Expiration ;::;:I:::::':a Award 1 Marme ;:_:':1 Award 2 Marne I';r"r::: e
» 12 1 Journey Year 1 Achievement Pin BIE13

1/ 12431720 2 Journey Year 2 Achievement Pin B1E21

1 12/31/20 3 Journey Year 3 Achievement Pin 81630

1/1/2000 1243172030 4 Journey Year 4 Achievement Pin Bless 0825

b = 3|

18.4 Options

25 The Options tab provides a variety of customizations. These options have defaults that reflect the
most common uses among Awana programs, but allow changes to meet specific needs.

When getting started, if all of the options are a bit overwhelming, just start with the defaults. If you ever
wish something was done differently, check back here to see if it can be changed!
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Members

This tab provides options related to Member windows.

| Genensl || 34 Genesic Lookups | sy Awards | | Dplimll,;g}-:um':ulum B e 39 cuubserwp

!:'_‘_ b _:ICM-h Registration Formm and Reports | Inventory snd Ordering | Misc| Fees and Dues

#| Use a member's Tithe when deri“ng the I.|.||rmg Name L':.g. Mizs Suzie Smith)

i Apply the default ares code when entering member phone numbers Tip: The Default Area Code is used when entering member phones.
For example, f your defsult srea code is 222, then when you type
Default Area Code: 608 5551212 and press Tab, you'll get a formatted result of: (222)
| Use the Church's City, State, and Postal Code a5 the default values when creating new members

Tip: Regardiess of whether or nat you select this aption, you can ahways skip the City and State fisbds [leaving them
bilank] and enter & Postal fode snd the City and State values will il in sutomatically based on entries fod "City, State,
Zip" under your Generic Lookup Values,

| Use our Church Mame 25 the default Church Name value when ¢résting new members
o) Crvenwrite City and State values when the Postal Code changes and a matching recerd is found in the lookugp table

| When tabbing through the address fields, skip the City and State and go directly to the Postal Code field

Tip:  you prefer to enter the Postal Code first 5o that the system will always legkup the matching City and State
walues, you Can use this feature to set focus inthe Postal Code field a little faster.

| Allow member records te be saved without an address

o) Show the External ID fields on the Member form (External IDs ray be used as a link to your Church Database)

Check-in

This tab provides options that deal with the Check-in Module.

A General| | 3 Generic Lockups |15y Awords || 5% W![@Cunﬁ:ulum B vsers| 38, club senup|

Members|[Checkin] | Registrtion Fom snd Reports | Inventory snd Ordering | Misc | Fees and Dues

SpeedCheck Notes abeut the Point Categonies
'When the SpeedCheck feature is turned » The point values fer the varicws Check-in categories (Attendance,
on, 5!|¢f-.‘ fields that should be checked Unifgern, Bible, Book, and Sections ete) are used when caleulsting the
mﬂumallc:lllg when the Club Attendance Total Points on the Check-In Screen. You mﬂ}-‘mpmuelﬂ of these
checkbiox is checked, point values under the Admin > Club Setup screen.
Church Attend - i you de net want 1o use » particular point category (e.g. 55
Dues Pd v Attendance), use the Quick Customization options on the Check-in
Uniform i sereen and samply hade the column. (Mete: The Quick Customaze
- button is the tiny button in the upper left comer of the gnd|
Bible .,
Book o = The Check-in point values 2pply to all weeks of the cument chub
Bonus year. This, changes rmade to any values in mid-year will retroactively
affect the total points for all prior weeks of the current club year.
Custarn_1
Custorm_2

Hoete: Hidden celumng will not be affected by
the SpeedCheck feature.

Hete: Custom field names may be edited under
Adrmin > Club Setup > Custom Fields

Registration Form and Reports

This tab provides options related to the Registration Forms. There are several tabs. The Clubbers and
Leaders Registration Forms can be customized individually. If the Clubbers / Leaders radio button is
available, use it to switch between each form.
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Terms and Conditions

This tab provides customization of the text in the Terms and Conditions section of either the Clubbers
or Leaders Registration Form.

A General | | 38 Generic Lookups | 15 Awards | | Dpuml[@ Curricutum | B Users| B Club setup|

Members | Check-In | Rege MEMM“WMM Misc | Fees and Dues
Terms and Conditions |ishu|:bo|s and Background Check | Office Use | Alt Medical Text ission Defaults |
Form Type: @ Clubbers Leaders
Terms and

1) | undarstand thal my chdd/chddian may particpate n physical scinibies such as thote held duing Game
Conditions Tirnee s wath sy physical sciily, there = 5 sk of mpip. |y secept ths fisk snd hold harsless liom sy
kel bsbality, [cuw Chaurch Noammes] and srrp pessons imvobved in the Avesna Chub mirstry.

= e T St e

Instructions and Background Check
This tab allows personalization of the instructions or background check notices to be included.

13} cumiewum | By users| B8, ciub Setup |

|1rwmoq~anaﬂrﬂuing Whic  Fees and Dues

| Genenal| | 3 Generic Lookups hml@ﬂw«m

| Members | Check-ln|

| Terms and Conditions | | ions and Backy *Chuk|om«uu Alternate Medical Text | Permission Defaults
Form Type: @ Clubbers | Leaders
Instrue tioms:

Tead entered in this field [up to 3 lines) will appear at the top of the PRE-FILLED Registration form and would typically be
used for 8 welcome followed by instructions for making comections to the data contained in the PRE-FILLED form:

Instructions: Please review the following infermation for acouracy and make changes as needed. You may use the
backside of this farm if you need mone reom Lo wite, if you heve sny quedtions, pleate contact our Awans Secretsry
at BOE-235-3553.

