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1 Welcome to the Approved Workman Database

The Approved Workman Database (AWdb) 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 Legacy version of AWdb stores data on a personal computer or device.
There is also a Web version of the AWdb that stores the data "in the cloud". This
guide is for the Legacy version and is designed as both a course in using the
database and as ongoing reference while working with the application. It
assumes familiarity with how to run an Awana club and focuses on how to
integrate AWdb into it.

Conventions used in this User Guide

a' Important warnings! Pay attention!!
Q Additional information for clarification.

_J Tips that might be helpful.

How to get started...

o Review the Getting Started and Learning the Basics sections for an introduction to the database.

¢ Visit the Approved Workman Forum to find helpful training videos.

© 2021 Leffler Systems
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2 Getting Started

¢ Install a Free Trial Verson of AWdb from our website (www.approvedworkman.com). The trial version
is a fully functional installation of the program except access is limited to 30-days.

¢ Use the trial version to learn the basics of navigating the database and explore all of the features using
sample data. The sample data will eventually be erased, so don't worry about altering or deleting
records.

¢ After becoming comfortable with AWdb, purge the sample data and then begin entering real club data.

¢ Purchase a license to activate the database for continued use without reinstalling and without losing
any data.

2.1  Minimum System Requirements

System configurations should meet these requirements:
e Operating Systems: Microsoft Windows 10, 8, 7, Vista, or XP (Apple and Linux OS's are not supported)

e 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

e Free Disk Space: 200 MB

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

« Internet Connection: AWdb can be run without any Internet connection. However, periodically checking
for updates does require an Internet connection

2.2 Possible configurations

Depending on club size and organization, there are a variety of ways to configure a system to run AWdb.
Below are some suggestions; however, adjustments can be made as needed.

In addition to the options listed below, there is also a Web version of AWdb available which allows access for
multiple users. See our website (www.approvedworkman.com) for additional information.

Single License

This simple setup works for small clubs where a single Awana secretary handles all of the recordkeeping.
With a single license, AWdb can be installed on a PC or laptop computer for one user at a time to access
the data. (The Database Check-out/Check-in feature is not available with a single license. See below.)

In cases where the single user needs to work on the database from more than one computer (for
example, a home PC and one at church), AWdb can be run directly from a USB flash drive for portability.
Simply eject the flash drive with AWdb and take it to another computer.

{4 When using a USB flash drive, it is critical to exit the database and then use the proper technique to shut
down the USB storage device before removing it from the computer. Not waiting for the confirmation
from Windows that it is safe to remove the device might cause file corruption. Also, since all of the data
will be on the flash drive, be sure to make backups!

© 2021 Leffler Systems
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If one person does the data entry and is essentially in charge of the database, then a single user license
is all that is needed. However, if another person, such as the Commander or Pastor, also wants a copy
of the database, then it is appropriate to have an additional license. (See www.approvedworkman.com

for pricing of additional licenses).

Multiple Licenses, using Database Check-out / Check-in

Larger clubs that have a secretary for each club might want multiple licenses. One solution for using
multiple licenses is the Database Check-out / Check-in feature. This provides non-networked, multi-user
functionality through the use of USB flash drives. Here's how it works:

1. In the Primary database, under Admin > Database Utilities > Check-out/Check-in, Check OUT
one or more clubs onto a USB flash drive. During this process the Primary database creates a
special copy of itself, called a Secondary database, on the USB flash drive. The checked out records
will only be editable from the Secondary database. They will be locked in the Primary database until
they are checked back in.

2. Eject and safely remove the USB flash drive with the Secondary database. It can then be given to
another person to use on a different computer. The Secondary database is launched and run
directly from the flash drive. The records for the checked out club(s) can be updated. Meanwhile,
the records that were not checked out can be updated in the Primary database.

3. At some point in time, such as the end of club night or the following week, when the USB flash drive
with the Secondary database is returned, plug it into the computer with the Primary database and
perform the database Check-IN. During this process the Primary database imports all of the new
and modified records from the Secondary database and merges them back into the Primary
database.

Multiple Licenses, using a Server

Another solution for multiple users is to install AWdb on a server. Each user then logs in to the single
instance of AWdb located on the server. (No AWdb software is installed on the workstation.) The number
of users that can be logged in simultaneously is determined by the number of licenses. Running AWdb
over a local area network is slower than running it on a local hard drive or from a USB flash drive, but it
eliminates the Check-out / Check-in steps. A reliable network connection is a must, and a wired
connection is faster than a wireless connection.

Record entry, regardless of configuration

With any of these configurations, there are various approaches to entering the attendance and handbook
data, such as:

1. Print worksheets from the Reports tab for leaders to use and return to the secretary to be entered
into AWdb after club time.

2. Enter data directly into the computer as clubbers arrive and complete handbook sections.
3. Use a combination of worksheets and live data entry.

Discussions on the AWdb Forum offer additional ideas on ways to use the database. The forum is a great
place to ask questions and get feedback. A member of the support team can also answer questions.

© 2021 Leffler Systems
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2.3 Installing AWdb

Use the download link provided by customer support to install the Trial version of the database. After
learning about the database, purge the sample data to begin entering live data. Purchase a license to
convert it to a fully-registered version.

Follow the steps below to download and install the Trial version of AWdb:

Downloading the Setup Executable

1. Click the link provided by customer support to download a copy of the Trial database.

2. In the File Download dialog, click Save. If a Save As dialog appears, select Desktop and click Save.
The file download progress is displayed.

Run Cancel

If no dialog appears asking where to save the download, it is probably saved automatically in a folder
like 'My Downloads'.

Installing the Database

Once the setupAWdb .exe file has been successfully downloaded:

1. Double click the setupAWdb .exe icon (either on the Desktop or in the Downloads folder) to
launch the installation wizard.

_J If a “File Security Warning” dialog appears, click Run.

2. When the Installation Setup dialog opens, click Next to continue.
-

O" Approved Work Database Setup - InstallAware Wizard

Approved Workman Database Setup
This wizard will install a fully functional 30-day trial version of the Approved Workman Database. After you

have explored the many features, you may purge the sample data and begin entering your live data,

Click Next to continue,

Approved Workman Database

a recordkeeping system for Awana clubs

Version 5.3.0.5

g Y|

3. Read the License Agreement. Agree to it by scrolling to the bottom. Click Next.

4. Read the Late Breaking Information for helpful information and resources. Click Next.
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5. Choose a folder for installation. We recommend a Personal folder or the root of the C drive
(C:), noton the Desktop. Click Next.

Choose a folder  Tip: You may want to select your {personal} folder.

B Desktop /
b

.78 This PC
- i Desktop
- £| Documents
b 4 Downloads
b W Music
b = Pictures
- @ Videos
& i, Local Disk (C2)
4 DVD RW Drive (D:)
e USB DISK (F)

Total space required: 100,533 KB Space available: 141,530 MB

Based on your current folder selection, the database will be installed in the following location:

Ch\Users\Annettel |

6. The installation wizard will create a desktop shortcut for all users or just for you. Click Next.

7. When the installation completes, click Anish. There will be a new icon for the Approved Workman
Database on your desktop.

© 2021 Leffler Systems
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2.4  Activating the Database

When a license for the software is purchased, an e-mail that includes a license key will be sent. To install
the permanent license key, follow these instructions (also included in the e-mail attachment):

1. Log in to AWdb.

2. Select Help > License Info from the Main Window's menu bar to open the License dialog.

Approved Workman - License

Church Mame: A Sample Church

Club Mame: ASC Awana Club
Customer 1Dt 0
License Type: Trial License 26 days remaining

Number of Users: 5

Please visit our website for purchase options
www.ApprovedWorkman.com

Leffler Systems LLC
877 Duncannon Way, Sun Prairie, W| 53590
E-mail: Support@LefflerSystems.com

Close

3. Select the Registration tab.

Approved Workman - License

License Info, Registration

When you purchase a license for the software you will receive an E-mail
with your license key. Copy the "License Key" text from the E-mail and
paste it into the field below, then click Apply.

MNote: To perform the 'paste’ operation (after you've copied the license
text from your email), right-click the memo field below and select
'paste’ from the popup menu.

License Key:

') ¥ . . ’ . -

Apply Llose

4, Select and Copy the license key text from the e-mail attachment.

ﬁ' Don't try to type it in manually! Typing it will not work because there are hidden characters.

5. Right click in the License Key field and select Paste from the pop-up menu.

6. Click Apply. A confirmation message should display saying: "The License Key has been successfully
applied." The database is then a fully registered version. The title bar will no longer show "Trial
License - Days Remaining". If there is a message saying: "The License Key is invalid" ensure the key
was copied correctly. If there is still a problem, contact Customer Support.
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2.5 Updating the Database

After activating the database, check for updates occasionally to get the latest bug fixes and
enhancements.

Set a prompt to check for updates when starting the application under Admin > Options > System
Reminders.

Follow the steps below to download the Update Executable:
1. From the Main Window's menu bar, select Help > Check for updates... (Admin users only).

a Non-Admin users will not get the pop-up reminder or see the "Check for updates..." menu item.

2. In the confirmation dialog, click Check for updates now to communicate with Leffler Systems to
see if updates are available. (An Internet connection is required.)

If a warning appears from a firewall software, such as Norton, McAfee, or Microsoft, choose Always
Allow from the options to allow AWdb to access the Internet now and on future occasions.

3. The Account and Update Information dialog opens. The Account Information shows the Account
Status and the Contact Information on file. To change the contact information, use the Comments
field to indicate changes. For older versions of the database, instructions are provided for
downloading and applying the update. For newer versions, simply click Apply the Update.

Detailed instructions, including a video, are available on the forum.

Account and Update [nformation

Account Information

A Sample Church Contact Name 0 Pesition Type  Display As Prmany Eilling
Church Office Church Office Phone 608-335-1212

Customer ID: 100 Jane Doe Cluby Secretary Email JaneDoe@gmail.com

1550 J Johni Doe Commiander Email JehnDoe@gmail.com

Status: Active

Renewsl Date: 77172019
Balance Due: | $0.00

Here iz a sample message from Tech Support for the ASC Awana Club,

The latest version is 5.7.0.6. If your version is less, apply the update shown, and then check again for the next update.
Update Information Comments

Updates are available! The next update will install version 5.7.0.6 Use the field below to inform us of changes we should make to
your contact information shown above,

This is the 4th update for 2018-2019 and includes & bug fix for the Attendance

and Dues Werksheet and makes cerrections to Inventory items for Sparks Send notes about contact infarmation changes h"d I

Entrance booklets.

Mews from Leffler Systams
Build 5706 fices a bug in the Attendance and Dues

Worksheet and updates Inventory records related to
Sparks Entrance Booklets and Multipack item numbers.

Apply the Update

Close
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2.6 Contacting Customer Support

Supporting You is Important to Us!

We are committed to providing great support to Approved Workman Database 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 AWdb 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 tips. 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
AWdb users.
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3 Logging into AWdb

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

2. Type the User Name and Password for a user account. For a Trial database, use "demo" for both
the User Name and Password.

ﬁ The purge sample data process provides a prompt to set up a new Admin user account.

Approved Workman Database
a recordkeeping system for Awana* clubs
Trial license for:

A Sample Church
ASC Awana Club

User Mame: [l:lemu
||||||

Liilities

Version: 5.3.0.5 Copyright (¢ 2005-2014 Leffler Systems LLC, All Rights Reserved

“Awrana is a Registered Trademark of Awana Clubs International, and their Marks are used by permission.
Leffler Systems LLC is salely responsible for the Approved Workman Database, the website, and the user
guide, and is not endorsed by, or affiliated with Awana Clubs International

Local Data Path: | ChApproved Workman'\Data

The advanced actions of the Utilities button are discussed in the Utilities section.

ﬁ For fun, update the photo on the Log-in dialog.
3. The Local Data Path field is filled in automatically. Under normal circumstances, it does not need
to be changed.

The default path would need to be changed after restoring a backup into a different folder to access it
instead of the live data.
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4, Click Log In. In a few seconds, the Main Window opens. The database's functionality is organized
into distinct modules which are accessible by clicking the tabs. This makes it very easy to move

from one area of functionality to another.

Several self-explanatory reminder messages could appear before the Main Window. Read them and
understand the purpose of each before proceeding.

remaining

File Miew Tocls Window Help User: Jane Smith

© lones, Jeremy Easton, Lucas T&T Adventure

WVersion 5.3.0.5  Data: CApproved Warkman'Data

Teday is: 11/20/2014

| Clubber Handbook Alerts| 2013-2014 Club Calendar | @ Notes | Photo

Search Members:
Home Calendar
Il A September 2013 Oictaber 2013 ke
Clubbers SMTWTFS SMTWTFS
1 LDXBTTBVBIN3 12345
Leaders 1234567 6§78 9101112
8 910 11 12 13 14 13 14 15 16 17 18 19
Households 1516 1713 19 20 21 VI[N
123324E162?H Z7BXI3 12
Check-in B0 1456789
Ledger 2 Birthdays from 8/25/2013 to 10/1/2013
. Member Type Club Mame
Buwards I I
Carson, Ben Clubber T&T Challenge
Fvenis Sabella, Mora Clubber Sparks girls
Contacts
Donastions
Reports 3 Visitors on 9/25/2013
Visitar's Hame Brow Club Visited
Dixon, Myra Easton, Lucy TET Adventure
Admiag Jenning, Sarah Carson, Ben T&T Challenge

i._ﬂ Primary Database

(. 0] Mo windows are open+ | Cument Club Yesr: 20132014~ Club Date: [9/25/2013 . Week

Amendance
Cluiy Attendance

0 Clutbers | Leaders

1234 66T %910 12 14 16 18 20 22 24 26 28 3N 32 3
Wesks

stows [ Club Dates ||| [#8] [[2] 2 ¢ [JH) onid- B
Session Date 0 =
# Club_Nam i Week N » )

3 Meeting_Day Quarter Clubbers  Leaders  Visitors  Sectic

|1 Session_Date: 5/4/2013 (22 Clubbers,  Leaders, 1 Visitors, 36 Sections)

+| Session_Date: 9/11/2013 (21 Clubbers, 10 Leaders, Visitors, 52 Sections)

||| Session_Date: 8/18/2013 (23 Clubbers, 9 Leaders, Visitors, 25 Sections)
|[=| Session_Date: 9/25/2013 (34 Clubbers, 11 Leaders, 3 Visitors, 52 Sections)

Awana ‘Wednesday 4 st 0 3 0
Cubbies Wednesday 4 1st 4 0 1]
Journey Wednecday 4 1=t 4 1 0
Puggles Wednesday 4 15t 1 [ ]
Sparks boys ‘Wednesday 4 st 3 1 0
Sparks girls Wednesday 4 st 3 0 0
T&T Adventure  Wednesday 4 st 10 3 2
T&T Challenge  Wednesday 4 15t 8 i 1
Trek ‘Wednesday 4 st 1 2 0
| 34 1 3 al
4 13 2

|Clubbers: Low 21 Hgh 34 Avg 25 Leaders: Low 9 Hgh 11 Avg§ Clubbersieader: 2.8/1
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Learning the Basics

AWdb consists of different modules that work together to maintain records for an Awana program. Each
tab on the Main AWdb 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
AWdb. 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.

H wWN

L © N o WU

12.
13.
14.
15.

Log in to the database.

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

After becoming familiar with AWdb, purge the sample data; then run the New Year Setup.

Review the Club Setup to adjust point values for the weekly attendance categories 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 with photos on the Home Page or Log-in dialog.

Begin entering member records.

Assign members to teams and assign handbooks and uniforms.

. To convert the Trial Version to a fully registered version, purchase a license.

11

Preview reports that might be useful getting started:

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

Name Tags - 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, Visitor list, and Award list - use during the closing ceremony

Clubber Contact Information - facilitate sending encouragement and birthday wishes

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

Mark handbook sections as completed and pull awards.

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

Run the backup utility (under Admin > Database Utilities) each week to protect your data!

After learning the basics, continue to learn more!

© 2021 Leffler Systems
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4.1  Customizing the Database

AWdb can be customized both in the way it looks and in how it functions, such as:

¢ Changing the “skin” and the tab positions

¢ Replacing the sample photos on the Log-in dialog and Home Page

e Adjusting options and setting defaults in The Admin Module

4.1.1 Choosing a Database Skin

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

ﬂ Most of the screen-captures in this manual use the "London Liquid Sky" 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 AWdb will be immediately updated.

-~ Approved Workman Database - A'Sample Church - Trial license
Eile View Tools Window Help User: Jane Smith Today is: 12/11;
% le » Native
Searc S frent Cluf
== Tab pesition » Black E
E g Chart Settings v Blue
il SaveHome Page Layout BlueSky L 'Ffb'
o)
P Reset Home Page Layout Caramel 12
Leuees s vy 89
1915 16 17 18 19 2 Coffee 15 16
Households ARBHISBT DarkSide un
EFSE RN 1
Check-in GlassOceans 9
Leconr 12Bithdaysfrom4/23/2g | ™Maginary A
Member | LondonLiquidSky  yme
AMSES Adier, Andy McSkin \allenge
Alen, Doroth: irls
Events = Stardust I
Alen, Mikayla girls
Ardington, Chagd Valertine i

4.1.2 Choosing the Main Window's Tab Position

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

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 the left side.

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

File Miew Tools Window Help User: Jane Smith Today is 8/3L
137 Style 13
Searc v L i Current
£ Tab position » v Left
] chenseings . Right s ||
L) Save Home Page Layout Top
B e ary, Supply Or
&' Reset Home Page Layout Bottom
LS
Customer #: 123456789
Households| | | gagistration = 987654321
Chacin Contact Name: Mary Elizabeth Stromboli

e Pl 608-555
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4.1.3

Screenshot Examples

"McSkin" with Tabs on Left

Eile Yiew Tools Hndﬂwg Uscer: Jane Smith Today is: 8/28/2012

Lﬂ Primary Database

User Guide (press F1 on any screen)

ub Year: [2010-2011 || ClubDate: [5/11/2011 [ Wesk 35 (last Wiesk of thedth Qtr)
— —

Online User Guide

QO

@ vownioad ser Guide | Affendance
B . Club Attendance
__/;ﬁ License Info
] J Check for updates... E
o
] Q Approved Workman Forum 123456788 101121314151617181920 122 23 242526 2728 2030 31 323334 35
] @ Approved Workman Website B Cubbers [ Leaders I
e Remote Support Portal PR
N I 1 [ |
] .@, About.. '&hw Clubber Handbook Alets @ Motes | Photo
— Arington, Charity  Clubber  Nursery m | (e Chub Dates !:!l @ Eé Ej !E L**?G“d' @’
Events ] Baker, Margo Clubber  Joumney - .
= Blakemore, Bonnie  Clubber  Sparks Cale
| ] Browning. Valorle  Leader  Joumey +|ciub Name Wk Jor [c | Leaders| wisitors| Sections|[Theme
| Tatons ] Carson, Christina  Clubber  Sparks || @ Date: 11/17/2010 (48 Clubbers, 30 Leaders, Visitors, 79 Sections) m
— Clark, Rachael Clubber  TAT Adventure T |l Date : 11/24/2010 (53 Clubbers, 20 Leaders, Visitors, 81 Seclions)
Reports ] 0 Visitors on 5112011 || & Date : 121/2010 (48 Clubbers, 32 Leaders, Visitors, 75 Sections)
— Visftors ! B r Visited B Date : 12/8/2010 (52 Clubbers, 30 Leaders, Visitors, 71 Sections)
_I ntary ] | g | By |ul.lh | || [ Date: 12152010 (52 Clubbers, 20 Leaders, Visitors, 71 Saclions)
[ Admin ] || ® Date : 1/5/2011 (37 Clubbers, 27 Leaders, Visitors, 83 Sections) v
=M VISHOrS this week= | SSSS—————————————)y -

|Clubers: Low 30 Hgh &1 Avg +4

Leaders: Low 15 High 32 Awg 24 ClubbersLeader: L8/1

"Spring" with Tabs on Top

ﬂwmmmmm-mamm-smmm +

Eile View Tools Window Help User: Jane Smith Today is: 8/28/2012

User Guide (press F1 on any screen)

Club Year: 2010-2011

- W - % -

'l_ﬂ Primary Database

Club Date: 5/11/2011 Week 35 (last Week of the 4th Qtr)

Online User Guide

Humﬁ_gwn.“ _Llﬂﬂlli @ Download User Guide

Calendar

4 August, 3012
SMTWTEF
2 30 3 23
5 6 3101
12 13 14 15 16 17 o

19 20 21 22 23 24 25

License Info

w

1 Check for updates...
7
4

e
&

Approved Workman Forum

<
@
@
@

nis Contacts Donations Repors Inventory Admin

¢ 4 5 67 8 9101213141516 T1IB 19201 2232425262726 2030 313233 M 35

Club Attendance

B Chutbers | Leaders I

Approved Workman Website Wesks
20 Birthdays from 51117201 Remate Support Portsl Calendar | Clubber Handbookalerts| @ Notes Photo
Member Type oy — - —
& ] =] o : %

Aingen, Cracey |Chbh gy ke -] [ [ e 48 [@oia- @
Baker, Margo Club! - f F — O
Blakemore, Bonnie  Clubber Sparks \Date 7 | . __;_4"
Browning, Valorie  Leader  Joumey [+|cunname |wk  |ow [ clubvers| Leagers| wisitors| Sections|Tneme |omering FLD
N e -ra @ Date - 11/17/2010 (48 Clubbers, 30 Leaders, Visilors, 79 Sections) =
By RAEL Clubber  TATAdventure & | | |G Date: 112412010 (53 Clubbers, 20 Leaders, Visitors, 01 Sections)
0 Visitors on 5112011 (*) Diate : 12/1/2010 (48 Clubbers, 32 Leaders, Visitors, 75 Seclions)
T [erought By Club visited | (@ Date - 12/8/2010 (52 Clubbers, 30 Leaders, Visitors, 71 Sections) 5

@ I3 ] o

=Nao visitars this weelk= |Cubbers: Low 30 Hgh61 Avg 44 Leaders: Low 15 High 32 Avg 24 Clubbersieader: 1.8/1
Version 5.1.0.0 | Data: C\Approved Workman'\Data \ 5 /
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L1} n H H
Coffee" with Tabs on Right
roved Workman Database - Trial License - 9 days remaini = ACIA X
File Yiew JTools Window Help User: Jane Smith Teday is: 8/28/2012 -._ﬂ Primary Database
User Guide (press F1 on any screen)  P——  Py——
Search Members: 74 e ""’ Chub Vesr: [2010-2011 || Club Date: [S11/2011 |~ | Week 35 (last Week of the 4th Q)
@ Online User Guide e —
Calendar @ Download User Guide
% Att
August, 2012 ! License Info e
SMITWITFS =
293031 1 2 3 4 Check for updates...
56 78 91011
12 13 14 15 16 17 18 Approved Workman Forum =
1533132738 5678 910111213141516 17 181920 2122 23 24 2526 27 28 2930 31 323334 35 Holssholds
b ?_?EZQ ¥ Approved Workman Website I Chubbers || Leaders I I
Remote Support Portal Wesks Check-in
20 Bithdays from Si117201 ¥ About. b Calendar | Clubber HandbookAleris | @ Notes | Phioto Ledger
Member Type Club Mame . — . "
Arlington, Charity  Clubber  Nursery =| | | Shows [Cbbates |-] [ [ 5 ¢ [ Grid- @ [ Arvere
Baker, Marge Clubber  Joumney e - Events
Blakemore. Bonnie  Clubber  Sparks _ |
Browning. Valorie  Leader  Joumney + Club Name Wk Of  Clubbers Leaders \Visilods Sections Theme Contacts
Carson, Christina ~ Clubber  Sparks i) Date: 11117/2010 48 Clubbers, 30 Leaders, Visitors, 79 Sactions) = i
Clark, Rachael Clubber  T&T Asventure Tl _li&l Date - 1112412010 (53 Clubbers, 28 Leaders, Visitors, 91 Sections) I Donztions
0 Visitors on 51112011 _ % Date : 12172010 (48 Clubbers, 32 Leaders, Visitars, 75 Sections) Reports
Visitors Nama Brought By Club Visitad el Date : 12/8/2010 (52 Clubbers, 30 Leaders, ‘.'IS.ﬂ-ﬂrS T Scc:la_ns] =
e Date - 121152010 (52 Clubbars, 29 Leaders, Vigitors, 71 Saclions) Irventory
ik Date : 11572011 (37 Clubbers, 27 Leaders, Visitors, 83 Sections) - [
=Movisitors this week= q i » Admin
‘Clubbers: Low 30 High 51 Avg 44 Leaders: Low 15 High 32 Awg 24 Clubbersieader: 1.8/1
Version 5.1.00 | Data: ChApproved Workman'Data vl
L1 n H
Stardust" with Tabs on Bottom
W Approved Workman Database - Trial License - 9 days remaining =TaTx)

File View Tool: Window Help Uszer: Jane Smith

Today is: 8/28/2012

| 41, Primary Database

T User Guide (press F1 an any screen) P—
Search Members: e ""’ bYesr 20102011 v ClubDater 5012011 ' Week35 (last Week of the ith Gtr)
@ Online User Guide B
Calendar @ Download User Guide r
T Angust; 2012 _/;:." License Info @ I T
SMTWTFGS o
0 12 3 4 J Check for updates...
lg 12 1‘;; li 1: fg i; @ Approved Workman Forum .
A 4 56 7 8 91012121415 16IT1IB 190N 22 BB WATH NN 2D M B
1BA0D2122232425 @ Approved Werkman Website
7B »®on B Clubgers [ Leaders
@ Remote Support Portal Waeks
40 E =
"20 Birthdays from 5M1/201 ‘@’ Eboust... - ibCalendsr Clubber Handbook Alerts| @ Notes Pholo
MEmBEr T Type T ClubMame T =
Adington, Charity  Clubber  Mursery = SShows ClubDates = w—hﬂ hE f el [, Grid = @
Baker, Margo Clubber  Joumey -
Blakemore, Bonnie  Clubber  Sparks o5
e T M il e S
Carson, Christina ~ Clubber  Sparks ! ®[#| Date - 11117/2010 (48 Clubbers, 30 Laadears, Visitars, 79 Sadions)
Clark, Rachael CIUDIFI_E_! TAT Adventure . B ¥ Date - 11/24/2010 {53 Clubb 28 Leaders, Visitors, 91 Sections)
‘0 Visitors on 5MA2011 : ¥ Date - 12172010 (48 Clubbers, 32 Leaders, Visitors -
% Date - 12/8r2010 (52 Clubbers, 30 Leaders, Visilors, 7 &

Visitor's Name ™ BroughtBy  ClubVisited ™

"
«<Mp visifors this weelk>

Verslon5.1.00 | Data: C\Appraved Workman'Data

Chibbers: Low 30 High 81 Avg #4

"
|Leaders: Low 15 High 32 Avg 29 Clubbersfeader: 1.8/1

'm'neg bbers Leaders Households Checkin Ledger Awards Events Contacts Donations Reports lnwentory Admin
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4.2

42.1

Entering Clubbers and Leaders

Purge the sample data before beginning to enter live member data. To create a new member (Clubber or
Leader), use one of the following to open the Member Window:

e Main Window's File menu: New > Member menu item

e Clubbers Module toolbar: New Clubber button

e Leaders Module toolbar: New Leader button

e Member Window toolbar: New Member or New in Household button

e Check-in Module toolbar: New Member button

Start at the top of the Member section and begin entering data. Some fields are automatically filled in as
data is entered (i.e. selecting a Title fills in the Gender; entering a Birth Date calculates the Age and
Grade. With gender and grade, a Club Name is assigned.)

" Clubber: Miss Rachael' Clark

o U

: 3 Finc) - F 5 - & .7 i | =
| cTs’.lme L@E&veandtlese \[:I_JJ g,ﬁlew [igy Newin Hh [jgag Assign to Hh & 39&“-" T B NS ]
;Mainé Misc | Attendance Handbooks Awards Events Contacts Fees Donations
Member Househeld
Member Type: Clubber R Filing Mame: Clark Family - Ethan/Rachael
Status: Active B Mailing Marme: Clark Family
Title: Miss e Parent Mame(s):  Mrand Mrs Clark
First Name: Rachael AddressLine 1: 15 Zagnut Lane
Last Mame: Clark City / State / Zip:  Madison Wi ~| (53714
Surffinc Family Church:  Prairie Revival %
HMicknane: Contact Info i irection
Prefemed: Rachael 7photos 4] »|/+] |CellPhone  ([715) 584-4320 Ethan
Pronuncistion Cell Phone  (747) 852-8522 Rachael
L 3T - —
. '_'—_m E-mail ethanc@mymail.com Ethan
Mailing Mame:  Miss Rachael Clark - E-mail rachaelc@yahoo.com Rachael
Birth Date: T/6/2001 a0 Ageld Grn |7 b Home Phone (715) 582-0001 Brian or Sharon
Gender: Femnale P2 Code Persons (other than parents) authorized to pick up the children:
Club Mame Trek w |  Clubloc:  Annex
Tearn Mame: w|  Team Loc: Household Members
. Mr Ethan Clark Age 15 Acti Clubber J
Team Color: [ crange = NetPoints: 30 rEfhan Lia 9¢ v LBher Joumey
Misz Rachael Clark Age 13 Active Clubber Trek
Leader Mame: 2L
LIT for Club:
Browse | Household Status: Active Created 12/9/2010 8:07:47 AM Modified 10/7/2014 2:02:31 PM by Jane

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

Entering Contact Info

-.@.

? Capturing contact information such as phone numbers and e-mail addresses for members facilitates
communication. This information is entered for the entire household. To create a new contact record,
from the Main page of a member's record, use one of the following to open the E-Contacts dialog:

e Toolbar: Phone/E-mail button

e Contact Info grid: double click in the grid or right click and select Open Phone/E-mail.
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Q? Close _Dq;we and Close LI|—!| Save jBﬂew E Delete Q Info

& Type Phone Number or E-mail Address  Member Link Contact Person Contact Relationship Cell Carmer Ok to Text Primary Private
b Cell Phone |2 (T15) 584-4320 Ethan Ethan Sprint v

Cell Phone (741) 852-8522 Rachael Rachael Sprint v

E-miail ethanc@mymiail.com Ethan Ethan

E-miail rachaelc@yahoo.com Rachael Rachael

Home Phone (715 582-0001 Brian or Sharon Meom and Dad v

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:

(o]

(o]

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

AWdb can automatically add rows for specific types of communication records. Under Admin >
Generic Lookups > Comm Type, choose to "automatically add this row when creating new
members”. This is useful if certain contact information is required for all members, like an
Emergency Phone number.

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

ﬂ 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.

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

e To show/hide information about the dialog, click the Info button.
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4.2.2

4221

Setting Registration to Current

Ii' The Registration current check box on the Member Window's_Misc tab 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. Select it directly on the Misc Tab or use the Register and Post a Payment
dialog or The Registration Window dialog which will mark it automatically. Use one of the following:

¢ Clubbers Module toolbar: Action > Register and Post Payment or Action > Open
Registration Window menu items; or Begin the Registration Process button

e Leaders Module toolbar: Action > Register and Post Payment menu item

e Households Module toolbar: Open Registration Window button

e Check-in Module toolbar: Action > Register and Post Payment menu item; or Begin the
Registration Process button

—J Each of the above modules also has a right click pop-up menu with registration options.

Register and Post a Payment provides a date selection to use when marking the selected member's

registration as current and allows an unapplied payment to be posted. It sets the member's status to
"Active" and creates the fee record for annual dues (if applicable).

The Registration Window provides a single place to review member information, select members to
register, assign books and uniforms, review fees, post payments, and print registration reports.

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 than one member.

Register and Post 2 Payme

Set the Registration Date of the selected member(s) to:  |3/4/2013 -

This action will also set each member’s Registration to "Current”, their Status to "Active®, their
Permissions to "Yes" *, and create a Fee record for the Annual Dues (if applicable).

+ Post an Unapplied Payment to the Household Ledger

Payment: Amount  Reference: Payor:
Cash » $25.00 Mr. Arlington ")

Mote: |

TIP: if you want to perform additional tasks such as editing household and member data,
assigning books and uniforms, and posting payments directly to the new fees, you should use
the Registration Window instead of this dialog. You can open the Registration Window from
the popup menu of the Clubber List.

* According to the Default values for the Permission-related fields. To view or change which
permission fields are modified when registering a member, go to Admin > Options >
Registration Form and Reports > Permission Defaults.

QK 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.
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ﬁ The payors in each household are remembered and displayed in the drop-down for future use.

o OK- sets Registration Current and registered date in the Member Window's Misc tab. 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

ZI’ 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.

+/ Registration Windows Easton - Lucy, Lucas

i ﬂglm L@mnmtlan - Lt A tatement | 7 | Print t ‘Q, ’
E Step 1: Review Household an'g Member Infa-é Step 2: Review Fees and Post Payments
Household e Contact Info  [dbl-click a row to add/edit/delete) Instructions:
Filing Mame: Easton - Lucy, Lucas b E-mail gems@comm.com Mrs. Easton Step 1: Review the household

Home Phone (608) 385-1247 and member info and select

Mailing Mame: | Easton Family the clubbers to be registered,

Parent Mame(s): [Henry and Michelle Easton am_:l assign books and
uniforms as needed.

Address Line 1: 332 Median Lake Drive
Step 2: Review the Fees, post

City / State / Zip: Madizon W g [53T4 Persons (cther than parents) authorized to pick up the children: payments and print reports.
Family Church: | Living Water Community o)
Registration Date: |4/24/2019 | » Show: Active, Inactive R & Open Member ﬁ New Member H Assign Handbook t.ﬂ.nign Uniform g'r:] Giri =

Clubbers Registering sets Registration to "Current’, Status to "Active’, Permissions [according to Admin > Options), and creates a Fee for Duas (if applicable).

+ Register g:;‘. FistName 0 LastMame  BirthDate Gender Grade SchoolMame 20102012 Club  Cument Book Assignment % ¢ oot niform

Assignment (excluding entrance books) Done
LA £/29/2018 |Lucas Easton 7/11/2008  |Male el TETUC Ultimate Challenge 1 29 | T&T Unifarm (Green) - Youth
[w]  &/29/2018 Lucinda Easton T/20/2005 Female 8 Trek “His Love™ Bible Study 57 Trek Student Ladies Cut T-Shi
# First Name 0 Doctor Name and Phene Dentist Name and Phone Insurance Info Last Td Shot Allergies Medical Information hlotes
»
| Lucinda

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

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

Icon

Action

Description

Registration

The date defaults to the current club date but can be changed.

Date
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.
f | 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.)
"l:"" New Clubber (in |Opens a new member form pre-filled with the selected household's
" | this Household) |information.
L_J Assign Handbook| Opens the Assign Handbook dialog to assign a hew handbook to the

selected member.

{

Assign Uniform

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

¢ Register - sets Registration Current and registered date in the Member Window's Misc
tab 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 Window: Easton - Lucy, Lucas

4 & . 7 . - 5 frad
| ‘T Close L@ Save and Clase | ¢ Print the Household Account Staternent ol Print the Household Registration Form = ;

—

Step 1: Review Household and Member Infa. Step 2: Review Fees and Post Payments

ClubYesr 2013-2004 ﬂg}

Payment Type:  Amount Date Beceived  Reference/Check®  Payor Mote
Cash | |S17.00 0/4,/2013 » e
s*“il'::f“w Ml Tt el e et | STARTING with the fee(s) selected below - [ Post the Payment

Fees for 2013-2014  Payments for 2013-2014
(Ealofosaelaree x| & openMenter g waneree ) N5 45 (2

Drag a column header here to group by that colurmn

% | Member 0 Category ltem # Description Amount Total Pd = Balance e Rovd Date Rovd  Rote
Dues for the 2013-2014 Club Year §17.00]  Yes |9//2013
+ Lucas Book 80418 T&T Utimate Adventure Book One - NKJV - 510.00 000 51000 No
+ Lucas Uniform  B0215 TE&T UA Uniform - Youth Large 14 $15.00 000 §1500 Ne
3 records 542.00 S0.00  542.00
Househald 10: 12400 Household Balance: $42.00

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
! Save and Close Saves the changes and then closes the Registration window.
& 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:f; Refresh Refreshes the data in the window.
’ 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.

/i When adding a visitor during a club night, the easiest way to assign an entrance booklet is to check
Prompt to Assign an Entrance Booklet at the bottom of the Add a Visitor dialog which opens the
Assign Handbooks dialog when the Add a Visitor dialog is saved and closed.

The Assign Handbooks dialog can be invoked as follows:

¢ Member Window > Handbooks tab toolbar: Assign Handbook button

Clubbers Module toolbar: Action > Assign Handbook menu item

J Handbooks can be assigned using the multi-select ability on the clubber or check-in grid.

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

Registration Window, Step 1 grid toolbar: Assign Handbook button

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

J Each of the above modules also has a right click pop-up menu option to Assign Handbook.

Aztign Handbooks

Miss Charity Arlington, Active Clubber in Sparks, Grade 1
Display Options
Show "Sparks™ books marked as "In Use”
Show All bocks marked as “In Use”

Actions
| Create a Fae record for each bock assigned (if price > $0.01)
w| Mark each book as having been receved

Show All bocks, including those that are obsclete and not “In Use® Reduce the Inventery Gty in Stock for each beek assigned

Translation:  NEJV > Tips if you don't see the book you want, select a different translation. Handbooks already assigned:
|
tem#  Book Name Trans  Price g{t‘ ?:5: Note :’mk Blane & ™
| |Apple Acres Booklet (Y1)
4115 Flight 3:16 (¥r2) MNEW 5$0.00 AppleSeed
74115 Flight 3:16 (¥r3) MKV $0.00 Bear Hug Brochure (¥r1)
74283 HangGlider Essentials MKW §5.49 Flight 3:16
789 WingRunner Essentials WKV §5.49 HangGlider
78035 WingRunner Frequent Flyer MKW 59449 HanqgGlider Freguent Flyer |
» EEEEI st Stormer | Ny s1099 [
617 Sky er Escantiall MKWV §5.49
79329 SkyStormer Frequent Flyer MNEJV $9.49
POF-Loves God Loves Me Any Download from awana.org/art
| POF-Made God Made Me Any Download from awana.org/art

Set this bock as: [v] The Primary book

| A Current book

o Display Options - filter selections for the list of handbooks 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.

© 2021 Leffler Systems



Learning the Basics 33

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.

Select - the handbook to assign by clicking on the record.
Set this book as:

o The Primary book - indicates this is the clubber's main book. (A Primary book will also be
marked as a Current book.) If the clubber will work in the book, but it is NOT the main book,
clear this box.

o A Current book - indicates the clubber is working in the book. A book may be current without it
being primary. (For example, a separate Bible reading plan begin completed in addition to the
main handbook for Trek or Journey.)

These check boxes are helpful at the start of the club year when assigning both entrance books and
main handbooks.

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

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.

The Assign Uniform dialog can be invoked in the following ways:

Member Window > Misc tab: Assign Uniform button (under Permissions and Registration)

Clubbers Module toolbar: Action > Assign Uniform menu item

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

Registration Window, Step 1 grid toolbar: Assign Uniform button

Choosing Yes when prompted to assign a uniform after a clubber completes an entrance book.
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Mr Lucas Easton, Active Clubber in T&T Adventure, Grade 3
Display Options Actions
Show “T&T Adventure” Clubber uniforms marked as “In Use* ~| Creste a Fee record for the uniform assigned (if price » $0.01)
Show All uniforms marked as "In Use" ~| Mark the uniform as having been recenved
Show All uniforms, including those that are obsolete and not “In Use" ~| Reduce the Inventory Qty in Stack for the uniform assigned
fem#  Description o Price 3" Obsolete Motes
05957 T&T Ultimate Adventure Uniform Adult Medium 514,99 V]
05949 T&T Ultimate Adventure Uniform Adult Small 214,99 0
T&T Uktimate Adventure Uniform Youth Large 514,99
95923 T&T Ultimate Adventure Uniferm Youth Mediun  $14,99 0
95914 T&T Ukimate Adventure Uniform Youth Small 514,99 0
79417 T&T Ultimate Challenge Uniform Adult Large £20.00 D
79409 T&T Ultimate Challenge Uniform Adult Medium 520,00 0
79396  TAT Ultimate Challenge Uniform Adult Small 520,00 0
78425  TAT Ulimate Challenge Uniform Adult X-large 520,00 0
T8930 T&T Ultimate Challenge Uniform Youth Large £20.00 V]
T4IAR1 TAT llitimate Challenns | nifamrs Vea otk Badiee 0 00 n 4
L B3 >
QK Cancel
¢ Display Options - filter selections for the list of uniforms 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 selected, the list is further filtered based on whether the member is
a leader, a clubber, or a Student Leader (LIT).
e 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 check when
entering historical data)
a Change the default settings for the actions under Admin > Options > Misc.
¢ OK - checks the Has Uniform box on the Member Window's Misc tab 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. Additionally, AWdb
provides: Purple, Silver, Aqua, Orange, Pink, Gold, Gray and Brown

e Name - additional groupings with unique team names can be used in addition to the club name and
team color. Enter team names under Admin > Club Setup > Team Names. Once the team
names are created, members can be assigned to a team.

