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Introduction to Membership
Training Manual

Introduction to Membership Module

This section provides a general introduction to the Membership module of

Shepherd’s Staff. You'll learn about the general layout of the module, how
to customize it to meet your needs, and some best practices for data entry.
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Introduction to Membership Module

The Membership module allows you to store a variety of information about the members of your church. Common tasks include adding households and
members, editing contact and demographic information, printing mailing labels, and creating church directories.
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“I'WantTo..."” Screen

This window is designed to be a quick
shortcut to some of the more popular
tasks within the module you are
currently in. If you would like to turn off
the “l Want To . . . ” Screen, you can do p
so by clicking Desktop on the file menu IWant To...
and making sure “Show the ‘I Want To’ k7l

helper on start up” box is unchecked.

I Want To...

Add a Household

Add a Person

Create a Mail Merge Letter

Find a Household

Find a Person

Manage Photos

Move someone to another Household
Print a Church Phone Book/Directory
Print a list of Birthdays

Print a list of Wedding Anniversaries
Print Mailing Labels

Work with Activity lists

Work with Skill or Spiritual Gift lists
*Contact Customer and Software Support
*See all available reports

¥ Show this window on start-up |
Go
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Church Dashboard

The Membership tab on the Church
Dashboard contains a quick snapshot

of your membership data. This includes
information such as how many members
have been received this year and how
many total members you have.

There are two graphs on this page, one
that shows members received/removed
or visitors added, and one that shows
your member activity for the past three
months.

If you look at the bottom of the
dashboard, you will find some statistical
information for your database. This
includes a current count of members
and an age breakdown of your
congregation, as well as some helpful
insights into your Household and People
records.

To view the dashboard, go to Reports and click 4.
Dashboard.

You can copy these graphs to another program
by clicking the Copy to Clipboard button. 5.

On the Members Received graph you can view

the total Received, Removed, or Visitors Added

to your congregations roles over the last 12 6.
Months.

On the Current Members Activity graph you
can view activity or inactity over different time
frames like one month, six months, ect.

The info and question mark buttons will
give you the current criteria of the displayed
statistics.

To update the statistics on the dashboard to
reflect a change made in the database you can
close and reopen the dashboard or you can
click the Refresh button at the bottom of the
window.
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Totat Members: 190
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Members Removed duning e past 45 days. 0

Members Recetved in 2014, 25
il MemBers Rormoved in 2004 0
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Introduction to Membership

Tree by Household - |
IMemberHousehoIds
Similar to the way the dashboard can be 1. You can access this tree by clicking ST TR |
used to show your membership activity Tree in the file menu and then + Abbott (4) -
at a glance, the tree is also available selecting “By Household.” + Baxter (3) B
tcl) show your member information at a To change the tree filters, click + Beltnn_(d:n
glance. the dropdown box and select the * Benedict (1)
; “ desired view * Billings (1)
There are 6 trees available from the “By : + Brown (1)
Household” view. When a Node is displayed with a + + Callaway (4)
) ) sign, it can be opened by clicking on + Carroll (1)
» Member Households—Displays just it to display the Branch. Branches + Carter (4)
the households that have at least one can be clicked on to access that + Chung(3)
non-removed member. individual's record. + Clayton (5)
+ Collins (4)
» Non-Member Households—Displays In order to access the Household + Cook (4) =
just the households that have at least record, you can select it in the tree + Culbertson (3)
one non-member. and then click the Show Household # Dean (2)
AllH holds—This is the original pution. T powina )
> ousenoids—Inis IS Ihe ongina The Refresh button is used to + Enriquez (1)
tree with no member/non-member 4+ Fernandez (3)
filtering applied. update any changes you have made i ;
to membership since entering the . Gr;ema;{) )
10500
» Only Members—Displays only module. + Gomez(3)
non-removed members within each + Graham (2)
household. + Gregory (3)
+ Hall (4
» Only Non-Members—Displays only + H:m(mtm ) B
non-members within each household. + Haywood (1)
» Business, Church, Organization, *+ Heny (4)
4+ Hobson (2)
School—It shows all Household +H
. oldren (2)
records with one of those four + Hufiman (3)
household types assigned to it. + Hung (4)
4 Hunter (4)
+ Kessler(2)
+ Krause (4)
+ Lane (2)