Text entered in this field (up to 3 lines) will Appear a1 the top of the BLANK Registration form and would typically be used
for & welcome followed by instructions for completing the form:

Office Use
This tab allows customization of the office-related information to include on the Registration Form.

12} cumicutum | B vsers' 38 Ciub setup|

ilmmpymdﬂdung Mizc | Fees and Dues

|| A General | | gy Generic Lookups | 15, Awards | g% Options

| Members  Check-In

Tarrnis nd Conditions | Instructions and Background Check| Office Use | Medical Text igson Defaults |
Form Type: & Clubbers () Leaders
Diffice Use
This section appears in the lower fight corner of the Registration Feei
Form. You may cheose to use this area to keep track of amounts
owed and list the cest of various items such as handbooks and g;”: e
unifarms. |t may alse be the area where you indicate payments u ° _—
z nif orm
received. = T
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Alternate Medical Text
This tab provides the option to use a customized alternate text on the Clubber Registration Form.

| b General| | 48 Generic Lokups |15y Awards | g% Optins | | 2| Curriculum | By tsers’ J, lub serwp
| Members | Check-In| | Registrtion Form and Reports| | Inventory and Ordering M | Fees and Dues |

| Termes and Condstions | Instructions and Background Check Mn.eu;e- Adternate Medecal Text  Permaszion Defaults |

Alternate Medical Text

It you prefer Aot to wie the standard layout in the Medscal tection of the Registration form that Jisplays the columag of:
[Clubber Mame / Doctor / Dentist / Allergies [ Meds © Special Neads ] you an enter your awn et (up to 3 lines) in the
field bebow and then on the Registration Form report dislog select the option to use THIS sltemate tet instesd.

Please describe any medical conditions/situations that we should be aware of

Permission Defaults

This tab allows selection of which permission fields to update (on the Member form's Misc. tab) when
the registration is set to 'current'.

g Genenal| | gy Generic Lookups | 15 e | 5 options | { =} Curiculum | sy sers| 6 Club setwp

M Checkein || Registrati mmm”nmmqmom Misc | Fees and Dues |

| Terms and Conditions | Instructions and Background Check | Office Use | Alb Medical Text | Permissi Defauis |

Default Values used for the Permission fields

Lse Ehese checkbaxes Lo set the default values of the vanows member Permissions [as seen on the Mise tab of the Member farm].
When & member s Registration is $ét to "Current’, éithér through the new Registration madule, the chedkbox on the Misc tab of
the Member form, or through a popup menu item on the Clubber list, the following values will also be set sutomatically.

| Actrty Partscipation
| Photo Use
| Tranel

Other

| Medecal Felease

Hote: Only “checiced” values shown above will be set automalically when a member's Registration |5 set to "Cumrent”. Unchecked
values will be disregarded and a member's existing values will be unchanged.

Inventory and Ordering

[These are all currently set to 'on' and the screen is read-only.]

I@ Curriculuny &) Users % Club Setup|

| General| |y Genesic Lookups | 1z, Awards | g% Options

Members| Check-In | Regestratson Form and Reports || and |Misc Fees and Dues
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Misc

This tab includes various options that were not included in the other tabs.

|Home | Clubbers | Leaders| Households | Checkrin Mw'ﬂm"m'cwm'mm'iwy|ﬂddn|

{23} cumcutum | By users| B8, cub Setup |

I-L&ﬁmml'mmmm'ﬁgmf | Options

Members  Check=In| Registrati Fumlndﬁlpem"lnwlwlnd&duhgjmclﬁulndﬂusf

Reparts: Award Message Dialog:  (appears when awards are eamed)
Default (sebected) button on the repedt Preiew | Default value for the "Award was Receved” Buwsard was R d
data-entry screens: checkbex (for section-level awards): L -
Text to display in the header and footer of Default value for the "List 2l awards from [ List all awards frem bath
reports that contain confidential information: |~ CONFIDENTIAL - beth Ultimate Challenge baoks™: Litamate Challenge books

Handbeok Assignment Dialog: Uniform Assignment Diakog:
When assigning mew handbooks, the default [ [ree Default Values:

translstion value should be setto . ...... H
Tig: identifying a specific translation when assigning handbooks will allow
the comrect item number ta Be used in the process of automatically reducing

your inverteny count. Further, having sn sccurste count of items in your B R hie b y . & fi il =
imventary will maximize the benefits of the automated ordering process. aduce the Inventory Qty in Stock for each uniform 25signed

| Creste a Fee recard for each uniferm assigned (f price » $0.01)

|| Mark each unifiorm ashwing been recerved

Default Values:

[ Create a Fee record for each book assigned (if price > S0.01)
[w Mark each book a5 having been received
Reduce the Inventory GOty in Stock for each baok sssigned

System Settings:
Autormatically log off users when they have been inactive for | B0 % minutes.

Fees and Dues

This tab contains two sub-tabs:

Main
This tab provides options related to fees and dues.

| Genenst| | 33 Generic Lookups | Tz, Awards g5 Opions |[;§j Cumiculum | By vsers | @) ciub serwp

| Mbembers | Check-In | Registration Fom snd Reports | Inventory snd Ordering | Misc ||Fees and Dues|
Feex

‘When entering Fees, the default "Due Date” for balances should be the Current Date - 145 days.

‘When a Balance Due is waived, a payment record is automatically created to offset the

R A Sa Church
balance. This payment's Type = “Waived”, and the *Payor” narme should appesr as: mphe Chyrd

Default value for the “ltem Received™ field on the Fee dialog . ..ooiiniiiaaiinniit [w) Recerved
Mote: Books and Uniferms are handled under Misc tab.
Dues:

If dues ARE collected and the relevant club’s Weekly or Annual Dues Amount i =
| Dues ARE collected for one ar more clubs 0,00 {see Admin > Club Setup), then 2 Fee record representing the Annual Dues

amaunt suwed needs to st for each active clubk~r 2o that sll dues-relsted
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Account Statement

This tab allows customization of the text used at the top of the Household Account Statement.