A team's meeting location can be set when defining the Team Names. It will be displayed on the
Main tab of the Member Window as well as in the the Clubber, Leader or Check-in grids.
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Team Color and/or Team Name can be assigned in the following way:

d

0

Member Window > Main tab: Team Name or Team Color field

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

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

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

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.

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).

4.2.6 Managing Member Photos

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:

d

Main Window Tools menu: Tools > Manage Photos menu item

Member Window: on the toolbar, View/ Edit the Photo(s) button; or Double click on the photo

Clubbers Module toolbar: View/Edit the Photo(s) button; Action > View/Edit the Photo(s)
menu item

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

Check-in Module toolbar: View/ Edit the Photo(s) button; Action > View/Edit the Photos(s)

menu item

Each of the above modules also has a right click pop-up menu that includes View/ Edit the Photos(s).
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| “] Close LLi} Save and Close H Save 33 Open Member and Close | | %I Mew Photo _ﬂﬂ Resize ..'”'.4 Resize All
Drag a column header here to group by that column -
# Member Name © Status  Mbr Typs Club Name FPhotos
Brown, Tabitha Archived Clubber [i]
Bunker, Samantha  Inactive Clubber T&T Advent o
Carson, Ben Active  Clubber T&T Challen 1 .
Carson, Christina  Inactive Clubber T&T Advents 1
Clark, Ethan Active  Clubber Joumey 7
Clark, Penny Inactive Clubber T&T Challen 0
¥ cik Rachael —JactweClbber [1k |8
Connor, Micholas  Archived Clubber o
Crass, Duella Archived Clubber o
Cross, Mary Archived Clubber 2
Crummles, Vinny  Archived Leader  Trek 1
Cunningham, Fred Archived Clubber
Currie, Grace Archived Leader Puggles 1]
Davis, Uncle Charlie Archived Leader T&T o
Diawson, Robert Archived Leader  Sparks boys 1
Denimere, Luke  Inactive Leader  Awana 0
Diwon, Myra Visitor  Clubber T&T Adventy
Douglas, Janetta  Inactive Clubber Joumey 1
Doyle, Rose Archived Clubber 1 .
Easton, Lucas Active Clubber T&T Advent 1 8 photos L)) = ) v X | Primary
Easton, Lucy Inactrve Clubber T&T Challen 1 Description:
m'-{ I o e " Photo Date: [11/12/2014 |~/ In Club Year: 2013-2014
Browse  Created 11/12/2004 12:53:44 PM | Modified 11/12/2014 12:53:44 PM by Jame

. %I Delete Photo

Image Size (WxH) Frame = 285380

Onginal: 285379 30075 bytes
Current: 285379 30075 bytes
Tips

Use photo-editing software to view your
source photo and use your mouse to
select anly the dubber s facs, then copy
the selection and right-click inside the
photo frame at left and then dick “paste’.

Instead of taking a photo of cvery person
one at a time, take a photo that includes
several people, then select each person’s
face and copy the selection and then paste
itinto the phota frame.

Click Resize to automatically resize the
photo to a more modest size and thus save
starage space and iMprove pemormance.
Chick Resize All to loop through all photos
and automatically resize them.,

To add a photo without overwriting the
existing one, click “Mew Photo™ or the
PLUS [+) button first, then right click
inside the empty frame.

Hew phaotos are set as the Primary and are
ahways shown first, remaing phatos (if anyl
will be sorted on Photo Date.

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.

Multiple photos can be saved for each member. Normally, there would be one for each year, but there is

nothing to prevent having 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 stored for the selected member, sorted by the photo's date.

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:

¢ 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.

e 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.
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Icon |Action Description

Close Closes the Photo Manager without saving current changes.

4
Iﬁ‘ Save and Close |Saves the changes and then closes the Photo Manager.

|I_I| Save Saves the changes and leaves the Photo Manager open.

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
-

Plus (+) button beneath the photo.]

A |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

@ Undo Cancels the last change.

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

button beneath the photo.]

4.3 Basic Check-In

The Check-in Module includes the functionality most used on a club night. 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 on a club night. 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.

As check boxes are marked, the Points column shows the automatically calculated total points earned.
The "Other" cell allows typing in a positive or negative number to add or subtract points (for example,
rewarding good behavior or disciplining bad behavior, respectively).

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.
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| + Approved Workman Database - A Sample Church - Trial license - 170 days remaining

File Miew Jools Window Help User: Jane Srnith Today is: 11/20/2014 j Prirnary Database
Search Members: '3 g ho windows are open~ | Current Club Year: 2013-2014  + Club Dater |/25/2013 | Weekd
2. : i = o & - Acion~ ’ 3 | ol i, - =
Home: 33 o & Search Members: ' % i—U t |=] = ] Action 2_ d I_":J L= M2 f= 0% i
Clubbers Shows | Active, Visitor | Clubbers only = | (Al Clubs) ks Bring a Friend Might
Leaders Lucas Easton
= Drag a column header here to group by that column =
ol (Y Uttimate Achventure 1 (2010)
ousehol -
- Hame Team |  Attend Dues Offering Total Required Review/Estra Credit Motes
Check-in ¥ Last o [First Club Calor Club Church Paid AmiPd Balance Amcunt USections Points -
Al Mikayl ks girl [l B $0.00 51700 5000 2 1w section Hame Hz, Done)_Date z
; v
- Lol B He ’ : ’ Discovesy 1:0 10 [7 9182013
Ledger Alen Dorothy Sparks girl Il Red | - S0.00 51650  50.00 2 19 ;
Allan Trevor  Sparks boy [l Red 000 $1700 0.0 5 jgs|| 8 Piscevey 11 I g B3
: ' . i T 10 [ 92520
o Allan Jaqueline Sparks girt [l Blue | ¥ [v 000 $1700 5000 3 155 g:zz:::ﬁ 1; 13 = ;'Q: ,2131:
t 4 4
B Brackenhen Kevin  Sparks boy [l Green| v §0.00 $1700  $0.00 EN - ] 10 [ 25001
Carson Ben T&T Chall [l Green| [+ §0.00 §0.00 [ (-] ;
Discovery 1:5 10 v 9252013
Contacts Clark Ethan  Joumney [ Green S0.00  S17.00 S0.00 [} 85 . ey
Discovery 1:6 10 [+ 9252013
Clark Rachael Trek [ Orane S0.00  S1T00 50.00 1] 1] Diccovery 17 10 925201
Donations | | Divan Myra  T&T Adve [l Green| @ $0.00 $0.00 CRLEL] et e"' o “ =
----------------- iscow :
e OO N O
i Jenning  Sarsh  TAT Chall [l Green| v 5000 $0.00 o 1| "
e Janes Jererny  T&T hdve [ Nene| [+ 50.00 50.00 [ Disccve'}. 2;4 =
Kaele  (Stephie |Joumey |[]Mone $0.00 $0.00 o 30 Di“m: s “
Admin Looms Dennis  Sparks bay [l Green| [ 5000 1700 $0.00 2 135 Discove 2:6 1
Maretti Michael Trek [ None $0.00 S1700  S0.00 11 Discm"' 2; 10
Maretti  Anna  Trek [ None| v © 5000 5000 5000 1o "
Sabelio Mora Sparks girl e 000 $1700 §0.00 2 a5 Di;cnvez 3i1 1
Thrace Miranda Trek [ ricne S000  $1650  S0.00 L 0 Discoves 3:2 10
Uppenheim James  Sparks boy [l Green| |« S0.00 S1700  50.00 2 10 Dim“z 3;] 10
Discovery 3:4 10
19 mb 12, 2 1| s, $0.00 33 2ms || B Doy 33 L
mi i
rs Discovery 26 10
£ 2 Pl s e 2T " =
' | Lucas Easton Reg 9/4/2013 Attend 4/4 Household Bal: Duss §17.00 Total $42.00 Unapplied: $0,00 ~| Suppress fward Messages
Wersion 5.3.0.5  Data: ChApproved Workman'\Data

e Attend - indicate Club and Church (Sunday School) attendance as well as Excuse Club and Church
attendance.

'l The display name for the Church/SS attendance column can be customized under Admin > Club
Setup > Custom Fields.

o 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. A Donation record
is automatically created for money entered here as an offering.

¢ 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.
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o Visitors - Yes is automatically marked and 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.

¢ 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, attendance ratio, and the Household Balance. Click on the Household
Balance information to open the Household Ledger for more details. There is also a check box to
indicate AWdb should "Suppress Award Messages".

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

4.4  Adding a Visitor

‘?: Visitors can be added to the database from one of the following:
e Check-in Module toolbar: Add a Visitor button
e Member Window toolbar: Add a Visitor button

e Member Window's Misc tab, lower Visitor Information grid (labeled "The following Visitors were
Guests of..."): Add a Visitor right click pop-up menu item

Using any of these actions opens the Add a Visitor dialog:

v :Idmtif;.-!he\i:i!ora:bemgaguencf......................: Arlington, Charity >
The Visitor is pot currently in the database
is already in the database under the name of ... .
Date Visited: 21132019 =
Visitar Info
Title: . Household
First Name: The visitor is & member of a household already in the database
Last Name: Filing Marme:
Suffine
o Mew Heusehold
Nicknarme:
Parent M (s):
Birth Date: w] age arent Mame(s]
Address Line 1:
Gender: 24
City/State/Zip:  Madison Wi ~ 153714
Grade: b h .
Club Assigned: e Home Phone
Team Name: hd Family Church: -
Team Color: ] Mone »
Leader Mame: w
Prompt te Assign an Entrance Bocklet Save and Close Cancel and Close
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o Identify the visitor as being a guest of... - indicates the visitor was brought by a member and
provides a drop-down list of names. It defaults to checked and uses the member that was selected
when the dialog was opened as the member who brought the visitor. A different member can be
selected. For a visitor who comes without being brought by a member, clear the box.

¢ The visitor is not currently / is already in the database - provides the option to add a
member record for a first time visitor (not in the database) or give a member credit for bringing a
guest a second time (already in the database). When the visitor is in the database, the adjacent
drop-down list of members is enabled. The Visitor Info fields are then filled in automatically.

o Date Visited - defaults to the current club date, but can be changed.

¢ The Visitor Info - same as information entered for a new member. See the Member Window's
Main tab for more details.

Entering a Title will select the Gender automatically. Entering a Birth Date calculates the Age and
derives the Grade. With the Grade and Gender, AWdb will automatically set the Club Assigned field.

In the lower left of the dialog, choose Prompt to Assign an Entrance Booklet when the dialog closes.

4.5  Working with Dues

Details and settings for working with dues are found throughout AWdb. This section provides an overview
of how to assign 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, Sparks $12/year, and T&T $15/year. Also, clubbers might pay
dues once for the entire year or pay a little each week. AWdb 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.

0.50]| 0,50 30,50 0,50 40,50 [

it .
Reports Weekly Dues Amount 40.50 0
Irvanbony Lnnual Dues Amount £18.00 £18.00 £18.00 £18.00 £18.00 £18.00 518

-

|~ Moo Locatan i i [ I [ [
Admin 4 ] Ld

* Denotes » column whose Dizplay Mame i customizable under the Custom Field: tab
e e e — e, e

— N

PR S [ S

2. Enter the Weekly Dues Amount for each club and the Annual Dues Amount.
o 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 $0.50 and there are 32
weeks, then the annual dues should be $16.00.

© 2021 Leffler Systems



Learning the Basics 41

Marking the Weekly Dues as Paid

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

S T —— T
o

Clubbers 8 Leaders » | (Al Clubs), Awana, Nursery, Puggles, |

g by that column ¥

m Attend | Dues |Offering | g
ilor | Club Church .Paid AmtPd Balance !ﬂmoumll.lnrﬁg
Tre| Wl v [l s0s0 smoo| s o
AN [ $0.00 $0.00
Ar| [+ .00 .00
e v [ $0.00 s [,
W = [~ sns0 swsof s00
ol M @ | suso soof soo0
Re| [ $0.00 $0.00
AR
Are| v [ $0.00 .00
e [ $0.00 $0.00 i
Wre [ $0.00 $0.00
We| v [~ sus0 sesof soee o S
M, $0.00 7
fr, n — _,!'I
’ Wit
s

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. The
amount remaining is shown in the Balance column.

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.

Making a Payment on the Annual Dues Fee

F) 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 Tedger: Clark Family - Ethan/Hachael

[ Qlose | ClubYesr 2013-2014 = Household:  Clark Family - Ethen/Rachael v & Accountsttement T |
Payment Type:  Amount Date Received  Reference/Check®  Payor MNete

Cash o (52000 | 9252003 | -

sami "::""”“"""“‘“‘Mh Apply this payment: | STARTING with the fee(s) selected below ~| [ Post the Payment

to ALL unpaid fees

STARTING with the fee(s) selected below
OMLY to the fee(s) selected below
EVEMLY distributed to the fees selected below

Fees for 2013-2014 | Payments for 2013-2014

;‘g_‘j‘}z’nlsmmwm

|* lepadtEr I Category ltem 2 Description Amount Total Pd Balance ltemn Rowd Date Rowd  Mote
(DR cthan Dues for the 2013-2014 Club Year
| + Ethan Book 54199 Will of God - MKWV £10.00 $0.00 £10.00 Yes g9r4/2M3
ME: Rachael Dues Feeldld  Dues forthe 2013-2014 Club Year $17.00 $0.00 S1700 Yes  &f42013
|| & Rachael Book 95425 Trek One Bible Study - NKIV §9.00 $0.00 §900 Ves  9/4/2013
4 reconds §53.00 S0.00 §53.00 [

|

| Heusehold ID: 12451  Household Balance: $53.00
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4.6

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.
Post-paid and pre-paid dues are handled automatically when a payment for Dues is posted in the

Household Ledger by updating the Dues Pd field on the Check-in screen for the appropriate number
of weeks.

5. Click Post the Payment to apply the payment.

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

Working with Points
AWdb helps alleviate the hassle normally associated with keeping track of points for an Awana Store or

to determine team winners. Set points to be awarded for: attending club, wearing the uniform, bringing a
Bible, handbook, or a visitor, etc. AWdb does all the calculating as items and sections are marked.

Initial Setup

e Setup/review point values for attendance related items under Admin > Club Setup.

e Review/modify the point values of handbook sections under Admin > Curriculum.

Total Points

During Check-in, attendance and other items are marked. During or after handbook time, the completed
handbooks sections are marked. At the end of the night, the total points each clubber earned 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 be used to analyze point data. Sorting, filtering and grouping the data in the grid
can identify the clubber with the highest total points within each Club, within each Team within each Club,
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.
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" Approved Workman Database - A Sample Church = Trial License - 10 days remaining

File Wiew Jools Windew Help LUser: Jane Smith Teday is: 11/20/2014 j Primary Database
Search Members: (. L o windows sre cpen= | Cuent Club Year: 20132014~ ClubDater [9/25/2013 1 Weeks
A, . | = £ - Acien~ ’ 3 | e g - s
ol 8 8 B serovemes| 0L N [ BB S a8 |8 5L ;
Clubbers | show: |Active, Visitor | Clubbers anly « || Sparks boys, Sparks girls +|  Bring a Friend Night | [¢% ]
Leaders
Team Color 0
Housshendl |2 Mame Attend Dues Difering Misc Visitors |, Peints__ ReqSections| __ Total

Club Church Paid AmtPd Balance Amount Uniform Bible Book Bonus Yes #of Game Other #of Points |Sections Peints

Check-in * Filing Name Chub

=| Team Color: Elue (2 present, Total Points: 345, Awge 1725, Total Req Sections: 5, Avg: 2.3)
Ledges Alen, Mikayla Sparks girl | [+ 5000 §1700 5000 - - 0 0 4 2 0 2 W
i Allan, Jaguelin Sparks girl | |+ £ 50,00 51700 000 v w ] 0 85 3 30 3 155
a
2 1 $0.00 $0.00 2 2 0 0, 225 5 50 5 345
Events Vi
Brackenheime Sparks boy| [+ 000 S17.00 000 v ¥ ~ ] 1] o5 3 30 3 185
Gl Loomis, Denni Sparks boy | [+ 3000 $1700 5000 v V] 0 0 8 2 0 PR £
Donstions Uppenheim, Ji Sparks bey | [~ s000  §1700  SDOD v o 0 0 60 2 20 2 10
3 $0.00 S0.00 E} 1 3 0 0 240 7 T T 410
Repors =) Tearn Color: Red (2 present, Total Points: 495, Avee 165.0, Total Req Sections: 9, Avg: 3.0)
[ Alen, Dorothy Sparks gurl | [+ o 2000  §16.50 50.00 o “ | o 1] 125 2 20 2 1495
Allan, Trever  Sparks boy 5000 S§1T00  S0.00 ] o 45 5 50 5 195
Admin Sabello, Nora Sparks girl | [+ s000  §1700  SDOD v 0 0 63 2 20 2 105
2 1 $0.00 $0.00 2 1 1 0 0 335 ] 90 9 495
I Fi 0 50.00 50.00 7 2 6 0 0 800 21 210 21 1250
< 3
" |Kewin Brackenheimer Reg 95472013 Artend 2/4 Household Bak Dues 517.00 Tatal $37.00 Unapplisd: $0.00 Suppreds Mward Meisages

Wersion 5.3.03  Data: ChApproved Warkman'\Data

4.7  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 the records on the Section
Groups and Awards tab of each Generic Handbook record (under Admin > Curriculum). The award
that is triggered when a book is completed is determined by the records under Admin > Awards >
Book Awards.

Award record 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. AWdb is initially configured to use the
section and book awards suggested by Awana Clubs International. However, for clubs that choose to use
different awards, AWdb allows adding items to the Inventory records so those items are available to use
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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Award Message

The following Award(s) have been eamed by:  Miss Lucy Easton

Item & Award Name ™ Recerved | Date Received
T&T UC Award Emblem 2 Timathy /

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

List awards® from both Ultimate Challenge
bocks (when clicking the Award Name cell)

For All Clubs, do not show these Award
Messages any more during this session

Inventory reduction is turned "On’,
therefore the Gty In Stock will be reduced. oK

¢ 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 List awards from both Ultimate Challenge books - allows selection of awards from either of

the two groups of awards associated with the UA books. To assign a different award, click the
Award Name cell and select from the drop-down list.

¢ 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 heeded 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 AWdb. 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 AWdb.

The following grid related buttons and menu items appear on many toolbars throughout AWdb:

Icon |Action Description
+4 |Refresh Grid Refreshes the data in the grid. This is especially important

when AWdb is run over a network where other users might
have updated records. 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.

= | 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 girds 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).

T e I e Y ¢ o W

Current Reg Date klub MName 0 Team Color U Book Mame % Comple ‘.l])\wa

Yes 8/28/2013  Sparks boys I Green WingRunner 2% Jewr
Yes  8/28/2013  Sparks girls M fed HangGlider 0% | Jew
Yes 97472013 Sparks girls . Red HangGlider 45 % Jewel
Yes  B/2B/2013  Sparks girls | M SkyStomer W% | Jew

Yes  G/28/2013  Sparks girls M HangGlider 5% |Jew
TAT Adummyy o
h=
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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 AWdb uses that selection as the default. Temporarily hide
columns to create an ad-hoc report; then when finished, quickly 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 click here to show or hide . | Show: Active
Clunbers biurmn
Leaders 4 Clubber Detaits | : Club Info
o [E Status date  Age G Fis 05| Club Name
le  T/21719%6 16 1840 0 Jowrney
Check-in click here to show or hide ©13/003 9 Z 1870 1 Sparks
B columns 11/27/1996
Ledger B 12/27/2001 { "Clubber Details™ is an example of
Carson, Ben Active Male 9/20/2002 | a header band that is the parent
Anards Carsan, Christina Active Female  7/21/2005 container for the individual
Events Clark, Ethan Active Male 1/3/1999 columns of Status, Gender,
§ Cink rachact | Actve _[Female | Sirtndate, Age, Grade, etc.
Contacts Douglas, lanetta Active  Female  10/15/1997
Doyle, Rose Active Female 1214/2001 10 a 1460 1 T&T Adventure
- 1 1 Spark:

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

»| Calculations: On |~ & I,".i Action - L‘:J I_-_‘.,I- 1

Team Color | Book Mam)

W Green Main Stud layout.

M Green SkyStormer IR d
Il Green  Main Study 1 100 % | Stand
[ Mene  Stant Zone Ultirnate & % Seals
I Fed Uitimate Adventure 1 67 % Banes
Ml Green  HangGlier 1005 | Old Je
Ml Green  Ultimate Adventured | 62% | Seals
ore
Ml Giue  Billboord Series 100 %.. .. | Magn
[ Green Ultimate Adverture 1 100 56 Seals
Ml Red ?

se the grid button
to Save or Reset
the current grid

1. Set the visibility of the Column Header Band for the associated 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 Person ID, Fling Name, First Name, Last Name, and
Preferred Name columns are associated with the Name header band. If the Name header band is
hidden, the listed columns will also be hidden.

Clubber Details
s Gender  Birthdste Age  Grade
Male S/2/2002 1
~ Clubber Detal
+ Club Info
<) Primary Handbook Clicking here will display a
2] Attendance and Due check list of the header
+ Uniferm bands
~| Household Infe
| Medical Female  6/25/2009 4
«| Permissions Male 1762010 3
Record Properties ctive Fernale  6/13/2003 10
Brackenheimer, Kati |Active Female  11/5/2003 9
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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 Details
+ . 0, | Status Gender  Bithdate Age Grade |
\Perscn | - M
| Filing Name Clicking here will
First Mame ™ display a check list of
Last Name 1 columns
Preferred Name F:
External ID g=) s -
7| Birthdate Male 3/18/2006 7
7| age Female  6/23/2009 4
| Gender Male /672010 3
| Shatus Female  §/13/2003 10
| Last Attend Female 117572003 -]
| Attended hale 12/7/2005 7
| Pd Dues Male  9/26/2002 1
] Club Name Female  7/21/2005 8
Club Location Eemale  4/7/2003 10
| Tearmn Name
2| Team Coler Female  7/6/2001 12
7] Leader Male T/15/2005 8
Team Location Fernale  7/24/2002 1
| Grade Kale 1/2272009 4
School Name Female  7/16/2002 1
Code Male  8/8/2008 5
v Church Name Male  2/16/2002 1
Joimed v

T

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.

4.8.3 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. For example, clicking "Sparks"
will show only clubbers who are in Sparks. Clicking both "Sparks" and "T&T Adventure" will show
clubbers who are 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.
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Drag a column header here to group by that column

User: Jane Smith

— ;Nowindmweopen- Current Club Year: 20010-2011

Search Clubbers:

Today i 8/30/2012 _ﬂ Prima

Show: Active o

Ed [+ ([Club Name = Sparks) or (Club Mame = T&T Adventure])

Club Infi

Book Name

T&T adventure [l Blue
Sparks I Red
Sparks W Eiue
T&T Adventure . Red

h b Mame ™ Team Color

Snarke M1 Vallean

SkyStommer |
Start Zone Ultimate A
Ultirnate Adventure 1
HangGlider

Ultsmate Adventure 2
Ultimnate Adwenture 1
HangGlider

Ultirnate Adventure 1
Ultsmate Adventure 1
Ultimate Adventure 2
HangGlider
WingRunner Frequent
Ultsmate Adventure 1

WinnRsnner Fransnt

¢ 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 Adventure, 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 what is available in the header drop-down menus, click the

Customize... button found on the right side of the area above the grid (when a filter is already in

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.

48
File Miew Tocls Window Help
Search Members:
.
Qe J
Clubbers
Leaders
Households | # Name
— # Filing Mame
& ¥ {Blakemore, Bonnie
Ledger Brooks, Peter
Carson, Ben
Awards Carson, Christina
Clark, Rachael
Events Dayle, Rose
Contacts Easton, Lucas
Easton, Lucy
Donations Eligt, Enn
Farmer, Danny
Repors Farrner, Jonah
Farmer, Marjorie
Imventory Fuelding, Ronald Ir.
e lamecnn Fuism
28 clubbers
£
Wersionm 5.1.00  Data: ChApproved Workman\Data
use).
4.8.4 Customizing a Filter

Any column header which contains “(Custom...)” in a drop-down menu can be customized beyond the
options available in its drop-down 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 without recreating them. To open the advanced Filter Builder
tool, click the Grid button in the toolbar (the one with a gear) and select Custom Filter Dialog from the

drop-down menu. (Refer to Changing a Customized Filter below.)
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Creating a Customized Filter

1. Select the column to filter by and click the filter button to view the drop-down menu.

2. Click the (Custom...) option to open a Custom Filter window.

Show rowvs where:

Club Name
e P
AND OR

Use _to represent arry single character

Use % to represent amy series of characters

QK Cancel

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

Shows rowws whers:

Club Mame

like w HTETH
equals

does ot equal

i3 lesz than

13 less than or egual ta

15 greater than

is Etenuthan ar ziual b

niot like
15 blank
is nok blank QK Cancel

4. In the field to the right of the operator, if applicable, type the value for the condition.
5. Once this top condition is completed, either click OK to run the filter, or add another condition.
6. 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.

7. Fill in the operator and value for the second condition.

8. Click OK. The filter conditions are shown above the grid and the data shown in the grid is adjusted.

Drag a column header here to group by that column

B [+ (Club Name LIKE %T&T%) and (Book % Complete > 50 %) | Customize...
be MName | Clubber Details Club Info Primary Handbook
P Filing Name 0 | Grade Pes Club Name © Team Ceoler  Book Name % Complete  “ Award Set  Translation
Adler, Andy [ 275 T&T Challenge Hei: Ultimate Adventure 2 (2010 100 % Bones NIV
Carson, Ben 6 245 T&T Challenge M Green Ultimate Adventure 2 (2010 100 % Bones NV
Mundy, Gillian 5 70 T&T Challenge [ Veliow Ultimate Adventure 1 (2010 5% Bones NIV

Thomas, Hezeki Chall

Bones
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4.8.5

Changing a Customized Filter

=
~+ 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| AHD <root>
w Club Mame like %T&TH

- % Complets 3 grester than or equal ke S0

press the button to add a new condition

Open... ] Save As.., Ok Cancel Apply

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.

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.
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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.

F-
Caolar

k& v (Club = Sparks) and (Attend Club = True) Customize...

Total

E Sactions Paints

k2 Marme Attend Dues Cfenng Misc
Club Church Paid AmtPd Amount Uniform Bible Book

[ ED Color: Blue (5 members, 5 present, Total Points: 320, Svg: 64,0, Total Req Sections: 6, Svg: 1.2)

# Filing Narme Cluk

4| Color: Green (3 members, 5 prese ections: 5, Mg 1.0)

+| Color: None (2 members, 2 p o Mo 0.0)

& Colar: Red (5 m d Byge L0

= Color: Yellow (3 members, 5 present, Total Points: 250, &eg: 500, Total Reqg Sechions: 4, foeg: 008)
Jarneson, Evie Sparks v v o $000  f00 v w o 1 70
Lawrence, Tre Sparks v v 4 $0.00 o0 (v v 1 60
Mable, Helen  Sparks v o 40.50 .00 [V o 1 50
Bvenson, Mari Sparks v $0.00  $0.00 0 10
Uppenheirn, | Sparks = v = $000 #0000 v ~ 1 &0

12 ) $0.00 14 5 13 20 1020

£ b >

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 Club Name column shows how many of each
gender are in each club.)

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!)

4.8.6 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 what is typed in the Search field. In the
Clubbers, Leaders and Check-in Modules, the filter works on the First, Last, or Preferred name fields.
In the Inventory Module's Item grid, it works on the Item # or Description fields. 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).
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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 Rrst 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.
4.8.7 Printing Grids

I
|~"-7--j 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.

Clubbers - Grid View - Print Preview

ri ;4 Z Y _lp Page Setup... L Whele Page Q | &) Thumbnails 6
- =5 al _j Format ~ | Header and Footer
Print  Print  Export X 5 Zoom Mavigation Close Print
| Save Dislog ToPDF -  Fit te Page Width | || Pages = . - & View = B
Report Qutpat Format Zoom “ Mavigation Preview -
[Marging Left: 0.5m| Top: 0.5n Rightz 0.5in Bottom: 0.5in| Header: 0.2in Footer: 0.2in
Clubbers

. Hame Clubber Details Cluls Infe Primary Handbook
EFiIing Mame . Birthdate Grade Pty Club Name Team Color Eoaok Mame % Complete
1adler, Andy 5/2/2002 (1 265 TAT Challenge | [ Uitimate Adventure 2 (2070} 100%
ECar;Dn, Een ’ G T2 Challenige Uitimate Adwenture 2 (20104 100%

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 the
document.

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.
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4.8.8 Exporting Data from Grids

LE.% Save the grid's data to an external file format by exporting data from a grid. Currently, the
following formats are supported: Microsoft Excel, HTML, and Text files with'~ ', ' | "or ', ' used as field
separators. Exporting grid data could be useful to start with AWdb data and use it for something like a
mail-merge data file for MS Word, importing data into another application or generating a very specific
looking report.

To export a grid:

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

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

2. Select Export... from the Grid menu to open the Data Export dialog.

e ——— |

This wtilitywill enable you to export dats from the grid and save it to an externsl file format.
Before running thes procedure, complete the following steps:

1, Zalect the columng ywou want to include, and hide all athers
2. Arrange the visible columns in the orderyou desire
3, Perform the necessary filkening, sorting, and/or grouping operations

Mote: If using 3 group, only those records visible in the expanded nodes ane eported,

After you have set the gnd to show onby the colurnns and records you want to export..,

4, Selectthe output Rle format ... ... .2 icrosaft Excel e
5, Select the folder where youwant the export fi soFtEncel
CivApproved WorkmanDataiReports Text (using a*, " as the field separator)
. . . . Tt (using a° ~ ' a3 the field separator)
6. Enber a filename wathout sn extension. .0 Tes {using a | " a3 the field separator)

Mote: The file extension will be 2dded automatically depending on the file type,

0% Run Close

3. Select the output file format from the drop-down menu.
4. Select the folder where the exported file will be saved.
5. Either accept the default filename or enter a preferred filename to use when saving the file.

ﬂ Do not add an extension to the filename since AWdb will do that.

6. Click Run. The grid's data is exported to a file with the specified name in the specified folder.
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4.8.9

The Grid Menu

=
%7 This menu provides additional items related to the grid.
L) Save Current Grid Layout
£5 Reset Gd Layout
L Pestore Default Grid Layout
) Export..
'_I’- Cusbom Filker Dialog...

w|  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. Make sure each person has a unique AWdb user account so users don't
change each other's preferred settings!

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 AWdb 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 layout that AWdb used when first installed.

Other Menu Items

e Custom Fiter Dialog... opens the Filter Builder dialog to create, modify, save 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:
e 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 scheme for alternating rows in the
grid

Use Alternate Grouping Style and Use Alternate Color Scheme for Rows options are only available
when viewing AWdb in the "Native" Style.

© 2021 Leffler Systems



Chapter




56

Approved Workman Database 5.9 - User Guide

Beyond the Basics

Besides tracking the basics like member contact information, attendance, dues, handbooks, sections and
points, AWdb can also track leader service and training, inventory, donations, 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 AWdb.

1.

4.

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

Start to track Inventory by entering your club's current inventory into the database. Once it's
initialized, the inventory Quantity in Stock values can be automatically decreased as awards are
earned and books are assigned and increased as items on an Order are marked as Received.
AWdb can even automatically add items to an order when the quantity in stock gets low. For this
all to work, make sure that the Inventory Tracking options are turned on.

Maintain details about orders placed with Awana Clubs International including which items have
been received or back-ordered. Although AWdb 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
information 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 or the Donations Module to keep track of extra money
that is given for any reason. The names of the accounts to which donations can be made can be
customized. If a donation earned an award, that can be indicated.

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
using the FAle > New menu, 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-0 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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51 The Main Window

AWdb'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.

-
File View Tocls Window Help User: Jane Smith Today is 8/27/2012 Primary Database
yi L
- |
Search Members: LN E Mo windows are open~ | Cument Club Year 2010-2011 > ClubDate: 5711720011 = WukZ\illmIfukufthHﬂl Qtrh
Hof Thisisthe SRAOANGED
Main Menu t,. 20012 September, 2012 b R L This is the Main
Llubl W TES 5MTWTFEFS 60 Toolbar area
33 1L 2 3 4 1 240
Leaders 5678 9W11 2345678 e |
o ::;;2: ;E;‘:l:;? 12 ll'c;:; ‘3?;42: 12345678 9101112131415161718192021 222324252627 29293031 323334 35
i F =1 o L - L
T 27 R WM BITBE 1 Clubters | Leaders |
Chgck-in o1 5 Wiesks
Ledger 20 Birthdays from 50112011 to 172011 2010-2011 Club Calendar Cybber HandbookAlers © Motes Pholo
Member Type Club Name A
Awards L ington, Gharty  Clubber  Nursery #| | Shew: Club Dates x| 158 = HE iR 35, Gid- i
Evanls Baker, Margo Clubber  Joumney ~
Elakemaore, Bannia  Clubber Sparks Date
Contacts | Browning, Valorie  Leader  Joumney | Club Mame Wk O | Clubbers Leaders  Visitors| Sections Theme
Carson, Christina Clubber Sparks T&T Challenge 14 2nd 12 o o 10 Hilargus Hat Migh
Donations | - Clark. Racnael Clubber  T&T Amventure  ~ Trek 14 2nd 3 ] 0 12 Hilarious Hal Nigh
Reports 0 Visitors en 51122011 53 28 91
Visilors Nama Erought Ey Club Visited & Date - 127142010 (48 Clubbers, 32 Leaders, Visitors, 75 Saclions)
Irnveniary — - +/| Date - 12/8:2010 (52 Clubbers, 30 Leaders, Visitors, 71 Sections)
e This is the Main Diate - 1211562010 (52 Clubbers. 28 Leaders. Visitors. 71 Sections) E
MO wvisilars this wa) StEtI.IS tﬂr ared e »
:Low 30 High 61 Avg 44 Leaders: Low 15 High 32 Avg 24 CubbersfLeader: 1.8/1
,.
Wersion 51,00  Data: Chapproved Workman'\Data

The Menu Bar

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

¢ Displays the Current User, the Current Date and the type of Database (Primary or Secondary).
If clubs are checked out, those are listed.

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.

¢ 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 Path to the current data, 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
D New Opens the relevant dialog with blank/default values to create a new record.
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

Reference

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

'5J| Manage Photos |Provides a way to work with the photos for all members.
.= | Recalculate Total | Recalculates the total number of points and Required and Extra Credit
== | Points sections for all members or a specific member.
A [Show Users.. Displays a list of all users that are currently logged in to the database.
Kr Invoke Maint. Sends a message to all users and forces them to log off within 5
' Mode minutes so maintenance can be performed on the database.
j 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

This procedure will create Club and Church Attendance Award records according to your Attendance Award Preferences®, and
the selection criteria below. If you have a club set to use a Semester term, that club will only be evaluated if the selected Club
Quarter is for the 2nd or 4th Quarter.  (Wote: The Current Club Date of 12/19,/2012 falls within the 2nd Cuarter.)

Selection Cntena Award Recipients
Member Type: Clublses = Club Attendance Church Attendance
= Alen, Dorothy Alen, Dorothy

Club Year: 2012-2013 Allan, _naq.,gh}ne Allan, Jaqueline

Club Quarter: dnd e (1st Sernester) Allan, Trevor Allan, Trever
Blakemare, Yvonne Blakemore, Yvonne
Carson, Ben Carson, Christina

Set the following valwes for all new recerds Carson, Christina Farmer, Danny
Farmer, Danny

Date Eamed: 1211972012 e Farmer, Janah

; P — Farmer, Marjone
| Award Received: 1211972012 =

After generating the swards, use the Awarnd List Repart button
to view or print a formal list of members who earned an
Attendance Award,

Mote: It is ok to run this procedure more than once for the same
Cuearter if needed as duplicate records will not be created

“ Ta edit your Attendance Award Tracking Preferences, go to:
Admin > Awards > Attendance Awards.

M Award List Repart 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.

e 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

[EJ‘:] 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.

[ ﬁ‘;luse &)Gp-en'tlubbﬂ Options = _«3 Lo JE;_ 1] -...., Grid = ’

Club Date when points spent | 5/11/2011 | Week 35 Shows Active & Visiting | Clubbers = Club: | [All Clubs) =
Drag a column header here to group by that column 3 Miss Marjorie Farmer
# First Mame Last Name Met Point: Spent Iem 1: 100
Gillian Mundy 1730 (1] Zyailable Point:: 2675 Hem 2: 230
Jared Uppenheim 405 875 ltem 3: 25
Jazriel Lawrence 1780 ] Rem Point Cost: |0 =™
s O N 7 T
Bonnie EBlakemore 1870 1] Sale! (subtract points) Void (reset)
Christina Carson 1345 325 3
Jane Measawell 1880 o

- Use this screen to degud podnts

Tanya Robertson 1710 1] spent duning Store Might, if you can't
use this screen live during Shore time,
LD fous < 071 se the Point List Worksheet Report ta
Evan Johnston 50 0 keep track of points spent and enter
Hadrian Jones 10 1] the data laker,
- - Select the Clubber, then enter the Item Point Cost for
Sophie Marmiroff 10 a i
P Total Points Spent] and then press Enter.
Terry Grant 1] 1]
- After entering the ttem Cost, pressing Emter is the same
Jonah Farmer 2020 0 as clicking the “Sale! Subtract Paints” button.
Luces Easten 1160 0 | . use the Club Name filter to reduce number of names in
Patricia Tam 520 0 the grid you need ta search through, Hide columns you
Sawyer Selden 990 njf | ot meed o ses.
- Eeyboard users: Tab into grid and use incremental search
Evelyn Jameson 2830 0 ¥ 9
ey ot o | toselect clubbers, then press tab 10 6t focus on ltem
Point Cost,
76 members 83230 0| 7

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

D 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 wtility will gather e-mail addresses (or testible phone numbers that are then converted to e-mail addresses) according to your selechion critenia.

Selection Crteria Tips

- Selecting records based on Club Name, Member Type, Status, or Code will
only work if the e-mail and phone records have been linked to specific
members by using the Member Link field of the Phone/E-Mail dialog.
Select e-mail addresses based on Household Status of: - If you have not linked e-mail and phone records to specific members yet,
try using the right-click pepup menu items of the Clubber or Leader Lists to
copy the primary e-mail address (or textible phone numbers) for selected
members, (You can apply filters and multi-select the desired records,)

Select from: E-miail Addresses Testible Phone Numbers

Select e-mail addresses baced om:

Clhub Name: (Al Clubs) = ; . .
- If selecting from Textible Phone Numbers, the Carrier name must be
Member Type: Leader = knewn, and only those numbers marked as "0k to Text" will be considered.
Member Status: | Active Inactive - =To transf_:r the e-mail uddlcss_:s to your e-mail chient, cl_lck the "Copy”
button which puts them into clipboard memory, then switch to your email
Member Code: (blank = all codes) client window and "paste” them into the BCC field. Mote: Be sure you paste
into the "BCC” field so that recipients will not see all of the email addresses.
) ~ = To minimize problems with spam filters, send your emails out in batches,
| Insert a blank line between each group of: |5 [T selecting 50 or less recipients at a time.

thlanchardt @chorus.net; thefarmers Shotmai.com;

Run 7 e-mail addresses found Cut Selection to Clipboard Copy Selection to Clipboard Close

2. Set the Selection Criteria:
o 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.

o 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.

J 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.
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5. Click Close when finished.

E-mail addresses or textible phone numbers can also be collected from the Clubbers or Leaders grids. Turn
on Calculations to populate the Primary E-mail column and filter as desired. Multi-select rows and use

Action > Copy E-mail Addresses or Copy Textible Phone Numbers.

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.