Tree by Other Category orecmme @

IEI].f Sunday School Grade j
The Trees by Other Category view 1. You can access this tree by clicking [ current Members onty > |
allows you to quickly group your Tree in the file menu and then B 02 Preschool 3 (4)
membership into some of the standard selecting “By Other Category.” % Morrisan Aaron Kevin
categories. 2. To change the tree filters, click 4 Collin, Kellie Leah
: T the dropdown box and select the -4 Robinson, Lorenzo Keith
Ten trees are available from this view: desiredpview. - ® Weier, Melissa Diana
M b hio Cod G . . . = D04 Preschool 4 (3)
» iembership Lode—Lroups your 3. When a Node is displayed with .. Abbot, Jacob Philip
people by their membership codes. a + sign, it can be opened (by . Hall, Keith John
» Participation—Groups by the clicking on it) to dlsplay the Branch. il Qm; Luis Jose
L ) Branches can be clicked on to = K01 Kindergarten (4)
Participation field on their Person L ; Collins. Brvan Michasl
records. access an individual’s record. : EGITIHS.D W-anp ltc ae
4. Checking the “Current Members . K?aj;e ;rr;;e j:nrmfer
» Sunday School Grade—Groups the only” filter will take the removed & Simmons, Joseph R (Jogy)
people by their Sunday School grade. people on the lists. People who are 501 First Grade (5)

removed by “Death” do not show
regardless of this filter.

502 Second Grade (5)
303 Third Grade (5)
504 Fourth Grade (5)
305 Fifth Grade (3)
306 Sixth Grade (3)
307 Seventh Grade (4)
308 Eighth Grade (5)
309 Ninth Grade (2)
310 Tenth Grade (4)
511 Eleventh Grade (5)
312 Twelfth Grade (1)

» Age Group—Uses the same age
groupings that are seen on the
Statistics window.

» Age—Shows the people at each
individual age.

» Ministry Group—Shows which
people belong to each Ministry Group.

LB B B B N B BE N B B B

» Person Assigned—Groups the
people by the Person Assigned field.

» Present Activity—Shows the people
presently involved in each activity.

» Skill/Spiritual Gift—Shows people
grouped by their skills/spiritual gifts.

» Training Class—Displays the training
lists and the people within each list.
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Customizing the Desktop

You can customize each of the modules
by using the Desktop feature. Each user
can customize his or her own desktop.

For example, if the first window you
always open in Membership is the
Households Grid, you can have the
Membership module remember this and

open the Households Grid automatically.

To do this, check “Show Households
Grid on start-up.”

Note: Multiple options may be selected.
You can select all six options or any
variation of the six options.

shepherds staff

1.

This feature can be accessed by clicking on
Desktop from the toolbar.

From here, you can choose which windows
you'd like to have open automatically when
that module opens, saving you time.

w | Shew Tree an start-up
Sher Hatreholde gred e sbait-up
Sherw Peple grid on stan-up
Show Celendar of Events on start-up

o | Sher the TWant To® helper nn start-up
¥ | Show the Deshbicand un star-up
Shiw the Search window on star-up
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Ministry Task Manager

The Ministry Task Manager is a utility for
creating task templates, automatically
generating tasks from your templates,
and completing tasks once they are
done. You may also delete tasks that are
no longer needed and export your task
template list to Excel.

There are three major tabs inside the
Task Manager:

» Task Templates—This tab shows
your existing task templates and lets
you add, edit, and delete templates.

» Tasks To Do—This tab lists all
open/uncompleted, template-based
tasks from everyone’s to-do list. In
addition to viewing existing tasks,
you can generate more tasks, filter
by responsibility, and export the list
to Excel. Use the “Refresh To-do List”
Button to erase and regenerate all
uncompleted, non-action, template-
based tasks.

»

v

Completed Task—This tab lists all
completed template-based tasks
from everyone’s to-do list. In addition
to exporting the list to Excel, you

can also filter by responsibility and
“completed by.”

Note: This utility is accessible from
every module in Shepherd’s Staff.

Task Templates i Tasks To Do | Completed Tasks
- Tank Calegury -
roate and Print Weekly Bulletin I . - Lolagory
‘nput Bdlz Into Ganeral Ledgar con | [Crtate and Priet Weokly Bulatin I ]
Scnpturn Lessans 16 Readess
| Candle Chl Marienance Tashk | S1pps 10 Compbete | Documents | Beforences
| Create and Prist Morthly Newsletter  Ofice
 Upload Sermon Recoding To Website  Ofice Dicteerialion | ereariw L — [ T ———
= oz @|  frems |
Monday, Octobar 20, 2014
e 1
1 [incbody) =
2 |inchady) 3
- 3 |incbody) -
- epea! T laak
Ik Hewnr (only occurs on TNRIN2014, or i anly for nofe & Sl repeaing on
@ On Monday swry  |wesk -l frorzna @
O On the 3th aveny manlh =
O On Octobes 20th every yea
© On tha |frsi = | Menday aach manth
© When someons i addad A & Visitar =]

o 26|

ew Tash *® #jml [ stew moctve |

[ Mica inactin until fer g
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Repeating Task

Templates are an essential part of the
Task Manager. A task template is a
template used to create repeating tasks
and save all of your settings for later
use. There are two types of repeating
task: Task based on a recurring
schedule and Task triggered by an
Action. We suggest using the repeating
task feature as much as possible.