S Genersl || 38 Genernic Lockups ':31 Awards || Opticas {5} Curiculum 5!':_5 Users @ Club Setup

Members | Check-in | Registration Form and Reports  Inventory and Ordering | Misc |Fees and Dues|

Main | Account Staterent

Account Statement Opening Paragraph Text

The fellowing text will appear at the top of the Household Accownt Statement report

Dear Awana Club Family

This Heuseheld Acceunt Statement is previded te give you an accounting of charges and credits relevant te
those family members who are particinating in the club. f you have s balance due, we ask that you plesse help

%

18.5 Curriculum

=
ES.?,? The Curriculum tab displays the handbooks and other curriculum items used in Awana. Besides the
normal grid manipulations, the following buttons are available on the toolbar:

E_“EJ Open Handbook

Opens the Generic Handbook Window to view or modify
information about the selected generic handbook.

L ' Grid Tools

Lists actions related to the grid such as: saving or resetting a grid
layout, or exporting data.

Books

This tab displays the various handbooks used by each base club. To view a Base Club’s handbooks, click
the '+'(plus) toggle at the left of its row to expand the group. To view or modify a handbook's details,
either double click a handbook or select the row then click Open Handbook to open the generic

handbook window.

/i Genenal | 38 Generic Lookups | sy Awards || & Options | {25} Cumiculum | By sers | (8, ciub setp

Bocks
i-() Open Handbook _4:_, = I 2
Base Club

Base Club Book Mame

EY B Base Club : Sparks (21 Books)

Is Entrance |Is Bible Countsfor Used By ReqSection Verse Default Award
Booklet Reading Accurn Award  Grades  Count Count

Note
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18.5.1 Generic Handbook Window

Opening a book from the Admin > Curriculum list opens the Generic Handbook window. It can also be
opened by clicking the Open Handbook button on the Member Window > Handbooks toolbar. This
form displays the detailed data for each handbook that can be assigned to members. It has four tabs, as
described below.

General Book Information

& Handbook: Spares - HangGlider
ﬁ"f_lou L—? Save and Close H '-’\:, -+ ’

General Book Information | Units and Sections | Section Groups and Awards | Cumulstive Section Swands

Handbook Mame:

HarmgGlider Sparks 2
Irventony tems:

Dol -cTick b0 cers b related invenborny Mem ~ This is an Entrance Booldet

FY

Translation |item Number In Lse This boak counts toward the Cumulative Boak
ESV a26Es w Awards (Excellence, Challenge, Tirmothy, etc.)
m This is & Bible Reading Plan book
I a2
MKV 74190

Spanizh 22376

= of Requared Sections: 40
Uséd by Grades: K12
Handbaok Assignment Dialog Note: _ Werse Count: 35
<< Type @ nole hire That helps uters et
the cormedt ook
Browse  Bock ID: 210 Section_|D: 2612 Modified 2/12/2008 $:32:29 AM by System

a
]

Ease Club Mame

Under the General Book Information tab, some fields are read-only and are presented for
informational purposes. Though changes are rarely needed, the following fields do allow editing:

Inventory Items - lists inventory records for the various translations of the handbook. Any
translations "In Use" are included in the initial display of books in the Handbook Assignment
dialog.

Handbook Assignment Dialog Note - this appears in the Handbook Assignment dialog. It can
help users make the correct selection, especially if there are multiple revisions of the same
book.

Base Club Name - the PRIMARY base club that uses the book.
This is an Entrance Booklet - indicates the book is used as an entrance booklet.

Counts toward the Cumulative Book Awards - indicates the book should be counted toward
major book awards, such as Excellence, Timothy, Citation, etc

This is a Bible Reading Plan book - used by Trek or Journey to track completion of reading
through the books of the Bible

# of Required Sections - indicates how many required sections are in the book
Used by Grades - tracks which grades use this book.

Verse Count - shows the number of verses included in the required sections of the handbook.
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Units and Sections

£ Handbook: Sparks - HangGhider
) Close -L—.? Save and Close H f’.‘_"\‘_, da ISt ’

General Book Infarmation | Units and Sections ;secliun Groups and Awards | Cumulstive Section Swands

]
a
*

This page displays the individual sections for this handbeck. The following fields are editable: Required, Award], Award2, and Group Name. Hote Awards
identified here apply anly to campletion of the specific sngle section. Awsrds related to completion of & GROUP of Sections are defined on the next page. Tip: Use
spacebar to clear a value in an Award Description drop dewn list.

Unit

Section |0 | Unit Narme Sect Hum | Sect Order |Section Mame Required ¥  Group Mame 15t Award for completing the
bl & Uniit = 1

2626 Red Jewel 3 1 1 Red Jewsl 3:1 - Fed Jewel 3
2627 Ried Jewel 3 2 2 Red Jewel 3:2 L e Jewel 3
2628 Red Jewel 3 3 3 Red Jewel 3:3 L R Jewel 3
2629 Red Jewel 3 4 4 Red Jewel 34 C Ried Jewel 3
2644 Green Jewel 2 1 5 Green Jewel 3:1 L Green Jewel 3
2645 Green bewel 3 2 & Green Jewel 3:2 - Green Jewel 3
2646 Green Jewel 2 3 T Green Jewel 3:2 L Green Jewel 3
2683 Green Jewel 2 4 2 Green Jewel 3:2 - Green Jewel 3
2686 Green bewel 3 1 10 Green Jewel 3:1 Review Book Review
61 records
CARL AN LTI RIS S el JIE 2 £ 4 B ¥
Brewse Beck ID: 210 Sectien_|D: 2612 Medified &/12/2008 %:32:29 AM by System

The Units and Sections tab displays all the handbook sections in the book. The following fields are
editable:

¢ Required - required sections appear on the "Required" sections tab wherever handbook
sections can be marked as completed, such as the handbook panel of the Check-in module, or
the Handbook tab of the Member form. Sections that are NOT required are considered Review
or Extra Credit sections, and appear on the Review/Extra Credit tab.

o Group Name - indicates what group the section belongs to. We recommend not making
changes to the Group Name values as this might impact award triggers.