Zearch for an ltem Desaription containing: | BAG

Drag a column header here to group by that column

Item®  Description Price  Category Nates

80776 60th Celebration Tote Bag 57.99 Gift ltems

64346 Awana Clubs Canvas Tote Bag 5799 Gift Items

82560  Awana Clubs Zipper Bag 5099 Gift ltems

68331 Cubbie Zipper Bag 50.06 Cubbies

41785 Cubbies Handbook Bag 55.99 Gilt ltems

ja0661__|Sparks HandbookBag | 5495 /Gift ltems ___|Our elub favorite:
58000 Sparks Handbook Bag (blug) 465 Gift Rems /

30525  T&T Handbaok Bag $5.50 Gift Items
B items You can enter notes

using the related
Inventory tem window.

4

The Select and Cancel
buttons are visible
when this dialog is

invoked by dlicking the

Search button on the

Fee diglog.

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.

ﬂ When opened from the Search button on the Fee dialog, Select and Cancel buttons are also displayed.

5.1.2.5 Recalculate Total Points

Use this tool to recalculate Total Points and the number of Required and Extra Credit Sections
completed for each member for each week in the selected Club Year. It also updates the Home page's
Club Calendar Statistics. It is automatically invoked after modifying handbook section point values. If
glitches occur during data entry, it is possible that calculations in memory might not be posted correctly.

This provides a way to be sure all records are correct.
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This utility will recalculate the Tatal Points and the number of Required and
Extra Credit Sections comnpleted for each week in the selected Year,

Mote: Only mernbers with a Status of “Active™ or "Visitor™ will be included,

‘When "All Members” is selected this process may take a minute to
finish s itis best to run thiswhen no other users are logged in.

Member: Al Members) o3

Club Year: | 2010-2011 2

Mo recaloulating all session records, please wait...

Mo calculating the Tatal Points eamed for each club week based on all
attendance categories and completed handbooks sections.,

9%

Cancel

ﬁ Only members with a status of Active or Visitor will be included in the recalculations.
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It is best to run it when no other users are logged in. If (All Members) is selected it can take a minute to
finish.

5.1.2.6 Invoke Maintenance Mode

% This feature applies only to those who are running AWdb over a local area network, or who have
been set up with Remote Desktop access and therefore the possibility of multiple users being logged in

simultaneously exists. For users with a single-user license, or with multiple licenses but are not

operating over a LAN this topic is not applicable.

Those with Administrator permission will see the Tools > Invoke the Maintenance Mode menu item.
Users with a normal "User" account will not see this menu item. Before performing some maintenance
operations such as applying an update or running the Backup, Restore, Repair or Optimization utilities,
first select Tools > Invoke Maintenance Mode to force everyone else to log out before proceeding
with the maintenance. The following confirmation dialog gives an explanation of what will take place:

Are you sure you want to imvoke the Maintenance Mode and log out all ther
users?

Explanation:

If you answer "Ves®, then in about one minute all users will get & message
explaining that the database administrator needs to shut down the database to
perfarm maintenance operations and that they should save their work and exit
the database within 5 minutes. If users do not log out on their own, they will be
logged out automatically. (Mote: You will see this same message but you can
disregard it because you as the Admin who initisted the Maintenance Mode
will not be logged out.)

You will of course want to wait at least 11 minutes or until you see that all users
have logged out before you begin operations such as: Backups, Optimizations,
Repairs or Upgrades, You can manitor who is logged in using Tools > Show
users that are logged in.

Users currently logged in:
- lane Smith

Reminder: Once you have completed your maintenance operations you should
release the Maintenance Mode using the same Tools > Maintenance Mode
menu item. If you, a5 the Admin who invoked the Maintenance Mode, log out,
the Mode is automatically released. Therefere, if you are planning to apply an
update, do it immediately sfter you log out.
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5.13

Any user who is logged in when maintenance mode is invoked will get a pop-up message (within about 1
minute) saying that the database must be temporarily shut down for maintenance and to save any work
and exit. Here is an example of the message:

The Approved Workman Database must be temporarily shut down for
maintenance. Please save your work and exit the database, then wait a
few minutes before logging back in.

Mote: If you have not exited within 5 minutes, you will be logged off
autornatically and you will not have an opportunity to save your work.

Thank you for your cooperation.

No other users will be able to log in while the administrator who invoked maintenance mode is logged in.
A user that tries to log in will get a message explaining that maintenance is underway and to wait a few
minutes to try again.

Once maintenance operations are completed, the Maintenance Mode should be released using the same
tool. When the Admin who invoked the Maintenance Mode logs out, the Maintenance Mode is
automatically released. Therefore, if an update needs to be applied, it should be done immediately after

logging out.

The Help Menu

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

Icon |Action Description
User Guide Opens the AWdb User Guide located in the Approved Workman

folder.

Online User Guide

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

(7
(7

@

Download User
Guide

Links to the support page of the Approved Workman website to
access a download of a PDF version of the latest User Guide.

7

License Info

Opens the license information including Customer ID and number of
licenses.

Check for Updates

Begins the process of checking for updates for the database.

Approved
Workman Forum

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

Approved
Workman Website

Links to the home page of the Approved Workman website.

Remote Support
Portal

Links to the remote support portal to connect with Customer Support
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 AWdb.
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514 The Toolbar

Sezrch Memibers: C & Mo windows are open® | Cusrent Club Year: 2010-3011 = Club Dake: 13715/2010 = Week 17 (last Week of the 2nd Ctr)

e ==

Search Members

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

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.

|

Search for Filing Mames that contain: FARMIER]

Mame Type Status
Farrmer, Danny Clubber Active
Farrner, Janah Clubber Bctive
Farrmer, Kristen Leader Buctive
Farrmer, Marjare Clubber Betive
Farmer, Michar Leader Active
5 matching records

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

I‘_j‘l. The following records open in separate windows and can remain open while using AWdb:
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.
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5.2

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.

The 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.

< Clubber: Miss Rachael Clark _[H

: [ [+ 2 Fi] - o, é & S| e ’
[ Gi Close | i} Save and Close \El !] iy New iy NewinHh [y Assign to Hh & 33 [BLS 12 | S
;Mainé Misc | Attendance Handbooks Awards Events Contacts Fees Donations
Member Househeld
Member Type: | Clubber > Filing Name: Clark Family - Ethan/Rachael
Status: Active B Mailing Mame: Clark Family
Title: Miss " Parent Mame(s):  Mr and Mrs Clark
First Narme: Rachael Address Line 1: 15 Zagnut Lane
Last Name: Clark City / State / Zip:  Madison Wl | (33714
Suffioc Family Church:  Prairie Revival >
Micknane: Contact Info i irection:
T Rachasl Tphotos [« v+ CellPhone  (715)584-4320 Ethan
TR Cell Phone  (747) 852-8522 Rachael
1 2% o — . .
4 e — Fm E-mail ethanc@mymail.com Ethan
M — -
Mailing Name: Miss Rachael Clark E-mail rachaelc@yahoo.com Rachael
Birth Date: 7/6/2001 e Ageld Gr |7 > Home Phone (715) 582-0001 Brian or Sharon
Gender: Female o Code: Persons (other than parents) autherized to pick up the children:
Club Marme: Trek . Club Loc: Annes
Team Name: = Team Loc: Household Members
T Dﬂrdng: — Net Polnts: 10 M-r Ethan Clark Age 13 A(tf\-e Clubber Journey
Miss Rachael Clark Age 13 Active Clubber Trek
Leader Name: 2%
LIT fior Clube
Browse Heousehold Status: Active Created 12/9/20010 8:07:47 AM Medified 10/7/2014 2:02:31 PM by Jane

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

¢ Main - basic information, such as personal, household and contact information.

¢ Misc - other useful information about the member, such as registration, permission and medical
info, visitor records, school name, etc.

e Attendance - all attendance related information for each club date, such as club and church
attendance, weekly dues, offerings, etc.

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

e 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.

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

o Donations - all donations for the member. Open, delete, or create donation records.

521

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.

| 'G?Qose \_@53\;& and Close H R—Jﬂew ﬁ:;%Newin Hh @-Assignto Hh ‘Pg L& lp’l S:, .E_I/ E’_ ”_ @ ;

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.

| close
|l_|| Save Saves the changes and leaves the Member window open.

il B

® |[New Member |Opens the Member Window with blank/default values to create a new
ek member (clubber or leader).
. 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’l'-“'." Assign to Hh | Assigns the selected member to a different household based on selection
L from a list of all households.

A |Delete Removes the current member and closes the window. This process

&5 | Member requires a confirmation.

:@ Open E- Opens the E-Contacts dialog to enter contact information for the
- Contacts household.
_ Add a Visitor |Opens the Add a Visitor dialog to add a visitor brought by the current
s member.

A | View/ Edit Opens the Photo dialog to manage photos. Defaults to the current
=1 | Photos member.
_ | Open Opens the Household Ledger for the selected member's family to manage
- |Household fees and payments.
Ledger
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Icon Action Description
. Begin Reg. Opens the Registration Window dialog for the member's family to manage
z Process registration related events.
a Print Member |Opens the Member Profile report dialog to print a member profile for the
& | Profile current member.

# Print Reg. Opens the Registration Form report dialog to print a registration form for
£~ |Form the selected member's family.
@ Refresh Refreshes the data in the window.
’ Stay on Top Toggles whether or not the window stays on top of the main window.
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.

' Clubber: Miss Hachael Clark

["Tf.lm S-weand(lme&! &H&w %Nminﬂh ﬂhﬁganh& ?&lﬂ,l 5 j 8 L. ‘1:'} ’

Main |Misc  Attendance Hundbooh_ Awards  Events Cunla-:r.s_ Fees Domtiuns_

Member Individual External 1D 355.2 H. hold T - B 35!‘
Member Type | Clubber b Filing Name: Clark Family - Ethan/Rachael
Status: Active R Mailing Mame: Clark Family
Title: Miss » Parent Name(s):  Mrand Mrs Clark
First Narme: Rachael AddressLine 1: 15 Zagnut Lane
Last Mame: Clark City / State / Zip:  Madison Wl =) 33714
Suffoc Family Church:  Prairie Revival -
HMicknane: Contact Info 1 irection
Preferred: Rachael 7 phates gl Cell Phane {715) 584-4320 Ethan
Pronuncistion Cell Phane  (741) 852-8522 Rachael
L A&t =4 — - .
. '_‘—__m E-mail ethanc@mymail.com Ethan
Mailing Mame:  Miss Rachael Clark - E-mail rachaelc @yahoo.com Rachael
Birth Date: T/6/2001 o Agel3 Gr |7 o Home Phone (715) 582-0001 Brian or Sharon
Gender: Female P2 Code Persons (other than parents) authorized to pick up the children:
Club Mame Trek w |  Clubloc:  Annex
Tearn Name: = Tesm Loc Household Members
Taarn Color [ Orange Sl Net Points 0 MT Ethan Clark Age 13 .hct!ve Clubber Journey
Miss Rachael Clark Age 13 Active Clubber Trek
Leader Name 2
LIT for Club:
Edit Household Status: Active  Created 12/8/2010 8:07:47 AM | Modified 10/7/2014 1:5407 PM by Jane
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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.

e« Member Type - Clubber or Leader.

e Status - Active, Archived, Graduated, Inactive, Prospect or Visitor. Setting a member's status
is useful when filtering grids to show only selected members.

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

o Frst Name, Last Name, Suffix, Nickname, 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.

Doubile click the frame to open the Photo Manager for more photo options.

« Birth Date - Age will be calculated and is read-only.
e Grade - calculated using the birth date, but can be selected manually or changed if needed.
e Gender - set automatically if a gender specific title is used, but can be selected manually.

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 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.

Try to always enter a Title and Birth Date. Selecting "Miss" or "Mr" derives the Gender. A Birth Date
calculates the Age, which then derives the Grade. With Grade and Gender, Club Assignment is made.

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).
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Clubber Specific Fields
The following fields are only visible if the Member Type is set to Clubber:

¢ Club Loc - read-only field displaying where the club meets as set up under Admin > Club Setup
> Club Names, Logos, Dues & Points.

e Team Loc - read-only field displaying where the team meets as set up under Admin > Club
Setup > Team Names.

¢ 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.

o Leader Name - selection options are based on active leaders. Selection list shows if the leader is
an LIT, the leader's Club Name and Team Color to facilitate leader assignments.

o LIT for Club - indicates a clubber who serves as a LIT (Leader in Training, or Student Leader) in
another club (such as a Trek or Journey clubber serving in Cubbies). This enables selection of a
club where the LIT serves. It also creates the following changes to the record:

» adds attendance records for the new (LIT) Club

= adds a Leadership tab to track leadership service roles and training.

Leader Specific Fields

If the Member Type is set to Leader, the Leadership Roles grid shows in the lower left of the
Member window and the Leadership tab is visible.

+ Leader: MrJoseph Blakemore

: B niew 7% Niew in b FE A o 5 & 7 -
| *Tglm L@sauummm b 8, bew (5% Newintin (52 assigneorn B =0 ,;’.i_ =& 4 e 4% &
Mdln Misc | Attendance Handbooks | Awsrds Events Contacts Fees Donations Lesdership
Member 4381 Househaold 438
Member Type: Leader et Filing Marmne: Blakemaore Fa mll:l.' - chnlq Jo;eph. Claudia
Skatus BActrve e Mailing Mame: Blakemaore Fa mll:l.'
Title: Mr B Parent Marne(s): M Joseph and Claudia Blakemore
First Mame: Joseph Address Line 1: 5000 Rodeo Or Apt 2
Lask Mame Blakemore City / State / Zip: | Madison Wil »= | [53T4
Suiffoc Family Church: | East Madison Baptist Church »
Micknaime Contact [nfo Driving Directions
Praferrad: loseph Cell Phone  (323) 387-4510 Joseph
E-Mail Jjoe@securityservices.com  Joseph
B bion:
fenunertien A E-Mail claudiab@grnaileom Claudia
Mailing Mame:  Mr Joseph Blakemare d} Home Phone 608-555-3T51 Mr. Blakemore
Birth Date | Age
Gender: Male e Code:
Leadership Roles for 2013-2014 Household Members
Club Team Team Team _ . Mrs Claudsa Blakemore Inactnee  Leader TET Adventure
Rale Club Ma P
M Llec Color Name loe " Mr Joseph Blakemore Active  Leader Sparks boys
Sparks Director Sparks boys A Win 1 Mo v Miss Bennie Blakemore age 10 Inactive  Clubber T&T Challenge
Edit Household Status: Active Created 4/28/2010 2:47:19 PM Modified 5/27/2014 1:34:38 PM by Jane
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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 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.

Contact Info

¢ Cell Phone, E-Mail, Emergency, Home Phone, etc - to add or edit contact information, double click
a row in the Contact Info grid or click the Phone/ E-mail button in the Member Window toolbar.

» 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.

e 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 Member Type is Clubber.
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Household Members

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 and Registration details, Medical and Visitor information, Notes and Miscellaneous items.

+ Clubber: Mr Ethan Clark =

Iﬁglascﬁswcandﬂmhl—_ﬂ &)Hm %Nminﬂh %Assigntlo& :‘9&|.‘? ‘_:':. :_/" E._ | ‘E’g ’

Mlinél i;c:_éhﬂ.cndlnc: Handbooks Awards Events Contacts Fees Donations

Permissions and Registration Visitor Information

«| Activity Padicipation  [v| Photo Use +| Medical Release Ethan visited our club on the following dates

| Travel w| Other: | Reference for LIT Date Brought By Club Visited
| Registration current, registered: 8/209/20138 e

< right click this grid to add a visit >

w| Has Uniform:  Journey Student Regular Cut T-Shirt - Adul t
The following Visitors were Guests of Ethan

Date Visiter's Name Club Visited Joined our club

Medical information

Special Needs Last Tetanus Shot: b
| Include on Medical List report
<nght click this grd te add a visitor>

Allergic Te. ... ibuprefen/Metrin

Miscellaneous

School Name: b
MD Mame & Ph: | Dr. Ashland 608-635-6355 - Hobbies:
DDS Mame & Ph: | Dr. Woodward 608-566-3686 e 15t Language: - 2nd Language: =
Ins Co & Policy®: | The Insurance Gang Z24-L43672-4 ~ Date Joined: - Flag........: =
Notes

Preferred Bible Translation .........: MKW ~
Christian
Browse Household Status: Active Created 9/25/2013 2:02:51 PM Modified 6/14/2018 12:17:15 PM by Jane

Permissions and Registration

¢ Permissions - indicate consent has been given to: participate in Activities (such as Game Time),
Travel, use a Photo, or Release Medical information. Other allows for an additional custom
permission related item. When checked, a description can be entered.

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

B 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 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.
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« 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.

Medical Information

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

e 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.

e "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 number.

ﬂ For each field, the list of options in use for the family are displayed in the drop-down for easy access.

When any of these fields are changed for one member of the household, an option is given to also use
the new information for other members of the household that have the same current information.

Notes

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

Visitor Information

This section has two grids: one for recording 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.

Evie visited our club on the following dates The following Visitors were Guests of Rachael

— Brought by Club Name Date Wisitor's Narme Clubs Marme Joined our club
m 1L/3/2010  Jackson, Subrey TET Adventure
l._;' Create a new Wisit recosd I "!"l_” Y A
The fallowil Q Open the selected Visit record [ ﬂ_ e
E o Open the Visttor's recard
Diate g Dielete Visit | Jeined our club Miscellan

g Delete this quest relationship (does not delete the Visitor)

4122007 F at B hdarr b s
4/10/2008 %...?F:_,n.u:.:\fm‘qh:;f.--’:‘:mh-r School Marmes praerasmec Cornmmmaring -
10462000 Johnstan. Evan Snarks Hrhhiss

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.

Miscellaneous

e 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.
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5.2.4

¢ Hobbies - text field.

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

e 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.

e Hag - 6 color options. This is a custom way to categorize or "flag" particular members. Like the Code
field on the Main tab, 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.

« Preferred Bible Translation - ESV, KIV, NIV, NKJV, 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.

Attendance

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.

~er Miss R =
r o] =] 7in : 728 - I & " & - -
| Iglosa_D‘_javeandCIeu Lr_- _uﬂew MNewmﬂh _bﬁmgnllo e pé A ‘:_ i ’
:e Handbooks Awards Events Contacts Fees Donations
Shawe 2012-2013  ~ Attendance Ratio: 142 Last Attended on: 12/19/2012 | Dues: 31/31 Balances S0.00 % li=a L_._, -
Dirag a column header here to group by that column
#* Club Dates | Team Attend Dues Paints Req Sections Extra Sections Total
# Club Mame Week Date 0 |Color Mame Club Church Paid AmtPd Game Other ¥of Points #of | Points Sections Points Spent |
k| TET Challeng 1 w52m2|[Cdve tthGr, [ - ~ S0.00 o ] 8 B0 24 40 1’ 5% 0
T&T Challeng 2 9nz22|[J Ye 6th Gr. [+ L 50.50 1] o 2 20 (/] i} 2 ] 0|
TAT Challenc 3 9M192012|[] Ve 6th Gr.  [«] w w £0.50 30 10 o o (V] i} 0 ] o
T&T Challeng 4 o260202| ] Ve 6th Gr. [+ 1; 1/ $0.50 1] ] i) i) 1] 1] 0 &0 o
TE&T Challeng 5 1v3/2002| ] ve 6th Gr. ~ S0.00 0 0 0 0 0 0 0 0
T&T Challeng 6 10/10v2012| ] Ve 6th Gr. [ L L §0.00 1] ] 0 0 0 0 0 50 ]
TAT Challenc 7 1017/2012| ] Ye 6th Gr.  [+] w w £0.00 1] o o o (V] i} 0 ] o
T&T Challeng B 10/242002|[] Ve 6th Gr. [+ ~ 1/ 50,00 1] ] i) i) 1] 1] 0 &0 o
T&T Challeng 9 10/312002| ] Ve 6th Gr. [« - ~ S0.00 o ] 0 0 0 0 0 60 0
T&T Challens 10 11/7/2012|[] Ve 6th Gr. [« Cd L §0.00 1] ] 0 0 0 0 0 &0 ]
TAT Challens 11 11/14/2012|[] Ve 6th Gr. [ o 0 $0.00 ] ] 0 0 0 0 0 &0 0
T&T Challeng 12 117212002 I:‘ e Bth Gr. M "] 3 £0.00 1] ] ] i) 1] 1] 0 50 o
T&T Challens 13 11/28202( ] Ve éth Gr. [ ~ S0.00 o ] 0 0 0 0 0 60 0
T&T Challens 14 12/5/2012|[] Ve 6th Gr. [« td L §0.00 1] 0 0 0 0 0 0 80 o
TAT Challens 15 12/12/2012| ] Ve 6th Gr. 4 S0.00 ] ] 0 0 0 0 0 0 ]
32 weeks 14 bl 32 5150 30 il 10 100 24 480 34 13890 g 3
£ e 3
Browse | Household Status: Active Created 12/9/2010 8:07:47 AM Medified 5/27/2014 1:40:26 PM by Jane
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As with most grids in AWdDb, 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.

There is a right click pop-up menu available on this grid to help with situations where unwanted
attendance records exist. With a row selected, right click and choose one of the following:
¢ Delete all session records in the grid

¢ Delete all session records for (Club Name) in (Club Year)
¢ Delete the selected session record(s).

If there are two records for each date, use the option to Select every other row, starting with this row and
then choose Delete selected session record(s).

Be cautious when using this selection. Do not delete any records that have data entered unless you are
certain itisn't needed. Once session records are deleted, the process cannot be reversed!

5.25 Handbooks

E—I 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.

| ' Clubber: Miss Rachael Clark

Primary: Utimate Challenge 2 | | | Assign Handbook § o | 4 | Entey Mode: Normal |~ | use date of: 9/12/2012
# Current Primary Mame Aweard Set Done % Complete Date Ultimate Challenge 2 15%
Bear Hug Brochure Stickers o 005 | 9/8/2004 Required |ResiesfExtza Creciit | Notes
Hopper Celebrations Stickers o A00% . . |4/20/2005
; o~
Jumper Celebrations Stickers  v] [L.100%..|5/10/2006 Section Hame P Done _Date
Gate Test Booklet Jewels  [v] [L 100%..|9/6/2006 (Challenge 1:0 0] & (S0
Skipper Handbook Jewels vl | wnd00% | 41172007 E:"::"‘g' :; :g = ::“ig:f
Hiker Handbaok lewels v 100.% .. | 4/30/2008 Ch'“""" . o : 9;'5:2015
Climbes Handbook Jewels  [v] [Lo100%..|5/6/2000 P oy e
Start Zone Ultimate Advent Seals v 100.% .. | 10/7/2000 Challen:e o | et
Ultimate Adventure 1 (rev) Seals o AD0% . . | 5/5/2010 Challenge 1:6 1w g'..!”.zm =
1 ) 2
Ultimate Adventure 2 (2010 Bones o 100 % 1172001 Challenge 1:7 10 @ a5z
Ultimate Challenge 1 Emblems o W00%. 472572012 Challenge 2:0 W0 (v 81272012
OMEM 8 [Utimate Challenge 2 [Embiems | B B | chatienge 21 10 [v 8/12/2012
¥ T&T Serviee Passport Pins 12% ¥ Challenge 2:2 .:I_
Challenge 2:3 il
Click "Calculate’ to view stats for the selected handbook Calculote Challenge 2:4 il
MNumber of required sections completed This Year / Tatal: E:a::mge;:: :E
allenge <!
Average number of sections completed per week this year: (halltﬂ:ﬂ" 0
Estimated completion date based on cumrent average: Challenge 3:0 10
Average needed to finich this club year ending 5/1/2013: Challenge 3:1 10 i
Browse Househiold Status: Active Created 12/9/2010 20747 AM Modified 5/27/2014 1:40:26 PM by lane
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Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Handbooks page.
Icon |Action Description
L’; Assign Handbook Opens the Assign Handbook dialog to assign a new handbook to
the selected member.
3_0 Open Handbook Opens the generic handbook window for the selected handbook to
show details about the book and the award triggers.
LQ Delete Handbook Removes the selected handbook from this member's records.
- | |Open Inventory Item| Opens the selected handbook's related inventory item in the
- Inventory Item Window.

o 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
easily 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:

e 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.

e 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).
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¢ 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.

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

e 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.)

¢ 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.

e 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 marked in Normal mode.
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 - trakcs 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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5.2.6 Awards
[,
! 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.
+ Clubber: Mr Caleb Eliot =il =
| 'ﬁglw Bs.mandqose EH 3—aﬂew f’!ENewinuh (EMgntlo & .0) ,2: (B & 1|28 ‘E;:) ,
Main Misc Attendance Handbooks Awerds Events Contacts Fees Donations
L % U | Shows AllAwerds || EsmedinVear 2018-2018 | " [ [73 e 48 [~

| When marking swards as Received, set Date Revd to: | 8/25/2018 | Tips Select multiple rows when marking awards received

Drag a column header here to group by that column

# Club Year  Iemn =  Award Hame Source Eamned Rovd Date Rewd  Mote

B|2018-2019  Remd  MNow eligible for T&T UA uniform and be Book /2972018 Yes Br2es208 Completed Start Zone (¥rl) ]

2018-2019 96196  T&T Discovery Emblem - Blue Section Group 91972018 Yes 91972018 Completed 4 sections in Evidence of
201E-2019 96204  T&T Discovery Emblem - Green Section Group  10/31/2018 Yes 10/31/2018  Completed 8 sections in Evidence of
Toolbar
Besides the Member Window toolbar, there is another toolbar that is specific to the Awards page.
Icon |Action Description

W |Open Award |Opens the selected award in the Award dialog. (Pressing the Enter key

o 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.

“":j? 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.

Wg 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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527 Events

‘E The Events tab provides an overview of events the clubber has attended. See the Events Module
for additional information.

el

r Caleb Eliot

I'#?s'.lose L@Saﬂandclose&l—-! P‘}New %Nwinﬂh ﬂﬂssigntlo& 332_’_|._"!_,| g 5-_” -?.-— 7l ‘&"’_,- ’

Main Misc Attendance Handbooks Awards

Events Contacts Fees Donaticns

[ Wp— - ]
el [154 [753 | showe 20182019 o [o [ Sl 2 g8 [ GL-

|#* Club Year

Event

Drag a column header here to group by that celumn

0 Date

Location Mote

Toolbar

|£[2018-2019  TAT AwanaGames

172672019

Asbury UM Church

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

Icon |Action Description
IE 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.

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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5.2.8

Contacts

E The Contacts tab provides an overview of leader contacts with the clubber outside of club
sessions. See the Contacts Module for additional information.

I#i;lnie L@;auundcmse,{ﬂ P"}ﬂ-zw %Nzwinﬂh ﬁksiganh& i@&lﬂl - WAV = ’

Main Mise Attendance Handbocks Awards Events é(:_c.r!!.._!c_t.!: Fees  Donations

fed o a | sl
Be) (S || Showe |2012-2010 | [ #9) | =2 S g |~

S

Toolbar

Drag a celumn header here to group by that column

# Club Year  Date Contacted By
k 2018-2019  1/5/2019  Blanchardt, Titus

Contact Type Contact Purpose Code  Mote
E-Pail Fecruitment Quiz invitation to participate in quizzing

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

Icon |Action Description
Z-| | 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.)
o New Contact Opens the Contact dialog with blank/default values to create a new

contact.

&fj

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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529 Fees

=

= The Fees tab provides an overview of a member's fees. See the Ledger Module for additional

information.

+ Clubber: Mr Caleb

hﬁlnse LDS.wean.dClnse H oy M ‘_ml‘lmlnﬂh ‘_!:.Mslgntlo & '@ &I / u_ || ’
Main Misc  Attendance Handbooks Awards Events Contacts Fees Donations
?o -:G -:0 Shows | All Fees o Year: 2018-2018 |~ :3 & Hh Account Statement L."".J L= Lv-
L | L e 4 ot |
When marking items as “Received”, set Date Received to: | 3/29/2018  » Qf Revd t;fgwm Revd
Drag & colurmn header here to group by that column
#* Club Year  [tem & Cmgor_\,r Fee Descripticn Dues? Amount Taotal Pd Bal Due Due Date  Waived  [tem F
820182019 _|34565 _[Book __|T&T Mission: Evidence of Grace Handbo nm.:.
2018-2019 95549 Uniferm  T&T Uniferm - Adult small S16.00 $0.00 S16.00 2
2018-2019  Feel219  Dues Dues for the 2018-2018 Club Year L4 520,00 510.00 $10.00 3/26/ 2019 'l‘es

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.
—?ﬁ 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.

& 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.

’fﬁ Not Rcvd | Marks the selected fee item(s) as not having been received by the member yet.

|i":'| 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 Donations

= The Donations tab provides an overview of donations a clubber has made. See the Donations

Module for additional information.

'+ Clubber: Mr Caleb Eliot

Drag a column header here to group by that column

|} 2018-2018 1171472018

Toolbar

_IﬁLIMEWandCImH-&}NM %Nminﬂh %NilgntuHh&.ﬁalﬂll 5 ‘j_’/' a * "é} ’

Main Misc Attendance Handbooks Awards Events Contacts Fees Donaticns

03 gy s | showe 20182015 || [} [D] fipe 48 [GL-

|# Club Year Received 0 Ameunt Fund Mote

—— —

$10.00 Missicns

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

Icon |Action

Description

. | Open Donation

Opens the selected donation in the Donation dialog. (Pressing the

— Enter key with a row selected or double clicking the row also
opens the donation.)

.| New Donation Opens the Donation dialog with blank/default values to create a

— new donation for the member.

[ Delete Donation Removes the selected donation.

Show

Filters the data in the grid based on Club Year. Defaults to the
current club year but can be changed.

Ll Grid Tools

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

a This tab is only visible if the Member Type is Leader or if LIT for club is marked for a Clubber. It
tracks the details of a leader's service and training, as well as listing clubbers assigned to the leader.

+ Leader: Mr Joseph Blakemore =

l'ﬁ;lo;e@;mmdcm;e[_ld ‘&;Hew ﬁNminuh ﬁMganh$ :@&l‘lg - WA ‘é’: ’ |

Main Misc Attendance Handbooks Awards Events Contacts Fees Denstions -Leader;hip

Training has been completed Approved for Leadership

Service History  Training Histery  Assigned Clubbers

s . . &2l 5l
) D GO Total Years of Service: 6 Service Pin Years: 6 u'f" |_,-_-‘ Is i I—‘....-'

Drag a column header here to group by that column

# Club Year 0 Leadership Rele  Club Mame  Church Name Frem Date TeDate  YrCouwnt  Service Pin Mote

» 2003-2010  Leader-in-Training Sparks East Madison Baptist Church 8/16/2008  5/8/2010
20010-20M Leader/Cther Sparks East Madison Baptist Church 871172010 5/11/2011
2011-2012  Sparks Director Sparks boys  East Madison Baptist church /772011 4/25/2012
2012-2013  Sparks Director Sparks boys  East Madison Baptist church  9/5/2012 57172013
2013-2014  Sparks Director Sparks boys  East Madison Baptist church  8/8/2013  4/23/2014
2014-2015  Sparks Director Sparks boys  East Madizon Baptist church  9/3/2014  4720/2015

1

|
~

|

|

|

|

w
~
L

L= - I - T e
<

2015-2016  Sparks Director Sparks boys A Sample Church 9/9/2015 472772016 o
2016-2017  Leader Sparks & Sample Church 831720016 472652017
| 2017-2018  Leader Sparks Boys A Sample Church 96,2017 5/9/2018

At the top are check boxes to indicate: the Training has been completed and the leader has been
Approved for Leadership.

Service History

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 Opens the Service dialog with blank/default values to create a
new service record.

& Delete Service Record | Removes the selected service record.

|;-(:.| Grid Tools Lists actions related to the grid such as: saving or resetting a grid

~ layout, or exporting data.

fli 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
AWdb 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
Window's Main page, 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. If re-order levels are set, items will be added to an order when the stock gets
low. 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

With the inventory set up and Inventory Tracking preferences set, here's what happens:

When an award is triggered, the award item's Quantity in Stock is reduced. The item's new quantity in
stock is now low enough to trigger it being added to an order. If there is not currently an open order, a
new order is created and the item is added. When a new handbook is assigned, the quantity in stock for
the book is reduced by one. If the new quantity in stock matches the re-order level, the book is added to
the open order. This process happens for every award that is generated, book or uniform that is assigned
or Fee that is manually entered.

After club, 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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5.3.1

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.

To get the inventory set up correctly, 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 automatic ordering.

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, choose from the following options:

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

c. Automatically add line items to an open supply order when the Inventory Item's Order Level
Quantity is reached
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5.3.3

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.

Placing an Order

If the Inventory Tracking preferences are set to automatically add line items to an open supply order
when the Item's Order Level Quantity is reached, there might be an existing, open order that was already
created. Otherwise, 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:

o 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.

f ¢r Close _5‘5@: and Close || save © & Delete Order (- Print Preview |2 Edit Contact Info f__," ’

Browse | Order ID: 81 Created 11/20/2014 3:08:48 PM  Modified 11/20/2014 3:08:13 PM by Jane

Club Year: Order Date: Purchase Order: Order Methed: Shipping Method: Vender Order #:  Inveice 2 Order Status:
2013-2014 |z V272013 e Emiail » | LUPS Residential 2 Open e
Comments: Ship Te:
Comments entered here will appear Janice Allan
on the printed order form E76 Worth Ave Invoice Paid  Payment Ref:
— Madisen Wi 53714
=8 Mew Line ltem _‘q‘-l Save Line Item _Q' Delete Line ltem LJJ L‘d Open Inventory lkem JL]_': ﬁl_ L4 Grid =
The erder is Open. and line items may be added, edited, or deleted.
# Line £ ltem Number  Description E; pense Pkg Oty gzl“d Cost Extension
1 4708 Awana Grand Prix Trophy Design Plates General 3 i §1.09 §1.09
2 95165 wana Grand Prix Participation Certificate General 10 1 §3.20 $3.29
3 95174 Augana Grand Prix Poster Set General 3 1 §4.99 §4.56
1 |
4 items 51027 10.27
Netes: ( Comments entered here will not \‘
- appear on the printed order form. Sales Tax:
They are for your internal use only Shipping/Handling:
ﬁ.—-—"’ Tatak $10.27

2. Submitted - use when the order has been placed as desired with Awana (via internet, phone, e-

mail, etc.).

© 2021 Leffler Systems



Beyond the Basics 87

Here is an example of a printed Order form:

— Customer # Awana - Supply Order Phone:1-888-282-6227 Fax 1-877-282-6232 .O?;; ; "
123456789 PO Box 987 Onlinewww.awana.om/store : o
Streamwood, IL 801070987 E-mail:awsnaservice@awana.ong

— Church Name Ship Te
A Sample Church Janice Allan
4817 Example Street B7E Worth Ave
Madiscn, Wl 53714 Madison, Wl 53714
Contact Shipping Method Church Purchase Crder
Janice Allan UPS Residential
5085086082
jallen10@hotmail.com

— 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.

|} Ctose | %) Save snd Close | save - 4 Delete Order 5, Print Preview (2.1 Edit Contact info | %5,
Club Year: Order Date: Purchase Order Order Method:  Shipping Method: Vendor Order #  Invoice : Order Status:
20122013 | (5482014 b Emnail 2| UPS Residential £ Received )
Comments: Ship To: Submitted:
Janice Allan )
876 Worth Ave Payment Ref:
Madizon Wi
E "y Seveline ftem o Q-d Q‘d Qpen Inventory Ite
| The order is Recenved. Rovd, Oty Rowd, and Cost fields may be edited. J
Line |tem . Expense Pkg Qty Cty Qty on .
* R
£, Number, Descrigtion Categone, w0t P9, | Qudened, | Revd. 810 ) mEieasa
1 74190 HangGlider Handbook with Audic CD-NKNV Designated | ] [ ] §0.59 §50.94
I| 2 Tad68 T&T UA Award Bone - Blue General 0 [ 4 4 ] §0.99 $3.96
3 TaTE T&T UA Award Bone - Green Gener- 0 4 0 4 §0.%9 $3.96
You will not have to manually update your
inventory records when you receive your
supply order because as you mark each
line item as received, your inventory Gty
in Stock values are automatically
3 items increased by the Qty received 11497 67.86
s Sales Ta:
Shipping/Handling:
Totak $67.86
Edit Order ID: 81 Created 5/8/2014 12:41:26 PM | Modified 3/27/2014 1:17:57 PM by Jane

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, Payments
Received, and Unapplied 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 mother realizes that her child received a new book and says, "If you tell me how much I owe, I'll bring
the money next week." You reply, "A book costs $10.00, but let me check your balance." Since you are in
the Check-in Module, you type a few characters of the clubber's last name in the Search field and then
press Enter. This hides all other names in the grid except for her child(ren). In the Status bar below
the grid, you check the Household Balance which shows $6.00. You click the link to open their
Household Ledger for more details. You explain that she paid extra when she paid for a uniform. (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 for her to take home as a reminder.

She is a bit surprised and impressed that you keep such accurate records and decides to make a
payment of $10. The next week her daughter turns in the money with the Account Statement which has a
note to donate the extra money to the scholarship fund. You open the Household Ledger, post a payment
for $10.00, and apply it to the book fee.This results in a $4.00 unapplied payment. Since you know this is
a donation and you want to zero the Household balance, 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 and thus a zero household balance.

Then in the Donations Module, you create a new donation for $4.00 and use "Scholarship Fund" as the
Purpose/Fund. As you click OK, you say a quick prayer, thanking God for families who can afford to help
support your church's Awana ministry, then focus on your next task!

Future functionality will eliminate this last step of creating a new record under the Donations Module, as
this will be done automatically when you create the Fee record representing a "Donation” and post a
payment to it.

5.5 Using AWdDb to track VBS

AWdb can be used to track participants and attendance for a summer Bible School or Camp. The
Registration Form can be customized for VBS/Camp use. Other reports such as Clubber Lists, Mailing
Labels, Name Tags, etc. might also be helpful.

For Camp, follow the same instructions below, but substitute "Camp" for "VBS".

To set up the database:
1. Update to the newest version of AWdb.
2. Finish out the current Awana Club Year.

Il Do not proceed setting up VBS until the current club sessions are completed!
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3. Go to Admin > Generic Lookups and select Club Years. Add a new record to represent the
specific VBS year. For example, use Club Year "VBS 2019", Logical Order one greater than what
is shown for the existing 2018-2019 Club Year, and "1" as the Meeting Interval value. Click the
check mark at the bottom of the grid to post the new record.

4. Go to Admin > Database Utilities and run the Backup Utility.

5. Click New Year Setup (also under Admin > Database Utilities) and follow these steps:
o Step 1la: select "VBS 2019" as the Club Year and enter VBS Starting and Ending Dates.

o Step 1b: review/add/edit the specific "Club Names" to use for VBS. Note: all records should
have a Base Club value of "VBS". Keep in mind that, just like Awana, a specific Grade and
Gender can only be assigned to a single specific club name.

e Step 2, Promotions: be careful about whether or not to "Promote each clubber's School
Grade to the next level". It's OK to do it for VBS; but if you DO, then DO NOT PROMOTE
AGAIN when the New Year Setup is run for the next Awana club year.

o Step 3, Club Assignments: select the appropriate Club Name for each Grade and Gender.
e Step 4: review each field to decide how to handle each of the resets.

e Step 5, click the Begin Processing button to generate the VBS weekly attendance records.

5.6 Using AWdb in Kiosk mode

AWdb 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 family name, or part of the name; press Enter or click
Search. Matching family records are displayed for selection.

Step 2: Select a family: click a row to select the family with members to check-in; click Next.

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: 2/13/2019

Use this field to display instructions and/or announcements at the top of the screen

Step 1: Search for the family:

Type a family name and then press Enter or click Search
Eliog &

Step 2: Select the family:

Select the family with members to check in and click Next. (If the family is not in the system please ask a staff member for assistance)

Family Parent/Guardian City Postal Code
Eliot - Erin, Caleb Mr and Mrs Eliot Sun Prairie 53462

© 2021 Leffler Systems



Beyond the Basics 91

Welcome to A Sample Church. Please check in. Current Club Date: 2/13/2019 =

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 2/13/2019

Select each family member who is present, then click Done.

m Name Status Mbr Type Club Name

Y Eliot, Caleb Active Clubber T&T Adv

¥ Eliot, Erin Active  Clubber Journey

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 who is authorized to set up the kiosk, or one can be created for a
specific computer that will be used as the kiosk. (For example, user name "Lobby" or "Lobby 1").

When logging in with an account where the type is set to "kiosk", the kiosk dialog opens in full-screen
mode. 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 list.