The Task Templates tab contains three
sub-tabs: Task, Steps to Complete, and
Documents / References. Each sub-tab
allows you to further customize your
task templates.

» Task—The Task sub-tab holds all of
the settings needed to create your
repeating task template.

» Steps to Complete— Use this
area to give your church workers or
volunteers the instructions needed to
complete a task. You may enter up to
50 steps.

» Documents / References—There
are times you will want to provide
additional reference material to clarify
the task at hand. Use this sub-tab to
attach supplementary information to
the task template.

Note: The three sub-tabs will always
relate directly to the currently selected
task in your task list.

shepherds staff

You can access the Task Manager from every
module inside Shepherd’s Staff by clicking
Tools and selecting Task Manager. You can
also open the Task Manager from the To Do...
list by clicking the Task Manager Icon located
at the bottom.

Click New Task to start the creating a new Task
Template.

Enter the Task name (required), Category, and
Description / overview.

Under the “Repeat this task” section, select the
appropriate schedule.

5. Assign responsibility or ownership to these
tasks to ensure the tasks are completed in
a timely manner. You can assign up to three
people to a single task.

o

You may also need to set a “Task start date,”
set the “Days allowed to complete it,” and enter
a “Stop repeating on” date.

7. Make sure to click Save.

Note: If this task has a future start date, check the
“Make inactive until after” checkbox and fill in the
appropriate date.

i | T Cageey
save | [(newiasi) I |
Task S14ps 1o Complele Documents / Beferences |

Cesoripton / overvgw

Tash sl Sate Days aigwed o compiets @

Hepeal oy gL

fionezois @|  [same day) -
Weshiesday, Getoler 15, 2014
FAEMRAnLnEn | 2 rErnE

inobody)

[nebady)

(nobady]

-

B ERE

wa

C Mever fonly ocours on 107152004, or 15 only for raference) St epestig o

D On Wadnagday dec |weak i

O On the 15th every
C On Cctober 15h ey year

oens

O On the |Evul " ! Wadnesday sach manth

3 When somaona [:3 pided a5 & Viskor

O Mok imactey urdl afer g
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Action-Based Task

There are times when repeating a
task based on a schedule will just not
work. This is where action-based tasks
come into play. These tasks generate
automatically when a user makes a
change in Shepherd’s Staff.

Some examples of these actions are
adding a visitor, marking someone as
baptized, and changing an individual’s
marital status.

Click New Task to start the creating a new Task
Template.

Enter the Task name (required), Category, and
Description / overview.

Under the “Repeat this task” section, select
“When someone” and select the appropriate
action.

Assign responsibility or ownership to the task
to ensure the task is completed in a timely
manner. You can assign up to three people to a
single task.

5. You may also need to set a “Task start date,”
set the “Days allowed to complete it,” and enter
a “Stop repeating on” date.

6. Make sure to click Save.

Note: If this task has a future start date, check the
“Make inactive until after” checkbox and fill in the
appropriate date.

=] Task Category
Cave I(new task) I j
Task Steps to Complete ‘ Documents / References
Description / overview Task start date Days allowed to complets it

(date of change) I (same day) A l

Responsibility / ownership

O On October 15th every year

O On the Iﬁrst 'l Wednesday each

1 |(nobody) -
2 |(nobody) T
~ 3 |(nobody) z
— Repeat this task
O Never (only occurs on 10/15/2014, or is only for reference) Stop repeating on
O On Wednesday every Im |1[].f15_|’2114 ﬁl

O On the 15th every Imonth 'l

manth

@ When someone Iis added as a Visitor

[ Make inactive until after I ﬁl
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To-Do List

The To-Do List is where church workers
go to find their tasks. If you are the
Office Manager, you can use the To-Do
List to keep track of everyone’s tasks.

The To-Do List opens when you open
any module and is docked to the right
side of the screen.

1. Click “Mark this Task Completed”
to launch the “Complete this task”
window. When completing a task,
you will need to select a Date
Completed and the person who
completed the task.

2. The “Print a To-Do List” button lets
you print a To-Do List report. Filter
your task report by the task status
or task name. You may select your
desired time frame and several
different options.

3. Using the “Add a one-time task”
button allows you to create a
one-time task, set a due date,
and assign a category and a
responsibility.

4. Click the “View or change the
selected task” button to update or
correct a task. Changes to a task go
into effect immediately when the OK
button is clicked.

5. Use the “Delete this task” button to
permanently delete a task.

shepherds staff

6. Click the “Task Manager” button to
open the Task Manager utility used
for creating and managing task
templates.

You can also limit the information seen
on the To-Do List by using any of the
provided filters.