Changing the required status of a section from 'Yes' to ‘No' does require removing the Group
Name for that section so the database does not include that section when evaluating the sections
for the group award. To remove the Group Name, click into the cell and then press the Delete
button.

« 1st Award for completing the Single Section / 1st Award Item# - award to trigger when
the specific single section is completed. Generally only Cubbies have values here because they
get a sticker for everything they do.

¢ 2nd Award for completing the Single Section / 2nd Award Item# - works the same as
corresponding 1st Award fields but allows a second award to be triggered when the single
section is completed.
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Section Groups and Awards

£ Handbook: Sparks - HangGhider oow

ﬁﬁlou _ﬂswzand(lose H g ol ’

Genesal Book Information | Units and Sections | Section Groups and Awards ;Cumuld:n! Section Awards |

HAowards for completion of an enting BOOK, are defined under Admin > Awards > Book Awards. Awards for completion of a GROUP of SECTIONS are identified
here, Section Groups Mames are used to identify & GROUP of sections that must be completed to eam & specific award. For exarmple, in Sparks books, ALL of the
Red Jewel 1 sections must be completed in order te earn a Red Jewel,

An ANARD SET is used te identify a collection of sward triggers that are all a part of the same sward systenn, This Award Set functionality prevides a methed for
«clubs to transition from 2 previows set of awards (while they deplete their existing stock) to a new set of awards. When a new book is assigned to a clubber, the
default Award Set is used but you can change any clubber's assigned Award Set using the Handbeok Grd of the Mermber fomm.

-~

Ercwse  Beck ID: 210 Section_|D: 2612

Muodified £/12/2008 §:32:20 AM by System

Default Award Set:  Jewels ~
Award Set & Section Group Marme & Award Bem = Tip: When editing, if the Award you
Bk heere to ackl ' mew ToW want doesn't sppear in the drop down
list, make sure you have an Inventory
Jewels Book Review HangGlider Book Review Emblem (Green) a7 S| record for that item, and that it's marked
>[sz|s a5 "In Use” and to be used a3 an Award,
Jewels Green Jewel 2 - Missions Achievement lewel - Green 83077
Jewels Green Jewel 3 Achievement lewel - Green 30T
Jewels Green Jewel 4 Achievement lewel - Green 830
Jewels Rank HangGlider Emblem {Green]) Ta01E
Jewels Red Jewel 1 HangGlider Pilet Wing Badge (Green]) 23034
Jewels Fed Jewel 1 Achievement lewel - Red &3085
Jewels Fed Jewel 2 Achievement lewel - Red 83085
Jewels Fed Jewel 3 Achievement lewel - Red &3085
Jewels Fed Jewel 4 Achievement Jewel - Red 83083
Cild Jewels Bock Review HangGlider Book Review Emblem (Green]) T4
| e om0 e

The Section Groups and Awards tab includes a grid containing the records used to trigger awards
for a group of sections that have been completed (for example all of the Green Jewel 3 sections).
Under the Units and Sections tab, handbook sections have a Group Name. When all of the sections
with the same Group Name are completed, the corresponding award (as defined by any records in
this grid) is triggered. When using the common award system recommended by Awana, these should
never need to be changed.

The Default Award Set might have more than one choice. This field allows selection of which
Award Set to use when assigning books. For many years the T&T club used the oval badges with the
bubble-like seals. They later changed to the Streamwood badge and Bones for 3rd and 4th graders
and various patches for 5th and 6th graders. Choosing the default award set allows use of a supply of
older awards before switching to a new award set. The default award set here determines the award
set to use when a book is assigned. Award sets for individual member's books should be managed by
opening the Member record and clicking the Handbook tab and then clicking in the Award Set field of
the assigned handbook.
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Cumulative Section Awards

£ Handbook: Truth & Traiming - Discovery of Grace
ﬂslou@meandf_lon[_—! @,ﬂd I i ’

General Book Information | Units and Sections  Section Groups and Awards mmml

Awards for completing » cumulative COUNT of required secticns ane defined here. For example, members working in the T&TUA Missicn: Grace in Action book
will &arn a0 sward after completing ANY four required sections. The specific award earmed is determined by the Rem Number selected below, You rmay change the
ftem Number if you prefer » different award to be triggered. NOTE: Since the completion of an Entrance Bocklet is required befone working in the main handbock,
the completed required section count starts st TWO in order to give credit for the entrance booklet sections.
F

| Default Award Set:  Emblems |

Award Set & Section Count! Award Name tterm Number

* [Emblems 2{ e Discovery Emblem -

Emblems 6 T&T Discovery Emblem - Green 6204
Emblems 10 T&T Discovery Emblem - Red 6188
Emblems 14 T&T Discovery Emblem - YVellow 96212
Emblems 128 T&T Discovery Emblem - Blue 96196
Emblems 22 T&T Discovery Emblem - Green sea04
Emblems 26 T&T Discovery Emblem - Red 96158
Emblems 30 T&T Discovery Emblem - Yellow 96212
UCT Emblems 2 T&T Everyday Emblem - 2 Timothy THe63
UCT Emblems & TET Everyday Emblem - Falling Rocks 9871
UCT Emblems 10 TE&T Everyday Emblem - Challenge THERD
UCT Emblems 14 T&T Everyday Emblem - Ephesians ToEmE |
UC Emblems 18 T&T Evervday Emblem - Favorite Verse Ei- X
e 1ol 28 || i e = | 2 | £ 3

Erowse Beck ID: 138 Section_ID: 7158 Madified 2/14/2019 5:57:57 PM by Systemn

The Cumulative Section Awards tab includes a grid containing the records used to trigger awards
based on a set number of sections being completed (for example, any 4 sections in Grace in Action).
When the section count is met, the corresponding award (as defined by any records in this grid) is
triggered.