To access the admin options, the name and password of either an Admin or Kiosk user must be
provided.

Welcome to A Sample Church. Please check in. T TR

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 below.

Use this field to display instructions and/or announcements at the top of the screen

Color Theme Style: GlassOceans The Color Theme Style affects the appearance of the Kiosk Screen. This value is
- saved for each Kiosk User Account.

3 @5 i a kiosk user starts the check-in process but does not finish and just walks away, the
Number of Seconds Before Automatic Reset: @ automatic reset will return to Step 1 and clear the search field.

<< FUTURE (should be available in the next update): If you have a label printer
attached to the Kiosk computer, you may opt to allow labels to be printed. Selecting
this checkbox will make the “Print Labels™ button visible.

Close Admin Options
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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.

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.

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.

Do not create generic accounts with generic passwords that everyone knows! Even with a single-user

license, multiple user accounts can be created under Admin > Users.

This section explains the details of the Log-in dialog. For an overview, see Logging in to AWdb.

Version: 5.3.0.5

Local Data Path:

Welcome. Please log in.

Approved Workman Database

a recordkeeping system for Awana* clubs

Trial license for:
A Sample Church
ASC Awana Club

User Mame ||3|‘!"‘“?l |

Password: [l |
| Log In Utilities Exit
il, Prirmary Database

Copyright (¢} 2005-2014 Leffler Systems LLC, Al Rights Reserved

“Awrana is a Registered Trademark of Awana Clubs International, and their Marks are used by permission.
Leffler Systems LLC is solely responsible for the Approved Workman Database, the website, and the user
guide, and is not endorsed by, or affiliated with Awana Clubs International

ChApproved Workman\Data w [

¢ License Info - displays the church and club names that were given when registering the software.

o User Name / Password - credentials that allow access for a user. For a Trial database, the User
Name and Password are both "demo". 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.

¢ Log In - verifies the 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).

If the maximum number of users (based on number of licenses) are already logged in when a user
attempts to log 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, the
computer locked up, or there was an error message that forced AWdb to shutdown), this message will

appear. In this case, reset the account and continue with the log in.
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« Utilities - provides access to some utilities to reset accounts or run a database Restore or Repair.
See the Utilities section for more details.

¢ Exit - closes the AWdb application without attempting to log in.

e Primary Database/Secondary Database - the Primary Database displays an icon showing a "1"
and a label of "Primary Database". When using the Database Check-out/Check-in feature to get
non-networked multi-user functionality, there might be additional information in this section. When
logging in to the Primary Database when clubs are checked out, the names of all checked out clubs
are listed. When logging in to a Secondary database, it displays an icon showing a "2" and a label of
"Secondary Database" followed by the names of the clubs checked out to that specific Secondary
database. If the Secondary database has already been checked back in to the Primary, it displays a
label indicating "(All Clubs Are Locked)".

¢ Version Number - AWdb developers periodically release updates to fix defects and add features.
When an update is applied, a newer version number will be displayed.

a The AWdDb version is also displayed in the Main Window's status bar and under Help > About .

If the maintenance and support plan is up-to-date, periodically check for updates in order to get the
latest features and fixes! After logging in, click Help > Check for Updates.

o Local Data Path - location of the data folder. Typically, this never needs to be changed. However,
after restoring a backup into a different location, it should be changed to access the restored
database. Click the ellipsis button at the end to invoke a Browse for Folder dialog to select a
different data folder.

e Photo - personalize AWdb with a photo from your own club.

6.1 Customizing the Photo
It's fun to see familiar faces when starting AWdb! Add a favorite photo for the Log-in dialog as follows:
1. Start the AWdb application.
2. Right click on the existing photo. Select Load... from the pop-up menu. An Open dialog appears.
3. Navigate to the photo of choice. Select it, then click Open. The new photo is displayed.

If the image does not exist as a file, but is from a website or document, right click and "Copy" the image.
Then right click in the Photo frame of the Log-in screen and select "Paste”.

6.2 Utilities

The Utilities button provides access to some utilities directly from the log-in screen:

/js(n\);::l\:u'"“\)a\n_,— N o b amtes e G4 . asute

4 o] [Luie ] [ T

Log off all users and reset my account {requires admin name passaord)
Open the Database RESTORE utility after log in

4|, Primary D

Open the Database RERAIR utility after log in

Select the folder fior the lacal temp files

5-2011 Leffler Systems, All Rights Reserved
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Log off all users and reset my account (requires admin name / password) - used to
handle the clean up when the database was unable to properly shut down and log off the current
user (a computer or application locked up that forced AWdb to close unexpectedly, for example).

Open the Database RESTORE utility after log in - used to restore from a backup when file
corruption prevents access to the Admin > Database Utilities screen. Select this option and then
log in as normal. The Backup/Restore dialog opens immediately after logging in.

Open the Database REPAIR utility after log in - used to repair data files when the file
corruption prevents access to the Admin > Database Utilities screen. Select this option and then
log in as normal. The Repair dialog opens immediately after logging in.

Select the folder for the local temp files - used in some special cases to specify a particular
folder that can be excluded from anti-virus scans. When this option is selected, the current Temp
folder appears at the bottom of the Log-in dialog along with a Browse for Folder dialog. Select the
desired temp folder (such as the Approved Workman folder) and click OK. The new folder will be
displayed. Log in as normal.
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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. Save these settings for the page to
default to the preferred layout.

" Approved Workman Database - A Sample Church = Trial License - 10 days remaining

File Wiew Jools Windew Help LUser: Jane Smith Teday is: 11/20/2014 j Primary Database
Search Members: Lo g ho windows are open~ | Cument Club Year: 2013-2014  + Club Date: %25/2015 v Weekd
Home Calendar Astendance
4.5 2013 o 2003 » Clu Attendance
Llubbers SMITWTFS SMTWTFS A Clubbers 0 Leaders
2526 27 28 19 30 31 12345
Leaders 1234567 & 7 B 9101112 210
8 510111213 14 131415 16 17 18 19 -
o :_: ;g ;iég gg ;al 3; ;:; i; ;; ;‘: ‘? 2? 12346678810 12 14 16 18 20 22 24 26 28 30 32 34
Check-in 230 314567859 Wasia
Ledger 2 Eiﬂhda;,.-l.frnm 62542013 ta 10/1,2013 Clubber Handbook Alerts 2013-2014 Club Calendar @ Motes Photo
Member Type Club Name - | E .
Showe | Club Dates e L e 0 [8 Gnd - 0

@ Carson, Ben Clubber T&T Challenge I""" L m:" I . L“"J -

[ Sabelle, Nora Clubber Sparks girls Session_Date 0 4
Contacts  Club_Name Meeting Day " Quarter Clubbers Leaders  Visitors Sectic |
Donations 4| Session_Date : %/4/2013 (22 Clubbers, 9 Leaders, 1 Visitors, 36 Sections)

+| Session_Date : 9/11/2013 (21 Clubbers, 10 Leaders, Visitors, 52 Sections)
Repans 3 Visitors on 9/25/2013 #| Session_Date: & 013 (23 Clubbers, 9 Leaders, Visitars, 25 Sections)
Visitor's Mame Brought By Club Visited = Session_Date : 9/25/2013 (34 Clubbers, 11 Leaders, 3 Visitors, 52 Sections)
- Dixan, Myra Easton, Lucy T&T Adventure Awana Wednesday 4 1st o 3 o
Admin | Jenning, Sarah Carson, Ben T&T Challenge Cubbies Wednesday 4 1st 4 o o
Jones, Jeremy Easton, Lucas T&T Adventure Journey Wednesday 41t 4 1 0
Puggles Wednesday 4 1st i 1] 0
Sparks boys Wednesday 4 st 3 1 0
Sparks girls Wednesday 4 1st 3 0 0
T&T Adverture  Wednecday 4 1=t 10 3 2
T&T Challenge  Wednesday 45 8 1 1
Trek Wednesday 4 15t 1 2 0
34 1 3 3
£ I 3
Clubbers: Low 21 Hgh 34 Awg 25 Leaders: Low 9 Hgh 11 Avg% Clubbersieader: 1.8/1
Wersion 5.3.05  Data: ChApproved Warkman\Data

e 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.

‘i The date range used in the Birthday section is the current club date through the next scheduled club
date. Thus, 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.

For a printed list of visitors, use the Visitor List report in the Report Module.

© 2021 Leffler Systems



The Home Page 99

o Club Attendance Chart - displays attendance totals. Display options are available. See
Customizing the Attendance Chart for more details.

¢ 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 night. Learn more in The Club
Calendar section. 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.

¢ 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.

o Photo - customize this photo and then save the layout with the Photo tab selected to personalize
the database!

7.1  Setting the Home Page's Layout

On the Home Page, there are several panels that can be resized by dragging the edges.

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.

7.2 Customizing the Attendance Chart

I'El 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.

‘Eﬂt Miew Tool: Window Help User: Jane Smith Today is: 87152011 _ﬂ Priman

Sears Style lNu windows are open = | Current Club Year: 2010-2011

Tab position

el chart setting: Type b lvl BarChart
ol 1' ) Swve Home Page Layout W Lse 3D Snde Line Chart
&' ResetHome Page Layout v Show Leaders
L mre—— 3 =0
e 171819 2 ¢ ShowLegend b
Households 12223 M5 X2 o 0

73 29 30 31 Legend Positio * 1234587

i e e

Check-in

r. ﬁm% from 1 201 57201 0 fo 10472011 . PAWE
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Choose from the following:
e Type - select from:

o Bar Chart (default) -

12345678 01011121314151617 181920 21 22 2324 25 26 37 28 29 30
Wesks

Club Attendance - Clubbers
S e S - Leaders

- Ry o e N LA S
T T T T T T T T T ¥ -
123456785910 12 14 16 18 20 22 24 26 28 30

Weseks

e Use 3D Style - applies to bars or lines within the chart

Club Attendance 1 Clubbers|
P i i i i A .S S 0l Leaders

12345678910 12 14 16 18 20 22 24 26 28 30

Weeks

e Show Leaders - hide or show the leader statistics on the chart.

e Show Legend - hide or show the Legend for Clubber and Leader representation.

¢ Legend Position - select from:Top, Bottom, Left or Right.
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7.3 The Club Calendar

The Club Calendar tab includes a summary of each of the clubs on each club night 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.

2011-2012 Club Calendar  Clubber HandbookAlerts @ Notes Photo

2 1 Bk 4 |
Show: Club Dates S RE - NP Jl]___ i {1 —'._;_,_:'G”d' \0_/

Dals
#| Club Name Meeting Day Wk Qkr Clubbers Leaders \isilors Sedions Ratio Theme Offering Fund Mote
+ Date: 9/142011(42 Clubbers, 4 Leaders, 1 Visilors, 88 Sactions)

+ Date : 9/21/2011(52 Clubbers, 19 Leaders, 10 Visitors, 86 Sedlions)
(Y B Date : 9282011 (54 Clubbers, 20 Leaders, 1 Visitors, 107 Sedlions)

Awana Wednesday 4 1st 0 4 o 0 Family Might Adopt-a-Club

Cubbies Wednesday 4 1st 3 2 ] 0 1.5M Family Night Adopt-a-Club

Jourmney 24-7 Wednasday 4 1st [+ 2 o i1 31 Family Might Adopt-a-Club

Sparks Wednesday 4 1st 9 3 ] 27 31 Family Night Adopt-a-Club

TET UL Adv. Wednasday 4 1zt [ 3 o 10 21 Family Might Adopl-a-Club

TAT UL Chall.  Wednesday 4 1st 19 4 ] 28 4.8M1 Family Might Adopt-a-Club

Trek Wednesday 4 1st 11 2 1 36 5.5M1 Family Might Adopt-3-Club

54 20 1 107 3

< H >
Clubbers: Low 6 Hgh 54 Avg 40 Leaders: Low 2 Hgh 22 Awg 16 Cubbersfeader: 2.5/1

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.)

ﬂ The records shown in the Club Calendar are read-only. Admin users can edit the records under Admin >
Club Setup > Club Calendars. Themes and Responsibilities, and Notes can also be added/edited there.

7.4  Customizing the Photo

Personalize the graphic to display a photo of your own beloved clubbers on the Photo tab. There is no
practical purpose for this, it's just fun to have a friendly photo!

To add a photo:
1. Select the Home tab on the Main Window.
2. Select the Photo tab in the lower, right panel of the Home Page.

3. Right click on the existing photo and select Load... from the pop-up menu. An Open dialog will
appear.

4. Navigate to the photo of choice, select it, then click Open. The new photo will now be displayed.

If the image does not exist as a file, but is within a website or document, "Copy" the image from outside of
AWCdDb then select "Paste" from the pop-up menu.
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8 The Clubbers Module

Eﬂ The Clubbers Module provides a very flexible high level view of all clubbers. Initially, the grid
displays only clubbers with a Status of "Active", but other status values can be selected, such as "Visitor",
"Archived", "Inactive", "Graduated", or "Prospect". The toolbar buttons or right click pop-up menu items
provide a wide range of actions such as setting a clubber's Status, setting Registration to Current, setting
Team Color or Team Name, or Assigning a Leader.

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.

" Approved Workman Database - A Sample Church

File View Jocls Windew Help User: Jane Jones Today is: 4/14/2020 '_ﬂ Primary Database

Search Members: LY a No windows are open= | Current Club Year (2018-2019  »  Club Date: 4/24/2013 |2 Week 31 of 31 (last Week of the 4th Qtr)
Home | 8. 8 8 | sechClubbers L | show |Active w| (8] & 71 acion- | & |17 1 [# [E e 48 [-
Gichbes Drag a column header here to group by that column E
Leaders | |4 Name Club Info Primary Handbook Attendance and Dues Unifern
House # Filing Mame. 0 | Club Name Team Color - Team Name  Leader Book Name % Complete | Award Set Trans| Attended Last Attend  Pd Dues ¥/N _ Descriptic
Adler, Andy Trek M Red Blanchardt, Titus  Trek 2: "His Love” Bibl 54.% Standard MKWV 17721 1232019 317N Yes  Trek Studs
Check-in |Allan, Jaqueline Sparks Ml Green  Princesses  Eldlen, Kelsey HangGlider b3 Jewels  NKWV 1931 26/2019  20/31  Yes SparksUn
| Allan, Trevor TE&TUA M Green Team A Tisdale, Jesse Evidence of Grace a1l % Emblems MKV 18/31 27672019 19731 Yes  T&T Unifc
Ledger Arington, Charity  [Sparks M Elue Princesses Elden, Kelsey WingRunner 5% Jewels NKWV 19431 2/6/2019 20/31  Yes  SparksUn
Arlington, Faith Cubbies 3 Aqua Rafferty, Sophia  AppleSeed Handbook 6% Stickers MKV 18/31 2/6/2019 19/31  Yes CubbiesL
Awards Baker, Chaz Journey W Red Allan, Jack Faith on Trial 2% |Standard NKV 1631  2/6/2019  16/30 Ves JourneySi
Events _Benson, Luke Trek . Blue Blanchardt, Titus  Trek 2: “His Love™ Bibl 39% ] Standard MKWV 15731 2/6/2019 3N Yes  Trek Studs
|Blakemore, Yvonne |TETUA M Blue Team B Blakemore, Josepk Evidence of Grace % Emblems NKIV 20/31 2/6/2019 31731 Yes  T&T Unifc
Contacts Blumberg, Erica T&TUA M Elue Team B EBlakemore, Josepk Evidence of Grace 35% Emblems NKIV 15/31 /2372019 16/31  Yes  T&T Unifc
Carson, Ben Trek M Green Blanchardt, Titus  Trek & "His Love” Bibl 4% Standard MKV 18/31 2/6/2019 31731 Yes  Trek Studs
Donations Carson, Christina  |T&TUA W Green  TeamB Mewman, Micole Evidence of Grace 615  |Emblems MKV 1831  2/6/2019  31/31  ¥es  T&T Unifc
Clark, Ethan Joumey . Blue Allan, Jack Faith on Trial 28% Standard MKV 19/31 2/6/2019 373N Yes  Journey Si
Beport=ill I | Allan, Janice Standard | NKIV [20/31
Inventory Clevelamd, Brian Cubbies [ Aqua Rafferty. Sophia  AppleSeed Handbook 6% Stickers  NKWV 19/31 2/6/2019 1931  Yes Cubbiesl
Colson, Ryan Sparks M Green Warmiors Elden, Kelsey ingR 52% Jewels NKWV 15731 1/23/2019  16/31  Yes SparksUn
Admin Comer, Amy Sparks [ Mone HangGlider 40%  |Jewels MKWV 0/31 031 Ne
|Delemater, Deaana | TATUA . Red Team B Newman, Nicole Evidence of Grace 61.% Emblems NKWV 17/31 123/2019  17/30  Yes T&T Unife
|Douglas, Janetta Joumey W Green Allan, Janice Faith on Trial 14 % Standard NKV 15/21 1/23/2019  16/31  Yes  JourneySI
|Easton, Lucas T&TUC I Green Team A Smith, Alexander Ultimate Challenge 1 2% Emblems NKIV 19/21 2/6/2019 20/31  Yes  T&T Unife
Easton, Lucy Trek M Elue Farmer, Kristen  Trek & "His Love” Bibl S1% Standard NKV 13/31 1/23/2019  20/31  Yes  Trek Studs
Elliot, Caleb Sparks M Biue Warriors Mgore, Dorothy  HangGlider 2% Jewels NKWV 20431 2/6/2019 31/31  Yes SparksUn
Ellict, Erin Trek . Red Farmer, Kristen  Trek 2: "His Love” Bibl % Standard MKWV 19/21 2/6/2019 37N Yes  Trek Studs
|Farmer, Danny Trek [l Green Blanchardt, Titus  Trek 2: "His Love™ Bibl S1% Standard NKJV 19/21 2/6/2019 31731 Yes  Trek Study
|Farmer, Jonah TETUA M Red Tearn A Tisdale, Jesse Evidence of Grace 100 %, Emblems MKWV 19/21 27672019 3/ Yes  TET Unife
40 clubbers. 3
% {3 >
Version 5.8.0.6 100 Data: C:\U; ette'\Current Test ing for S806)
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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.
(Ctrl-D)
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 Filters the data in the grid based on Status. Select the boxes in the drop-
down list to indicate the status(es) to display.
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*

Set Status*

Sets the status of the selected clubber(s) to one of the following: Active,
Archived, Graduated, Inactive, Prospect, Visitor.

£, |Set Team Sets the Team Color for the selected clubber(s).
| Color*
[F Set Hag* Sets a colored Flag for the selected clubber(s).
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Icon|Action Description
[P) Set Team Sets the Team Name for the selected clubber(s).
Name*

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.
Calculations must be turned "On" in order to populate the Primary E-mail
Address column.
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.

d

Many of the actions are also available through the right click pop-up menu.
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9 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 "Archived", "Inactive",
"Graduated", "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 Status or Club Name and Leadership Role, or setting
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.

+* Approved Workman Database - A Ssmple Church

Eile View Tocls Window Help User: Jane Jones Today is: 4/14/2020 __ﬂ Primary Database
Search Members: LY é Mo windows are open= | Current Club Year (2016-2019  »  Club Date: 4/24/201%  |a« Week 31 of 31 (Jast Week of the 4th Qtr)
Home Leaders |Service History Training History Leadership Roles
Clubbers .3_) &, & Search Leaders: (£} | show: Active ~ | _g_| 5 Action = | |7 uﬂ L‘J 35, 05 —\.'
LAaduie Drag a column header here to group by that column 3
Households 14 Name Leader Details Primary Club Info
Chechl) |# Filing Name Last Farst. Flag  Status  Gender  BithDate Code  Points  Netes Pheto Primary Reole  Club Name  Team Celor Team Mame  Beo
1. Allan, Jack Allan Jack Active  Male 8/5/1%84  CPR 200 1 Club Director  Joumney I nene Tal
Ledger | Allan, Janice Allan Janice Active  Female  4/4/1996 150 1 Helper Journey I Nene Tal
| Arfington, Gavin  Arlington  Gavin Active  Male 200 0 Club Director ~ T&TUC [ nene
Awards |. Adington, Marissa  Arington  Marissa Active  Female  6/25/1982 L] 1 Game Director  Awana O nene
| Blakemore, Claudia Blakemore Claudia Active Female &3, 1 Store Director  Awana D MNene
BRI 6okcrnore Joseph Blokemore_[joseph 5 -I
Contatt) | Blanchardt, Titus™  Blanchardt Titus Active  Male 791992 1 Club Director  Trek [ None Tal
| Elden, Kelsey Eiden Kelsey Active  Female 1?‘0 1 Listener Sparks [ Mene Tal
Deonations | Farmer, Kristen Farmer Kristen [0 Blu Active  Female 120 Will help 1 Helper Trek O Hene A
| Farmer, Mike Farmer Michael Active  Male 1] 1 Pastor Awana E[ Mone Tal
Beports |1 Leffler, Emma Leffler Emma Active  Female  10/18/1965 CPR 0 1 Helper HAwana I nene
| Michaels, Lindsay ~ Michaels  Lindsay Active  Female  10/27/1970 0 1 Helper Awana I None
Inventon] | || Moore, Dorathy  Moore Derothy Active  Female  12/31/1970 150 1 Listener Sparks [ hene
Admin |o Mewman, Marie  Newman  Marie Active  Female  11/17/1965 200 1 Listener T&TUC [ Mene
| Newman, Nicole Newman Nicole Active  Femnale 180 1 Listener T&TUA D Mone
| & Rafferty. Sophia Rafferty Sophia Active  Female  2/3/1995 190 1 Helper Cubbies [ Hene
|4 Sebello, Rosalynn  Sabello Resalynn Active  Female  1/26/1993 210 1 ClubDirector  Cubbies I Nene Tal
| Smith, Alexander  Smith Alexander Active  Male 10/10/1969 190 1 Team Leader  TERTUC I None Tal
| Tisdale, Jesse Tisdale Jesse Active  Male 4/30/1962 150 1 Team Leader  T&TUA [ None Tal
| Watson, Haley Watsen Haley Active  Female 81271387 CPR 180 1 Club Director ~ Sparks O nene Tal
| Zelenka, Maria Zelenka Maria Active  Female  4/5/1963 (1] 1 Club Secretary  Awana [ Nene
|1 Zelenka, Ted I Zelenka Thaddeus Active  Male 9/20/1961 0 0 Commander  Awana I Nene Tal
| 22 leaders |
Ly e,
Version 5.8.0.6 100 Data: C:U ette'\Current Test Db\Testing for 58
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Icon |Action Description
a@ 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.)

2

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.

, 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.)

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.

.5.‘ View/ Edit Photos Opens the Photo dialog to manage photos. Defaults to the current
— member.
Il;*" Open Household Opens the Household Ledger for the selected leader's family to

Ledger

manage fees and payments.

Set Status*

Sets the status of the selected leader(s) to one of the following:
Active, Archived, Graduated, 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*

Completed - marks the 'Training has been completed' check box on
the Leadership tab of the member record for the selected
member(s). Not completed - clears the check box for the selected
member(s).

Set Approved for
Leadership*

Approved - marks the 'Approved for Leadership' check box on the
Leadership tab of the member record for the selected member(s).
Not approved - clears the check box for the selected member(s).

Set Club Name and
Leadership Role*

Opens the Leadership Roles dialog to set the Club Name and
Leadership Role for the selected leader. (Can't use multi-select.)

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
E Convert Leader to |This is a one-time special-use function that is explained in the
LIT Clubber* confirmation message dialog.
@ Copy E-mail Copies the e-mail addresses of all selected rows into clipboard
Addresses* memory for pasting into an e-mail client. The addresses are

separated by either semicolons or commas as indicated under
Admin > Users.

Calculations must be turned "On" to populate the Primary E-mail
Address column.

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 | Copies the textible phone numbers (that are then converted to e-
— | Numbers* 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.

_J Many of the actions are also available through the right click pop-up 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.
ﬂ The Optimize procedure also provides the option to "Verify the Service History records.......".

o 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.
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| + Approved Workman Database - A Sample Church - Trial License - 10 days remaimning

File Wiew Jools Windew Help User: Jane Smith Teday is: 11/20/2014 __ﬂ Primary Database

Search Members: Ly g No windows are open = | Cument Club Year: 2013-2014  ~| Club Date: 9252013 |~ Weekd
Home Leaders Service History | Training History  Leadership Roles
[ ] " 1
Clubbers ) a0 Show: | Active | _-:j. Lz 3= ) L™
Leaces Drag & column hesder here to group by that column =
Households |+ Club Vear 0 LesderMame 0 Status  Leadership Role  Club Name  Church Name FromDate ToDate  ¥rCount  ServicePin Mote **
ch ] b 2007-2008  Allan, Jack Active  Leader Journey East Madisen Baptist Church 9/11/2007  5/13/2008 1 o
eck-in 2008-2008  Allan, Jack Actrve  Leader Journey East Madizon Baptist Church 9/10/2008  4/20/2009 1 v
Ledger 2008-2010  Allan, Jack Active  Leader Journey East Madison Baptist Church $716/2009  5/8/2010 1 o
20M0-2011 Allan, Jack Active  Leader Journey East Madison Baptist Church 8/11/2000 5/11/2011 1 B
Awands 2011-2012 Allan, Jack Active  Leader Journey East Madison Baptist Church 9772011 4/25/2012 1 w
2M2-2013  Allan, Jack Actrve  Leader Journey East Madison Baptist Church 97572012 51/2013 1 o
Events 2013-2014  Allan, Jack Active  Leader Journey East Madison Baptist Church %/2/2013  4/23/2004 0
Conta 2M1-2012  Allan, Janice Active  Leader/Other TET Adventur East Madison Baptist church &/7/2011  4/25/2012 1 o
2012-2013  Allan, Janice Active  Leader/Other T&T Adventur East Madisen Baptist church  9/5/2012  5/1/2013 1 o
Donstions 2013-2014 Allan, Janice Active  Leader/Other T&T Adventur East Madison Baptist church 97472013 42372014 0
2007-2008  Asdingbon, Marissa  Actrve  Leader Trek East Madison Baptist Church 871172007  5,713/2008 1 o
Reports 2008-2004  Adington, Marissa  Active  Leader Trek East Madison Baptist Church 9710/2008  4/29/2008 1 o
2008-2010 Ardington, Marissa  Active  Leader Trek Ezst Madison Baplist Church 9/16/2009  5/8/2010 1 o
Inventory 20102011 Adington, Marissa  Active  Leader Trek East Madison Baptist Church B/11/2010  5/11/2011 1 v
Admin 91 records 81 fi-] 3
< Y
WVersion 5.3.03  Data: ChApproved Warkman'\Data

€

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.

6

Delete Service
Record (Ctrl-D)

Removes the selected service record(s). This process requires a
confirmation.

=8|
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.
3_:) Open Member |Opens the member record associated with the selected service record.
Grid Tools Lists actions related to the grid such as: saving or resetting a grid layout,

or exporting data.

Training History

m The Training History tab displays the training history details of each leader. It 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.
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e Choose to "Automatically Add" selected training items when a leader record is saved or when
choosing "Verify the auto-add Leadership Training records ....." during an Optimize. 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 - Trial License - 10 days remaining

File View Jools Windew Help LUser: lane Smith Teday is: 11/20/2014 j Prirnary Database
Search Members: o8 @ No windows are open= | Current Club Year 2013-2014  ~ | Club Date: 8252015 |+ | Wesk 4
Home Leaders Senvice History Training History Leadership Roles
Clubbers E E m Show: | Active 2 3’ _-/:j = ____:'
Lesclen Drag & column hesder here to group by that column E
Households | | eaderName 0 Status  Description Required Completed Date Completed 0 Club Year Completed  Note "
Allan, lack Active Child Protection Training Yes Yes 117652004 2004- 2005
Ledger Allan, Jack Adctive Getting Started Training - Part 1 Yes Yes B11/2007 2006- 2007
Allan, Jack Adctive Getting Started - Part 2 Yes Yes B18/2007 2006- 2007
Aards Allan, Jack Active Line Judge Cenification Ne Yes 3242012 2011-2012
Allan, Janice Active Child Protection Training Yes Yes 11762004 2004- 2005
Events Allan, Janice Active Background Check Yes Yes B/3/2005 2005-2006
Conta Allan, Janice Adctive Getting Started Training - Part 1 Yes Yes 8112007 2006-2007
Allan, Janice Active Getting Started - Part 2 Yes Yes 8182007 2006-2007
Donstions Allan, Janice Active Orentstion Yes Yes r3s20m 2010-201
Allan, Janice Adctive Gospel Wheel Mo Yes Sz82m 2011-2012
Repans Allan, lanice Adctive TELT Leader Basic Training Mo Mo 47202 2011-2012
.llrlungtm\ Maricea  Active Getling Started Tuaimng -Part1  Yes Ve B11,2007 2006- 2007
Inventory Arlington, Marissa  Active Getting Started - Part 2 Wes Yes BNE2007 2006-2007
Admin 635 records 3
b 2

Wersion 5.3.0.5  Data: C\Approved Warkman'\Data

Icon Action Description

% Open Training Opens the selected training record in the Training dialog. (Pressing
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
Record (Ctrl-N) training record.
ﬁ Delete Training Removes the selected training record(s). This process requires a
Record (Ctrl-D) 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.
3_3 Open Member Opens the member record associated with the selected training
record.
|;;:.| Grid Tools Lists actions related to the grid such as: saving or resetting a grid
o

layout, or exporting data.
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Leadership Roles

The Leadership Roles tab displays all role records for each leader.

+ Approved Workman Database - A Sample Church - Trial License - 10 days remaimning

file Yiew Jools Window Help LUser: Jane Smith Teday is: 11/20/2014 »._ﬂ Primary Database
Search Members: (o [ Mo windows are cpen= | Cument ClubVear: 2013-2014 v ClubDate 9252013 v Weekd
Home Leaders | Service History | Training History Leadership Roles
cbetl] | mow e x| &[22 i 38 (B
Leaders D hi-
= rag & column header here to group by that column
Households | Club Year 0 Leader Name Status  Leadership Role Club Name Team Color  Team Mame  Primary
h [ k| 2005-2006 Blanchardt, Titus Active Leader/Other N |:| MNane "
e |2005-2006  Elden, Kelsey Active Lender/Other Sparks ] Mone v
Ledger | 2005-2006  Farmer, Kristen Active Leader/Other N [ rone |
2005-2006 Farmner, Mike Active Pastor Awana I:l Mone "
Aands 2005-2006  Leffler, Emma Active Leader/Other Sparks ] Mene o
|2005-2006  Zelenka, Maria Active Leader/Cther Awana [ ene \f
Events .MEDO? Allan, Jack Active Leader Awana El Mone |
Conta 2006-2007  Blanchardt, Titus Active Trek Director Trek M Green Team 1 o
2006-2007  Elden, Kelsey Active Listener Sparks M Eiue v
Donations |2006-2007  Farmver, Kristen Active Leader/Other Trek [Jvellow  Team2 7
| 2006-2007  Farmer, Mike Active Pastor Awana [l Green Team 1 Ld|
Reports 2006-2007  Leffler, Emma Active Mursery Worker Puggles I Blue Team 1 v
2006-2007  Leffler, Emima Active Chrigtian Education Director Puggles M el Team 1
e |2006-2007  Zelenka, Maria Active Club Secretary Awana W Fed Team 1 o
Adma) | 2007-2008 Allan, Jack Active Leader Journey |:| Mone |
96 records 3

Wersion 5.3.0.3  Data: ChApproved Warkman\Data

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 leaders to
display.

_‘% Open Member Opens the member record associated with the selected role
record.

uﬁ-]_ 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.

ervice for: Zelenka, Maria

Save and Close
Member Mame: Zelenka, Maria ks
ChurchNeme: [Ny - Cancel and Close
Leadership Role: Club Secretary - Tip! The system will create a
Leadership Semvice record
Club Mame: Awana P autaomatically for you during
the current dub year, so you
Club Year(s)* : 2006-2010 w Countas: | 4 Year(s)+ do MOT have to enter one
here unless you are entering
- 6/ 2006 wr . IR0 = historcal records for prior
From Date: 9/6/2006 To: | 4/28/2010 SR Eice]
Service Pin=: +| This service qualifies for a Service Pin i o
* If you &ré ent&ning historical
Mote: data, you may enter a span of
’ years like 20002005 to count
+ & leader must attend at least 24 times in the club year to earn a as 5 years of service
service year credit and to gualify for the Service Pin Award. To edit
this requirement, go to Admin > Awards > Leadership dwards.
Browse | Created 9/17/2014 10:21:29 AM _ Modified 81772014 10:22:49 AM by Jane

o« Member Name - the leader who served
e 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.

e 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, AWdb 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.

¢ 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.

e —— |

Save and Close
hernber Mame: | Leffler, Emrma -
Cancel and Close
Description: Secretary Basic Training o
Required: Mo e
Campleted: Yes w  Date Completed: 1L/B/2006 o

Club Year; 2008-2007

Moke:

Browse | Created 11/5/2006 10:59:07 AM | Modified 11/8/2006 10:53:07 AM by J Smith

« Member Name - the leader who received training.

¢ Description - selection options are determined by Admin > Generic Lookups > Leadership
Training.

¢ Required - indicates if a leader must have the training.
o 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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9.3 The Leadership Roles Dialog

From the Main tab of a leader's Member Record, right click on the Leadership Roles grid and select Open
the Roles Dialog. This dialog shows the assigned roles for the current club year. Roles can be added or
deleted using the buttons on the toolbar. Existing roles can be edited directly in the grid.

Roles for: Mr foseph Blakermaore

| @l Close L[jiwc and Close LJI—-IJ Save l\_) Mew Role Lg Delete Riole \Q}

Leadershap Roles and Club Assignments for the 2010-2011 Club Year ™

# Leadership Role Club Mame Team Color  Team Name  Primary®  Meeting Day
b [Leader/Cther

(click the “Info” button to hide this panel)

* If a leader serves in MULTIPLE CLUBS on the SAME MEETING DAY, only one club sssignment should be
designated as Primary. However, if a leader serves in MORE THAN ONE CLUB MEETING DAY EACH WEEK, one
club assignment PER MEETING DAY should be designated as Primary.

" It is the Primary Club Mame that appears in the main Leader List and on some reports where 2 complete list of
roles/club assignments is not relevant. If a leader serves in multiple clubs on the SAME night, the leader's
attendance is credited to the Primary club enly. (and there's enly 1 set of secsion records)

** Only the current club year roles and assignments are shown here. See the Leadership tab of the Member form
for a complete service history.

*** Clubbers should enly have a role of "Clubber”, unless they are also senving as an LIT, in which case they
would have & second Role of "Leader-in-Training”.

Hotes: 1) Entering a club assignment record here automatically adds a Service Record for this leader (only the
Prnmary Roles tngger a Senace History record addition)  2) If your club has diffenng schedules between clubs
{e.g9. Journey meets on Sunday and other clubs meet on 'Wednesday), a separate set of club session records will
be created so you will be able to record this leader’s attendance in each club.

To add a role record, click the New button. A new row will be added to the grid. Directly enter the
following fields:

¢ Leadership Role - selection options are determined by Admin > Generic Lookups >
Leadership Roles.

e Club Name, Team Color, Team Name - Club Name and Team Name selection options are
determined by Admin > Club Setup records.

e Primary - indicates which role is primary (if more than one is listed). If a leader serves in multiple
clubs on the same meeting day, only one club assignment should be designated as Primary.
However, if a leader serves in multiple clubs that meet on different days, one club assignment per
meeting day should be designated as Primary.

¢ Meeting Day - populated automatically based on the settings under Admin > Club Setup > Club
Names, Logos, Dues and Points.
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10 The Households Module

fﬁ The Households Module provides a view of all members grouped by family.

smple Church

Eile View TJools Window Help User: Jane Jones Today is: 4/14/2020
e —

| 5\, primary Database

117

Home . Show: | Active

| (| Cleveland - Brian

Chqa | | Colson - Ryan
= [§& Comer - Amy

Lﬁgﬁl || [#| Delemater - Deaana
| ||\ Douglas - Janetta

Ml || ) Easton - Lucy, Lucas

E“m] |+ Elden - Kelsey
| || Efliot - Erin, Ca

CM B Farmer - Mike,

%)
15

Marjorie| Farmer

Household L 7

;ll.blﬂ! Drag a column header here to group by that column

Lesdes | |+ ousehldFiingName._______©, HousholdMaiing N, it PrekS)_________ PrimoyPhone._____ Piman Ml Addrsin

|| (] Clark Family - Ethan & Rachel Ethan and Rachel Clark

Cleveland Family
Calson Family
Comer Family
Delemater Family
Douglas Family
Easton Family
Elden Farnily
Ellict Family

Birth Date

(8]

Active
Active
Active

jistration Window .7 | Print Registration Form

Mike and Jillian Clark

Mr and Mrs Cleveland

Jeff and Wands Colson

Mr and Mrs Comer

Mr and Mrs Delemater
Ann Wells

Henry and Michelle Easton

Katrina Ellict

en Farmer

(715) 584-4321
{608) 456-4566
608-555-0659

(608) 985-1247
(608) 555-1704

Search Members: | ﬁﬂow’ndmmopﬂl' Current Club Year: |2018-2019  » | Club Date: 4/24/2019 || Week 31 of 31 (last Week of the 4th Qtr)
B e — |

city

rachaelc@yahoo.com 11 Zagnut Lane Ma
Ma

sonofcole@nikings.org 38 Scotts Drive M
Ma

Ma

Q. akes.org 1342 i Avenw Ma
gems@comm.com 882 Median Lake Drive  Ma
kEplayer@acl.com N1503 Mellenger Road  Dar
Cot

katrinaellict@yahoo.cor 198 Larrameier Drive
nail e

School

' Member Name Gender I
Dm‘! .. Mr Daniel Farmer Male 2/12/2006 7 Active Clubber Trek
. . Mr Jonah Farmer Male 61072010 3 Active Clubber TETUA
5"’"".  Mrs Kristen Farmer Female Active Leader Trek
Imerhﬂ .| Miss Marjorie Farmer Female 1/26/2008 5 Active Clubber TaTuc
= I .. Pastor Michael Farmer Male Active Leader Awana
'Mﬂi“. || i/ Fuller - Duncan Fuller Family Active  James and Erin Fuller (608) 555-8883 ly gl 27 North Shoreli Ma
|| [+ Lang - Angie Lang Family Active Mr and Mrs Lang Ma
| | Lattimer - Jeff Lattimer Family Active Tom and June Lattimer (608) 222-3456 Ma
| #] Leffler - Emma Leffler Family Active (608) 555-4581 eleffleri@mailbag.com 256 Pebbel Drive Ma
| [# Mawell - Jane Macwell Family Active Mark and Jody Maxwell (608) 555-2227 maxout@sports.net 2373 Awiator Street Ma
|4 [#] Messner - Katie Messner Family Active Rebekah Messner (608) 777-5989 rebekah@genesispaintit 234 Comet Street Ma
| i Michaels - Lindsay Michaels Family Active {608) 258-1587 Imichaels@junc.com 9 Central Street Ma
| | Mifflin - Aaron Mifflin Family Active Jenah and Esther Mifflin (608) T77-1444 mifflinmarvelsGyahoo. 2459 Percy Street Cot
w2 Moore - Dorothy Moore Family Active (608) 999-8765 domere@good.net 6216 Major Avenue Ma
41 households
i i =]
Version 5.8.0.6 | 100 Data: T urrent Test g for pp
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Icon Action

Description

A _ |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.)

Show

Filters the data in the grid based on Household Status. Select the
boxes in the drop-down list to indicate the status(es) to display.

i | Open Household
Ledger

Opens the Household Ledger for the selected family to manage fees
and payments.

<+ | Open Registration
- Window

Opens the Registration Window Dialog for the selected family to
manage registration related events.

_+ | Print Registration
' Form

Opens the Registration Form report dialog to print a registration form
for the selected family.

L' Grid Tools

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

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, like: 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.