» Open tasks starting in the next 90
days—Shows the next 90 days worth
of open tasks for you or everyone.

» Show by—Groups tasks by one of
several options. A few examples of
grouping options are Tasks, Date /
Task and Person / Task.

» Task that are—Allows you to display
open tasks (including past due tasks),
only past due tasks, or completed
tasks.

» For [n] days ahead/past—Filters by
number of days when displaying open
or completed tasks. You can specify
how far ahead or in the past to display
tasks. (This option does not apply
when displaying past due tasks and is
hidden.)

» Use the task—Allows you to show
start date or due date. This option only
appears when displaying open tasks.

Note: If you would prefer not to show
the To-Do List upon launch, uncheck the
box by “Show on start-up.”

To Do...

-

@x|7|E|®

Open tasks starting in the next 90 days for (O You & Everyone

|1 10/15/14 - 10/29/14: Create and Print Monthly Newsletter
|4 10/16/14: Input Bills Into General Ledger
|1\ 10/20/14: Refill Candle Oil
|1 10/20/14: Upload Sermon Recording To Website
|1 10/20/14 - 10/24/14: Create and Print Weekly Bulletin
|1 10/21/14: Send Scripture Lessons to Readers
|1 10/23/14: Input Bills Into General Ledger
10/27/14: Refill Candle Cil
10/27/14: Upload Sermon Recording To Website
10/27/14 - 10/31/14: Create and Print Weekly Bulletin
10/28/14: Send Scripture Lessons to Readers
10/30/14: Input Bills Into General Ledger
11/3/14: Refill Candle il
11/3/14: Upload Sermon Recording To Website
11/3/14 - 11/7/14: Create and Print Weekly Bulletin
11/4/14: Send Scripture Lessons to Readers
11/6/14: Input Bills Into General Ledger

11/10/14: Refill Candle Oil =

11/10/14 - 11/14/14: Create and Print Weekly Bulletin
11/10/14: Upload Sermon Recording To Website
11/11/14: Send Scripture Lessons to Readers
11/13/14: Input Bills Into General Ledger

11/15/14 - 11/29/14: Create and Print Monthly Newsletter
11/17/14: Upload Sermon Recording To Website
11/17/14: Refill Candle Cil

1117114 - 11/21/14: Create and Print Weekly Bulletin
11/18/14: Send Scripture Lessons to Readers
11/20/14: Input Bills Into General Ledger

11/24/14: Upload Sermon Recording To Website
11/24/14: Refill Candle Cil

11/24/14 - 11/28/14: Create and Print Weekly Bulletin
11/25/14: Send Scripture Lessons to Readers
11/27/14: Input Bills Into General Ledger

12/1/14: Upload Sermon Recording To Website
12/1/14 - 12/5/14: Create and Print Weekly Bulletin
12/1/14: Refill Candle Oil

12/2/14- Send Scrinture | essons tn Readers

-

m

=

Show by |Task vl
Task that are |Open VI
For |90 vl days ahead

Use the task (& start (O due

Task Manager

Show on start-up
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Database Conventions

A Shepherd’s Staff database is built » Date Fields—These fields only hold a date. Using the Keyboard—The majority of functions
from MS Access. Data is entered into Examples of these fields would be Birthdate, can be accessed without using a mouse. Within
three different types of fields: option Baptized Date, and Wedding Date. Shepherd’s Staff, each word that represents a
(drop lists), text and date. Knowing how ) function has an underlined letter (for example,
to use each type of field is valuable in 1. To add or delete: You can type in a date or Records).
becoming more familiar with Shepherd’s delete a date similar to a text field. You can
Staff. also click the calendar icon to the right, and 1. Use the ALT button plus (+) the letter
that can be used to select a date from a underlined, for example ALT+R, to access

» Text Fields—These fields contain calendar. Records.

only the data that you type into them. Note: Option, Text or Date fields that have blue- 2. To navigate within Shepherd’s Staff after using

Some examples of these fields would colored font are required to be filled out. an ALT command, use TAB to go forward,

be Spouse’s Name, Address Line 1

HIFT (+) TAB k. The directional
and 2, and Email. S (+) to go bac e directiona

buttons (left, right, up, down) can be used to

1. To add or delete: Simply type in or navigate as well. ENTER is used for OK.
delete/backspace out. 3. The Escape button (ESC) will always close an
» Option Fields—These fields deploy open window.

a dropdown box which gives you
options to choose from. Examples
of option fields are Marital Status,
Ministry Group, and Received By, to

name a few.
—Marriage

1. To add an item to an option field: i .

Type in the item and hit TAB. Marital Status SIITIEL LCILE
2. To delete an item: Hit drop arrow Married j Jessica

with mouse, scroll with arrow .