The Default Award Set might have more than one choice. This field allows selection of which
Award Set to use when assigning books. The default award set selected here determines the award
set to use when a book is assigned. Award sets for specific books for specific members should be
managed by opening the Member record and clicking the Handbook tab and then clicking in the Award
Set field of the assigned handbook.
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18.6 Users

3§> The Users tab manages the names and account information of those authorized to use the web
database. The first admin user is created during the initial setup process. The admin can then set up

additional user accounts.

We recommend creating as many user accounts as there are individual persons who will have access to
the database. Each user will be able to select a unique style (skin) and have saved customized grid
layouts. Most records are user time-stamped when they are created and/or modified. Having separate
user accounts for each person provides a way to investigate changes made to the data.

4 Do NOT use generic user accounts that are shared by more than one person. Otherwise, users could
overwrite other user's settings and grid layouts. You will also lose valuable information related to
creation and modification of records.

s General &a Generic Loakups f:_, Bvaards

53 2_’, & %Louou‘ user (45

& Options L Curniculum ﬂ'._ Users @ Chub Setup

Lot

User ID| User Name First Mame  |Last Name Email Address Active Logged In Last Login Last Logout Mote
¥ 2% admin Edrnin suppont®lefflersystems.com [
100 matthew atthew awdb @ demo.com - 11/25/2019 %:55:32 AM 11/25/2019 %:55:41 AM
100 sk Pk swdb S dema.com W
102 luke Luke awdb@dema.com -
Icon |Action Description
__ |Open User Opens the selected user in the User Account dialog. (Pressing the
: Enter key with a row selected or double clicking the row also opens
the user record.)
A | New User (Ctrl-N) Opens the User Account dialog with blank/default values to create a

NEW user.

Delete User (Ctrl-D)

[

Removes the selected user.

There must always be at least one active admin account. Trying to
remove the last one will result in a reminder.

Instead of deleting user accounts, we recommend setting the
Active Status to No to preserve historical user timestamps.

% Log User Out

Logs the selected user out of the database.
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User Account dialog

Creating a new User record or opening an existing record opens the User account dialog.

@ User record for: Naormi oaw

4 Close: _5‘5«& and Close H & :;

Main

User ID: 1 <= Mot user editable. This value appears in the CreatedBy and ModifiedBy columns
User First Name: MNecmi Ernail Address: awdb@demno.com

Ulser Lazt Mame: Ernail Separator: | Semicclon w| <-This choice depends on the user's email app.
Aceaunt Type Administrator - <~ The "Administratos” type has full access to every screen and function including the

ability te add or edit User records, The “Kiosk” type only allows access to the Kiesk screen,
- - The reqular “User” type should be used for those who perform weekly record keeping tasks,
| Allow use of this Windews Remote Client app thiey will not have access to all admin functions
User Login Name: | naomi «- This name (typically a user's First Name] is used in cembination with the Password to
Ing into the database. This name must be unigue.
Passwerd: |1
<= Passwords are case-sensitive snd must contein ot least eight characters with at least one

Confurm Password: ™™ upper case letter and ane nurnmber,
~| Account is Active «- |n most cases you do MOT want to delete a user. Instead, set their account to Inactive.
This will allow the Created and Modified By fields te display properfy and preserve histonical
Inactive Date: uSer timestanmps.
Hote:
Browse | Rec 109 Last Leginc 12/11/2018 Last Legeut: 12711/2019

The following fields are shown on the Main tab:
e User ID - a system assigned ID. This is a read-only field.
¢ User FArst Name, User Last Name, Email address -

o Email Separator - determines the separator to use between e-mail addresses during the Gather
E-mail Addresses and Textible Phone Numbers procedure. Choose either semicolons or
commas, depending on the e-mail application requirements.

e Account Type - determines access to some parts of the database. Select "Administrator", "Kiosk"
or "User" from the drop-down list. An account type of "Administrator" has full access to every
screen and function, including the ability to add or edit User records. An account type of "Kiosk"
only allows access to the Kiosk screen. An account type of "User" has full editing privileges, but will
not be able to view or access User records as well as some of the functionality under the Admin
module. All users can change their own passwords by selecting Tools > Change Password from
the Main menu bar.

Access to the Windows App is controlled by Permission settings in the Browser app. Any person with
a user account will be able to access the data through the Windows App unless you turn off the
permission.

o User Login Name - name used to log in. We strongly recommend using the person's First Name
for this. Generic names like "commander", "sparks", or "FBC" should NOT be used. The User Name
is not case-sensitive so "Matthew" is the same as "matthew" as far as the log in screen is
concerned.
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e Password - password for the user to log in. The password IS case-sensitive, so "PassWord" is
not the same as "password" to log in. Whatever the password is set to here, the exact same value
must be entered on the log-in screen. Don't use "awana" for your password, everybody
guesses that one!

¢ Confirm Password - confirmation of the password entered above.

e Account is Active - indicates the status of the user account. If a user no longer needs access to
the database, instead of deleting the account, clear the box.

¢ Inactive Date - date the account became inactive.

¢ Note - any additional information or notes related to the user account.

18.7 Club Setup

‘%9 To setup a new club year, follow the instructions in the New Year Setup section before continuing
here. Once the new year is setup, or if adjustments need to be made in the middle of a club year,
continue to follow the instructions below. Each section below describes a Club Setup tab.