" Approved Workman Database - A Sample Church - Trial License - 10 days remaining

File View Jools Windew Help LUser: lane Smith Teday is: 11/20/2014 j Prirnary Database
Search Members: LN g No windows are open~ | Cument Club Year: 2013-2014  + Club Date: 9/25/2013 |~ Weekd
. (&3 = & |- jan = . ¥l ! il - -]
tome | 2 2, 8 sewcventes: QNI IBELS [ ez 2 |5 3 i 15 ;
Llubbers | show: Actve, Visitor | Clubbers anly v || (AN Clubs) | Bring  Friend Night | o5
Leadars | | Lucas Easton
= Drag & column header here to group by that column
oo (Y Uttimate Adventure 1 (2010)
ousehol -
- Hame Team Attend Dues Offering Tatal Required Review/Extra Credit Motes
Check-in || Last 0 First Cluk Color Club Church Paid AmtPd Balance Amount L Sections Points -
Al Mikayl ks girl [ BI S0.00 81700  50.00 2 1% ectian Name Ei%| Dot | e D, 3
' o
n b B e : : ’ Discevery 1:0 0 [+ 918203
Ledger Alen Dorothy  Sparks gidl [l Red | [~ v 5000 S1650  S0.00 2 19
Allan Trevor  Sparks boy [l Red 000 S17.00  S0.00 5 g5 | S/Discovey 1 LHEI L s
Bowards : = ' : ’ Discovery 1:2 W [« 9252m3
Allan Jagqueline Sparks girl [l Blue - w §0.00  S17.00 50.00 3 155 Discoweny 1:3 0 9252013
: 25/
Events Brackenhein Kevin Sparks boy M Green| = $0.00  817.00 £0.00 ER - Discovery 1:4 10 ¥ g2s013
Carson Ben T&T Chall . Green| v $0.00 $0.00 0 165
Discovery 1:5 W [+ 92502013
Contacts Clark Ethan  Joumey [ Green 50.00  S17.00 §$0.00 0 83 z -
Discovery 1:6 10 |~ 5252013
Clark Rachael Trek |:| Orane S0.00 S17.00 $0.00 (1] 0 Discovery 17 0 ] 825013
Donstiont | | pican Mys  TAT Adve [l Green 0 . D_sm“‘" o w e
----------------- i |
s e TR (oo
Hep Jenning  Sarsh  T&T Chall [l Green [ Discwz . 0
e Janes Jererny  TAT Adve [ Mene 0 Discovery 24 T
Kaedle Stephie  Joumey  [] None 0 Discovery 25 10
Admin Leomis Dennis  Sparks boy [l Green| [~ s0.00 81700  S0.00 2 13 Discov E:E- -
Maretti Michael Trek [ None S000  S1700  S0.0O 110 Discw“ 2:7 1
Maresti Anna Trek I Nene | [« i $0.00 §0.00 S0.00 1 30 Discm.-w 3:0 T
Sobella  Noa | Sparks gint [l Red 000 $1700  $0.00 PR Di“wz - “
Thrace Miranda Trek [ Hone 5000  $16.30  S0.00 1 0 T !:2 10
u heim Ja rks b Gi S0.00 S517.00 S0.00 2 110 )
ppenheim James  Sparks boy [l Green| v Discovery 33 1
Discovery 3:4 10
Discovery 3:5 10
19 mbrs 12 2 1. 50,00 30.00 33 2015
Discovery 3:6 10
P i b P e 3.7 " -
L |Lucas Easton Reg 9/4/2013 | Attend 4/4 Household Bak Dues §17.00 Total $42.00 Unapplied: $0.00 | Suppress Sward Messages
Wersian 5.3.0.5  Data: ChApproved Warkman\Data

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 which are 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 check box 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 AWdb 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 AWdb 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.

The Check-in Module is discussed in more detail by dividing it into three sections: The Toolbar, The
Check-in Grid, and The Sections Completed Grid.

11.1 The Toolbar

The toolbar in the Check-in Module provides functionality that is generally needed during check-in time.

3:‘ 2 L:t Search Members: 4 Vﬂ_ut e L H " Action * 2’ [ e I i+ Offerings go to: Missions

- S Lo de I LTy

Show: | Active, Visitor | Clubbers only » | Sparks boys, Sparks girls . Bring a Friend Night
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Icon |Action Description
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 Member Window 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).
n | View/ Edit Opens the Photo dialog to manage photos. Defaults to the selected
' |Photos member.
& |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.

Set Status*

Sets the status of the selected member(s) to one of the following: Active,
Archived, Graduated, Inactive, Prospect, Visitor.

[F Set Aag* Sets a colored Flag for the selected member(s).
H,',J Set Team Sets the Team Name for the selected member(s).
Name*
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Register and
Post

Opens the Register and Post Payment Dialog to mark the Registration as
current for the selected member(s).

Payment*
< 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
Colors for this
week*

Clears all the Team Color values in preparation to reassign new ones.
When using Team Colors to group clubbers only for games (and not
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..
Offering Displays how offerings will be credited if a specific Offering Fund is set for
the current club date (under Admin > Club Setup > Club Calendars).
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.

_J Many of the actions are also available through 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.

Home | 8. 8, _'t Search Members: 2w I RE & [ adion- AN NEER R
CIUDBBAIE | | Show: |Active, Visitor | Clubbers & Leaders > (All Clubs) = | MoTheme
Leaders g Rach

Drag a column header here to group by that column
: T&T Service Passpe
Households # Name Team | Attend Dues Gifer) Total r

Check-in MjaE] 0 Grade Gender Color Club Church Paid Amt Pd Balance Amoq Sections Points Required ReviewsE
il Clark, Ethan 9 Male [l Red v - 50.00 $0.00 50 3 80 Bactinn Many Bre
ny 5 Female [l Green o 0000 $0.00 S0 o o Challenge 1010

Challenge 1:1 10

Awards Male [ Mone $0.00 i 0 0 [hallenze 12 10
Events Easton, Lucas 3 Male [Hl Blue o w 3000 50000 b 4 80 Challenge 1:3 10
Easton, Lucy 6 Fermale D Wellaw L 20,00 $0.00 54 0 o Challenge 1:4 10

Contacts Eliot, Caleb P2 Male D-ﬂ-qua o 0,00 $0.00 4 o o (hallen:ﬂ:ﬁ 10
Eliok, Erin B Female [l Green o $0.00 £0.00 S0 /] /] =

Donak _ Challenge 1:6 10
cnations Farmer, Dann & Male [l Red L .4 Ca 5000 000 0 0 ol Challenge 1:7 10

| - 7 10

Repors Farmer, lonak 3 Male [ Veliows v ! L 20,00 $0.00 54 (] 50 Challenge 20 10
Farmer, Kniste Female D Mone V $0.00 41 o il Challenge 21 10

Inventory Farmer, Marjc 4 Female [l Red “ e w 5000 50000 50 ] 1] b Challenge22 10

Farmer, Mike Kale D Mone « S0.00 S0 (/] 10

i Challenge 2:3 10
Admin Green, Alonze 1 hale I:l Mone v 0000 L4 2 30 Challenge 24 10
Green, Ginger 9 Female . Blue id b $0.00 $0.00 51 0 @ [hallcnzg 2:5 10

Hassad, Sonn Male [_]Mone S0u00 S0 /] /] -

Challenge 26 10

Handassme M @ LY PPN M vatia.. M . oo onnn L4 o 100 _ -

4, 5, 2 i@ 0. 77, teso f |« Chollenge 2T 10

< 7 > ‘
Rachael Clark Reg 912/202 | Amend 13/2 | Household Bal Dues $0.00 Total (5345 Unapplied: 53,43 Suppress J
Key Points

e Remember to customize the grid as desired.

e 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 Frst 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.

¢ 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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¢ Change the Team Color assignment by clicking the cell and selecting a different color. A change in
Team Color applies to 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, or use the link
below the Check-in grid in the status bar.

11.3 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 Workman Database - A Sample Church - Trial License - 10 days remaining

Eile Niew Jools Window Help User: Jane Smith Today is: 11/20/2014 j Prirnary Database
Search Members: (4| L) o windows are cpen~ | Cumrent Club Year: 2013-2014 v ClubDate: [11/13/2013 | Week i | Click to showihide
handbook sections
g & B & |- acion~ s | [l Fal e e -
Home 8 8 Se seachMembes A I B8 & o saien- 8 7 [& 3G 55 [ i
Clubbers | ghow: | Active, Visstor | Clubbers & Leaders || (4ll Clubs) Click to assign a ¥ | No Theme or Event E
i new book
Leaders ~ Allan
= Drag a column hesder here to group by thet column -&_“"'-"
*
Households:
. Mame Team Artend Dues Required Reviewy/Extra Credit  Notes
. # Filing Name Club Grade Color Club Church Paid AmtPdHalance | Sections Points §
Check-in Section ha Pis D Dat,
n MNarne ane 3 3
Adller, Ancy T&T Chall & WG 0 10 i = T e
| 911/
- LIt sparksgi 2 [ Blue V2 RenkSectiond 10 [ /112003
Alen, Doroth s girl 1 0 0
Awards M::: .I:l: J sparks gi ] Rank Section 5 0 = amyzms
’ - Rank Secticn & 0 [« gmms
Events A Rank Section 7 10 [» 9/18/2013
Allan, Jaqueline | Sparies girt |k 1 N —— B
Contacts Allan, Janice 0 -
Red Jewel 1:1 10 9182003
Andrews, Brian T&ATAdve3 ] Vellow 50.00 o 0 R:djxl 12 L = 9'13:’2013 #
Donation® ] | rington, Charity Cubbies P2 [JNane = P 4 4 Red Jewel 13 10 [ ;:-15-2013
A 1 $0.00 ' )
seval riingtan, Douglas Cubbies P1 []MNone vl [~ o o Red Jewel 1:4 10 ¥ 252003
Arlington, Marissa Joumey [ Mene L3 50,00 o 1o Green Jewel 1:1 10 [ s
e Baker, Chaz Joummey 11 [] Mone S000 0 0 E—— el e ais
Coaireg stisly I Red L o g Greenlewel 13 10 [7] 10272013
Admin Blakemore, Claudia TET Adve [ Green $0.00 ] ] Green Jewed 1:4 10 @ m}a;ams
Blakemare, Yvonne T&T Chall 5 [ vellow - $0u00 o010 Red Jeweel 2-1' = b
Blanchardt, Titus Trek [ Mene $0.00 ] ] e — 2:2 el hevzaia
Brackenheimer, Kevin  Sparks boy 2 M Green ! $000  §17.00 ] 10 Fed Jewel zis 10 ¥ 1062013
Brackenheimer, Kati TE&T Adve 4 M Red ] 50,00 0 0 Red Jewel 2:‘ 10 = 1E|:-‘"|6"2‘0'|3
Bunker, Samanitha TBT Adve 3 [] Yellow vl $0.00  §17.00 02 Gmnjmﬂ'zll W =
Carson, Christina T&T Adve 3 W Red 0000 o o Green Jewel 2:2 0 = IIJ.-"BDL-"ZDH
Carson. Ben Tat Choll 6 MM Green $0.00 o o Gmnjmmfg = [Tl FRioeE
E 2)_2y 8000 24 20|05 Green Jewe 2.4 10
< i * Dol mraml 301 10 =
‘b | lagueline Allan Reg 82872013 | Amend 511 Id Bal 1 i Suppress Award Messages
Version 5.3.05  Data: C\Approved Warkman\Data

« 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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The Ledger Module

Dealing with all the 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.

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 sorted 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.

Eile View Tools Window Help User: lane Smith Today is: 5/27/2014 _ﬂ Primary Database
Search Members: L Q Mo windows are open~ | Cument Club Year: 2012-2013 v  Club Date: |812/2012 | Week2
Home :FEESE Paymenis
Clunbers 5y oy g Shows AllFess »| InYear 2012-2013 = 2:_ _R S Hh Ledger £ Hh Account Staternent _J:_, [p=2 IE: B
Leadars When marking items as "Received”, set Date Received to: 9/12/2012  » ,.Q,/l Revd L‘* het Revd
Househaolds 3
Drag a column header here to group by that column
Checi-in # Club Year  Househald 0 Member Mame 0 Mbr Type  Club Mame  Team Mame Item=  Category Fee Descnption D
Ledger 2012-2013  Blakemore Family - Bt Blakemore, Yvonne Clubber T&T Adventy dth Gr. Feel213  Dues Dues for the 2012-2013 Club Year
2012-2013  Box Family Box, Elle Clubber Sparks girls K Gr. T4190 Baok HangGlider Handbook with Audio CD-MI
Awards 2012-2013  Brackenheimer Family Brackenheimer, Kat Clubber T&T Advente 3rd Gr. Feel213  Dues Dues for the 2012-2013 Club Year
2012-2013  Brackenheimer Family, Brackenheimer, Kat Clubber T&T Advente 3rd Gr. B8 Baok T&T UA Handbook - Book One - NKJV
Events b 2012-2013  Brackenheimer Famiby Brackenheimer, Kat Clubber T&T Adventy 3rd Gr. BO215 Uniferm  T&T UA Unifarm - Youth Large 14
2012-2013  Brackenheimer Family Brackenheimer, Ko Clubber  Sparksboys 15t Gr. Feel213  Dues Dues for the 2012-2013 Club Year
o 2012-2013  Brackenheimer Family Brackenheimer, Kew Clubber Sparks boys 15t Gr. Ta190 Book HangGlider Handbook with Audio CD-MI
Donations 2012-2013  Brackenheimer Family, Brackenheimer, Ke. Clubber Sparks boys 15t Gr Taa1 Unifermn  Uniferm Vest - Sparks Clubber - Large (10
2012-2013  Bunker Family Bunker, Samantha Clubber Sperks girls  2nd Gr. Feel213  Dues Dues for the 2012-2013 Club Year
Reports 2012-2013  Carson Family - Ben a Carson, Ben Clubber  T&T Challeny 5th Gr. Feel213  Dues Dues for the 2012-2013 Club Year
2012-2013  Carson Family - Ben a Carson, Ben Clubber T&T Challent 5th Gr. 80531 Book T&T UC Handbook - Book One - NEKJY
Irventory 2012-2013  Carson Family - Ben a Carson, Christina  Clubbes  Sparks girls  2nd Gr. Feel213  Dues Diues for the 2012-2013 Club Year
Admin 80 records 3
4 3

Wersion 5.2.1.4 | Data: ChApproved Warkman'Data
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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).

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.

et

Open Member

Opens the member record for the person who incurred the
selected fee.

&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.

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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1211 Th

0

e Fee Dialog

Opening or creating a fee displays the Fee dialog to view, modify or enter the details of a fee.

R ———

Save and Close
Mermber e -

[ | and
Ttermn Murmnber: Feeldll ¥ e Search ancel sad Close
Trerns Deseription: | Dues for the 2010-2011 Club Year \, Swve mnd flew
Them Recensed: Wes = Date Rowd: 8/AL2010 | 2010-2011 |- Household Ledger
Armount: $18.00 Due Date: 2071172010 |~
Note: * Open the Household Ledger to

reviews or apply payrments to this

Total Paid: * $850 Ealance:* £2.50 Fae,

W you don't jee the kem you're
Iooking Tor in the i3y, open the
related Irmentory [2em using the
link below, and on the Club
Usage tab check the boxes to
indicate the item i3 wied inwowr
dub and that it should be
displayed a3 a choice in any Fee
lizt.

Automatic imventory reduction is
turned ON, therefore the Oty In
Skock will be reduced if makching
Irventory records exist,

"W

Temy Mumber Feellll

= fwwans is 3 Registered
Trademark of Swang Clubs
International. Their catalog images
are pravided to help you identfy
their praducts.

Browse | Created 3/27,/2010 £:18:06 Pk Modified 1/8/2011 1:37:49 A by | Srith

¢ Member Name - member who incurred the fee.

e Item Number and Item Description - selection can be done using either Item Number or

Description. The lists are populated with any items marked to be used in Fee lists in the Inventory
record. When one is selected, the other field is filled in automatically. If an image exists, it is shown
in the area below.

If needed, use the Search button to locate an item from a pop-up dialog that includes a search field
and photos to help select the correct item.

If an item isn't listed, but it IS in AWdb's main Inventory List, open the item from the Inventory
Module and click the Club Usage tab. Ensure the appropriate Use this item as a choice in any...

drop-down list options are selected.

ﬂ 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.

e 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.

¢ 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.
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Actions

¢ Save and Close - saves the record and closes the dialog.

To create other fees, instead of clicking Save and Close, 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 button - opens the Household Ledger for the member who incurred the fee.
The Fee dialog automatically saves and closes, then the Household Ledger opens.

; The item's Qty in Stock is reduced when the fee is saved, if the automatic inventory reduction feature is
turned on and a matching Inventory record exists.

12.2 Payments

“ The Ledger > Payments tab shows payments for all households in the database. The payments
are shown in three different grids, as described below, to easily analyze data.

Received Payments

The Received tab grid shows all payments that have been received. It defaults to showing only
payments received for the Current Club Date. A different date can be selected or choose to show "All

Dates".

To the left of each payment row is a symbol (a plus sign or arrow). Click this to expand a payment. This
shows all the fees to which the payment was applied. The applied payments are also listed on the
Applied tab. If any part of the payment amount has not been applied, it is listed on the Unapplied tab.

+* Approved Workman Database - Trial License - 10 days remaining

Wersion 5.1.0.0  Data: C\Approved Warkman'\Data

File View Tools Window Help User: Jane Smith Today is: 8/27/2012 ‘_ﬂ' Primary Database
Search Members: LN Q Ne windows are open~ | Curmrent Club Year 2010-2011 = Club Date 511720011 > Week 33 (last Week of the 4th Qtr)
Home Fees Payments
Clunbers Received applied  Unapplied
Lo "1 | Show payments that were receivedinyear 20102011 |~ ondate: 5112011 |~ | & Hhledger | ReceiptsRepert | [29) | L e g [0~
Households Drag a colurmn header here to group by that column
Check-in * PaymentID Date Received Household Type Reference  Amount = Unapplied Payor Mote
Y 3303057117201 AlanFamily s || 5050) P
Ledger + 3545 5/11/2011 Anderson Family Waived S1E5 $0.00 EMBC Awana Club
P + 3338 511,011 Baker Farnily Cash §0.50 £0.00
ards + 3350 51172011 Baker Family Cash $0.50 5000
Evenls + 3362 51172011 Blakemore Family - Be Cash 50.50 50,00
g 3379 5/11/2011 Braun Family Cash 50,50 S0.00
Contacts + 3400 511/2011 Carsen Family - Ben a Waived §9.50 20.00 EMBC Awana Club
+ 3401 5741/2011 Carson Family - Ben a Waived §7.00 2000 EMBC Awana Club
Donations * 3417 51172011 Douglas Family Cash §0.50 0.00
= + 3425 5/11/2011 Deyle Farniky Cash 50.50 $0.00
== + 3445 511,/2011 Eastan Famnily Cash 50.50 50,00
Inventory + 3463 511,/2011 Eliat Family Cash 50.50 20,00
+ U sMMn Farmer Famihe Cath SN.50 nnn
Admin 30 pymts 53185 £0.00 3
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Icon |[Action Description

Delete Payment Removes the selected payment(s). A confirmation is required.

a

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.

$ Open Household Ledger |Opens the Household Ledger for the selected member's family
to 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.

J On the Payments grid, group records into meaningful batches that will include item counts and
subtotals. For example, drag the Type column header into the grouping area above the grid to see a
count of cash payments, checks, and waived payments. The grand total of all payments is also listed in
the grid footer.

Applied Payments

If a payment, or part of a payment, was applied to a fee, it is listed on the Applied tab.

~* Approved Workman Database - Tral License - 10 days remaining
File WMiew Tools Window Help User: Jane Smith Today is 8/27/2012 _jl Primary Database
Search Members: . g Mo windgws are open~ | Cument Club Year: 2000-2011  »  Club Dabe: 571172001 > Week 35 (last Week of the 4th Gitr)
Horme Fegs Payments
Clubbers Received APplied Unapplied
Leaders Show payments that were received inyear: 2010-2011 v |ondste 51172011 = & Hhledger | [ | Receipts Report L‘}D [ = 4 Lw"
Households Drag a column header here to group by that column
Check-n # PaymentID Date Receved Household ¢ Member Mame / Club Name Typl Reference  Applied  For Dues Fee Description
’ _- Dues for the 2010-2011 Club Vear [
Ledger 3H5 511,011 Anderson Family Kev-n TS(T Challer Wawed Sparks Hiker Handbaok - KIV
. 3338 5/11,/2011 Baker Farnily Charles Trek Cazh §0.50 o Dues fior the 2010-2011 Club Year
e 3350 S/11/2011  Baker Family Margaret Jouney  Cash 050 [v]  Duesfor the 2010-2011 Club Vear
Events 3362 5/11/2011 Blakemnaore Family - Br Bonnie Sparks Cash 5050 [#]  Duesfor the 2010-2011 Club Year
3379 5/11/2011 Braun Family Matthew Journey Cash 50.50 o Dues for the 2000-2011 Club Year
Contacts 3401 511,011 Carsen Family - Ben a Benjamin TE&T Advent Waived 57.00 Cd Dues for the 2000-2011 Club Year
3400 5112011 Carsen Family - Ben a Christina Sparks Waived $9.50 4 Duwes for the 2000-2011 Club Year
Denations 3417 511/2011 Douglas Family Janetta Trek Cash 5050 [¥|  Dues for the 2010-2011 Club Year
Re 3425 5/11/2011 Daoyle Famiby Rose TE&T Advent Cash $0.50 Cd Dues for the 2010-2011 Club Year
3446 51172011 Easton Family Lucinda TA&T Advent Cash 5050 o Dues faor the 2000-2011 Club Year
Inventary 3463 5/11/2011 Eligt Family Erin T&T Advent Cash $0.50 o Dues for the 2010-2011 Club Year
TR SN1..01 Farmer Famih: Maniel TAT Advent Cash 5050 o Muses for the AN0-H011 Club Vear
Admin 30 itemns paid 53185 3
| < " *
Wersion 5.1.0.0  Data: Chagproved Workman\Data
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UnApplied Payments

If a payment, or part of a payment, has not been applied to a fee, it is listed on the Unapplied tab.

Search Members:

Horma
Clubbers
Leaders
Households
Check-n
Ledger
Awards
Events
Contacts
Donations
Reports
Irvantory

Admin

File View Tools Window Help

ol gﬁ Mo windows are cpen~ | Cument Club Year: 2000-2011 |~  Club Dakte: 5/11/2011

Feas Payments

Recelved Appligd Unapplied

Show payments that were received in year: | 2010-2011

User: Jane Smith

Today is: 8/27/2012

Drag a colurmn header here to group by that column

# PaymentID Househaold

3 3228 Farmner Family
2848 Jameson Family
2850 Lawrence Farmily -
2855 Whitman Family

Version 5.1.00  Data: Ch\Approved Warkman'\Data

Club Year
2010-2011
2010-2011
2010-2011
010-2011

w | on date Al Dates ~

Date Received Type

3/16/2011
7292010
97222010
/292010

4 pymts

Waived
Check
Cash
Cazh

_ﬂ‘ Primary Database

Reference  Amount

51025
540.00
§20.00
§3210

44409

& Hhiledger | |

Unapplied Amt  Payor

» Week 33 (last Week of the 4th Citr)

Recsipts Report | |28) | = II= 0 |&R3~

Maote
51035 EMBC Awana Club

$8.76 Mrs. Jameson

S10.50 Mrs. Lawrence

5250 Melsnie Whitrman

53211

12.3

The Household Ledger

<) The Household Ledger displays the fees and payments for all members of a specific household. This

makes it easy to instantly see the bottom-line total a family owes. It also provides details for any fee and
the payments that have been applied to it. Conversely, it shows payment records and all of the fees to
which the payment was applied.

Open a selected member's Household Ledger from the:

e Check-in Module toolbar: Household Ledger button

e Check-in Module status bar: link beneath the grid

e Clubbers Module, Leaders Module, Households Module, Ledger > Fees or Ledger > Payments

toolbar: Household Ledger button

Fee Dialog: Household Ledger button

Member Window toolbar: 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.

© 2021 Leffler Systems



134 Approved Workman Database 5.9 - User Guide

% |y |
| ¢? Close  Club Year: 2012-2013  » Household Farmer Farmily ) Account Staternent Q ’
Payment Typez  Amount  Date Becerved  Reference/Check®  Payor Note
Cash 2l |S0.00 S22 Kirsten Farmer e
Apply this payment: | to ALL unpaid fees =

Fees for 2012-2013 |Payments for 2012-2013

_:f.'i ; _lﬁ Shows | All Fees - 3:,09:" Member _:HWaweFu r.b llh_ o L=

Dirag a column header here ta group by that column

# Mermber O Category ltem # Description Amount Total Pd Balance ltem Rovd Date Rovd  Note
+| Marjorie Duses Feel213  Dues for the 2012-2013 Club Year $16.00 516000 50.00 Yes 952012
+| Marjorie  Book 80418 T&T UA Handboak - Book One- M §10.00 50000 51000 Yes 9572012
+| Marjorie Uniform 80231 T&T A Uniform - Adult Small £15.00 S0000 51500 Yes G5202
+| Daniel Dues Feel213  Dues fior the 2012-2013 Club Year $16.00  S16.00 S0.00 Yes  Gy5/2012
+| Daniel Book 80531 T&T UC Handbook - Book One- N S10.00 5000 51000 Yes 952012

| lanah Dues Feel213  Dues fior the 2012-2013 Club Year $16.00  S16.00 S0.00  VYes 052012

7 records $93.00 S48.00 545.00
Household ID: 3 Household Balance: 345.00
Icon |Action Description
—% | Close Closes the window.

Show Club Year (in |Filters the items in the ledger based on Club Year. Defaults to the

the topmost current club year, but can be changed.
toolbar)
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.

Account Statement |Opens the Household Account Statement report dialog. The

&

o selection criteria defaults to the selected household.

r.’:é?j Refresh Refreshes the data that is displayed. This is not normally needed,
but can be used when running the database over a network to be
sure that edits made by other users are reflected in the current
data.

’ Stay On Top Toggles whether or not the window will stay on top of the main
window.

e To quickly filter the contents of all the grids in the three tabs, use the Club Year drop-down list to
determine which club year's ledger information is displayed. Use the Household drop-down list to
quickly switch to a different household.
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Fees

=

= Besides fees for dues, a fee should be created whenever a member buys or earns an item for which
payment is expected. Fees for dues, handbooks, and uniforms are usually automatically created when a
clubber's registration is set as current and when a new handbook or uniform is assigned. However, other
fees, like bags and replacement books and awards, need to be created manually. Fees for awards are
generally not necessary, since they are given to clubbers free of charge. 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. In Year: limits records to fees in the selected club year.
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.)
?% 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.
% Not Rcvd Marks the selected fee item(s) as not having been received by the member
yet.
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.)

¢ In the grid, expand a fee's row to see all of the payments that have been applied to it.

ﬂ Manipulate the grid as explained in working with grids.
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Payments

[==]

* When members bring money for items like dues, books, and uniforms, keep track of exactly 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. If a payment is posted that is not applied to a fee, it will be tracked
as an "Unapplied" payment amount that can be applied later when fees are created. This is common at
the beginning of a club year when registrations and payments might be accepted before fees are created.

" Househald Tedger: Clark Family - Ethan/Rachael

b4

l'ﬁs’.lm Club Year: | 2013-2014  »~ Houssheld: Clark Family - Ethan/Rachael v S’__A:counl Staternent ‘Cf_, ’
Payment Type:  Amount Date Received  Reference/Check®  Payor Mote
Cash [RELY 925/2013 | e

Enter a Payment Amount, then select the
Feels) the payment should be applied to.

Fees for 2013-2014  Payments for 2013-2014

= e & = i ; = _— |
ENETRE-) Show: | All Fees ‘% Open Member E" Waive Fee t:d mt -ﬂ-:; L:B
Drag a column header here to group by that column

Member 0 Category ftem & Descrigtion Amount Total Pd Balance ltem Rovd Date Rowd | MNote

Apply this payment: | STARTING with the fee(s) selected below R

S R .. [fec1214 [0ucs forthe 2013014l veor | 1700 s000] s1ian| ves lowamz | |
+ Ethan Book 54199 Will of God - MKW £10.00 $0.00 510,00 Yes 9/4/2M3
+ Rachael Dues Feel314 Dues forthe 2013-2014 Club Year £17.00 $0.00 £17.00 Yes 974/2013
+ Rachael Book 96425 Trek One Bible Study - NIV 59.00 $0.00 $9.00 Yes 9/4/2M3
4 records §33.00 $0.00 553.00
Household ID: 12451 Househald Balance: $53.00

Posting a Payment

1. Enter the following information in the top portion of the Household Ledger window:

o« Payment Type - Cash, Check, Credit Card, Debit Card, Discount, Money Order, Online,

Other, Waived

If a member cannot afford to pay for any item, or if your Awana Program routinely purchases items
for clubbers, waive the fee by applying a payment to a fee and setting its Payment Type to Waived.

Amount - total money paid.
Date Received - defaults to the current date.

Reference - any additional information that is useful in referencing the payment. For example,
a Check #.

Payor - person making the payment.

ﬂ Payors in each household will be 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:

e to ALL unpaid fees - AWdb will logically consider all unpaid fees and apply the payment to
any non-dues fees first. It will continue applying a payment to each fee until the money is spent.
If all fees are paid and there is money remaining, an Unapplied Payment will be created.

o STARTING with the fee(s) selected below - From 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), AWdb
uses the same logic as above to cover the other fees.

A Close  ClubYear |2013-2014 v Household: Clark Family - Ethan/Rachael | & AccountStatement | 55 @
L ot —
Payment Type:  Amount Date Beceived  Reference/Check®  Payor Mote
Cash 2 | 520,00 9/25/2013 | e
i :::F Py = Apply this payment: | STARTING with the fee(s) selected below b m Post the Payment

to ALL unpaid fess

OMLY to the fee(s) selected below
EVEMLY distributed to the fees selected below
- to MOME of the fees (just post the payment)

Fees for 2013-2014 | Payments for 2013-2014

'_o = PE - Show: All Fees b Open Member

Drag a column header heget® group by that column

* o hlepetrEr 0 Category lftem & Description Amount Total Pd Balance Itemn Rowd Date Rowd  Mote
53 Ethan Book 54199 Will of God - NKJV $10.00 $0.00 510,00 Ves 9/4,2013
+ Rachael Dues Feel13ld  Dues for the 2013-2014 Club Year £17.00 £0.00 £17.00 Yes 9542013
+ Rachael Book 96425 Trek One Bible Study - NIJV $9.00 $0.00 5900  Yes 9/4,2013
4 records §53.00 SO.0D £53.00
Household ID: 12451 Household Balance: $53.00

e ONLY to the fee(s) selected below - From the Fees for [club year] tab, explicitly select
the fees to which the payment will be applied. If there is money remaining, an Unapplied
Payment is created.

o EVENLY distributed to the fees selected below - From the Fees for [club year] tab,
explicitly select the fees to which the payment will be distributed.

“li The amount to be applied to each payment is shown in the top section of the dialog under the
payment type field.

« to NONE of the fees (just post the payment) - The entire amount of the payment is used
to create an Unapplied Payment.

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. If there is money remaining after paying
the fee(s), an unapplied payment is added to the Unapplied Payment grid.
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Payments Toolbar

Icon |Action Description
|I_I| Save Saves changes made to payment details. There is no Payment
o dialog. Payment details can be edited directly in the grid. The
following fields are editable: Date Rcvd, [Payment] Type,
Reference, Payor, Note
If one of those columns is not showing, learn how to show/
hide columns.

g @ Delete Payment Removes the selected payment(s). A confirmation is required.
Unapply Payment Removes the association(s) of the payment to all fees.
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.

In the grid, expanding a payment's row shows all of the fees to which it was applied.

Unapplied Payments

The Unapplied Payments tab displays any payments (or portions of payments) that have not been
applied to a specific fee. This could occur if a member pays more than the fee amount due in order to
set the extra aside for future fees or when posting payments at the beginning of the club year before fees
are created. The fee can then either be used as a payment or applied as a donation.
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+" Household Ledger Farmeer - Mike, Kristen, Danny, Marjorie, Jonah

J X B e YT . . i e =
| ﬁ;lose Club Year: | 2018-2019 |+ | Household: | Farmer - Mike, Kristen, Danny, Marjorie, Joni|~ || & | Account Statement =7 ’

Payment Type: Amount Date Received  Reference/Check®  Payor Maote
Cash ~ || 150,00 4/24/2019 |~ Michael Farmer )
Apply this payment: to ALL unpaid fees . &

Fees for 2018-2019 | Payments for 2018-2019 Unapplied Payments
f{y Use the payment amount 2? Apply this amount as a donation | ||

# Payment ID Amount | Unapplied Amt  Date Revd  Type Reference Payor Mote
4514 §27.50 $5.50 8/29/2018 Discount A Sample Church pastor discount

8 s ool saslwmane [hek | |MichelFarme

$10.00 2 pymts

Household [D: 12637 Household Balance: $0.00 $10.00 is Unapplied

To use an unapplied payment for an existing fee:
1. Select the unapplied payment to use.

2. Click Use the payment amount. The top portion of the window is filled in with information
from the payment. Continue as explained for Posting a Payment. Once the Post the Payment
button is clicked, the Total Paid and Balance are adjusted on the Fees grid, the Unapplied
amount is adjusted on the Payments grid and the selected unapplied payment is removed from
the Unapplied Payments grid.

Click Clear the pre-filled values from payment area above to cancel the use of the payment
amount if needed.

To apply an unapplied payment as a donation:
1. Select the unapplied payment to use.

2. Click Apply this amount as a donation and answer "Yes" in the confirmation dialog. A Fee
record will be created with an Item Number of "Donation" for the unapplied amount. The
payment will then be applied to the new "Donation" fee.

This is an easy way to handle an unapplied amount when a parent overpays and says to keep the
additional amount.
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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 Directors or Commander to use when presenting awards.

~* Approved Workman Database - Trial License - 10 days remaining

File View Tools Window Help User: Jane Smith Today is 8/27/2012 5l Primary Database
Search Members: LN ﬂ Mo windows are cpen~ | Cument Club Year: 2010-2011  »  Club Dabe: 571172011 > Week 35 (last Week of the 4th Gtr)
Home | Mo . T show aiAwards | EamedinVear 2010-011 |+ OnDstesaroon x| B zf’ Revd w,a"'* Revd | (9 [l S 11
Clubbers When marking awards as Received, set Date Revd to: 5A1/2001 ) Tip: Select multiple rows when marking awards received
Leaders Drag a column header here to group by that column
Households | # Club Year  Club Name  Membes Name Team Color  Ikemm 2 Award Name Source Eamned Revd Diate Rew
| [2010-2001 T&T Advente Adler, Andy M Red 79530 Alpha Award and Pin Book 5A1/011  Yes 5/15/201
Checkin's | 2010-2011 Cubbies  Allan, Trevor Ml Purple 44960  Cubbies Handbook Apple Sticker Section 512011 Yes  5a1/201 FF
Ledger | [2000-2001  TE&T Adventn Adler, Andy M Red Th4E4 T&T Utimate Adventure Award Bone - Yello Section Group 571172011 Yes 5117201
| 2010-2011  T&T Challen: Anderson, Kevin W Red TG54 T&T Uitimate Challenge Award Emblem - Cz Section Group  5/11/2011  Yes 5/11/201
Awards || 2000-2001  T&T Challent Anderson, Kevin W Red 79556 Excellence Award and Pin Book 511/2011 Mo
10| 2000-2001  Trek Baker, Chaz | ] G063 Trek Award Magnet - Study Twe Section Group  5/11/2011  Yes 5117201
Events | 2000-2001  Trek Baker, Chaz M Red 67272 Trek Milestone Award Book 5AL/011  No
|| 2000-2001  Trek Baker, Chaz W Red 67272 Trek Milestone Award Book M/l Mo
Contads | | 2010-2011 Joumey  Braun Mathew [ Green 79556  Excellence Award and Pin Bock 5412011 N
oot I T&T Challen: T&T Achievernent Seal, Book 4, Challenge 5 Ves
| 2010-2011  T&T Adventy Doyle, Rose W Green 70228 T&T Achievernent Seal, Book 1, Discovery B Section Group  5/11/2011  Yes 5117201
Reports | | |2010-2001 T&T Advent. Doyle Rose M Green 79530 Alpha Award and Pin Beok 11/3011 Mo
|0 2010-2011  T&T Advent Easton, Lucy . Green To4E8 TE&T Ultirnate Adventure Award Bone - Blue Section Group  5/11/2011  Yes 511,201
Irventary | 2000-2011  T&T Adventy Elict, Erin D Yellow 79450 T&T Ultimate Adventure Award Bone - Red  Section Group  5/11/2011  Yies 511,201
£ |/2000-2001  Sparks Farrner, Jonah W Red 77147 HsnaGlider Book Review Emblem - Green  Section Group  5/11/3011  Yes 5/11/201
36 awards |
4 i >
Wersion 5.1.0.0  Data: Chagproved Workman\Data

Icon | Action Description
".ﬂ'.g 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"ﬁ New Award (Ctrl-N) |Opens the Award dialog with blank/default values to create a new
' award.
".ﬂ'ﬁ Delete Award(s) |Removes the selected award(s).
' (Ctrl-D)
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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.

3_:) Open Member Opens the member record for the person who earned the selected
award.
“:""t:? 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.

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 the 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 clubs. Trek and Journey clubs usually only 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.

Aoarard Tor Carson, Chrstona

Save and Close
Member Name: x
Cancel and Close

Boavard Marme: Achieverment lewel - Green (classic) -
Huevsrd Source:  Saction Group - e Soward Sarne Member

o Sarne Mwcard Mew bdermber
Diate Earned: LEA1S/2010 | Club Year: J000-2001 |
Recerved: Yes £ b
Note: Completed Green Jewel 2 in HangGlider

The automatic inventory reducion
feabure is turned on, therefore
e Qby In Skodk will be reduced if
enatching Irventory records exist,

Itern Mumber: 120908

Oby Adjusted: True

Browse | Created 1/8/2011 13:3%:53 abd | Modified 1/8/2011 12:25:53 AM by | Smiith
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¢ Member Name - person who earned the award.

o 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.

o« Award Source - what caused the award to be earned: Achievement, Book, Church
Attendance, Club Attendance, Donation, Event, Other, Section, Section Group, Service,
Training.

e Book Name - enabled when the Award Source is set to Book, to indicate the relevant book for
the award

o Date Earned - defaults to the current club date but can be changed.
e Club Year - filled in automatically. Verify that it is correct or make changes if needed.
e 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.

If additional awards need to be created, instead of clicking Save and Close, use either New Award
Same Member or Same Award New Member, as mentioned below.

o Cancel and Close - exits without creating a new record or saving changes to an existing one.

e 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.

The award item's Qty in Stock is reduced when the award is saved if the automatic inventory reduction
feature is turned on and a matching Inventory record exists.
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The Events Module

‘E The Events Module provides a way to track the events members have participated in. Add, delete,
view or modify records. Some popular events are provided by default. Customize additional event names
under Admin > Generic Lookups > Events and associate awards with those events under Admin >

Awards > Event Awards.

+* Approved Workman Database - Trial License - 10 days remaining

File View Tools Window Help

User: Jane Smith

Today iz 8/27/2012

i Primary Database

Search Members: LN g Ne windews are open~ | Cument Club Year: 2010-2011 |~ Club Date 51172011 > Week 35 (last Week of the 4th Qtr)
™ pa— - [ 1
orme 1 g | 1 3 -, L | - S =
b (R [R) Shoer0on_ )|, 2 28 (25 B8 48 [
S Drag a column header here ta group by that calurmn
Leaders # Club Year  Event . Date Member Name  Primary Phone  Primary Email  Mbr Type  Birthdate  Gender Grade Club Mame Loca
- b 2010-2001  AwanaGames 10/9/2010  Clark, Rachael (715) 584-7854 Clubber 162001 Female 4 T&T Adventure Ashi
2010-2011 How To Tell Bad Mews/G 10/8/2010  Allan, Jack (608) 487-5411  Allard@yahoo.c Leader Male Jounney East
Check-in 2010-2011  How To Tell Bad News/G 10/8/2010  Adington, Marssa G99-583-9636 magicm@yahot Leader Femnale Trek [East
2010-2001  How To Tell Bad Mews/G 10/8/2010  Adington, Gavin  639-588-9635 magicmi@yahot Leader Male Cubbies East
Ledger 2010-2001 How To Tell Bad Mews/G 10/8/2010  Barsdale, Peggy  (608) 555-8358 Leader Fermale Sparks East
2000-2011  How To Tell Bad News/G 10/8/2010  EBlakemore, Claudi 608-555-3751 joe@securityser Leader Female Sparks [East
Awards 2010-2011  How To Tell Bad News/G 10/8/2010  Blanchardt, Titus  (608) 555-9367  thlanchardt@ch Leader Male Trek East
Everts 2010-2011 Haow To Tell Bad News/G 10/8/2010  Browning, Valene Leader 711973 Female Journey East
2010-20011  How To Tell Bad News/G 10/8/2010  Crummles, Alex  [508) 586-5478 Clubber E/3L/3008 Male PO Puggles East
Contacts 2010-2011  How To Tell Bad News/G 10/3/2010  Crurnmles, Vinny (508) 586-5478 Leader Male Trek East
2010-2011 Leadership Conference  9/5/2000 Zedenka, Colonel I (608) 555-9721  tedS@shawnesli Leader Male Mowana
Donations 2010-2011  Leadership Conference  S/5/2000  Zedenka, Maria (508) 555-9721  tedS@shawnesli Leader Femnale Awana
2010-2011  Leadership Conference 9/5/2000  Walton, Bernice  (508) 555-5887  bwallen571@20l Leader Female Sparks
Reports 2010-2011  Leadership Conference  S/5/2000 Tirelli, Eunice 608-555-9946 Clubber B/21/1952 Female 12  Joumey
Inveniory
Admin
14 events
£ i3 X
Wersion 5.1.0.0  Data: Chagproved Warkman\Data

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 (Ctrl-N)

Opens the Event dialog with blank/default values to create a
new event.