buttons on keyboard to desired item, Wedding Date :

and hit DELETE on keyboard. 5/17/2008 ﬁha)
3. To remove item from record but not

delete from list: hit BACKSPACE
instead of DELETE.
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Grid Conventions

Almost every record you add to » Freezing Columns—Columns can be frozen on the Unlock button in the lower right hand
Shepherd’s Staff will be contained within on the grid by dragging the “freeze bar” across corner. The grid will immediately turn white and
a grid. Grids have special features that, them. On the left side of the left hand column gray-colored. The gray-colored columns cannot
when used, can greatly increase the (Household), there is a bar about a millimeter in be edited because they represent fields that are
user’s proficiency and speed. width. Click and drag (by holding down the left managed through other areas of the program.
mouse button) the bar to the right, passing over Note: Not all grids in Shepherd’s Staff can be
The features described on this page two or three columns, then drop it (by letting go unlocked.
can be used in every grid and in every of the left mouse button). Now, the columns to
module. the left of the freeze bar are frozen when you » Export to Excel—Most grids in Shepherd’s Staff
) scroll to the right. can be exported directly to Microsoft Excel® by
» Sorting Columns—AImost any clicking the Export to Spreadsheet button located
column in a grid can be sorted by » Unlocking—Unlocking a grid allows data to at the lower right of the grid.
clicking on the column header, “_‘e” be edited directly on a grid without opening the
the Sort button below. Also, a grid record, which saves time. To unlock a grid, click

can be sorted by more than one

column by clicking the columns in the
order of sorting. For example, if you
want all Members sorted together B
alphabetically, click on the Member | [Backs Buks [T — Seeute 2] B |
1 | Enie: Haark: Mlars Chakd RIRT0N = = |
column first, then the Last Name : — P S = -
column, then Sort. In the example L {omee B Charles mdmm .:ﬁ.::::i % %
below, we are sorting the grid by First " |maues Betups Sur Spouss wun @
N | {Can Caet Ala Head ol Hoashold w2Iess B o
ame. Ican Cam Amanda Chid (FIRT R | o]
Ecmu Citrd Arrry S O 0
» Moving Columns—Columns can be e pol e T
H H | Colng L= it Head of Heeashold TTHIE = =
moved to the left or right to customize o s b fisict 2 2
the grid. Click and drag the column Dot Hadusa. o Hiadytoicy |t E g
. | s 1 K
header to move it, then let go to put | Edwarts Edwasdy Wilam (E) Head of Mousehold  Sivised.
it in place. In the example below, we ----ii‘:“ - Roger e D, oo - (R
i | Femnioa Franioal ‘Wil (54l] Tharas Head of Mowsehoid  onBs B =
could move thg First Name.columlfllof [ lorg o e = 2
the People Grid from the third position | ciagran Giagean Suran Spounn e | #
X | Goodwin Goodwn Conaid {Ban] il Head of Mowsehold U1 =
to the first. | et Groatennt Fegay Spaus T =
| Geant Gearrl St Head of Mowsehoid m] =
| Giearnt Gewrt Slirven (Sime] L Haad of Howiehiold O = |
LI‘_I‘rm i Taa Haaed e S e 4RI BRT m =] : "' |
-
O r::m-wmm e [ Furm it wiedgent tata Wi | (et -
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Help System

Shepherd'’s Staff has an internal help
system included with the software.

This help system is context sensitive, so
if at any time you need more information
on a specific window, click F1 to enter
the Help system for that specific window.
The page that comes up will tell you the
purpose of the window you are on as
well as what the options and buttons do.

For example, say you need more
information on the Person record
window. In this case you could open
a current Person or you could simply
click the Add Person button; when the
window comes up, click F1.

You can also access the help system
by clicking Help on the file menu and
choosing either User’'s Guide, Common
Questions, or Common Tasks.

In this manual we will talk about several
tasks and windows within Shepherd’s
Staff. However, not every button and
option will be covered here, and that

is where the help system becomes
invaluable.

residence or place of bosiness for a Iamily or onganization

s i Hhis Hemisaraeld
button on the bool bar,

Chunch Tz
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Consistent Data Entry

The power of Shepherd’s Staff comes
not only from its ability to keep and track
data but also from the ability to find and
report data. In order to get the most out
of these abilities, it is imperative that
you keep your data as consistent as
possible. Let’s look at a few examples to
see this idea a little more clearly.