Club Names, Logos, Dues and Points

This tab provides an overview of the settings for each club. It displays the general club information, such
as the Start and End Dates, the Weekday each club meets, Weekly and Annual dues, and Point Values.

a' Make sure the correct new Club Year is selected in the main toolbar and in the Club Setup Tab.

3 f;
Fa General 33 Generic Lookups ’::_J Awards || g8 Options L..—"' Curriculum _‘E‘._, Uisers & Club Setup

Club Names, Logas, Dues and Points | Club Calendars  Club Assig 5| Grade Assig 5| Tearn Namas | Custom Fields
Showe 20182020 | | [E] B New ciub .gg Delete Chub
Club Year 2019-2020 19-2 L.
Starting Date BA287 2010
Ending Date 472212020
Mesting Day Wednesday Wednesday Wednesday Wednesday Wednesday Wednesday
Humber of Weeks 33 EE] 3 EE] 3 33
Base Club Awwann Cubbies Sparks Truth & Training  Truth & Training  Trek Journey
Club Mame Awann CJbblu 5p.|lk:. T&T ua TETUC Tl:lc Jaurriey
Logical Onder 50 80
Legeo K * J"‘, > < m 1
Weeldy Dues Amount $0.00 §0.50 50.50 $0.50 50 0.50 $0.50
Annual Dues Amount $0.00 15,530 15,50 31550 313.50 515.50 31550
Foom Location
Pts for attending Club [ 10 10 10 10 10 10 »

* Denotes s column whose Display Name is customizable under the Custom Fislds tab

¢ The first six rows contain information set by the New Year Setup process and are read-only.

e Club Name - Click in the cell to edit it. When the change is saved, all records using the old club
name will be updated to the new name.

Keep club names brief so they will be easier to read in the narrow columns of the grids.
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o Logical Order - numeric value to ensure that club names are sorted in logical order rather than
alphabetical. (Most users prefer a logical order of: Puggles, Cubbies, Sparks, T&T, Trek, Journey,
instead of: Cubbies, Journey, Puggles, Sparks, Trek, T&T.)

¢ Logo - personalize the logos by copying any image into clipboard memory then pasting it in the
image cell or by loading an image file. To activate the image pop-up menu, first click in an image
cell, then follow with a right click in the same cell.

e Weekly Dues Amt - default amount credited toward dues when the Dues Paid check box on the
Check-in grid is marked.

e Annual Dues Amt - default amount for a new Fee record representing Annual Dues.

A new Annual Dues fee record is created automatically when a clubber's Registration becomes
current or when a Dues Paid check box is checked the first time.

If dues are NOT collected, enter “$0.00" for both weekly and annual dues. If dues ARE collected, but
there are no weekly dues, hide the Dues header band on the Check-in Module's grid so it does not
cause confusion and take up valuable space.

¢ Room Location - room number or location where the club meets for handbook time.

¢ Points for: attending club, attending church or Sunday School, wearing a uniform,
bringing a Bible, bringing a handbook, paying weekly dues, bringing a visitor, giving an
offering, earning a Bonus, two Custom fields, and Required section or Extra Credit section
completion - values credited to a member when the various items are marked (on the Check-in grid
or the Attendance tab of the Member record).

Actions
e Save - saves changes and applies them to the database. Be sure to click this to save changes!!

¢ New Club - for mid-year club additions; opens the New Club dialog:

If you are just preparing to run a New Year Setup and need to create a new club name, do not use this
dialog. Instead, add a new row in the club names grid in New Year Setup > Step 1.

" New Club for the 2018-2019 Club Year ®

Thas wtility is uged to create a new club in mid-year, after the Mew Year Setup has been run. f you are just preparing to run &
Hew Year Setup and found that you need a new club name, do net wse this utility, instesd simply add a new row in the dub
names grid under New Year Setup > Step1 by clicking the "+~ (pluz) button.

Hame Club Calendar

Club Mame: | Copy point values and dates from existing club:  Awana »

| Inchude the general nen-chul dates

Base Club:
| Inchude Themes, Motes
Default Club Loge™
Create » new set of dates:

* Remember you £an edit this new dub’s
dues, poirt values 3nd 1650 when you
return to the Club Setup sereen,

«Ne data to displays

+ |t 26

Cancel

Under the Name section, enter the new Club Name and select the appropriate Base Club.

Under the Club Calendar section, choose to:
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¢ Copy point values and dates from an existing club, with additional options for including
non-club dates and/or include Themes, Notes

e Create a new set of dates: enter Starting / Ending dates and dates to be excluded.

ﬁ A club may only be deleted if no members are assigned to it.

Club Calendars

¢ Delete Club - Removes the selected club.

|
Home | Clubbers Leaders| Households | Check-in Ledger | Awards | Events| Contacts Reports|| inventory| Admin

&ﬁm:ul a4 Generic Lookups ‘,;:.,) Awards || % Options iQJ Cumiculum

Chub Names, Loges, Dues and Points| Club Calendars | Grade Assignments | Club Assignments | Team Mames | Custom Fields

Show: 2019-2020  |w| Clul Mame: (&)

felick the “Info” button to hide this panel)

Each club [Cubbies, Sparks, TET, &te) has its own
calendar for each dub year. The calendar is used
to track Club Session Dates (cub nights) as well
a3 general dates for events such as: Leader
meetings, Bible Quizzing, Awana Games, Awards
Hight, ete.

Club Session Dates will appear in the “Current
Club Date” drop down list of the main toslbar,
& the Chedkin List, and will be uied in
attendance and other calculations, whereas
general non-dub dates will mot.