Delete Event(s) (Ctrl-D)

Removes the selected event(s).

Show Filters the data in the grid based on Club Year. Defaults to the
current club year but can be changed.
&j Open Member Opens the member record for the person who participated in
' the selected event.
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

e
|
Y Opening or creating an event opens the Event dialog to view, modify or enter details of an event.

I ——

Save and Close

Memper Marne:  [SEFEERITE o
Cangel and Closs
Event Narme: Grand Prix e
Hew Event Same Member
Location:
EuentDate:  [W23/2011  |w| ClubYesr 2010-2011 = gans B New Memker
Note: Tips:
- If you don't see the corect
Awvards "checked” were carned by this member for this event: award in the list, you may add
T -t = adaitional Ewent Ascards
Lwrna Grand Prix Participation Pin WRdEr AEmin = Awards =
w | Mosrana Grand Prix Participation Ribbon Euent Samnds.

Aoarana Grand Prix Trophy - dth Place

Aosna Grand Prix Tmphy et
- Auarard related components
are enabled only when
BATEFING ridy FeC0nds, If youl
need to change smaand data
for existing records, use the
Zoward dizlog. [You may open
an Axward recond from the list

- ~ by dowble-dicking it)

Browie | Created $11,2011 §:25:24 PM Modified 8/14/2011 §:25:24 Fi by | Smith

¢ Member Name - person who participated in the event.

e Event Name - selection options are determined by Admin > Generic Lookups > Events.

ﬂ Awards associated with the event are shown in the lower section of the dialog.

o Location - where the event took place.
o 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.

« Award Received: selecting Yes enables the Date Received.

ﬂ For existing events, use the Awards Module to add an event award or edit details of the event award.

Action Buttons

e Save and Close - saves the record and closes the dialog.

If additional events need to be created, instead of clicking Save and Close, use either New Event
Same Member or Same Event New Member as mentioned below.
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o Cancel and Close - exits without creating a new record or saving changes to an existing one.

e 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 of the event 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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15 The Contacts Module

E 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.

+* Approved Workman Database - Trial License - 10 days remaining

File View Tools Window Help

User: Jane Smith Today is 8/27/2012 ‘_‘ljl Primary Database

Search Members: LN gNowindmlrenpm' Cumrent Club Year: 2010-2011 |~ Club Dates 51172011 > Week 35 (last Week of the 4th Qtr)
Home "_ —:\J “q Shows 2010-2011 | : _‘.’Ea;'iL? IE 9 _*'.".5'
Clubbers Drag a column header here ta group by that calurmn
Leaders # Club Year  Date Member Name Member Club Contacted By Contact Type Contact Purpose Mote
H hold »'zmuzou ...... 9 IB.-'IUIQ ..... L am\cnrtTrc:.' ........ Sn-arhs ............... .Fél.'l-'l-'l-t.i',“Michﬂd Postcard Mew Club Year Registrat Just reminding the Lawrence houschol
OUSEONSY | 5010-2011  8/18/2010  Braun, Matthew  Joumey Farmer, Kristen  E-Mail Recruitment
Check-in 2010-2011  B/25/2010  Brown, Tabitha Joumey Farmer, Kristen E-Mail Recruitment
2000-2001  B/25/2010  Clark, Rachael T&T Adventure  Zelenks, Maria E-Mail Mew Club Year Registra! Reminder to fill out paper work
Ledger
Awards
Evenis
Contacts
Donations
Reporis
Inventory
' 4 contacts
L & £3 d
Version 5.1.0.0  Data: ChApproved Warkman'\Data
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.)
2| | New Contact Opens the Contact dialog with blank/default values to create a new
(Ctrl-N) contact.
= Delete Removes the selected contact(s).
Contact(s)
(Ctrl-D)
Show Filters the data in the grid based on Club Year. Defaults to the current
club year but can be changed.
3_:) Open Member |Opens the member record for the person who was contacted in the
selected record.
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 new contact opens the Contact dialog to view, modify or enter details of a

contact.

Save and Close
Mermber Narme:  [HETETET e
Cancel and Close
Contact By Telenka, Mariz -
- Mew Contact Same Member
Contact Type:  |E-Mail e
Purpose: Mews Club Yezr Registration e Same Contact New hernber
Contact Date: [ §/25/2010 3 Club Year: 2010-2011 v
Contack Code:
Mote: Rerninder to fill out paper wark
Browse | Created 1M/2011 4:42:08 AM Modified 182011 4:45:03 &M by J Smith

¢ 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.

o Contact Date - defaults to the current date but can be changed.

e 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

e Save and Close - saves the record and closes the dialog.

If additional contacts need to be created, instead of clicking Save and Close, use either New Contact

Same Member or Same Contact New Member as mentioned below.

o 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 Donations Module

= The Donations Module provides a way to track donations to your club, adopted clubs, or other funds
as well as associated awards. Customize the funds under Admin > Generic Lookups > Donation
Purpose/FRunds.

+* Approved Workman Database - Trial License - 10 days remaining

File View Tools Window Help User: Jane Smith Today is 8/27/2012 ‘_‘ljl Primary Database
Search Members: LN gNowindmlrenpm' Cumrent Club Year: 2010-2011 |~ Club Dates 51172011 > Week 35 (last Week of the 4th Qtr)
Home Donations | Adopted Clubs
Clubbers ¢y gy | Shows 000-2011 | —'E! [5) e g 1_:
Leaders Drag a coburmn header here to group by that celumn
Households | & Club Year Received Member Type  Member Name Club Mame  Amount Fund Note
| 2010-2011 10/6/2010 Clubber Douglas, Janetta Trek 515.00 Missions
Chncl 2010-2011 10,/6,/2010 Clubber Mundy, William T&T Adventurs S10.00 Missions
Ledger 010-2011 10/20/2010 Clubber Uppenheim, Kim T&T Challenge S11.00 Missions
2010-2011 10/27/2000 Clubber Zelenka, Mikki Joumney $2.00 Missions
Awards 2010-2011 10/27/2010 Clubber Brooks, Peter TE&T Adventure $1.00 Missions
2010-2011 11/3,/2010 Clubber Harmaon, Dan Joumey $10.00 Missicns
Events 01020011 11/3/2010 Clubber Robertson, Tanya  Sparks $2.00 Missions
2010-2011 11/3/2010 Clubber Braun, Matthew Jourmey S11.00 Massions
o 2010-2011 311/:011 Clubber Clark, Rachael TE&T Adventure $15.00 Adopt-a-Club
Donabions
Reporis
Inventory
Admnin
9 donations S77.00
version 5.1.0.0  Data: ChApproved Warkman'\Data
Icon |Action Description
.. | Open Donation Opens the selected donation in the Donation dialog.
=0 (Pressing the Enter key with a row selected or double
clicking the row also opens the donation.)
.. | New Donation (Ctrl-N) Opens the Donation dialog with blank/default values to create
=0 a new donation.
Delete Donation(s) (Ctrl- |Removes the selected donation(s).
o= D)
Show Filters the data in the grid based on Club Year. Defaults to
the current club year but can be changed.
3_ Open Member Opens the member record for the person who made the
selected donation.
|;;;.| Grid Tools Lists actions related to the grid such as: saving or resetting a
= grid layout, or exporting data.
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16.1 The Donation Dialog

= Opening or creating a new donation opens the Donation dialog to view, modify or enter details of a
donation.

When the Check-in Module's Offering field is used to track an amount given by a member, a Donation
record is created for the member and fund. When a Donation record is opened that was automatically
created, a message will be displayed (as shown in the screen capture below).

a Set the Fund to be used for a particular club date under Admin > Club Setup > Club Calendars.

Save and Close
Member Name: .

Cance and Close
Total Amount™ §1.00

Last Received™: 9/4/2013 vl ClubYess [2013-2014 = New Donation Same Member
Purpose/Fund: Missions e Same Donation Mew Member
Mete:

Awards earned for this Donation

Award Name: -
<-- Award related components
Award Received: Mo s Date Received: i are ;.'nahled only wnenpemgnng
NEW records. To edit award info,
To help you determine the appropriate award (f applicable) for a Tt i s T
NEW donation, below is a list of Awards already earned by this * This record was created by the
member for previous donations: systemn to track offering amounts
n the Check-in n
Date e - entered on the Check-in screen,

therefore only the Note and
Award fields are editable.

Tip: You can double-dick any
Award record shown in the grid
to open it.

Tip: You can customize the
Purpose/Fund cholces under
Admin > Generic Loakups,

Browse | Created 11/19/2014 S:04:56 AM Modified 11/19/2014 %:04:56 AM by lane

¢ Member Name - person who made the donation.

e Amount - the total money donated.

¢ Received - defaults to the current club date but can be changed.

e Club Year - filled in automatically. Verify that it is correct or make changes if needed.

e Purpose/Fund - selection options are determined by Admin > Generic Lookups > Donation
Purpose/Funds.

« Note - any additional information to track for the donation.

Awards

When creating a new donation, an award can be assigned to the member as follows:

J This feature is especially useful for participation in Adopt-a-Club.

For existing donations, use the Awards Module to add a donation award or edit details of the donation
award.
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o Awards earned for this Donation - select the award from the drop-down list. Awards previously
earned are shown at the bottom of the dialog to aid award selection.

If the correct award is not available in the drop-down list, open the desired award item in the
Inventory Module and click on the Club Usage tab. Select This item is a donation-related Award
under Use this item as a choice in any AWARD related drop-down list.

o« Award Received - when Yes, enter the Date Received.

Actions

Save and Close - saves the record and closes the dialog.

If additional donations need to be created, instead of clicking Save and Close, use either New
Donation Same Member or Same Donation New Member as mentioned below.

Cancel and Close - exits without creating a new record or saving changes to an existing one.

« New Donation Same Member - saves the donation then selects the same Member Name to
begin entering another donation.

« Same Donation New Member - saves the donation and leaves all of the donation information the
same, except for the Member Name, which is left blank. Select the Member Name and edit any of
the fields as needed.

16.2 Adopted Clubs

::j The Adopted Clubs page of the Donation Module maintains the list of clubs supported by your
Awana Program.

File View Tools Window Help User: Jane Smith Today is: 8/27/2012 _i[. Primary Database
Search Members: Ly 3.'?_;‘ No windows are open~ | Current Club Year: 2010-2011  ~ Club Dates 51172011  ~ Week 35 (last Week of the 4th Qtr)
Homea Donations Adopied Clubs
cubbers | || D A A | [@ 2 -
Leaders Drag a column header here to group by that column
Households | Adopted Club Mame Le<ation Date Adopted Status Motes (including details on disbursement of funds)
ey * A Sample Adopted Club South Africa 10/.2/2004 Active This is a sample record for an Adopted Club
8ck-in A Second Adopted Club Zimbabwe 1172772004 Active Another sample record, the 2nd club entered
Ledger
Awards
Events
Contacts
Donabions
Reporis
Inventory
Admin
z
version 5.1.0,0  Data: C\Approved Waorkman'Data
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3

Action Description

Open Adopted Club Opens the selected club in the Adopted Club dialog.
(Pressing the Enter key with a row selected or double
clicking the row also opens the club record.)

New Adopted Club (Ctrl-N) |Opens the Adopted Club dialog with blank/default values to
create a new Adopted Club.

Delete Adopted Club (Ctrl- |Removes the selected adopted club.
D)

B B B

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

16.2.1 The Adopted Club Dialog

:?D Opening or creating a new adopted club record opens the Adopted Club dialog. This is a simple
dialog for collecting the information about a club that your Awana Program has adopted. Once the data
is filled in, click OK to save the Adopted Club, or Cancel to close without saving the changes.

e — |

Clulx Marne: i, Barnple Sdopred Club)

Location: Sauth Africa

Date Adopted: 100272004 -

Sratus: Burtive i

MNotes: {Including details on disbursernent of funds)

This i & sarmple record Far an Adapted Club

QK Cancel
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17

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 - Trial License - 45 days remaining

File View Jaols Window Help

v

Version 5.2.14  Data: C\Approved Warkman'Data

Uses: Jane Srnith

Today is: 5/27/2014

__iL Primary Database

Search Mambers & H Mo windows are open= | Cument Club Yesr: 2012-2013  ~ Club Date (8122012 v | Week2
Home H c Open the selected report |~ Hide Descriptions |75 *  Tip: You can resize the columns, hide Descriptions, and save your layout
Ciubbers 1 | [ achicvement Report Birthday List Current Handbaak Status Leader List - Contact Informa..  Medical List
Leaders Allist of members and the A list of members who match The Summary repert provides a A listing of Leaders and their A listing of Membe
- | nurnber of Handbook Sections the selection criteria and have a list of members and their contact inforrmation. of e medical of
H o | they have completed along with birthday that falls within the current handbeoak status repart includes nar
— | the Total Points earned within ... date range specified. including & projected completi... medical, and docte
Check-in Attendance Report Check-in and Progress Repor... Houschold Account Stateme...  Leader Service History Member List with
A report that includes a A Check-in Worksheet listing A report showing a summary of This report will print a list of A report that prints
Ledger Year-to-Date chart of Total Club mermbers according to the household Fees and Payments leaders and their history of members including
Attendance followed by & selection criteria. Wou may select presented in letter farm, suitable SEMVICE, name, address, pr
Awards detailed breakdown of the atte... which columns are visible and ... fior use as an imvoice. info, chub and tean
Events Attendance and Dues Works... Chubber List - Contact Inform... Househaold List - Contact Info—. Leader Training History Member Profile
A report that displays a A listing of Clubbers and their A listing of all Households and This regort will print a list of A report that includ
Contacls Year-To-Date Attendance and contact infermation. the members within. Output leaders and their history of member details an
Dues record for each clubber. includes names and contact training/qualifications. followed by a list o
Donations This may be used as a workshe... information, books and awards
Reporis Award List ‘Completed Handboolks Household and Member ID List Mailing Labels Mame Tags
Alisting of members who have A list of members and the A list of househald names and A report to print mailing labels A report ta print N
Irventory earned Awards. The selection handbooks they have azsocisted members aleng with for either: Househalds, AN Marme Badges. You
criteria allows you to select completed within the Club Year their user-assigned External 1Ds. Members, Clubbers Only, or simple peel-n-stick
Admin those who have, or have not re.. or Date Range specified, Alsg ... This report may be useful asa ... Leaders Only that meet the sel... using the sheets of

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.

‘i 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 data set is generated.

ﬁ The Preview and Print buttons are disabled until necessary options are chosen.

7. Click Print - opens a typical Print dialog.

e Select which printer to use, which pages to print and the number of copies.
e When the Printer settings are complete, click OK. The report will print.

ﬁ Any report output can be sent to an external file suitable for e-mailing.

Print F}'d
—Printer
Mame: II:% HP Officejet Pro L7700 Series j Properties
Type: HP Officejet Pro L7700 Series

You can send any report to an external file. This
file may then be sent to others as an email
attachment. To create the file, select "Print to

o Al
 Current File", then select the Type (PDF recommended).
and in the Where field select a valid file name
" Pages and location after clicking the ___ button. ollate

Enter page numbs
separated by commas.

1,3,5-12,
f/ \P[int IAII pages in range ;I
v —Print to Fil
Type:
Where: |c:‘users‘ﬂjdc.LEFLERSYWS\peskmp\.Birmday List.pdf .|
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17.1 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.

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.

Report Dialog

Report. Achievement Report

Description: A list of members and the number of handbook sections they have completed along with the total peints
earned within the date range specified.

Report Type

Individual members are listed for each club date within the range specified:

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

Selection Criteria

Group By

Club Marne:
Team MName:
Member Type:
Member Status:
Member Code:

Club Dates....

(All Clubs)
(4l Teams)

Clubber |

<

Active Visitor
{blank = all codes)
From: |4/23/2014 ||

To: |4/23/2014 i)

(2) Date, Club Name

(") Date, Club Name, Grade

() Date, Club Name, Team Color

() Date, Club Name, Grade, Team Color

() Date, Club Name, Team Name

Sort By

() First Name

(2) Last Mame
() Sections Completed (high to low])

() Points Earned (high to low)

Options

Apply shading to alternating rows using this celer:

PaleTurquoise

Print [ Preview [ 1 Close [
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Example Output

ReportType # 1

Achievement Report 842013 (ANl Clubs) ASC Awana Club
ALt VEROT CLO0STS SIOMDS O Do, CRE 4817 Example Street
haama. Soma oy Las hame [All Teams) Mpdison, Wi 53714
Required Sections Extra Cr Sections Total Total®
Daie Club Mame Member Completed Points Completed Points ~ 5éctions  Painis
2013
Cubbies

Adington, Cherity
Addingion, Doualas
Elict, Calet
Robertsan, Bridostbe:
Saldan, Sam
Cubbées Totals:

[}

(]

20

[}
=
40

aluﬂuaa

Report Type # 2

Mchievement Report 842013 [Adl Clubs) ASE Merana Club
Azs VeRor Cuoners  Sonesay Lask hame 4317 Example Streat
AN Teams) Madison, W 53714

¥ Required Sections. Extra Cr Sections Total Total
Wember Completed Points Completed Points Sections Points:

Algn, Dosotiy (-] 20
Alen, Mikayla o o
Allan, Jegqueling ] O

Allan, Trewor
Arlington, Charity
Arlington, Douglas
Bracmennaimes, Kavin
Samantha

CR-E-N-T-N-F-N-N-1
CE YT T

Carson, Ben

eccoococoaen

Report Type # 3

Achievement Report B/42013 (il Clubis] ASE Awana Club
Aotive Visiter Clebbars 4317 Example Streat
(AN Teams) Madisen, Wi 53714
Summary Required Sections  Extra Cr Sections  Total  Total
Date Complated 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: o 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 Diate Totals: 6 260 o 0 28 480
260
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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

Description: A report that includes a Year-to-Date Chart of Total Club Attendance followed
by a detailed breakdown of the attendance counts for each individual club for
each week.

_ Selection Criteria

Club Year: | 2013-2014 -
Ciub Name: (T Y -

Mote: The Current Club Date selected in the main toolbar affects the number of weeks
dizplayed and the averages are calculated based only on those weeks.

Chart
Style: Bar Chart

Legend Position: | Bottom

Show values

Print Preview Close

Example Output

Artendance Report

Club Year 2013-20144 through Week 4 [8252013)

ASC Awana Club
4317 Example Straat
Madisan, W 53714

[l Clubs)

T Adend ance™

il

B

W Oubters @ leadas
Wewis

Average Attendance through Week 4
Clubbers: 18 Cubbies3 Puggles 1

Spars boys 2 Sparis girks 2

TAT Acventure 3 TAT Challenge 4 Trek 3

Leadens 5 Joumsy 1 Spedsboysl TET Adventurel Trek2 Awsne 2
Week Date Clubbers® Leaders Visilors Week Date Clubbers® Lepders Visiors

1 4203 3 82013
Awana @ B o Awana ] H [
Cubbies 3 @ a Cubbies ¢ a g
Journey L 1 2 Joumeny 1 " [
Fuggles 1 o [ Puggles 1 o o
Sparks Bovs 1 B a Speris bovs 1 z °
S girls 3 E a Soads girls 1 a o
TAT Adwenture 3 1 a TET Adventurs 3 2 @
TAT Challenge 3 & 1 TAT Challenge L] L] L
Trsk 2 2z _= Trek 2 oz _=
18 9 1 17 8 o

2 aMzm3 4 9252013
[
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17.3 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

Repaort: Attendance and Dues Worksheet

Description: A report that displays a Year-To-Date Attendance and Dues record for each member,
This may be used as a worksheet to collect info or as a report that reflects history.
Selection Critenia Group By
! <none>
Club Year: 2013-2004 - ) Club Name
Club Date: 10/2/2013 - ! Club Name and Team Color
! Club Name and Team Name
Club Name: (Al Clubs) )
! Grade
Member Type: | Clubber o ) Grade and Team Color
! Grade and Lead
Member Status: | Active Visitor B face and Leager
! Leader
Member Code: (blank = all codes)
Sort By
) First Mame () Last Name
Include Data for  Graphic Style
| Club Attendance | Checkboxes
| Church Attendance *) Circles
| Dues ) Blocks
Options
+ Apply shading to alternating rows using this color MistyRose Ll
Print Close
Example Output
Attendance and Dues Worksheet T&T Adv, TRT Chall ASC Awana Club
Club Year: 2018.2019 4917 Mitwaukee Street
Current Club Date: 11/21/2018 KMadisan, Wl 53714

Active, Vigitor G !
Member Name I N R E e e s S T S T ST AAAARA S AT EFFFE R S
MnzoGreen~ o IEOEEEEHEEEEEO00000000O000O0O0O0O0O0C0ODOOOOCDOOO
e 00000000000 DOCDOOOOCOOCODOODOOOOOCOOOOOOOOO

Dues: Total $20.00 Paid $2.50 Ealance $17.50 Amount Faid Thiz Week: §
Caleb Efot o AR EEEEEOEEEEEOEBEO0B0000000000000
ewes 00000000000 DOOCDOOOODOOOOODOOOOOCOOOOOOOOO

Dwes: Tolal 52000 FPaid $10.00 Balance $10.00 Amount Paid This Week: §
chaity arington~ o B EEEEEEO0000000000000O0000000O0000
ewe 00000000000 DOODOOOODOOOOODOOOOOOCOOOOOOODOO

Dues: Total $20.00 FPald 8350 Balance §76.50 Amount Pald Thiz Week: §
Dorothy Alen ~ ct I EEEEEEEOEO00000000000000C00O00000000no
g mrm]m) [m) gooooogooon
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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

Description: A listing of Members that heve earned awards according to the selection critenis entered below.
Selection Criteria | . Greup By
Cubheme [T | -
. E) Club Name
Team Mame: (Al Teams) 2, () Club Name, Grade
Member Type:  Clubber - () Club Name, Team Color
() Club Mame, Team Mame
Member Status: (Al Statu:
e us | — . () Club Name, Leader Name
Member Code: (blank = all codes) () Bward Name Ik
Award Name: (ANl Awards)
Sort By
Award Status: (A &, (") First Name
Award Source:  Book, Other, Section, Section Group ! || © LastName
|| Exclude awards relevant to entrance booklets Vertical Spacing
Date Earned ..., From: 4/24/201% Ea (@) Single
o 472472018 = e NS
- O Tiole e
() Quadruple
! Options
| Start a new page for each new group
v Apply shading to alternating rows using this color: :PaIeTurquoise =
Print  Preview Cloze
Example Output
Aveard List Al Clubs) ASC Awana Club
(A Statuses) Chuobers {AI Teams) 4397 Example Stiesl
AeaTE RETRG from Bl 3 0 WS Grouped by: Club Name Madison, Wi 83714

Aweard Selection: (All Awards)

Source{s| Book, Secticn Group  [Enbrance booklet awands have been excluded)

Date  Award  Date
LClubber Name Club Hame Eamed Bec'd Received Award Hame Hote
Cubbies
Arlington, Charity Cubbies B1A3013 Mo AppieSeed Trail Emblem Completed AppleSesd Trail in AppleSeed Handb
Cubbies FIW2013  No Cubbies Red Asole Achievement Emblem Comoleted ApoleSesd Trail in ApdleSesd Handb
Arlington, Douglas Cubbiss 182013 No Cubbies Green Apple Achisvemant Emble: Complated HoneyComb Trail in HonevComb Hane
Cubbies 8122013 Mo HoneyComb Trail Emblem Completed HoneyComb Trail in HoneyComb Hano
Robertson, Brdgete Cubbies F1E2013  Na ApplaSesd Trail Emblem Complated AppleSesd Trail in AppleSesd Handb
Cubbies BM1&2013  Neo Cubbies Red Apple Achisvemant Emblem Complsted AppleSead Trail in ApgleSesd Handb
Sparks bays
Grean, Alonzo Sparis boys 8262013 Yes 9252013 HangGlider Embilam . Gresn Completed Rsnk Seclion in HangGlider
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17.5 Birthday List

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

Description: A list of rnembers who match the selection criteria and have a birthday that falls within the date range

specified.
Selection Critena | Sort By
Club Mame: (Al Clubs) e -} Birthday [menth and day)
Team Mame: (Al Teams) 2 _! Club, Birthday
Member Type:  Clubbers and Leaders | = 7} Cluk, Team, Birthday
Member Status: | (All Statuses) 25
Age
Member Code: (blank = all codes) o
g) for clubbers
Date Range.... From: 10/1/2013 2
Te: [0/3172013 - Show age for all members
Note: The date years are ignored! _) Do not show any ages
Options
[+ Apply shading to alternating rows using this color PaleTurquoise »
Print Preview Close
Example Output
Birthday List - 10012043 to 107312043 ASC Awana Club
Al Clubs 47 ;umm Shrest
Clubbers and Leaders with Status = (Al Statuses) Madizon, W1 B3714
Hame Chuby Gender Birth Date Age Address
Eridgetie Robertson Cubbies Female 10/8/2008 jusitumned® P.O. Box 00T
Wednesdan Madison, Wl 53708
Jenny Uppenhgim TAT Adverturg Female 222008 |ustturned 3 888 Asthenralgnt Rd
Monday Madison, Wl 53704
Janatts Douglss Journey Female 10151997 |ust turned 17 1542 Washington Ave.
Wednasda, Madisan, W1 53704
Emily LefMes Puagles Female 1202011 just turned 3
Monday Madison, Wl 53714
Emma LefMer AuBna Female 10722 250 Pebble Diive
‘Wednesdan, Madison, Wl 53718
Sara Seiden Cubbies Female 10/22/2008  just turned 8
Nednasds, Madizon, Wi 83714
Charles Baier Journey Miaks: 10251997 just turned 17 800 Coolidge Dr
Saturday Sun Prairie, W 53827
Mat Skipwith Male 107311990 just turned 2
Friday Madison, Wi 33714
Annatie Jones Aowana Famale 10/31 8 Milio Couwst
F ’ Friday '
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17.6 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

Description: & worksheet for recording attendance details and completed sections.

Info to display to the right of the Check-in Categaries

Selection Criteria Group By
Club Date: 10/2/2013 ™ D) <none>
) Club N
Club Mame: Cubbies x = e
: Z) Club Name, Grade

Team Name: (All Teamns) = ) Club Mame, Team Color
Member Type: | Clubber v ) Club Mame, Team Name
Member Status: | Active Visitor - ) Club Mame, Leader Name
Member Code: (blank = all codes) Sort By
[ Include visitors only if they have attended our | First Name:

club since: " Last Mame

(") Other - use a column heading of: |

Options
[+] Include the following note on each worksheet:

print on each of the worksheets,

| Shade alternate rows with: eTurquoise

Sedect Visible Calumns,., !

(©) Current book & last section completed and blank lines to record new sections

Here is an example of hwere the Commander or Secretary can include a note that will

["] I'm using a color printer, so print the Team Calor tet inside a block of the Team's color

Orientation: |Landscape

Print | Close |
Check-in & Progress Report Cubbies - A Wing ASC Awana Club
Club Date: 10272012 Week # § 4817 Example Street
Theme/Event Grade P2 Madisan, Wl 53714
Atbendétbend In  Hes Has Esmed

Clubber Name ClubChurch Dugs UnlicemBible Book Bonus CumentBook B Last Req Beotion Dome  Sections Done Today
Bridgette Robeson ~ 0 00 0O O O O O #ecleSess Handbook Bear Hua 3
Calst Eliat ~ OO0 O 0O O O conevcoemsHanaok

AgcleSasd Harditoos Bear Hug

sipped: Lint 11

creitadinaen~ 0 0O 0O 0O O O [ AeckeSess Handbok Bear Hug 2

AppleBesd Handbook Bear Hug 3
Sare Selden ~ O oo oo Qo m] shopped: Unit 1.1.2 e
Visitor's Hame Birth Daie Grade Gender Parents Name Home Phone  1si Time?Brought By Hoies | Sedions Complebed

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 workshests

Hote from the Leader:
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17.7

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

Repaort: Clubber List - Contact Information

Description: A list of clubbers and their detailed contact information. This report may also be useful for
contacting visitors from a specific club date while their Status is still "Visitor®,

Selection Criteria Group By
(T 15T Challenge v | <none>
| Grad
Tearn Mamme: (&l Tearms) o - o
| Team Color
Member Status: | (Al Statuses) 25 %) Teom Mame
Member Code: (blank = all codes) ) Leader Name
Sort By
) First Name
5) Last Mame
Print Preview Close
Example Output
Clubber List - Contact Information - CONFIDENTIAL - ASC Awana Club
T&T Challenge - Grade 5 4917 Example Streat
Madizon, ¥l 53714
(Al Statuses) Clubbers
1 rin 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-355-3751 M, BRkemors
Clark, Penny Mr and Mrs Clark Emergency  (608) 588-8T&7 Jeftrey Clark
Female age 11 4/7/2000
Gr S T&T Challenge Madison, Wi 53714
Loomis, Cindy Mr snd Mrs Loomis Home Phone  (G08) 655-0665 Meridath Looms
Female age 11 2272003
Gr:5  T&T Challenge Madizon, Vil 53714
Maxweell, Jane Mr and Mrs Masowell Emergency B0B-555-222T Bir. Maxwel
Female age11 &M/2003 2373 Awiator Street
Gr 5 TAT Challenge Madison, Wi 53714
Mundy, Gillian Wr and Wrs Mundy Emergency  BOB-555-3572 M, Mundy
Female age 10 17272004 T08 Gerard Strest Home Phone  608-555-1853 Mr. and Mrs. Mundy
Gr: S T&T Challenge Madison, Wl 53714
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17.8 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

Description: A list of rmembers and the handbooks they have completed within the Club Year or Date Range
specified. Also includes a list of comesponding Award(s) and the date the awards were received.
Mote: Entrance Booklets are excluded from this report output.
Selection Critena Group By
(©) Completedin .. Year: |2011-2012 w ) <none>
_) Completed ... o
_! Club Mame, Grade
) Club Mame, Team Color
Chitihoens: (AN Clube) 86 ' Club Name, Teamn Mame
Team Name: (Al Teams) - (T Club Mame, Leader Name
Member Type: Clubber =] Sort By
Member Code (blank = all codes) (=1 First Mame
) Last Name
Options
["] Start a new page for each new group
[+ Apply shading to alternating rows using this color: | PaleGaldenrod P
Print Preview Close
Example Output
Completed Handbooks (Al Clubys) ABC Awana Club
Compisted in Ciub Year 204 1.2012 (Al Teams) 4317 Example Streat
Clitas=s Madison, Wl 53714
Date Award Daie
Club and Members Mame  Handbook Name Completed Rovd Rowd  Award Name
Cubbsa
James Uppenheim  Jumper Celebrations 4262012 4/26/2012 Cubbies Year Two Book Award
4/26/2012 Jumper VIP Diploma
Jsoueline Allan Jumeer Celebrations 4752012 E 4252012 Cubbies Year One Book Award
4252012 Jumper VIF Diploma
Mera Sabello Jumees Celebrations 4132012 B 4252012 Cubbées Yesr Two Book Award
B 4252012 Jumoser VIP 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 Baker Galatians and Ephesisns  222/2012 #262012 Timothy Award and Pin
Mikki Zelenks Galatians and Ephesians  4/4/2012 4262012 Joumey Cestificate of Awmrd
Slephie Kasdle Galstisrs and Ephesians 4182012 B 4292012 Journey Cenificaie of Award
Sparka boyw
Jared Uppenhelm Sy S0 2222012 B 4292012 Soaky Award Plague and Award Pin
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17.9 Current Handbook Status

This report provides a way to evaluate progress in currently assigned handbooks. There are three types:

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.

If there is an entrance booklet and main handbook both marked as "current”, with the option to
“Include Entrance Booklets" checked, sections for both will print on the same page.

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

Repaort: Current Handbook Status

Description: The Summary report provides a list of members and their current handbook status including a projected
completion date and the comesponding book award(s) to help you plan your next supply order. The Detail
repart type may be used as a worksheet for tracking completed sections.

Report Type
’Surnrrlarf - Mo individual sections are listed. Statistics are shown for each “current” and/or completed book
within the current club year, Esch page displays information for up to 15 members.
Detail . Lists all sections in the member's current book along with the date completed. A separate page is

printed for each member.
Cpuick View ... Lists each member's club, team name and current book followed by a bar graph representing
progress in completing the required sections.

Selection Critena Sort By
Member Type: | Clubber v First Name
Last Name

All members that match the following conditions:
Club Marne, Last Name

Club Name: Sparks boys, Sparks girls > Club Narme, Tearn Calor
Team Marmne (All Teamns) = Club Mame, Team Name
Member Status: | (Al Statuses) e Club Mame, Leader Name
Member Code: (blank = all codes) Options

-

A book must be at least 0 % completed to be listed

Only those members selected below: -
| Shade alternate rows with:

+ Include Entrance Booklets (e.g. Flight 3:16 and Start Zone) PaleTurquoise 35

Naote: This report is complex and may take several seconds to run. Print Preview Clese
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Example Output

Report Type: Summary

Current Handbook Status as of 11202014 Sparks boys, Sparks girls ASC Awana Club
(AN Statuees) Chubbers who have compisted 3t ast 1% of 4917 Example Swrest
the regured sechons in ther curment handbook Seried by Clul Hame, Lasi Name AN Tesms) Madisan, W1 53714
Registered Attend - Required Sections — L] On  Estimated
Member Infc  Gr Last Attend Ratio Club Mame [Book Dane Avglwk® Heeds™ Complete Sched Completion Award{s) Due Upon Completion
Mdian, Trever 8283013 102 Sparks boys WWingRunnar 1ol 40 17 1.1 LE20N4 Sparks Second Book Asand Ribbon
Male Agel I 1132013 Astive Cowboys
Brackenheimer, Kevin 34/2013 712 Sparks boys SkySienmer Def& 11 14 29 O seaans Spary Award Plagee and Pin
Male Age® 2 11820013 Actve
Green, Alonzo 312 Sparks boys Fligh 2:18 gofg 05 0 [@een] [ %1023 Mowsigbls for Sparks snidorm and book
Male AgeT 1 28O0 Inaclive Fparks Memberahip Cand
HangiSider Bofdd 08 1.5 [0 &272014 Sparks First Book Award Ribon

Loomis, 13 M2

Report Type: Detail

Uppenheim, James Current Handbook Status as of 112002014 ASC Avimna Club
Male age:T Grade 1 Sparks boys  Teamn Coler - Green 4917 Examale Strest
Regiatered: 828201 3tendance Ratio: 312 Status: Active Madisan, Wl 53714

WingRunner — Required Sectiong — * on Estimgted

Done  fwgiwk” Meeded™ Complete Schedule Completion Auard(s) Dise Upan Complstion

Item 77581 WingRunner Handbook with Ausio CO - Ned  18of 40 1.5 1.1 [ X Sparks Second Book Award Ribbon

Required Sections
Completed Completed Completed Completed Completed
51120%1 Ranik Sechon 1 FEIIY Red el 12 e Jewel 23 el Jeael 34 Gomen Jewe 41

S112588 Rank Sechon T I Rac el 13 Aed ewe T S e 19 Smen ek &
A1 Haew Sarven S AR R s 1 (e s 51 s g U F L i ]
S11Z0E] Rark Sechond SOZIT01Y Gree Jewd 11 Green Jewel 22 Green Jewed 11 Gemen) Jewe 24
SARSNEL Rark Becion & SN Smee s 17 farman, imami 3% e lwami T4

BASGIN Aarm Seoond DVESIES SR S 13

- BELEL MER e T —LULII01S e e 14

Report Type: Quick View

Current Handbook Stabas a8 of 2123 Sparks Boys, Sparks Girls, TET Adv, ASC Awana Club
Agive Clubbers who have compleied Bt lesst TET Chall 4517 Klilwauoss Streal
08 of the required secticns Club Date 21122019 Week 258 Misdison, W1 23714
Club and Membes vt Bock | P o] i i
Sparks Boys

An, Jelt HeorayComb w I
Sparks Girls

Lelfig, Emay Ll |

Luwis, Anng has G u I
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17.10 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

Description: A report showing a summary ef household Fees and Payments
presented in a |etter format, suitable for use as an inveice.

Mote: ‘You may customize the opening paragraph text under Admin >
Options > Fees and Dues » Account Statement.

Selection Criteria

All Households with a Status of Active -

Only the Households selected below:  (this is a list of Active househalds)

|+ Select Fees from the Current Club Year only
| Exclude Fees that are related to Dues
|+ Do not print statements for househalds with a zero balance

~ Include a section listing each household member's name and club

[7] Include Inactive Members  [Graduated, Archived and Prospective Members
are ahways automatically excluded)

Options
[ 1 am using a window envelope so start the Mame and Address block at:

- £t -
w | L o

Print Close
Example Output

Household Account Statement A Sample Church
ASC Awana Club
4917 Example Street
Madison, W1 53714

Maretti Family Household Members
31210 Langstrom Lane Miss Anna Maretii Trek Clubber
Madisen, W1 53713 Mr Michzel Maretti Trek Clunber

Dear Awana Club Family:

This Household Account Statement is 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.

Member Description ltlem Rovd Amount Total Pd Balance Mote
Michael Dues for the 2013-2014 Club Year 91412013 §17.00 5000 $17.00
Anna Dues for the 2013-2014 Club Year 91472013 $17.00 $17.00 50,00
Michael  Trek One Bible Study - NKJV 9/4/2013 $9.00 $0.00 3000
Anna Trek One Bile Study - MEJV 9/4/2013  $9.00 50.00 50.00

$5200 817.00 $3500

Y R N R T Y Y i W
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17.11 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

Description: A listing of all Households and the members within, Output includes names and
contact information, The external 1Ds are optional.