» Example 1: Say you have two
members who transfer to another
church. In this case we will say they
transferred to an LCMS church. In
order to show this in the software, we
need to set the members Removed
By statuses. For the first member,
suppose we set his Removed By
field to read “Transfer to LCMS”
but the second member’s simply to
read “Transfer LCMS.” This might
seem okay at the moment, but when
we go to search or run a report for
members that have been removed, a
problem will arise. If we search for all
Removed By statuses that are equal
to “Transfer to LCMS,” we will not pick
up the member whose status reads
“Transfer LCMS.” This is because
the search will match the exact text
within that field. The best practice
is to choose one wording and stick
with it. If you decide you don't like the
wording used in the past, you can use
a utility like Mass Update to change all
the records containing that text to your
new choice.

shepherds staff

» Example 2: Another task that shows the value

in consistent data conventions is printing out
mailing labels. On every Household record there
are fields for label name styles. These are text
fields containing data that has been typed in by
a user. So the Smith household might have a
style 1 label that says “Mr. and Mrs. Smith” and
the Jones household might have one that just
says “Bob and Mary.” Again, this could be fine
until you run your mailing labels based on Label
Name 1. At that point the Smith household label
will look fine, but the Jones household label will

not work because all it will say is “Bob and Mary”

on the top line.

So by keeping your data consistent, you can
see how it will save time down the line and also
reduces confusion for volunteers and other
employees that only use the software part of the
time.

Tip: Making a list of these data conventions! Write
them below, or keep a list by your computer.

Location Field

Al Usa
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Backing Up Your Data

The Back Up Your Database utility is
one of the most important utilities in
Shepherd’s Staff. When you make a
backup, you are in essence making a
copy of your database at that moment
in time. The backup takes the Microsoft
Access®database, compresses it into
a file called CPHBKP32.001, and then
saves it to the root of any disk drive the
computer has permission to access.

It is highly recommended that you make
multiple backups and do so on a routine
basis. It is also suggested that you keep
one of these backups on a removable
drive (USB/Flash, CD, Cloud, etc.) that
you can take off-site. In the case of a
disaster or computer failure, a copy of
your data would be safe with you.

Churches can also archive the backups
on the drives. This is always a good
idea, as it gives you a history of backups
to go through if you become aware of

a problem that has existed prior to your
most recent backup.

If a backup file already exists, you will
receive the message shown below.
Clicking YES will create a new backup
file called CPHBKP32.001 and will
rename the existing file in the following
format: CPHBKP32-YYYYMMDD-
HHMM.001 (Y= Year, M=Month, D=Day,
H=Hour, M=Minute). Clicking NO will
overwrite the existing CPHBKP32.001
file.

1.

You can access the Backup utility from the 4.

Main Menu by clicking Utilities and choosing
“Backup.”

Next you will choose the destination for your
backup. If you don’t see the drive, you need
to try closing the Backup utility and opening it
again.

Type in any additional information you may
have about this backup in the Comment box.

If you are planning on making changes to the
Finance module on an off-site computer and
applying those changes back to this computer,
you may want to check out Finance. This will
turn the Finance module red and will tell other
users that any changes they make will be
overwritten when the database is restored.

Clicking the Start button will create a backup of
the database. The backup is stored in the root
of the directory you choose.

Backup Your Database

I Last Backup created on 10/16/2014 10:42a

— Destination

Start Backup

Comment

Christ Community Church

[ Check out Einance
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Households

One of the first steps in using Shepherd’s Staff is adding the Household
records for your congregation.

The section defines Household records for you and teaches you how to add
them.
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Households and Person Records

The Membership Module is based 1. The Household record keeps all the (Sp——
around two different types of records: family members grouped together Biiaieniipe frem e
Households and Person. It is important for tracking and reporting purposes. d I 2
to understand the differences between For this reason, a Household record O -
and how they relate to each other. must be created prior to the Person i
A Hold g s th records being created.
» ousehold record represents the , , o Couct b
family’s physical location and contains 2. The foIIowmg pages will walk you PIERNC
information that pertains to the entire through adding households and G My ’J _._,_,’?il
family or group. This would include people. ey it 2m couniey e
information such as the family’s s S L’_‘:'... j':_ﬁ_. =
address, the landline phone number, | Al ELAL L
or a household email address that all LR A e e
family membersuse. - _d O
d.l_l 0
» A Person record represents the e | o | 5 | | s
actual person (as opposed to a
building) and contains information that
is pertinent to that particular person 0
as an individual. This includes, but is eI
not limited to, information such as the ne wase e R
person’s baptism and confirmation / ' [ 3 ' £
dates, if they are a member, their cell ) m—— T = il
or work phone numbers, and if they =vees = e e s
are married.
B Merbar 3 Ko Wi =
Note: if you select an item in a drop list - 3] R i 3
using Enter key or the mouse, the focus et 5 [ o 3
will automatically jump to the next data — o GfeCemet L.
entry field on the screen, saving you a ' £ =] St -
keystroke/click. e i - T
—  Ar 4 [
Wediary Cravag Farnoa Lenigaad Bngeaiur
I [ [ |
] i = | ] | il Boe | [ 1 Ted
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Household Grid

The Household records in your 1. Names can be found quickly by starting to 3. By default the Household Grid does not show
database can be easily managed type the name of the household. To highlight a household’s containing only removed people.
through the use of a grid. The grid that record, single-click on a record. If you wish to see these households, you can
contains all Household records is called 2. To access a Household's information on a tab, click on the “Include removed households” in

the Household Grid.

the bottom left corner.

simply select the Household, then click the

From here you can quickly access a tab at the top of the grid. A tab that is shaded

highlighted household’s Address/Phone means there is no data on that tab for that
Visits and Deaths through the tabs at record.
the top of the grid.