IMPORTANT: The NEW YEAR SETUF procedure
will create the initial set of Club Session Dates
for each new clul year. This purpose of this
sreen is to allow you to modify the Guarter,
Theme, Offering Fund, Mote, and
Responibilities field values. You may alzs ADD
or DELETE  date within an established club year
by dlicking the “Add or Delete Dates* button in
the toolbar.

— —
- H 115] Add or Delete Dates U New Year Setup

Club i
L i Club Name &

Quarter Week Date

b Ist 1 8/28/2015

Ist 3 aMms2ame
Ist 4 911872019
Ist 3 972572019
Ist 6 107272019

w Wsers % Club Setup

4 Meeting Day
b4 3 Club Year : 2019-2020 (231 weeks)

Wednesday

Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday

Club Date?

T R EAREAEREEEREEREERERK

Use this page to review and edit each club’s calendar for the current club year.

Offering Fund |Note

Missicns
Missicns
Missions
Missions
Missions
Missions
Missions
Missions
Missions
Missions
Missions
Missions
Missions
Missions

e To access a particular club’s calendar, click # next to Club Year and then click = next to the
desired Club Name. Each club has its own calendar for each club year.

¢ Quarter, week, date, meeting day, club date or non-club date - only the Quarter can be

edited. The initial Club Session Dates are created by the New Year Setup procedure. Dates cannot
be added or deleted directly in the grid. The Add or Delete Dates button in the toolbar opens the
Club Date Modifications dialog:
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Club Diate Modsfications w

There are bwe types of dates to be mandful of when werking with Club Calendars:

1. "General Dates™ are those used to track non-Club Date events such a3 Leadership mestings, Bible Quizzing, AwanaGames, or
Awards Night for example. These dates will not appear on the Check-in List nor will they factor into any statistics.

2. Actual "Club Session” dates (elub nights) when & elub iz in session. These sre the dates that appesd in the “Current Club Date”
drog down list and on the Check-in List for example. it is these official "Club Session Dates” that are used to determine Attendance
Avwards, ratios and other statistics. The Mew Year Setup procedure is wsed to generate the initial set of Club Session Dete records for
each member. If you need to add or debete any Club Session records in mid-year, you will use this utility.

Step 1: Select the type of dates Step 3: Select the action to perform

General non-Club Dates - e B

et eific Club Sessae BE* L iiaaninaaat
&) Chub Session Dates A speciicll nEee &
Saep 2: Select elubs to modiy Add & pew Club Session DEte™. ... .ooiiieanoaat e,
- - 018- -

5 Awsna to the existing sessions i the cument club year of: 2018-2019
i Cubbies
i Journey Theme
= Sparks Nete:
= TETUA
= TETUC
w Trek

* Week Numbers only apply to Club Dates and will be automatically adjusted

0% | Run | Close

o Theme/Event - relevant to the specific date. Click in the cell and type the details. If multiple clubs
use the same themes, enter the themes for one club (such as the standard "Awana" club), then
click Copy Themes on the toolbar to open the Copy Themes dialog:

Copy Themes ]

Use this utility to copy the calendar Themes, and optionally the Offering Fund, Mote and
Responsibilities values from one club to ancther.

Mete: For club dates, the matching of records between clubs will ke based on matching
the Week Numbers in the Current Club Year, this will allow you to select clubs with
different meeting days within the same week, However, non-club dates will be matched
based on the actual date,

The selected Club Year is 2015-2020
Copy Themes from this club's calendar records ... .2 Awana |

|#| Include the Theme/Calendar Mote

]
]
T
')
5
L
m
m
m
m
H

and update the calendar records in these clubs . . .2

Sparks; TRTUATETUC [

| Copy | | Close |

Choose a club to Copy Themes from; optionally include Theme/ Calendar Note; Offering
Fund; and/or non-club dates, then choose the club(s) to update the records.

a The Copy button is disabled until club names are selected to copy form and copy to.
o Offering Fund - indicates the designated use of offerings for the specific date, such as: Missions,

Adopt-a-Club, Scholarships, etc. Make the column visible on the Check-in grid and any money
entered will be credited to the particular fund designated for the given week.

¢ Note - any additional information
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Club Assignments

This tab shows the records the database uses when automatically assigning clubbers to a club based on
grade and gender. These are defaults. A club assignment can be changed in the individual's member

record.

£ General| | A8 Generic Lookups "@”, Awseds| | % Options I‘;’ Curieulum &.2 Users {.:}CH)SM'
Club Narmes, Loges, Dues and Peants | Club Calendars | Club Assignments :Grade Asugnments  Tesm Mames  Customn Fields

Show:  2019-2020

Wse this grid to set up your Club

agsignments, 'When new cubbers

ane added they are automatically .

assbgned 1o the designated dub Club Year Logical Order  Grade Gender Club Name

based on their Grade and Gender, , ap Bale Cubbses

The Hew Vear Setup procedure alio

uses these values to promate 2019-2020 2m Female Cubbies

Clulbers for & new Cub year. 2019-2000 3p2 Male Cubbies

Note: If you create any new custom | |3019-2000 3p2 Female Cubbies

club names under "Chub Hames, =

Logos, Dues and Points”, be sure 2019-2020 5K Male Sparks

that you select the CUSTOM cub a

name In this gric. 2019-2020 5K Female Sparks
2018-2020 61 Male Sparks
2019-2020 61 Female Spadks

w 2

L

= IMPORTANT! Be sure the Club Names selected here match those defined under “Club Names, Logos, Dues and Points”™

Keeting Day
Wednesday
Wednesday
Wednesday
Wednesday
Wednesday
Wiednesday
Wednesday
Wednesday
e5ds

*

o If a gender or grade has been incorrectly associated to a specific club, click the cell under the Club

Name column and select the correct club name from a drop-down menu.

Grade Assignments

Use this page to assign default grades based on a clubber’s age. The grade assignments are the defaults.