Sedection Critesia Birthdates and Ages

Household Status: m R 21 Show only for clubbers
i 1 All Church e -

Famnily Church: (ANl Churches) B o oAl et s

Include the External Household and Person [Ds Do not show for anyone

Pririt Preview Claze

Example Output

Household List - Contact Information — CONFIDENTIAL — ASC Awana Clubs
4917 Example Strest
Status = Astive Madizon, W1 53714
Housshold Name and Address Gentactinfo
Alen - David, Mikayla, Dorothy
W and Mrs Ales

adison, W1 53714

Famity ChunchE st Madison Baptist cherch

Adgn, David M Inactive Leader

Alen, Micyla Female dob- 542008 Age: 8 Grade: 2 Active Sparks giris Clubber
Alen, Doty Female dob 50007 Age T Geade 1 Active Sparks girls Clubber

Allan - Jack, Janice, Trevor, Jagueline
W and Mrs Allan
41 Birchwood Cicle
Wadison, W1 53714
Famity ChurchEas) Madison Baolis) Churth

Alan, Jack Misie Active Leader
Alan, Janice Famale Aclive Leader
Adan, Jagueine Female dob: 11232007 Age: 8 Grade: K Active Sparks gris Clubber
Alsn, Trevar Maie  Sob: IS0 Age B Grade: 2 Active Sparks boys Clubber
Arlingtcn - Gavin, Marissa, Charity, Douglas Cell Phome  333-588-5511 Gavin
Gavin and Marmsa Adfingtos E-mail magicmi@nyahoo. com Marmsa
35 Semesier Drive E-mail BV REEY A0S COm Gavin
Macigon, W1 33714 Home Phone B¥3-588-3035 Marissa & Gavin
Famity ChurchEas) Madison Baolis) Churth
Asington, Gavin hisie Archived Leader

Alingoon,, Famale Aclive Leader
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17.12 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

d and Member 1D [t
Description: A report that displays each Household Mame and user-assigned External ID. Also included is a list of
associated members and their External IDs. This report is wseful if you have a fermal
check-in/check-eut policy and are using this as a sign-out sheet.
Selection Criteria Group By *
Club Name: lih'dl Clubs) E) <none>
Team Mame: (Al Teams) et Club Mame
Member Type: Clubber > (L} Club Name, Tearn Name
Member Status:  (All Statuses) B S L EE S
Member Code: {blank = all codes) ) )
) * If groupng is applied, a new
| Include only those members who were present one  4/24/2018 | page will be started for each
Tip: After all clubbers have checked in and club night is well undenway, print e s
this report to include enly those present and use it as a sign-out sheet when
clubbers are picked up.
Info to display ta the right of the Member names
Heading: Sign-cut Signature and Time
(©) A blank underscored line suitable for a signature
An empty checkbox (perhaps to indicate a clubber was picked up)
) Mething {and don't print the heading either)
Optigns.
[v| Shade alterate rows with: PaleTurquoise o
Print Preview Cloze
Example Output
Household and Member ID List — CONFIDEWNTIAL - ASC Awana Club
(Al Statuses) Clubbers who were present on 2252013 4017 Example Street
(4Nl Clubs) Madison, Wl 53714
Household Hame | Parents & Others
D Authorized to Pick Up the Children [Iu] Members Hame and Club Sign-out Signature
Alen - David, Mikayla, Dorothy Dorothy Alen Sparks girls
Mr and Mrs &len
Allan - Jack, Janice, Trevor, Jaguel Jagueline Allan Sparks girls
r and s Allan Trevor Allan Sparks boys
Arfington - Gavin, Marissa, Charity, [ Douglas Adington Cubbies
Gavin and Marissa Arlinglon
Jennifer Michols (aunt)
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17.13 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

Description:  This report will prant a list of leaders and their contact information

Sedection Critenia Group By
Club Mame: (a1l Chubs) 2 2 AEL
) Club Name
Member Stabus: (Al Statuses) i E
Sort
Mernber Code: (blank = all codes) By
First Mame
| Include LITs 5) Last Name

Print Preyies Clase

Example Output

Leader List - Contact Information ~ CONFIDENTIAL - ASC Awana Club
Active Leaders in (All Clubs) 4917 Example Street
Madison, Wl 53714
Mailing b c i
Allan, Jack Wr Jack Allan Cell Phone (B08) 858-B555 Jack
Leader Journey 41 Birchwoed Circle Cell Fhone (G0B) B5B-B556 Janice
Madisan, Wi53714 Home Phone  (B0OB) 8TB-BTET Jack or Janice
Allan, Janice Mrz Janice Allan Cell Phone (B0B) 858-BESS Jack
LeaderfOther T&T Adventure 41 Birchwood Circle Cell Phone (B0B) B58-B558 Janice
Wadison, Wi 53714 Home Phone  (BOB) BT8.8TET Jack or Janice
Arlington, Marissa Mrs Warissa Arlington Cell Phane E9-588-5511 Gavin
Leadar Journey 358 Semester Drive E-mail magicmi@yahoo.com Marissa
Madizan, ¥ 53714 E-mail gavnari@yahoo.com Gavin
Home Phone  G99-588-9638 Marissa & Gavin
Blakemore, Claudia Wrs Claudia Blakemare Cell Phone (325) 987-4310 Joseph
Leader!Othar TAT Adventure 6000 Rodeo Dr Apt 2 E-mail joei@securtyservicas.com Joseph
Wadison, W1 53714 E-mail claudiab@gmai com Claudia
Home Phone  G08-555-3751 Wr. Blakemone
Blakemaore, Joseph Wr Joseph Blakemare Cell Fhone (325) 957-4510 Joseph
Sparies Director Soarks boys £000 Rodeo Dr Apt 2 E-mail joe@securityservices.com Joseph
Madisan, Wi 53714 E-mail claudiab@gmai com Claudia

B W e Y e B
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17.14 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 Service History

Description: This repart will print a list of leaders and their history of service (based en the Senvice History records).
Mote: Records used in this report are those displayed in the grid under the Leadership tab of the Member form. The Total Years of
Service are displayed separately from Service Pin Years, which indicate years of service that qualify toward the Senvice Pin Award.

Report Type
©) Detailed - Includes 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 Criteria Sort by

) All Leaders who served in any club year | Leader Mame - Years of Service - Service Pin
! Only Leaders who servedin: | 2012-2013 -

) _| Leader Name - Service Pin - Years of Service
| Include all service records that meet the criteria for selected leaders

=) Years of Service (low to high) - Name - Senvice Pin

Leadership Role: * (Al Roles) =]

Club Name: * {All Clubs) = _| Years of Service (high to low) - Name - Service Pin
Member Status: | (ANl Statuses) - _| Service Pin Years (low to high) - Years of Service - Name
Member Code: (blank = all codes) _I Service Pin Years (high to low]) - Years of Service - Name
Service Pin: (Al |2 ' =

* Pertains to the value(s) stored in the Service History records, which may be | | _m

different from a leader's current role and club name. | Include the leader's attendance ratio for the current year
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Report Type: Detailed

Leader Service History {All Cluibg)

(Al Statuses) Leaders who senved in
2015-2016

ASC Awana Club
4917 Milwaukee Straet
Madison, W1 53714

Leadership Roles: (Al Roles)

rshi

Alen, David - 3 Yrs Total - 3 Yr Pin
2015-2016 9902015 4272016 1 B Leader

Allan, Jack - & Yrs Total - 8 Yr Pin
2015-2016 992015 4272016 1 B Joumey Director

Allan, Janice - 4 Yrs Total -4 ¥r Pin
2015-2016 WX2015 42712016 1 Leader

Arlington, Marissa - 7 Yrs Total - 7 Yr Pin
2015-2016 Y2015 4272016 1 Leader

Report Type: Summary

Club Hote

AWaNa

Joumey

T&T Adventure

Joumey

Leader Service History (AN Clubs)
(ANl Statuses) Leaders who served in
2015-2016

ASC Awana Club
4917 Milwaukes Strest
KMadison, W1 53714

Leadership Roles: (Al Roles)

Alen, David - 3 Yrs Total - 3 Yr Pin
Allan, Jack - 8 Yrs Total - 8 Yr Pin

Allan, Janice - 4 Yrs Total - 4 ¥r Pin

Arlington, Marissa - 7 Yrs Total - 7 Yr Pin
Blakemore, Claudia - 8 Yrs Total - 8 Yr Pin
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17.15 Leader Training History

This report provides information pertaining to a leader's training and qualifications including descriptions,

completion status and dates.

Report Dialog

Report Leader Training History

_ Selection Criteria
Club Name: (Al Clubs)
Member Status: | Active

Member Code: (blank = all codes)

Print

Description: This report will print a list of leaders and their history of training and gualifications.

) First Mame

) Last Mame

Example Output

Leader Training History
Adlive Leaders as of 1171572014

(Al Clubs)

ASC Awvwana Club
4817 Example Streat
Madisen, W1 53714

Leader Name

Allan, Jack
Line Jucge Cerification Mo
Eageground Cheo Yas
Child Protection Training Vg
Gatting Staried - Part 2 Yes
Gatting Staried Training - Part 1 R

Allan, Janice

Eagkgeound Ched R
TAT Leader Basic Training No
Criantation R
Gospel Wheel Mo
Child Protection Training R
Getling Staried - Part 2 Yes
Getting Started Training - Part 1 s

Arlington, Marissa

Badground Chedk as
Child Protection Training Yas
Getting Started - Part 2 s
Getting Started Training - Part 1 Yes

Blakemore, Claudia

Description of Training / Gualification Reguired Completed Date

2242012
81272003
118/2004
8/18/2007
812007

822008
472012
201
Bze2011
11872004
BrB/2007
BM12007

Br2ev2007
11/8/2008
BB2007
BM12007
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17.16 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 repornt will produce output formatted for use with the 1" x 2 5/8" 30/page sheets of mailing
labels (such as Avery 3160 or 3160,

Selection Criteria
Select from
| ® Households ) All Members (C) Clubbers Only ") Leaders Only
" @ with at least one member in
Club Mame: (&l Clubs) e
Team Mame: {4l Teamns) e
Household Status: (Al Statuses) 2

Exclude the Leader-only Households (those without Clubbers )

_) include anly the names checked in the following list

_ Optiens

| Do not print a label if the Address Line is blank

Skip: 0 = Top Margin Adj: 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, W1 53714 Madison, Wl 53714 Madison, Wl 53714
Adingien Family Hanmon Family Moore Family
350 Semesber Drive 110 Windswept Lane 8218 Major Ave
Madison, Wi 53714 Masdison, Wi 53716 Madison, Wi E3714
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17.17 Medical List

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

P.E‘plj"ti M

Description: A listing of Members with one or more medical concerns. The
report includes name, contact, allergies, medical notes, docter
and dentist information.

Mote: Te be included in this report, the member's "Include on Medical
Listing" checkbex must be checked.

~ Selection Criteria
Club Name: |
Team Name: (ANl Teams) Ll
Member Type: | Clubber 2
Member Status: | (Al Statuses) I
Member Code: [blank = all codes)
Print Preview [ Cloge

Example Output

Medical Listing — COHNFIDENTIAL - ASE Apana Club

(&) Statesas) Clisoars (AN Taams) Al Clubs) 4317 Example Sirest
Madison. W1 53714

Adier, Andy
Maie: we: 12 Bil and Sesan Adler Coll Proag  (712) 078112 Bl Adigr, Tathar
a8 sob: 5202002 833 Presanio Drive Apt 3b Emespancy (50 B2 Arana Adier, grandmathar
Madiseon, W 23714 Home Phone (508) 557-5121
Alprge To: Feanuts
Baker, Charles [Chaz)
W we: 17 Rebecca Stesms Emergency  (606) 5558574 Sara Pawhs [Aeghborl
G 1 sob; M2A9ST 800 Coonags Or Homg Prong (830) $4-4300

Sun Fraivie. W1 53527
Alergic Te: Dust mites

Clark, Ethan
Mz we: 15 Nir and Mrs Clark Call PRoas  ([T15) S54-4320 Etran
Gr§ dob: L3TEES 15 Zageet Lane: Call Prons  (T41) 8528822 Rachasl
Madisan, Wi 23714 E-mail ethanc@mymai. com Ethan
E-mail rRchaRiniyanoD Lom Fachasl
Algnge T ) o
@ loupratien e Homa Phone (T15) 5820001 Brian or Sharon

Docter:  Dir. Dwloes, {T15) 584.2012

Clark, Rachael
Femals  age: 12 Mr and Mrs Clark Coll Phone  (15) 584320 Ethan
GrT sob: TA2001 15 Zaoewi Lane: Cell Phone  [741) BE2-BEZD Rachesl
Madisom W 51714 E-mail ST Som Ethan
. E-mail racraeioanoo com Fuschsel
Abergic: Te: Dairy Home Phane (715) SI2-000 Brian o¢ Sharca

tor, D, Dwkgs, (T10) S84-2012
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17.18 Member List with Photos

179

This report provides a directory style list of members. In addition to the photo, the following is included:

name, address, phone numbers, club and team names. For clubbers, age, date of birth, grade and

parent names are also included.

Report Dialog

Repart: Member L

included for clubbers.

Club Mame: (ANl Clubs)

Team Name: (All Teams)

Member Type: | Clubber e
Member Status: | Active

Member Code: (blank = all codes)

Description: A list of members including their photeo, name, address, primary phone, (and up to three
additional phones), club and tearm name. Age, dob, grade, and parent names are also

Group By

@) <none»

() Club Name
() Grade

() Team Color
() Team Mamne
() Leader Name

Sart By
First Name
(Z) Last Mame

| Print i Close
Example Output
Member List with Photos — CONFIDENTIAL - ASC Aarana Club
Al Clubs) 4517 Example Streat
Active Clubbers | (All Teams] Sorbed by Last Name Madiscn. W1 53714
Allan. Jagueline Easion, Lucas

Female aoe £ dob 11232007
Gr K Sparks giris Jewels
Farent: Mr and Mrs Alles
41 Barchwood Cincie
Madigon, W 53714
Heene Phon (B08) BTB-5TET Jack or Janice
Caell Phone  [802) 858-85%8 Jance
Cell Phone  (B08) BSB-B555 Jack

Allan, Trevor
blaio age & dob 3182008
Gr 2 Sparks boys Cowboys
Parent: Mr and Mrs Allan
47 Brchwood Cincie
Madisom. W 53714
Heene Phon (B08) BTE-5TET Jack or Janice
Cell Phone  (802) 8532558 Janice
Cell Phone  (B08) BSB-B555 Jack

lale age 12 dob S/26/200C
Gr 8 TAT Challenge
Pargnt: Mr and Mrs Cargan
M4

Mails 308 3 00b 7122000
Gr3 TAT Adventwe
Farest: ki and Mrs Easion
BEZ Wedian Lake Dr
Magon, W1 23714
Hame Fhons (B08) SE5-1247

Haedie, Stephanie |3tephie]
Famaie age 17 dob 22201587
Gr 12 Journey

5020 Sereadpiny Ra
Madison, Wi 53718

Hame Fhoa (808) 555-8278

Cal Phone  (B38) 531-2123 Sieph

| Maretii, Anna
Female age 14 dob 11142000
Grid Trek
Fangnt: Susan and Jog Mangit
31270 Langstrom Lang
Madison. W1 53713
Hame Fhoa (808) 555-1805
Emergency (308) 555-8804 Susan Jaro
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17.19 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

Selection Criteria
Member Type: Clubber

Team Mame: (Al Teams)

All members that match the following conditions:

Description: A report that includes some member details and contact infermation followed by a list of all assigned books and
awards earned. You may also optionally include attendance data and a detailed handbook status page for each
“current” book. One use of this report would be to share information when a clubber transfers to a different church.

Sort By
u ~) First Name

! Last Mame
7 Club Name, Last Name

Club Name: T&T Adventure, TET Challenge ™

) Club Name, Team Color

3

) Club Name, Team Name

Member Status: | Active “’ ) Club Name, Leader Name
Member Code: (blank = all codes)
Options
) Only those members selected below: (archived members are excluded)
| Include Current Year Club Attendance
| Include Church Attendance
MIEEITE (ESUpLE | Include a detailed handbook status
Book; Club Attendance;Event > ~ pagefor all of the “cument” books
[] Exclude awards relevant to entrance booklets (4 detailed handbook status page lists
all sections in the book and relevant
Tip: In most cases you will want to exclude the miner "Section” level awards completion dates.)

to avoid listing every little section sticker, and in some cases you may want
to also exclude the "Section Group™ awards as well.

Close

Example Output

Handbook and dward History
flor Mr Calab Eligt
prepared om 212019

- CONTITETIAL - ASE dwana Club

45T Misavien Sereet
Mpsgon, W1 43714

Wemher

Warmiar Typa: Clubbar
Status Astivg
FirstMame:  Cagb
Last Nama:  Elot

2015-2013 Attendance
EFrE

Fiing Name: ot = Srin Cpieh
Elt Eaen

Mr e g Eice

473 Somarags (o
Syn Prying Vi 53487

Famiy Chorch

Baar Hug Brochure (Y1)
Hopotr Celabratons
S2340 Appis Azres Bockom (YY)
HEH AscwSeed
7413 Flaht38
Téisd  Hanglider
TR WingRunner
3154 Sun Zone (YrI)
o 34383 Evidenoe of Grace

Hwcards

Compisk Compltel Compiates otk Awards amed

888 88 &

Date  Club Year

g

10and

ama

gy Acmagdent Emblen
Now sligite for Cobbins uniform and bock

4 Accieeed Book Awad

S Now slaibiy for Soarics unifoem and Dok

Sgarks Uarberstio Casd

£ Sgarks First Bock Award Ritton

Feang Saind Book Awpd Roben

U3 Now elgie for TAT UA eniform ang book

Auard Seurs) Book
ClubYear Hem®  Award Name

22013 duasa

gesed Hopper Calebeations
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17.20 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

Description: Name tags/badge inserts will be printed according te specifications selected. Tip: The Cede field is useful when you
need a subtle way to identify clubbers with special needs or if there are security concems.

| Group By (new page for each group)
D x s BESTY

(no grouping)
21/ x 3172 ~
2 Club Name
Selection Criteria Club Name, Grade
Member Type:  Clubber = Club Name, Team Calor

5) All members that match the following conditions: Club Name, Team Name

Club Name: (A Clubs) L Leader Name
Team Mame: (Al Teams) b4
Sert
Member Status: | (AN Statuses) = =
First Mame, then Last Name
Member Code: (blank = all codes)

o) Last Name, then First Name
- Clnry those Active/Visiting members selected below:

Include the Member's
[ Phot [w] Club L
[ Only include members who sttended club on:  5/12/2018 = s
| Last Mame |+ Total Points
Options. f v Code
I'mi using a color printer, so print the Team Celer in a block of coler ) Tearn Mame ~| Allergies
| Show Border (Useful when testing printer alignment of labels.) | Team Color (as Text)
Skip: 0 ki Top Margin Adj: 0 ::: in.  #of tags per member: |1 : +| External Household 1D
Print  Preview Claze

Example Output

i ' " ™y
Trevor Jazriel Peter I
Allan & Lawrence iﬁg Brooks 'ﬁ
- 400 Purple 1780 Blee Hane
. Team IJ y.
( Elizabeth Trey ) Ben )
1
Riley .ﬁ Lawrence '&‘ E Carson ﬁ
200 Furple 1740 Vilow 1110 Red
{ N J ) Rachael i
ora ane achae
-~
Sabello 'lﬁ' Paxwell sy Clark ﬁ
300 Furple || I 1880 eren 1315 Fied
. L
James Gillian Rose
Uppanheim ﬁ Mundy \A : Duyle ﬁ
170 Purpls 1780 Er) Cossn
'
Bonnie Helen Lucy
Blakemars g Moble @ Easton
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17.21 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.

a To enter the number of points spent, select Tools > Club Store from the Main Menu bar.

Report Dialog

Report: Point List and Worksheet

Club Secretary for data entry.
Tip: Ge to Teols > Club Store to enter the number of peoints spent.

 Selection Critenia
cubNome: (TS
Team Mame: (Al Teams) 25,
Member Type:  Clubber e
Member Status: (Al Statuses) -
Member Code: ({blank = all codes)
Optigns.

["] Print each Group on a separate page

Print.

Description: A list of members and their net points, This report may be useful for Store Might because it can be
used by the Store Keeper as a worksheet to track the number of peints spent, and then returned to the

R

. Group By

) <none>
) Club Name
) Club Marne, Team Color

Club Name, Team Name

| Sort By

) First Name
) Last Name
) Points (Highest to Lowest)

Preview Cloze

Example Output

Selden, Sawyeds

Paint Listing as of 112002014 ANl Chubs) ASC Awana Club
AN Statuses] Clubbers 4517 Example Street
(Al Teams) Madison, Wl 53714
Total Total
Hame Epints Apent Hame Epints Spend
Cubbies TET Adventsre
Adlington, Charity 55 Andrews, Brian 120 —_—
Aslingion. Douglas 78 P Erackenhaimern, Kabi 110 P
Eliot, Calab 0 Bunier, Samantha 140
Fobarson, Bridgetle &0 Carson. Christing 138
Selden, Samm a6 — Dixon. My 145 —
Journey Easion. Lucss 27 -
Bakar, Chaz - B, Farmesr, Jonah 18
Clark. Ethan " Farmes, Marjorie 110 I
Douglas, Janeita i — Jones, Jersmy 110 _
Grean, Ginger @ Rasche, Diane 85
Harmon, Dan @ Robertson, Tanya 180 I
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17.22 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

Repaort: Receipts Report

Description: 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. Totals for Offerings/Donations are also included.

Tip: This may be useful as a report to the Treasurer to account for monies received.
Repart Type
©) Summary (no Payment records are listed, just the Report Summary is shown)
) Deetail (each Payment is listed and grouped by Date Recerved and Type)
Select Payments received within the date range specified:
From: |9/4/2013 w| Tor 9252013 R

Print Close
Report Type: Summary
Receipts Report ASC Awana Cluky
4817 Example Swreat
Payments received from 30472013 1o 52572013 Magison, Wl 53714
Report Summary for 0472013 to 9252013
Sum of Actual® Payments and Offerings: $40.25
Motes
Payment information Amcunt Unapplied
4 payment records in total S35 00 £0.00
4 actual® payments received 335,00 30000
Distribution of Actual® Payments Received:
Amount applied 1o Duss 33500
ATOL ikl B DookE. LAMDITE
0 O PR TR P 5000
Offerings/Donations Received:
Offeing/Donation Fund N ~ AT AR RSOID6 0% TSR P Rpeese
Eund 1D Amaunt Teened TRE BlOee aned it Diedounr
2 Missions 8528 PSR RS ENCE TR RIREETT LDIRCTOE
m TR EROTRS Iy T St
3525
Mot Ofering COFIICT STOLNS N TKE] BESIrREY
1o e reccros
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Report Type: Detail

Recsipts Report ASC Awana Ciub
4817 Example Swreat
Payments received from 30472013 1o 52572013 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 T 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 3000
Report Summary for /472013 to S26/2013
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 " “hoaar FEEODS B8 Fose M rEprese
T iy MeDEbEd T Solha08 o T
2 Mismsions PR AR £IR0R Thibe Mepiided ACHINCIA0R
TR MROrDEd By e

e YNNG TORRON FTOUNS 308 TR SSIrINY
SO ST NSCONGE.
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17.23 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.

" | On thereport dialog under Options, choose a custom report title for VBS, Camp or other registration. See
the information about how to use AWdb to track VBS or other summer programs.

Report Dialog

gistration Form

Description: A report to create blank or pre-filled forms for registering Clubbers and/or Leaders for a new club year.

Tips: 1) If you intend to print pre-filled registration forms for a new club year, remember to run the New Year Setup first.
2) You can customize elements of the Registration Form under Admin > Options > Registration Form.

_ Repert Type i | Options
Clubbers: Report Headings
[} A blank form used to register new Clubbers 71 Use the default headings for an Awana club registration
A Pre-filled form used to re-register existing Clubbers Use the following for VBS, Camp, or other registration
Leaders:

() A blank form used to register new Leaders
"1 A Pre-filled form used to re-register existing Leaders
Customizable Columns (in the Clubbers sections)
P T A School Name column along with applicable data

"1 A column with a heading: |

-

Houssholds with a clubber sttending (20 77| or more times™

frome  9/3/2012 sl tor 57172013 e

o) All Households {matching the criteria entered above) In the Medical Section (below the clubber list), display

| Only those Households selected below o) Clubber/Doctor/Dentist/Allergies/Meds/Special Needs
i | Include fields for Insurance Co and Policy

"1 Alternate Medical Text from Admin> Options> Registration

* Graduated and Archived Members will be excluded || Include phones and/or e-mail addresses marked a5 Private
** Select zero times if this is your first year using the database O Dhsplay a summary of Fees and Payments in the Office Use area
= F it @ info_ | ! Print Preyiew Clase
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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 Siesi

Club Year: 2013-2014 - Please Print - Madison, Wl 53714

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
Addreas 41 Biechwood Circle: Cell Fhone  (505) B55-B558 Jarice
Madison, W1 53714 E-mai
Birth Dasa: oy Sender  Male Ermemguncry
- — Home Phone (008) BTE-ETET Javo o Janice:
Homa: ChurosEase Madiscs Baptist Churcl Wark Phong
Mwana Service History
Cub Leadershi Roie Cib Year Church Name Mote
Joumey Leader 20152014 East Wadison Baptist Cherch
Journey Leader 20122013 Easl Madison Baptist Chach
Jourey Leader 2011-2012 Esst Madison Baptist Cherch
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 BIR200T
Getting Started Training - Part 7 &/11/2007
Chid Frotegiion Trsiniog. . 1152004
Backgmund Check: Bi3200a
Service Opportunities
Whan i(al:‘i of childran deyou p i"i 12 week with?
_Mungry _ Presohoed  _ E-3 Fem-fr Gr _ Gm-liee Gr

Wit Lacprobiy Noles wew yooy ivbymred in?

o Laseesr  _ Laader  __Duwectsr  _ Gama Desstes  _ Mose  _ Rescedimesing  _ Councl Tene

o SeacalEwenns Ovear
CPR Trpimadl? e Vb o N
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'pbbcn of orher
1) Chrmittment to serve vith itegricy and bilow dub leadership protonal, requirerents, LIT ndicasor, mine
Tlmupudmehmbb:bfwngmfmnurtaﬂmqmﬂ rotes, date the ink v updered in
3) mk ghout anyfeonconictions, 4) grant sutheristion fbr the church AN, e, Comomize the bet under
1o rum & onhdential backgosd chech, 2a ma > = Pegit #ian
U, =2
T ou can change the fore byrusing M5 Word of even Woediaid 10 composs: your Culom B, Onde 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 FEad 80 BgTES 16 the Terms s Conditons stBled above
X

Signature of Leader Diats
112002014 12:20:08 PM * Phona numbers and E-Mail addresses marked a5 privaie will bs considessd confidantal

17.24 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).
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Report Dialog

 Repert Type

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.)

(@) 11, List each member, followed hytheulsi‘lur;

() 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)

) Vistted in Club Year: 1 14 © <ncne>
- ) Date
o) Visited .... From: |9/4/2013 ] _
- ) Club Name
3 1 -
Te: [W25/a3 (@) (”) Date, Club Mame
The "Brought By” Member's () Date, Club Marne, Team Colar
Club Mame: {All Clubs) 1) (_) Date, Club Name, Team Name
Teamn Mame: -(#II Teams) il
Member Types | Clubber -1 Sart By
T . () First Name
Member Code: (blank = all codes) -
(©) Last Mame
_ Options
2 Apply shading to alternating 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
LT Al Teams) Madisan, W1 53714

Carson, Bem [ Lerreing Saram & TAT Cnallangs S42013

Jerring, Saren & TAT Challenge G253

[Emston Lucas 3 Jomms Jmramy 5 TAT Advertune GRS

Easion, Ly [ iz, Mlyra 4 TAT Adventure SIS

Humber of Members: 3

Husmiber of Wisitors: 4

Hete: This Regert Typs 1 will includs: visiior names even if the visitor has been deleied
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Report Type #2

Visitor List [AN Clubs) ASC Awrana Club
VRIS amendng Fom 4203 0 RIS 4817 Bxampla Steet
(Al Teams)] Madison, Wl 53714

Dieoe, Wyra 4 Eason Luy § TAT Adveniurs YI52M3

Lmreeg Daee ] Carce, Ban § TAT Challenge QDT

Cance, Ben § TAT Challenge Y2523

Jones, Jesemy -] Ension Lucas 3 TAT Adventre YZSHHI

Humber of Visilors: 3

Hag This Repon Type 4 will nol include The names of visihors who have been Selsted

Report Type #3

Visitor List Summary ASC Aweana Club

it of Visioes from 00201310 9252013 4817 Eample Strest
Madisan, Wl 53714
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18 The Inventory Module

L
5’ 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. By setting re-order levels, the
Inventory Module will proactively 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.

Example of automated inventory: with Inventory Tracking preferences set, when an award record is
generated, the award item is deducted from the item's quantity in stock. If the item's quantity is low
enough to trigger an order, it is added to an open order or a new order is created. After placing the
order, when the item is received, the item's quantity in stock is increased.

The Inventory page manages Items and Orders. For an overview, see Working with Inventory.

+ Approved Workman Database - A Sample Church - Trial License - 10 days remaimning

file Yiew Jools Window Help LUser: Jane Smith Teday is: 11/20/2014 '__ﬂ Primary Database
Search Members: L a Mo windows are open~ | Cumrent Club Year: 2013-2014  +| Club Date: |11/13/2013 | Week 11 Form Size =
Home Iterms  Orders
Clubbers Q’H E‘d & Search Inventory: I"-ﬁ. Show: ftems we use || Action * |_u3 |-L-‘=iJ i) ]:[Cn |.k,_.?‘
L Dirag & column hesder here to group by that column g
HouSEhES | |a/in Lise | Category 0 BaseClub___ St heme  MPK - Description Notes :;‘9 Cot el
Checksin v  Sparks Sparks 79290 SkyStormer Emblern - Yellow 5 6T §
Ledger v: Sparks Sparks 79329 SkyStormer FF Extra Credit Cards - MKJV 1 T\ 8
| Sparks Sparks 79847 Hang(lider Frequent Flyer Sticker 140 848 %
Awarnds ~|  Sparks Sparks 9855 Sparks Activity CD 1 FE ]
| Sparks Sparks 20160 Badge Magic Sheet - Rank (crescent) 1 83m 5
Ewvents v| Sparks Sparks 20995 WingRunner Frequent Flyer Sticker 140 S400 &
| Sparks Sparks 81007 SkyStormer Frequent Flyer Sticker 140 848 %
Conell | Sparks Sparks 81525 Badge Magic Sheet - SkyStormer Rank (round) 1 fam %
Donstions |  Sparks Sparks 81533 Badge Magic Sheet - Review [wing-shaped) 1 am %
| Sparks Sparks 83034 HangGlider Pilet Wing Badge - Green 5 69 %
Reponts w| Sparks Sparks 83042 WingRunner Filot Wing Badge - Blue 5 IS.Q 5
[ 1l ~|  Sparks Sparks 83051 SkyStormer Pilot Wing Badge - Red 5 L
| trwentony | | ___EEE--_ﬂml
----------- ] | Sparks Sparks &3077 Achigvernent Jewel - Green 50 8440 8
Ao | Sparks Sparks 83085 Achievemnent Jewel - Red 50 3449
| Sparks Sparks 23T Sparky Puppet 1 178§
| Sparks Sparks 92951 Flight 3:16 Entrance Bookdet - ESV 25 57T W
v|  Sparks Sparks o208 92996 HangGlider Handbook with Audie CD - ESV 1 f8e % 2
|  Sparks Sparks 93004 93012 WingRunner Handbook with Audio CD - ESV 1 8% %
| Sparks Sparks g3021 93039 Sky5tormer Handbook with Audic CD - ESV 1 §999 ¢
|  Sparks Sparks 93300 HangGlider FF Extra Credit Cards - ESV 1 LEE
= Sparke Sparks 93318 ‘WingRunner FF Extra Credit Cards - ESV 1 §7.89 ¥
1388 iterns 3
< >
Wersion 5.3.03  Data: ChApproved Warkman'\Data

18.1 Items

==

L Click on the Inventory > Items tab to open, add, or delete inventory items.

AWdb periodically updates the inventory, 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.

© 2021 Leffler Systems



192 Approved Workman Database 5.9 - User Guide

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!)

+ Approved Workman Database - A Sample Chorch - Tral License - 10 days remaimning

Eile View JTools Window Help User: Jane Srnith Today is: 11/20/2014 ﬂ Primary Database
Search Members: Lo a No windows are cpen = | Cument Club Year: 2013-2014 > | Club Date: 11/13/2013 |~ Week 11 Form Size =
Home Iterns  Orders
Clubbers [::a Q:d E_d Search Inventory: | | Show: ftems we use ~ || Action ~ Lf:i L:; 1= (2] |_509'
Leaders Drug a column header here to group by that column L
Households Mpk e P
ol kg Sell
#* |n Use Category o Baze Club Statue leern & hem & Deseription Mates aty Cost =
Check-in v| Sparks Sparks 79290 SkyStormer Emblern - Yellow 5 567§
Ledger | Sparks Sparks 79329 SkyStorrmer FF Extra Credit Cards - NKIV i 7w 4§
V| Sparks Sparks o847 HangGlider Fraquent Flyer Sticker W N N
Awards | Sparks Sparks 79855 Sparks Activity CO 1 8% 8§
|  Sparks Sparks 80160 Badge Magic Sheet - Rank [crescent] 1 37 %
Events | Sparks Sparks E0995 WingRunner Frequent Flyer Sticker 140 S48 @
| Sparks Sparks 81007 SkyStormer Frequent Flyer Sticker 140 848 @
Conml »| Sparks Sparks 81525 Badge Magic Sheet - SkyStormer Rank (round) 1 fam %
Donatiotl |  Sparks Sparks 81533 Badge Magic Sheet - Review (wing-shaped) 1 3279 =
v| Sparks Sparks 83034 HangGlider Pilot Wing Badge - Green 5 68 5
Repons | | Sparks Sparks B3042 WingRunner Pilot Wing Badge - Blue 5 lﬁ.ﬂ' §
T | Sparks Sparks 83051 Sll:yStormer Pilot Wing Badge - Red 5
Rt @ [spaks  Spaks [ [m3060 | [Achievement Jewel - Blue —mmm
Ad """ | Sparks Sparks 23077 Achigiement Jewel - Gresn 50 8440 W
e | Sparks Sparks B3085 Achievemnent Jewel - Red 50 449 8
| Sparks Sparks 83710 Sparky Puppet 1 ST S
|  Sparks Sparks 92951 Flaght 3:16 Entrance Booklet - ESV 25§12 8
| Sparks Sparks 92988 92996  HangGlider Handbook with Audie CD - ESV 1 80,9 @ "
| Sparks Sparks 93004 93012 WingRunner Handbook with Audio CD - ESV 1 5899 @
~| Sparks Sparks q3021 93039 SkyStormer Handbook with Audio CD - ESV 1 9, &
|  Sparks Sparks 93300 HangGlider FF Extra Credit Cards - ESV 1 LR -
v Sparks Sparks 93318 WingRunmer FF Extra Credit Cards - ESV 1 LT .Y
1389 ibermns 3
< 2
Version 5.3.05 | Data: ChApproved Warkman'Data
Toolbar
Icon Action Description
~ | |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.)

.-
it
i

New Item Opens the Inventory Item window with blank/default values to create a
(Ctrl-N) new inventory item.

.-
it
i

Delete Item(s) |Removes the selected item(s). We recommend not deleting items.

(Ctrl-D) Instead, set the item as being "Not in Use".
Q 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 Items, Items we use, or
Items we do not use.
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Add Item to
Order* there is not one currently open.

Adds the selected item to an open order. A new Order will be created if

&

as In Use*

Mark Item(s) |Marks the selected item(s) as one(s) that your Awana program uses.

&

as Not In Use* |use.

Mark Item(s) |Marks the selected item(s) as one(s) that your Awana program does not

Set Expense
Category*

Sets the expense category for the selected item(s).

| |Grid Tools

or exporting data.

Lists actions related to the grid such as: saving or resetting a grid layout,

* 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.

18.1.1 The Inventory ltem Window

E-'] Opening or creating a new Inventory Item opens the Inventory Item window to view, modify or

enter details of an item.

fem & Deseription: (used on Fees, Awards, & Orders) Pkg Qty:  Image: ™ (right-click image to aod edit)
TTaE1 ‘WingRunner Handbook with Audio CD - NE™ 138
Cost™ Sell Pricee Qtyin Stock:  Categony

$9.99 51000 5 = [Sparks -

Detailed Description Ordering  Club Usage MNotes

The WingRunner handboak covers Judges through the birth of Chrst,
with 12 exciting biographies that show kids the people in the Bible were
real! WingRunner comes with a CD featuring dramatic readings of each
biagraphy - with music and sound effects - and a timeline to help
Sparkies follow along. Take children on a chronalogical adventure
through the Bible! 112 pages. Spiral-bound. & 1/4” x9", 3 RIUs™",
“Spanich resources and products are available online at
swana.org/espancl and awana.crg/store.

"*RUs=Rorheimn [nsttute Units: the number of credits Awana workers
«eam for each completed course of study or training opportunity.

Catalog Status: Supersedes term £ Superseded by #:  Superseded Date:

* Awana is a Registered Trademark of Awana Clubs International, and their Marks are used by permission. Leffler Systems is solely responsible for the
Approved Workman Database software and is nat endorsed by, or affiliated with Awana Clubs Intemational. The Inventory records represent items in the
Awana Ministry Guide and are updated by Leffler Systems at least once each year (typically in August) after you renew your support plan, ttem prices and
availability may change throughout the year and it will be your responsibility to update your inventary records if when you become aware of changes.

Browse On Order Ne | Order is still Open

Stock Cost: 59.94 Muodified 7/31/2012 8:47:52 PM by System
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Toolbar

Icon |Action Description

Close Closes the Item Window without saving current changes.

S e
Iﬁ‘ Save and Close | Saves the changes and then closes the Item Window.

|L_.l| Save Saves the changes and leaves the Item Window open.

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.
@ Delete Item Removes the item(s). We recommend not deleting items. Instead, set
' the item as being "Not in Use".
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.
% 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:

e Item # and Description - for items from Awana Clubs International, these fields match the
information in the Awana catalog. For items you buy elsewhere, set as desired. The search box
works on these fields.

¢ Pkg Qty - number of items that come 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.

e Cost - amount used when an item is placed in an order. It should match Awana's current catalog
price, if applicable.

e Sell Price - amount used when a fee is created.

If your club does not have a large budget, consider slightly increasing the Sell Price of items like
uniforms and books to help cover shipping costs.
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¢ Qty in Stock - number of the item you currently have. The default is 0. If Inventory Tracking
preferences are set, this value is adjusted automatically as items are depleted by assigning books,
when awards are earned, or when manually 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.

e Category - drop-down list which is populated based on Admin > Generic Lookups > Inventory
Categories.

This is especially useful when filtering the Item grid.

« Image - for items from the Awana Catalog, the image will be provided. It can be modified by right
clicking on it to paste or load an image from a file.

Detailed Description

The main area in this tab is for a detailed description of the item. This will normally match the text found
in 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. It could get confusing to maintain, but by renewing
the AWdb Support Plan each year, these details will all be maintained. Otherwise, this is where to 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 Description. Ordesing | Club Usage | Motes

Vendor Marme:

Swana Clubs International LT

| A multi-pack is available if ordered using the following Irem#®

Bermn = Descnption: F‘kg Q'I::r'
Traca| WingRunner Handbooks with Audio CD - MKW 5
Cost:

Use the multi-pack ltem £, Description and Cost data when
§44.99 “iserns are added to an Order

Obzalete do not arder, oth&nwse:

When Qty in Stock of Order a
hem £ 77081 is: Qty of: Of Tbern 2:
25 15 17959

¢ Vender Name - selection options are determined by Admin > Generic Lookups > Vendors.

« 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, with
Inventory Tracking options turned on, these fields indicate when the item should be added to an
order and how many to order.

© 2021 Leffler Systems



196

Approved Workman Database 5.9 - User Guide

Club Usage

The Club Usage tab includes information on if and how an item is used in your club.

Detailed Description Ordenng Club Usage  Notes

v|Thas is an item we use in our club
Tip: Check the bax o have this item displayed in the Inventory List when
you select “Show items we use”

Uge this itern 2t a choice in any AWARD related drop-down list

| Use this item a5 a choice in any FEE related drop-down list

Use this itern as a choice in any UNIFORM related drop-down list

This is used for the Annual Dues for Club Year: il
The relevant Base Club Name [f any) = Sparks -
The default Expense Category Name is: =

¢ 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.

o 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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18.2 Orders

=" 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 AWdb does not actually place the order with Awana Clubs International. Itis only a
tool to help in the process.

| + Approved Workman Database - A Sample Chorch - Trial license - 10 days remaining

Eile View JTools Window Help User: Jane Srnith Today is: 11/20/2014 j Primary Database
Search Members: i g“owlndm are open~ | Current Club Year: 2012-2014 | Club Date: 1171372013 |+ Week 11
Home lterns Orders
Clubbers | | S Sgb i | Shows 2013-20W  |v |_u:: [ e 1 |—-.,.'
L Drag a column header here to group by that column
Hous # Date 0  Order Status E.Tmm Vendor Order® PO 2 Order Method  Ship Method  Line lterms  Sub Total  Tax f::i;ping Total Pai
Checi 8/14/2013 Closed 81472012 Email UPS Residential 5 53791 $37.91
tedger | |* ENEEHE || Jemal  |UPSResidental 4l saem| [ | sae;) |
V2213 Open Email UPS Residential 4 S60.17 56017
Awands
Events
Contacts
Donstions
Reperts
Imventory
Admin 3 orders 13 3050 0.00 0,00 305.m
£ E
Wersion 5.3.0.5  Data: CiApproved Workman'\Data
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
=4 -
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.
b;! Grid Tools Lists actions related to the grid such as: saving or resetting a grid
Zo

layout, or exporting data.
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18.2.1 The Order Window

ﬂ Opening or creating a new Order opens the Order window to view, modify, or enter details of an

order.