Address/ Phone Tab—This tab
shows you the household’s contact

information along with the people within
that household. The information can | [ T T Tinse iy ooy | Farias A Takais 5 5]
iti b[ABEcE T Havid Lawrence Adulisdfildeon 1 O W@ WMnbovid G aeed Sua AbboL_ Ciavid and S }
be updated by editing the Househqld | St Tang Parvet s O s Saby Baner L e |
or Person records. You can also print [Eiw R s d LIk s ey G iy S o o i
. . | Erap w Boeald i Blenadact ' Baradct -
a mailing label for, send an email to, or B b A Singh Al 1 O W e Bliegs Juby Bifiegs ok
. | Barwan Fick Wamied Cougle 2 (=] . & s Bick Bowsn  Fick and Clasre Bowen  Fick and Clare
see a map of this household. | Brown Howard Faymasd |Singie At ! [0 M HosardBrosn  Howard Broen Howard
|t Roket Willam  Sngh Parest [l m] W Rebat Collway Fobart Callsmey Bl
.. . . . _'!-::.-.--m.'|I Carmen Jasice Singht Adukt 1 0 s CormenCancdl  Carmen Canod Carmen
Visits—On this tab you will see any Visit fcane Toivta Wasds  |AdusChidren i O e T Cote Tosted Cite Teista
; Icmeng Hran LAty hdsrn 1 [0 & &b Brin Chung Besan Cheng Brisn snd Melly
records that have bgen entered fc?r this e i R A Ty g sy B g
household. If you wish to add, edit, or [ |cutn Sactws Aacivw _ [Hchiene Faesy 4 O e Rbo dwrws s and Enn Coling ' daerwa and B
. 1 Coek Stankey Jefay _Hmnr Famsdy 4 m] e & s Slankey Sian and Tem Cook Sian and Tem
delete a record, you can do so using the [ Cutbertacn Frack L isinghe Parert 3 O W FrackCubetacn  Frack Cubwtion  Frank
buttons at the bottom. B o s 3 kgl el e
|| Enagr il Sangle et 1 g Mi Ginle Enfquag  (irisla Enfigues Cauels
| Encksan Diand heschear Farrady 4 e & Mis. Darad Dimsad and Lasara Davad pnd Lavea
Deaths—Any deaths that have | |Femancaz Lowis Jon fLou) |AdulsShidran 1 0  wAME Lous Leu and Pam Loss and Fam
happened for this household will show P ol e : it hria e v i .
on this tab. | esan Sarusthan ¥, (on) [Hachiear Facrdy 1 O W B his Jonsthan  Jom ad Chein Gibsen Jdon and Ciri
|| Gomas Edga Mlbartn [AdultaiChisran 3 O e kb Edgar Edgar srd Arta Gomes Edga and Anits _IE.[:
ol ol |
You also have access to all the standard b i e
grid conventions and buttons like unlock ] = s = 500 == = == — =
and export to a spreadsheet. See the

Grid Conventions in the start of this
manual for instruction on those grid
features.
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:1| Adding a Household

There are four ways to add a Household
record:

» Click the H+ button on the toolbar.

» Click the Add button on the Household
Grid.

» Go to the file menu and click Add from
the records>household pop out.

» If you accidentally start adding a
person first, you can click the House +
button next to household name on the
Person record.

In order to save a household (OK
button) you must fill out all the fields
with a blue heading. These are required
fields and are needed by the software
for a valid Household record. Although
the majority of the fields are not
required, the more thorough the data
entry, the more useful the database. It is
to your church’s benefit to fill in as much
information as possible.

Once the required fields have been filled
in under the Contact tab, the Household
is completed and can be closed.
However, there is additional information
that can be added to the Household
record on the Family/Church tab and the
Other tab.

The first step is to fill in the Household Name
at the top of the window. Traditionally, the last
name of the family or group would go into this
field.

The Label Name Styles 1 and 2 are optional
and are entered by the user. Some examples
could be “Mr. and Mrs. Joe Smith” for Style

1 and “Joe and Jane Smith” in Style 2. The
important part is that you keep these fields
consistent throughout your Household records
so that reports such as mailing labels are
accurate. The field entitled “Salutation for form
letters” works the same way.

The number in the Family box will calculate
automatically as Person records are added
to the household. If you don’t see this field
update, simply close the record and open it
back up to see the correct number.