A clubbers's grade can be changed on the member's record.

"i\c General i) Generic Lookups ‘::'E} Aoards ) Options L\_,‘} Curriculum n;; Users. @ Club Setup
Club Mames, Lagas, Dues and Points | Club Assignments  Club Calendars | Grade Assignments | Team Marmes | Custom Frelds

Use this grid to set up default school Grade age grade

sssignments, n N
‘When new clubbérs are being entéred and you 1M
exit the Birthdate field, the systerm will caloulate P
the clubbers age and then use this chart to 2P0
determine the default school Grade which will IM
then be pre-filled for you. P2
HNote: A clubber must be a certain age “on or 5K
before & reference date”, For example,
assuming Age & = Grade "17 and the Reference 61
Date is Sept 1. if a clubber is Age & an or T2
before September 1 of the cument club year, 83
the defsult Grade value would be *1°, othenwise ,
the default Grade value would be “K”. 94
105
Reference Manth / Day ns
127
R 30n
I ™~ 138

o Reference Month / Day - serves as the “cutoff point” for each grade division. The member must
be the age specified in the grid by the reference month/day to be assigned to the listed grade.

o Grade - default grade assignment for a clubber with the specified age.
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Team Names

If your club is organized using team names (in addition to or instead of custom club names), use the
Team Names page to define the team names related to each club.

§ [
b General || 38 Generic Lockups ‘L Awards | g Options| {10, Curriculum E‘.", Users | ey Club Setup

Chub Memes, Logos, Dues and Points | Club Assignments | Club Calendars| Grade Assignments Team Mames | Custom Fields

ﬂ‘lﬁ L
If you orgenize your club wsing Team Names (in | | Team Mame In Use
addition to or instead of custom Club Mames), Chick hiere to add a new row

use thiz grid to define the Team Names.

Tip: I there arc Tearm Mames that you no longer |* R ~
need, don't delete them, instead ssmply clear Team A -
the "In Use” checkbox, Team B -
Tip: The Team Mane field will hodd up to 20 Wamicrs —

characters, however you should try to keep
your Team Names ressonably shomt so they will
fit better in the grid columns and on the Name
Tags.

| o 2

e To add a Team: click on the empty row at the top of the grid or click '+"' (plus) below the grid.
Enter the Team Name, Save the record by clicking the checkmark at the bottom of the grid.

Historical team names can't be deleted. To remove a team name from the current drop-down
selections, uncheck the 'in use' box.

Custom Fields

There are two customizable columns that can be used on the Check-in grid and the Check-in and
Progress Report Worksheet. Set each column's Display Name here.

Q_‘ General 3:'! Generic Lookups ':.‘_, Awards | | @ Options i..:) Curnculum E-TJ Users :ﬁ Club Setup
Club Mames, Logos, Dues sand Points | Club Assignments | Club Calendars | Grade Assignments | Team Names | Custom Fields

Yiou may customize the Display Marme values of the following fields, The Display Mame will be used as the colurmn heading in grids
or reparts where the fields are represented..

Important: Keep your Display Mames short since they are used in narrow gnd and report columns.

Digplay Name far Check-in Custom Field 1: Kustom 1|

Dizplay Mame far Check-in Custom Field 2: Custarn_2

The fields labeled "Custom1" and "Custom2" can be defined specifically for your club. Keep the display
names short since they are used in narrow grid and report columns. To assign the related point values,
go to the Club Names, Logos, Dues and Points tab (also under Club Setup).
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19 Approved Workman Terminology

Awana — In the context of entering records in the database and assigning Club Names, there is a
generic "Awana" club name in addition to the other club names like "Cubbies", "Sparks", "T&T", etc.
This generic "Awana" club name is intended to be used for leaders who do not serve exclusiwely in a
specific club; for instance, a Commander, Pastor, Games Director, Song Leader, Secretary etc. Ifa
leader is sening in a specific club (i.e., a Sparks Director) it is appropriate to use a specific Club
assignment.

Awana® Clubs International — The central organization responsible for creating, organizing and
running the Awana program. If you have an Awana program at your church, you must be chartered with
Awana Clubs International.

Awana Program — The running of a chartered club from Awana® Clubs International by a local church.
(Not the AWdb software program.)

AWdb — An abbreviation for the Approved Workman Database software application. Also AW for
Approved Workman.

Club — Individual clubs separated by age/grades and distinguished by uniform and curriculum levels/
design. There are currently six clubs in Awana: Puggles, Cubbies, Sparks, Truth and Training (T&T for
short), Trek, and Journey.

Club Dates — The dates on which an Awana program is scheduled to meet. For instance, if your Awana
program meets on Wednesdays, the Club Dates should be mainly Wednesdays (with the exception of
such Club Dates as Bible Quizzing, Awana Games, etc. which probably meet on weekends).

Member — A person involved in Awana, either as a clubber or as a leader.
Clubber — A child who regularly attends and participates in Awana.

Leader — An adult who helps in Awana after having gone through at least a preliminary training program
and a certification test.

Leader in Training (LIT) — An adult or teen who has not gone through a training program. Usually
teens must go through two years of training before taking a certification test. If Trek and Journey meet
on a separate night from the rest of Awana, it is not unusual for those clubbers to volunteer in younger
clubs such as Cubbies or Sparks. [Also referred to as Student Leaders.]

Section — In most Awana curricula, the books are separated into “sections.” A section is distinguished
as what a clubber must complete all at once (for instance, a clubber must recite all verses within a
section to the leader in one sitting, with a maximum of two prompts or helps), and usually is comprised
of one to three verses, or a Bible Study or activity. Sections are known by specific names according to
club: Cubbies have “Bear Hugs,” Sparks “Jewels”, and T&T “Discoveries.”
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