(oo Lk O £ B R
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Family Tab

The Family tab is where you can see the
Person records within this Household
record. You can also access the Visits
Grid for this household as well as assign
this household to a person, ministry
group, or even the newsletter list.

shepherds staff

The mini grid within this tab contains the

Person records assigned to this household. By
adding Person records here, the Household

Name, Address and Phone will transfer to 3
the Person record. For information on Person '
records turn to the section titled “Adding a

Person Record.”

This tab also contains option fields for Person
Assigned and Ministry Group. Traditionally, 4.
the Person Assigned would be an individual or
group that would be assigned for ministering

to this particular Household. The Ministry

Group is traditionally used for a geographic

(or demographic) zone that this Household

resides in. Both of these fields can be used in
a different manner and are adaptable to the
needs of the church.

Off to the right, there are two quick buttons
to Visits and Scheduled Visits. These buttons
will open the Visits and Scheduled Visits Grid
filtered for the Visit records belonging to this
household.

The Newsletter check box is used to recognize
that this Household receives the church
newsletter. A Subgroup can be created to
include only those Households with this
designation.

Feusehud i Hogeebold Tyes Famiky
| i - i o
Saytalice Far Tt lolizrs Latsi mame atries
| 1
2
Famity | Ghurch Canfact ahier
| luastname  [ristmame | sequence | Age | Membert |¢ CollFhone | Mapt. | Contirm | Removes Oy | Oir|
Lad |
Ackd Pasan | T Paraon | Balote Parusit | Sehad Visds | iR |
Perasn Axnigres Hiniadry Groag Fowmi
| = =] Recetves Nowslater  [Pnm - M Ram
s | Cancel | Add | Eind | Hote | E-mai
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ContactTab

The Contact tab contains the Address
Fields/Phone Number and Email
address for the Household as a group.
The Primary Address is a required field
and must be entered to complete the
Household record.

Note: We understand that there are
times you do not have a household’s
current address. In this case we
recommend clicking the Address
Unknown button to enter consistent
“unknown” data into your software.

If the Household sometimes uses

a different address (snowbirds, for
example), click on the Alternate 1 button
and key in the Alternate Address. These
alternate addresses require Begin Use
and End Use dates so that the software
knows when to use these addresses.

If this household relocates every year
during the same time, make sure to click
on “Repeats Annually” so you can take
advantage of Shepherd Staff’s “Renew
Expired Information” utility which is
covered in the Advanced Membership
Manual.

The Household Email Address is for an email that
is pertinent to the entire household. This could be
a household email that all family members can use

or it could be the address of the church’s “contact”

person within that family.

A Primary Household Phone Number can also be
entered on this tab. This field is normally used for
a landline phone number that is used for the entire
household. Cell and work phone numbers should
be entered on the individual Person Records

as there are specific fields designated for those
numbers.

Lotk okl o £ b
Hcanehik] Rame Trpe s
] = [
for form lofers Label name tyies
| '
]
Famly [ Charch Conjast =
&y Primary Addregy
) Aternate 1 iy
© ktarnate 2 ——
) Maernate 3 Ghy | Sabe B Country Caerier Rie
| R |
Lutlisdels  County Code e
' 3 o= w2
Fhone numbers for the above sddress. ] g
ﬂ Type [mres | mumtor (B | Listeo | Deseripton I-—-il | s
| PRIMARY | Mo | | S
e @l
oK | Cancel d | Eing | [T E
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OtherTab

The household Other tab is used for any 1. In order to change the names of these fields 3. Choose the field name you want to change
information you wish to track for which you will need to go to the opening page for from the dropdown box.
Shepherd’s Staff does not ha_ve a field Shepherd’s _Staff, select Utilities, and then 4. Now type what you want the field to be named
or grid. The names of these fields can choose Settings. in the Change To box
be changed to fit your needs. ; ; . ’

g y 2. In Settings you will choose the tab called Field 5. Click Accept to make the change.

There are a few criteria you should keep Names.

in mind prior to using the Other tab.

» This data should be consistent across
all of your Household records.

» This data should have criteria that W

does not change very often. ek . e )
» This data should be something unique i"’"" e |'“'“' e 3 ["':"

that cannot be tracked more easily

elsewhere in the software. | e

It's recommended that if you have
information that you want to track

using the Other tab that you contact Eamly | Chiarch Contsct Other
Shepherd’s Staff Support prior to setting
it up so we can let you know if there is a Optient Tea1 Dt 4
better alternative. ! 4 | | 3
Option 2 Temt 2 Dt 2
I zl | I |
Option 3 Tead 3 Dt 3
I 3 I 3 e
Pagas Row  Colemn
W T
oK Canzel Aad Eingl [EEa ] | E-nail
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