Creating an order within AWdb does not actually place the order with Awana Clubs International, but
can assist in placing the order.

|} Close [ ssvesndClose | Save - o Delete Order (-, Print Preview (2. Edit Contactnfo | 5 @8

Club Year: Order Date: Purchase Order: Order Methed: Shipping Method:
2013-2014  |p=| 10/272013 | Email ~ | UPS Residential e
Comments: Ship Te:
Comments entered here will appear Janice Allan
on the printed order form 876 Worth Ave
_— Madison wi 53714

The order is Open. and line items may be added, edited, or deleted.

Vendor Order 2 Invoice 2

| Invoice Paid  Payment Ref:

_é Mew Line tem _F‘ﬂ Save Line ltem _é Delete Line Item QB Ef_d Open Inventory ltem il;;:l ﬁ'E L._.:' Grid =

Order Status:
Open wr

Browse | Order ID: 31

Created 11/20/2014 3:06:48 PM | Modified 11/20/2014 3:08:13 PM by Jane

o Line2 Hem Number  Description Bpense  pggy I Cost  Edension
1 4708 Awsana Grand Prix Trophy Design Plates General 3 1 51.99 §1.99
2 95165 wana Grand Prix Participation Certificate General 10 1 53.29 §3.29
3 95174 Avgpna Grand Prix Poster Set General 3 1 §4.99 §4.99
1 |
4 items §10.27 1027
Notes Comments entered here will not
appear on the printed order form. Seles Tex:
They are for your internal use UnI}f Shipping/Handling:
d“.ﬁ--'""' Totak £10.27

Toolbar

Icon |Action

Description

Close

i

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.

Print Preview

| e

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
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=2 Edit Contact Info | Opens a dialog to edit the Contact and Ship To information for this
' order which will override the Admin > General > Supply Order -
Default Values.
”::_; Refresh Refreshes the data currently displayed in the Order Window.
8 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.

¢ 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.

¢ Submitted date - set automatically when Order Status changes to Submitted, but can be
changed.

¢ Comments - notes to be printed on the order form. This is useful if the order is mailed, e-mailed or
faxed.

¢ Invoice Paid - indicates the invoice has been paid. Enter additional information in the Payment
Reference field.

¢ Notes - additional information related to the order that does not need to be printed on the form.

¢ Sales Tax and/or Shipping/Handling costs - enter the amounts. The Total for the order is
automatically calculated.

© 2021 Leffler Systems



200 Approved Workman Database 5.9 - User Guide

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 5hip To

Marme:

Ship To

Mame:

Address Line:

City / 5t/ Tipe

Contact Person

Daytirne Phone | B08-555-1212

E-Mail Address: | maryelizstremboli@cbeoglobal.net

Mary Elizabeth Stromboli
9876 Western Bloomingrove Ave

Prairie Du Sauk Wil

Mote: Changes made here to the Contact and Ship Te info apply only to
this ingle order. I you need to change the default values for all future
orders, go to Admin > General > Supply Orders - Default Values.

Save and Close

Cancel

ao| 53590-9676

Line Items

7 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
=2 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.

ﬂ 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.
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Item

Open Inventory

to see more details.

Opens the selected item in the The Inventory Item Window in order

Grid Tools

layout, or exporting data.

Lists actions related to the grid such as: saving or resetting a grid

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.

| " Order: 5782074

| "r Close L@sa.-eana Clase |} Save A Delete Order -, Print Preview (2] Edit Contact Infe Fad 4
Club Year Order Date: Purchase Order: Order Method: Shipping Method: Vendor Order #:  Invoice 5 Ovrder Status:
012-2013 |z (SF8/2014 x Ernail = UPS Residential X Received e
Comments: Ship Te: Submitted:
Janice Allan P
876 Worth Ave mvoice Paid  Payment Ref:
Madisan Wil 53714
o 4'—'| Save Line ltem & Q{‘,l L:B Open Inventary lte v = L\,__JI Grid =
| The order is Received. Rovd, Gty Rovd, and Cost fields may be edited. |
Line lvem . Esxpense Pky Oty Oty Oty on :
® R
#  Mumber Description Category Oty cwd Ordered. | Rovd 8/0 Cost  Extension
1 T4190 HangGlider Handbook with Audio CD-NEWV Designated i [ B [} i} §0.99 £56.94
I 2 Tod468 T&T UA Award Bone - Blue General | 4 4 0 §0.59 396
i TTe T&T UA Award Bone - Green Gener- 10 4 1] 4 80,99 §3.96
You will not have to manually update your
inventory records when you receive your
supply order because as you mark each
line item as received, your inventary (Qty
in Stock values are automatically
3 items increased by the Qty received §11.47 67.86
M |
ofes Sales Tax
Shipping/Handling:
Totalk S67.86
Edit Order ID: 81 Created 5/8/2014 12:41:26 PM | Modified 5/27/2014 1:17:57 PM by Jane

4. Closed - indicates everything related to the order is completed. Setting this status prevents the line
items from being modified.
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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".)

If not using the Expense Category feature, go to Admin > Options > Inventory and Ordering. Clear
the check box for "When adding new line items to an Order, display the Expense Category
columns and populate it with the default value as set in the related inventory record".
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19 The Admin Module

Since there are many ways to run an Awana Program, there are many ways to customize AWdb. The

Admin Module provides lots of customizing options. Be sure to explore each tab!

When using Check-out/Check-in, all tabs are not shown in a Secondary Database. Also, only "Admin"
users will see all the tabs. Non-Admin users will only have access to some Database Utilities.

 Approved Workman Database - A Sample Church - Trial License - 5 dzys remaining

Eile View Tools Window Help User: Jane Smith Today is: 11/25/2014 _ﬂ Primary Database
Search Members: (= Q Ne windows are open > | Current Club Year | 2013-2014 |+ Club Date: 972572013 = | Week4
Home: T General ‘_Ea Generic Lookups :‘,‘.'[ Awards L& Options | 4550 Curriculum I-nk-:,.'r Users Lﬁ? Club Setup L Database Utilities
O Club Mames, Logos, Dues and Points | Club Assignments | Club Calendars | Grade Assignments | Team Names | Custom Fields
e Shows | 2013-2014 | Club Status: |Active ) 8 New Club B, Delete Club [ o) Merge Clubs | [, 2] &
House Club Year 2013-2014 2013-2014 2013-2014 2013-2014 2013-2014 2013-2014 2013-2014 e
- Starting Date 9/4/2013 9/4/2013 9/4/2013 9/4/2013 9/4/2013 974/2013 9/4/2M3 L
Ending Date 47237204 4/23/2014 4/23/204 42372014 4/23/2014 4/23/2014 4/23/2014
Ledger Meeting Day ‘Wednesday Wednesday Wednesday Wednesday Wednesday Wednesday Wednesday \
Mumber of Weeks 34 34 34 £ 34 34 34
Awards Base Club Awana Puggles Cubbies Sparks Sparks Truth & Training Truth & Training 7
Evente Club Name Awana Dugglﬁ Cubbies Sparks baoys Sparks girls T&T Adventure T&T Challenge
Logical Order 50 50
Contacts Club Status Active = Active Active Active Active Active Active
Denations
Logo
Weekly Dues Amount 50,50 50,50 $0.50 .50 $0.50 5050 .50
Inventory
Annuzl Dues Amaunt $17.00 S17.00 §17.00 $17.00 $17.00 $17.00 S17.00
Admin Room Location Nursery B A Wing A Wing E Wing B Wing i
Checked Out
Checkout Key
Pis fer attending Club 10 /] (1] 10 il 10 10
Pts fior attending Church * 0 0 0 10 10 10 10
Pts fior weearing Uniferm 0 0 0 0 o 0 o
Pts for bringing Bible 10 [ 0 10 10 10 10
Pts fier bringing Handbook 0 0 0 10 10 10 10
el D n o n n " n e
* Denotes a column whase Display Name is customizable under the Custom Fields tab
Version 5.3.0.5 | Data: CApproved Workman'Data
¢ General - pages for Club and Church Info, Local Awana Missionary, Supply Orders and Notes
¢ 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
¢ 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; includes the
Set Point Values utility used to globally modify handbook section point values
e Users - user accounts for all persons who will be granted access to the database
o 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, Notes and Responsibilities for each week can be set under the Club Calendars tab.
o Database Utilities - tools for managing the database
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19.1 General

"4k 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.

4 Genensl | 3 Generic Lookups ) Awards | g% Options |12] Cumicuium B vsers @) ClubSetup | 48 Database Utitities

Club and Church Infie| Local Awana Missionary  Supply Order - Default Values Notes

Customer #; 123456730 (Church ID according to Awana)

Registration 987654321 (Exarnple: “US000112" needed for MGO)
Contact Narme Mary Elizabeth Strombeli Ordering Method:  Ernail ¥
Daytime Phone: 608-555-1212 Shipping Method:  UPS Residential .
E-Mail Address: maryelizstromboli@sbeglobal.net

Use a “Ship To" Mame and Adddress that is different from

i B 1-808-202-8227 the Church’s name and address when creating new orders
Awana's Fax & 1-877-292-6232

Awana's E-Mail: awanaservice@awanaorg Marne: Mary Elizabeth Strombali

Awana's Web Site: | WiwiW.awana.ong/store Address Line: 9875 Western Blogmingrave Ave

Awana's Address: PO Box 387 City/ St/ Zip: PraiieDuSauk | W = 53500-3875

BAwana's City/St/Zip:  |Streamweod, IL 60107-0687

Local Awana Missionary

The Awana Missionary information is for reference.

b, Beneral ;) Generic Laokups ‘:9_; Puesards | | 5 Optians Lﬂ. Curmiculum 33 Users % Chub Setup ) Database Litilities

Club and Church Infio Local Awana Missionary | Supphy Order - Default Values | Notes

Missionany Mame: m

Address Line 1t 123 Oak 5t

Ciny / State / Tipe Madison WD o (53714
Office Phone: (T17) 4a4-1212

Home Phone:

Cell Phone: (712) 3225876

Fax Line:

E-Mail Address: tmithEgmail.com
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Supply Order - Default Values

This information is used when creating orders from the Inventory Module.

% Options {L‘i? Curriculum 2.‘) Users -E ClubSetup | g% Database Utilities

Club and Church Info  Local Awana Missionary Supply Order - Default Values  Notes

Customer & 123456739 (Church 1D according te Awana)

Registration # 037654321 {Example: “US000112" needed for MGO)

Contact Mame: Mary Elizabeth Strombal Ordering Method: | Email e

Daytinne Phane: 608-555-1212 Shipping Method: | UPS Residential &

E-Mail Address: maryelizstrombali @ cbeoglobal.net . o
Awans'sPhone: [1-866-292-6227 the Churchs name and addeess when erening mew order
Awana's Fax 1-877-202-6232

Lowana's E-Mail: awanaservice@awana.ong Mame: Mary Elizabeth Stromboli

Awana's Web Site: Www.awana.org/mgo Address Line %876 Western Bloomingrave Ave

Awana's Address: PO Box 347 City/ St/ Zip: |PraiieDuSauk  WI > | [53590-8576

Awana's City/SU/Zip: | Stresmwood, IL 60107-0547 LISA

Notes

This page is for keeping any additional or miscellaneous information you need to track.

19.2 Generic Lookups

88 The Generic Lookups tab contains a list of categories of drop-down lists used throughout AWdb.
Select a category on the left to display the selection options on the right.

H =

Generic Lookup Values are used to populate the warlous drop-down lists throughout the database. You may oustomize the items by selecting a category and then editing the
walues in the grid.

Category Carrier Name Damain i
Cell Phone Carriers Al Click here to add a new row
Church Names
City, State, Zip k ATET toct.att.net
Club '\'e:lrn Alttel maessage.alitel.com
Ezﬂ'"t;“ct 35:;:.:555 BellSouth blsdes.net
Contact Relationships Boost Maobile myboestmobile.com
Cﬂ"".c' T;pﬁ . Cellular One mobile.celloneusa.com i
Ef:nﬂttslon urpose/Funds Cellular South csouthl.com
Espenze Categories Cincmnati Bell gocbw.com
Inventory Categories Cricket sms.mycricket.com
:'_::g::ﬂf; Roles Einstein PCS einsteinsms.com
Leadership Training Metro mymetropcs.com
School Names Sprint messaging. sprintpcs.com
Section Group Mames Mobil |
Shipping Methods T-Mobile tmomail.com
States U.5, Cellular email.usccnet i
Titles M = s s Mo e T

¢ 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.
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19.3 Options

207

L 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!

Members

This tab provides options related to Member windows.

/4 General | 3 Generic Lookups 15y Awards | g Options || Cumiculom £, Users &) Clubsetup | g Datobase Utilties
[Members | Check-In | Registration Form and Reports | Paths | Inventory and Ordering | Misc | Fees and Dues | System Reminders
| Derive a member's Greeting text by using the "Greeting Word" + Name as selected below:
Greeting Word: (e.g. “Dear”) |Dear + the value of the:  Preferred Name 2 | field
| Use a member's Title when desiving the Mailing Name (2.9, Miss Suzie Smith)
| Apply the default area code when entering member phene numbers (see the Tip under the Admin > General tab.)

+| Use the Church's City, State, and Postal Code as the default values when creating new members

Tip: Regardiess of whether or not you select this aption, you can always skip the City and State fields Jleaving them
blank) and emter a Postal Code and the City and State values will fill in automatically based on entries for “City, State,
Zip” under your Generic Lookup Values,

+| Use our Church Mame as the default Church Mame value when creating new members
| Chverwrite City and State values when the Postal Code changes and a matching record is found in the lookup table

+| When tabbing through the address fields, skip the City and State and go to directly to the Postal Code field

Tip: If you prefer to enter the Postal Code first so that the system will always lookup the matching City and State
values, you can use this feature to set focus in the Postal Code field a little faster.

| Allow member records to be saved without an address

Show the External ID fields on the Member form (External 1Ds may be used a3 8 link to your Church Database)

Check-in

This tab provides options that deal with the Check-in Module.

/A General | 3 Generic Lookups 1y Awards | g Options 5| Curriculum B, Users G8) Club Setup | 8, Dotobase Utilties
Members Check-In | Registration Forrn and Reperts  Paths | Inventory and Ordering  Misc | Fees and Dues | Systern Reminders

SpeedCheck Auto-check Club Attendance

When the SpeedCheck feature istumed o2 v| Auto-check feature for Club Attendance
lect fields that should be checked .
B Automatically "check” the Club Attendance checkbox if it is empty when

tomatically when the Club Attend - - .
::ecrl::;:i‘: ?h:lcl::d_ = endance Ull;llft:l'l;. Bible, Book, Bonus, Visiter, ar any handbook Sections are
checked,

| chucn S

v Tig! Keepin mind that if sy handboek section has been marked
Dues Pd 0 completed for the selected club date and this festure is enabled, you will
= not be able to clear the attendance checkbox. This makes sense of course
Uniform Ll but could be puzzling if you are trying to clear the sttendance and have
Bible o] overlooked that a section had been completed for that date,
bl

Book
B

H

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.

| General | 33 Generic Lookups %} Awards| | g Options 1 cumicuum | B, vsers % Club Setup | g% Database Ufilities

Members Check-In ERggistraﬁnn Form and Repcms§ Paths | Inventory and Ordesing Misc Fees and Dues  System Reminders

Terms and Condtions  Instructions and Background Check  Office Use  Altenate Medical Tet  Permission Defaults

Form Type: Clubbers () Leaders
Terms and 1] | undesstand that my child/chidren may paficipabe in physical acities such as thoze held dung Game
Conditions. Time. Az with ary physical achwiby. there 15 a nsk of inpury. | fully accept this nsk and hold haimless fom any

legal hzbably, E ast Madizon Baplist Chuech and snp persons mvabved in the Sveana Club ministry
Tip: If you want to
change the fant,
you can use MS

2] In the evert of anemergency that requites medical reatment for the above named child/childien, |
undershand every effort vill be made: to conback me of my emegency cortact, Howewves, if |\se cannot be
I sl o Ehe St vnllunl seciee fhe serices of s lic sician ho

Instructions and Background Check
This tab allows personalization of the instructions or background check notices to be included.

i._& General -_lﬁ Generic Lookups \%} Awards | @ Options l@ Curnculum &e} Users @ Club Setup L& Database Utilities
Members Check-In| Registration Form and Reports Paths  Inventory and Ordenng  Misc Fees and Dues  System Reminders
Terms and Conditions  Instructions and Background Check | Office Lln_ Alternate Medical Ted  Permission Defaults

Form Type: Clubbers Leaders
Instructions:

Text entered in this field [up to 3 lines) will appear at the top of the PRE-FILLED Registration form and would typically be
uged for a welcome followed by instructions for making comections to the data contained inthe pre-filled form:

Instructicons: Plesse review the following information fer sccuracy and make changes &5 needed. You may use the
backside of this form if you need more room to write.

Text entered in this figld jup to 3 line) will appear a1 the top of the BLANK Registration form and would typically be used
for a welcome followed by instructions for completing the form.

Please complete and sign this form. You may use the back side if you require more space. if you grant permission for
us to send text messages, please provide your Cell Phone Carrier's Name here: (e.g. ATAT, Verizen, ete.)

Backgrou

Office Use
This tab allows customization of the office-related information to include on the Registration Form.

| /A Genersl | 34 Generic Lookups | 15y Awards | g8 Options {al Cunicutum By vsers @ Club setup g, Dtabase tities

| Members | Check-In| Registration Form and Reports Paths | Inventory and Ordering | Misc | Pees and Dues | System Reminders

Terms and Conditions | Instructions and Background Check | Office Use Alternate Medical Text | Permission Defaults

Form Type: (@) Clubbers () Leaders
Office Use
This section appears in the lower right corner of the Registration Fees:
Farm. You may choose to use this area to keep track of amounts
owed and list the cost of various items such as handbooks and Dues

uniforms, |t mg also be the area where you indicate payments
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Alternate Medical Text
This tab provides the option to use a customized alternate text on the Clubber Registration Form.

|4, General | 38 Generic Lookups 13 Awards g8 Options || Cumicutum B sers 80, ClubSetup | g Database uniiies

) Members Check-in ER:qmrnliun Form and Reports | Paths | Inventory and Ordering Misc | Fees and Dues  System Reminders

Terms and Conditions  Instructions and Background Check  Office Use  Alternate Medical Text  Permission Defaults

Alternate Medical Text

If you prefer not bo use the standard layout in the Medical section of the Registration form that displays the columns of:
[Clubber Name ¢ Doctor / Dentist / Allergies [ Meds / Special Meeds | you can enter your awn test jup to 9 lines) in the
field below and then on the Registration Form report dialog select the option to use THIS alternate text instead.

any special medical needs relatad to your child that we need to be aware of, incluging f appropnate

Permission Defaults

Tis tab allows selection of which permission fields to update (on the Member form's Misc. tab) when
the registration is set to 'current'.

4 General |3 Generic Lookups %}mm [ options {21 Cumiculum | B users .E Club Setup | g% Database Utiiies
Members Check-In Registration Form and Reports Paths | Inventory and Ordesing  Misc  Fees and Dues  System Reminders

Terms and Conditions  Instructions and Background Check | Office Use  Altemnate Medical Text  Permission Defaults

Default Values used for the Permission fields

Use these checkboxes to set the default values of the various member Permissions (as seen on the Misc tab of the Member form).
When a member's Registration is set to "Current’, gither through the new Registration madule, the checkbax on the Misc tab of
the Member form, or through a papup menu item an the Clubber list, the Tollowing values will alsa be set automatically.

+ Activity Participation
« Photo Use
« Travel

Other

v Medical Release

Hete: Only “checked” vabues shawn above will be set automatically when a member's Registration is &t to "Currént”, Unchecked
walues will be disregarded and a members existing values will be unchanged.

Paths

This tab allows modification to the data paths for storing various files.

| General | 33 Generic Lookups %} Awards | g Options 1 cumicuum | B, users % Club Setup | g% Database Utiities

Members Check-In Registration Form and Reponts  Paths  Inventory and Ordening  Misc Fees and Dues  Systermn Remninders

The paths below indicate the physical location of the designated folders currently in wse:
Executable: (location of "ApprovedWorkman.Exe") ChUsers\Annette' Approved Workman
Data: (changeable from the Login dialog) C\Users\Annette' Approved WorkmanData
Reports (used when sending report output to afile):  C\lksers\Annette' Appraved Warkman

Backups: CUsers\ Annette
Help Files: ChUsers\Annettet Approved Waorkman
Custom Filters (used in the Grds): Chappraved Warkman

Database engin C:hUsers), ette’ AppData’\Local\ Temp
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Inventory and Ordering

This tab provides options related to the Inventory Module. See Inventory Tracking for more details.

|y Genersl | 3 Geneic Lookups | .%} Auwards| | g Options 15 cumieum | B, Uﬂs% Club Setup | g% Database Utilties

Members Check-In Registration Form and Reports I'JnhsI Inventory and Ordering  Misc | Fees and Dues Systemn Reminders

Autematically reduce the Inventory count of related items | Tip: Befare a new dub year begins, fake a physical inventory

when & new Award or Fee is crested or & new handbook is | count of your supplies and update each item's Cuantity in
“‘Igl’l:d i Stack and alio <8t your re-order levels, Then, a< you ﬂ!liql\

boaks and uniforms and awards are eamed AWdE will keep
track of your depleted guantities and automatically add line

Automatically increase the Inventory “Quantity in Stack” items to an Order form.
| when orders gre marked as “Receved” and the line items are

4

all Inwentary Oy in Stock levels to
i

Misc

This tab includes various options that were not included in the other tabs.

L General |3 Genesic Lookups L'E‘i’ Awards | g Options 2 cunicum | B, Usus% Club Setup | g% Database Utilties

Members Check-In Registration Form and Reports  Paths  Inventory and Ordening  Misc Fees and Dues  Systern Reminders

Award Message Dialog:  (sppears when awards are earned)

Default (selected) button on the report Previea] e Default value for the “Award was Received” )

data-entry screens: checkbex (for section-level awards): i Ma] K eoeule)

Text to display in the header and footer of Default value for the “List all awards from - List all awards from both

reports that contain confidential information:  |* CONFIDENTIAL - both Ultimate Challenge books™ Ultimate Challenge books
Handbaok Assignment Dialog: Add A Visitor Dialog:

‘When assigning new handbooks, the default NIV = Default value fior the “Assign an Entrance 7] Assign an Entrance Booklet

translation value should be sefto . ...... Booklet” checkbox:

Tip: Identrlmng a spedific translation when assigning handbooks will allow
to be usedn ducing Uniform Assignment Dialog:

Fees and Dues

This tab contains two sub-tabs:

Main
This tab provides options related to fees and dues.

|k Genersl 3 Generic Lookups | 5) Awards | g Options || Curiculom B, Users %) ClubSetup g Dotebase Uriities

| Members | Check-In Registration Form and Reperts Paths Inventery and Ordering Misc Fees and Dues System Reminders

Main  Account Statement
Fees: .
When entering Fees, the default "Due Date” for balances should be the Current Date + 14 — days.

When a Balance Due is waived, a payment record is automatically created to offset the
balance. This payment’s Type = "Waived”, and the "Payor” name should appear as:

Default value for the "ltem Received” field on the Fee dialog . . T TT T T Yes = Meote: Books and Uniforms are handled under Misc tab.

ASC Awana Club

| When new Fee records are created, use the default Expense Catbgowvaluz as determined by the related Inventory item

M If dues ARE collected and the relevant club's Weekly or Annual Dues Amount is >
+| Dues ARE collected for one or more clubs 0.00 (see Admin > Club Setup), then a Fee record representing the Annual Dues
When applying pre/post paid dues, SKIP weeks where the amount owed needs to exist for each active clubber so that all dues-related
clubber was absent if the week < Current Club Date. payments can be applied against it. You can create this "Dues” Fee record
manually from the Household Ledger when posting payments, or allow the
| Automatically pro-rate the Annual Dues amount g system to create it sutomatically when: a) thc clubber's “Registration is current”
ch or b t - h:tkbuxls use
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Account Statement
This tab allows customization of the text used at the top of the Household Account Statement.

_ % General | 33 Generic Lookups ':;, Awards| | § Options L.‘.:’ Curiculum E..'..’ Users “E:J Club Setup | % Database Utilities
bembers Check-ln Registration Form and Reports  Paths  Inventory and Ordesing  Misc Fees and Dues  Systern Reminders
Main | Account Staternenté

Account Statement Opening Paragraph Text
The follewing text will appear at the top of the Household Account Statement repart:
Dear Awana Club Family:

This Househald Account Statement is 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

System Reminders

This tab provides options for controlling the reminder dialogs that appear during startup and shutdown.

Ldb General ;) Generic Lookups '4':: MAwards | g Options L:‘, Curmiculurm &5',, Users %.:, Club Setup L Database Utilities

Check for Updates:

| Prompt Admin users to check for updates every 143 days.
Last checked: 10/28/2013 1:21:04 PM

Note: Admin users can initiate a check for updates at any time from the main
menu under: Help = Check for updates .

Backup:
Display a backup reminder when exiting if it has been B or more days
since the last backup.

Inventory:

Display a reminder on START UP if there are any "Open” orders that
have not been submitted

Drsplay a reminder on SHUT DOWMN if there are any “Open” orders
that have not been submitted

19.4 Awards

w

2 The Awards tab includes award triggers for handbook completion, by attendance or event
participation, and Journey Pin requirements. By staying current with the support plan and applying all of
the AWdb updates as well as using awards offered by Awana Clubs International, these should not 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.
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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 | | 3 Generic Lookups 153 Awards | g Options {12} curriculum By vsers @) club setup | 5 Databose utitties

H2

Bock Awards Attendance Awards Event Awards Leadership Service Awards Journey Pin Awards

Some Book Awards are assodiated to a specific book, while others are based on the number of books completed while in the same club (i.e. Cubbles). Clubbers in grades 3 through 12 partidipate in

Awana’s Cumulative Book Award System [Excellence, Challenge, Timothy, etc).

Book-specific Awards for all grades |Cumulative Book Awards for grades Pre-2 | Cumulative Book Awards for grades 3-12

Baze Club Name |Book Name 0| A'I | Awards Specific to the Selected Book a ltem# Effective [Expiration
Awana Apple Acres Booklet (V1) Ip Click here to add a new row

Pugglas ")

P Apple Acres Booklet (Vr2) |1 AppleSeed Bock Awerd 93830  |a/1/2013  |12/31/2030
Cubbies

Sparks Bear Hug Brechure (¥r1)

T:::h &Training Bear Hug Brochure (Ve2)

w Bible ABC's

lourney

Youth Bible Bees

TeamkiD Character Builder 1

TeamKID Preschodl | | paracter Builder 2
TeamKID Younger

TeamkiD Older HeneyComb Al L e = X e

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.

L General ;) Generic Lockups w@j Awards L Options 1{,} Curriculum .2’:} Users % Club Setup L& Database Litilities

BE

Book Awards Attendance Awards Event Awards Leadership Service Awards Journey Pin Awards

Some Book Awards are associated to 3 specific book, while others are based on the number of books completed while in the same club (i.¢. Cubbies). Clubbers in grades 3 through 12

participate in Awana's Cumulative Book Award System [Excellence, Challenge, Timothy, etc).

Book-specific Awards for all grades  Cumulative Bock Awards for grades Pre-2  Cumulative Bock Awards for grades 3-12

When the member's Base | ... and the # of )

Club Name is: qualifying boeks is: . then the Award(s) would be:

! . Award Name = T |

10 _ * Click here to add a new row

Joum. 4 !

To:lllhﬂ 5 |, Third Book Award 57821 17111950 6/30/2010
5 |®[Challenge Award and Pin 1273172020
8
9
10 4

4k F =a X £ e ™
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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.

Book Awards| Attendance Awards Event Awards Leadership Service Awards Joumney Pin Awards

Select which clubs to indude in the calculations for Club and Church Attendance Awards. After attendance has been recorded for the last week in each Quarter, you will need to run the
procedure that will generate the Attendamce Award records. From the main menu, select Tools > Attendance Awards,

Mote: The 15t Semaster includes the dates in the 15t and 2nd Quarters. The 2nd Semester includes the dates in the 3rd and 4th Quarters, (The specific dates within a given Quarter are
accessible under the Admin » Club Setup > Club Calendars tab.)

Club Attendance |Church Attendance

# Base Club 0 Include  Terrn ?:r:ncts flasad Bag Award Name :::: E
: Awana Cuarter 1

T N e S
oV Cuarter 1

|| Joumey Cuarter 1

| Nursery Cuarter 1

| Sparks o Quarter 1 Achievement lewel = Blue 23069

|| Truths & Training Cd Cruarter 1 TAT Club Attendance Stickers 42881 £
| Trek Cuarter 1

| Puggles Cuarter 1

LI RN G T i T v

o Check the box next to each Base Club to Include it in the calculations for Attendance Awards.

¢ Set the Term to either Quarter or Semester.

¢ Set the number of Absences Allowed Per Term.

e Select an Award Name from the drop-down list. The Award Item # will be filled automatically.

¢ Clubs can be added or removed by using the buttons below the grid.

Event Awards

This tab manages awards earned for participate in an event. The Event Names are determined by
Generic Lookups > Events. Select an event, then use the grid on the right to add, modify, or remove
associated awards. The awards appear as options in the Event dialog when using the Event Module.

Book Awards  Attendance Awards Event Awards Leadership Service Awards Journey Pin Awards

Use this page to establish Awards related to Events you have created under the Events category of the Generic Lookups tab, Seledt the Event from the list on the left and then add or edit
related Awards. bote: When creating Event records for individual Members, you will be able to select the awards that are applicable to the member. Tips: You can clear a dropdown list item
with Alt+Backspace. i you do not see the Award Name you are lookimg Tor, remember that a corresponding Inventory ltem record must exist and be designated as an item that should appear
a3 & chaice in any Award list boxes,

| Event Name ~ | Award Name ltem = Sort Order Default e
|| Grand Prix Click here to add a new row

LT Blue AwsnaGames Partcipation Patch EE N N

| Journey Quizzing Green AwanaGames Participation Patch 23633

| Leadership Basic Training Red AwanaGames Participation Patch 83819

|| Sparks-A-Rama T&T Bronze First Place Medal - AwanaGames 51713 3
|B|TET AwenaGames | T&T Fourth Place Ribbon - AwanaGames 52193

|8/ T&T Quizzing T&T Second Place Ribbon - AwanaGames 211

|lo| Trek AwanaGames T&T Third Place Ribbon - AwanaGames 52185

|/ Trek Quizzing Yellow AwanaGames Participation Patch 83643

WA = e X e % e
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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.

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.

L] J f

Lo General g Generic Lookups .45 Awards L& Options Ll.i' Curniculum 2‘."; Users \ﬁ Club Setup L& Database Utilities
H 2

Book Awards  Attendance Awards Event Awards Leadership Service Awards  Journey Pin Awards

The system will sutomatically create a Leader Service History record for each leader, This record serves a5 a placeholder to
acknowledge that a leader has served in a particular chub year. However, to earmn a full service year credit and the Service Pin
Award, the leader must meet the following attendance requirement.

Aleader must attend cub at least |24 times in the current dub year to earm a full service year credit and the Sendice Pin,

Hote: This attendance requirement is evaluated each time a leader is marked as being present during a club date. If the leader
has met the attendance requirement, their Leader Service Hi stony record for the current dub year will be updated to show that
the service “counts” Tor 1 year of sendce, and that the leader has gualified for the Senice Fin Award.

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. AWdb 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. It is
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.

w §
T General BB Generic Lookups 5 Awards L& Options l.if,: Cumiculum 2‘." Users @ Club Setup L& Database Wilities
H =
Book Awards  Attendance Awards Event Awards Leadership Senvice Awards Journey Pin Awards

To earn Journéy Achievement Pin Awards, dubbers must: 8) compléete 2 Study Books, b) meet the Senvice/Training réquirements, and ¢ compléte & Bible Reading plan within the same club
year.

. n— = ¥rs Meeting Award 1 Award2
# Effective  Bxpiration o oo ke O Awaerd 1 Name hemd Award 2 Manne itam
- re
B 17172000  12731/2000 1 Journey Year 1 Achievement Pin 81613
1/1/2000 12312020 2 Journey Year 2 Achievement Pin 21621
V172000 1273172020 3 Journey Year 3 Achievement Fin 21630
1/1/2000 12/31/2020 4 Journey Year 4 Achievement Pin 21643 Journey Cormpletion Pin and Cenificate 90825

A (k| = & o X
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19.5 Curriculum

Eﬁ} The Curriculum tab displays the handbooks and other forms of curricula used in Awana. Besides
the normal grid manipulations, there are two buttons available on the toolbar:

é__[_j Open Handbook Opens the Generic Handbook Window to view or modify
information about the selected generic handbook.

E, Set Point Values Opens the Section Point Values Dialog to set the default point
values for sections within selected handbooks.

While the Section Point Values dialog allows modifying all of the point values for an entire book's
required and/or extra credit sections, to modify individual section point values in a handbook, use the
Handbook window.

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.

- . [;
{'J:E General lﬁ Generic Lookups t Awards & Options !-::‘_ Curriculum E:_, Users .,é Club Setup E Database Utilities

Books
5 . . . |
in Open Handbook E—* Set Point Values | &%) L; ﬂ]: e L
Base Club 0O
Book . Is Entrance Used By Counts for Req Section Verse Default
& Bookhlage Order U PSR poiier  Grades  Accum Award  Count Count  Award Set MOH

+| Base Club : Awana (31 Books)
#| Base Club : Chums (2 Books)
+| Base Club : Cubbies (12 Books)
+| Bage Club : Guards (2 Books)
+| Base Club : )V (7 Books)
3 Base Club: Journey R5800ks) |
#| Base Club : Pals (2 Books]
+| Base Club : Pioneers (2 Books)
+| Bage Club : Sparks (16 Books)
+| Base Club : Trek (24 Books)
#| Base Club : Truth & Training (18 Books)
4| Base Club : TruthSeekers (2 Books)

19.5.1 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 three tabs,
as described below.
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General Book Information

' Handbook Sparks - HangGlider

i ﬁ Close L@&ve and Clese !1 Set Paint Values *’3 g Ife o

Handbook Narne:
HangGlider

Inventory ltems:
Dei-click to opan the related Inventory ltem

Translation Item Mumber InUse |
_________
KV 74173 0O &
NIV 74211

NKIV 74190 7

Handbook Assignment Dislog Note:

This is an Entrance Booklet

Counits toward the Cumulative Book Awards
(Excellence, Timothy, ete.)

<< Meaning if is nof an

Required Book: |Yes TRt B A

Browse  Book ID: 210 Section_|D: 2612

General Bock Information  Units and Sections  Section Groups and Awards

Books assigned to ¢

Book Mame Order  Reguirec ™
God Leves Me 0 Ne
God Made Me 0 Mo
Gate Test Booklet 1 Yes
Slapper Handbook 2 Yes
<< Tipe @ note here that will help users S*T'pper D ——— s L
imaike the correct selection when assigning Hiker Handbook 4 Yes
bookx Hiker Workbook 5 Ne
Climber Handbook & Yes
# of Required Sections: ' Climber Workbook 7 Mo
Used by Grades: K.1,2 Flight 3:16 8 Yes
HangGlider 9 Yes
R B Hmzmim- Franuent Fluse n Mo

Modified 8/12/2008 9:32:20 AM by Jane

Base Club Name: |Sparks =

Base Clubs Using this Book il
Click here to add a new row -

|5park;

RN T |

he Base Club selected above:

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:

o 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.

« 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

¢ Required Book - indicates whether or not the book is required.

o Used by Grades - tracks which grades use this book.

¢ Verse Count - shows the number of verses included in the required sections of the handbook.

e Base Club Name - the PRIMARY base club that uses the book.

e Base Clubs Using this Book - all base clubs currently using the book.
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Units and Sections

+* Handbool: Sparks - HangGlider el
| @rilusc L@}w:md Clase B' Set Point Values | Ty (-0 JE- f ’
General Book Information  Units and Sections  Section Groups and Awards
Thas page displays the individual sections for this handbeok. The following fields are editable: Points, Required, Awardl, Award2, and Group Name. Note: Awards
identified here apply only to completicn of the specific single section, Awards related to completion of a GROUP of Sechions are defined on the next page. Tig: Use
spacebar to clear a value in an Award Description drop down list.
Unit
# | Uinit Mame Sect Murr Sect Ore Section Narne Req © Points Group Narme Lt Award for completing the Single Section
14 3 Unit:1
| Unit : 2
=l Unit: 3
Red Jewel 3 1 1 Red Jewel 3:1 Yes 10 Red Jewel 3
Red Jewel 3 2 2 Red Jewel 3:2 Yes 10 Red Jewel 3
Red Jewel 3 3 3 Red Jewel 3:3 Yes 10 Red Jewel 3
Red Jewel 3 4 4 Red Jewel 34 Yes 10 Red Jewel 3
Green Jewel 3 1 5 Green Jewel 3:1 Yes 10 Green Jewel 3
Green Jewel 3 2 & Green Jewel 3:2 Yes 10 Green Jewel 3
Green Jewel 3 3 7 Green Jewel 3:3 Yes 10 Green Jewel 3
Green Jewel 3 4 8 Green Jewel 3:4 Yes 10 Green Jewel 3
Green Jewel 3 Revi 1 10 Green Jewel 3:1 Review Ne 10 HangGlider Review
+| Unit: 4
61 records
oAk W e K e e < H >
Browse Book_[I: 210 Section_ID: 2612 Muodified 8,/1.2/2008 §:32:79 AM by Jane

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.

¢ Points - value to be awarded when the single section is completed. The maximum point value
for any one section is 100. Keep in mind that the Set Point Values utility will overwrite
individually customized point values.

¢ 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 AWdb 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

L/ ISR

i ¢i Clase _If?iave and Close E Set Point Values | &35 oy [ #

General Book Information | Units and Sections  Section Groups and Awards

Awards for completion of an entire BOOK, are defined under Admin > Awards > Book Awards. Awards fer completion of 8 GROUP of SECTIONS are identified here.
Section Groups Nemes are used to identify 8 GROUP of sections that must be completed to earn & specific sward, Fer example, in Sparks books, ALL of the Red
Jewel 1 sections must be completed in order to earn 2 Red Jewel,

An AWARD SET is used to identify a collection of award triggers that are all a part of the samie sward system. This Award Set functionality provides a method for
clubs to transition from a previous set of awards (while they deplete their exsting 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 Handbook Grid of the Member form, In the 2010-2011 club year the only
books with two Award Sets ("Seals” or “Bones”) were the TAT Ultimate Adventure Books 1 and 2,

l
Drag a column header here to group by that column Default Award Set: Jewels B

Award Set 0 Section Group Mame O Award for completing the Group of Sections temn & Tip: When editing, if the Award you
want doesn't appear in the drop

# Click here to add a new rov .
.| | dewnlist, make sure you have an

b Jewrels R L N L I M | | Irventory record for that ftem, and

Jeveels Green Jewel 2 Achievement Jewel - Green 83077 LP;:’I: L‘:war::r;!: it

Jeveels Green Jewel 3 Achievement Jewel - Green 83077

Jeweels Green Jewel 4 Achievemnent Jewel - Green 83077

Jeweels HangGlider Review HangGlider Book Review Emblem - Green 4T

Jewrels Rank Section HangGlider Emblem - Green T4018

Jeweels Red Jewel 1 Achievemnent Jewel - Red 83085

Jewrels Red Jewel 1 HangGlider Pilot Wing Badge - Green 83034

Jeweels Red Jewel 2 Achievemnent Jewel - Red 83085

Jeweels Red Jewel 3 Achievernent Jewel - Red 83085

Jewrels Red Jewel 4 Achievernent Jewel - Red 83085

P I [ T ey Legard 1 P e R 1 4

I IHIH.-I-—AVXH"*E

Browse | Book_ID: 210 Section_|D: 2626 Modified 8/12/2008 9:32:20 AM by Jane

The Section Groups and Awards tab includes a grid containing the records used to trigger awards.
Under the Units and Sections tab, each handbook section has 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.

19.5.2 Section Point Values Dialog

To set the default point values for sections within selected handbooks, click the Set Point Values button
on the Admin > Curriculum toolbar to open the Section Point Values dialog. It is best to set the
handbook section point values before the start of a new club year, but this utility can be run mid-year and
assigned handbooks will be updated. This will affect the total points already earned by all clubbers who
have completed sections, so there might be some explaining to do when the point values change!
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e ———. |

This utility allows wou ta set the default point values for all sections of the selected genernc handbooks®

Step 1 - Seleck the generic handbooks to update Step 2 - Setthe point values
- | Update the Required Sections: Sat the PointYalues tor 15 0
Base_Club
v| Update the Extra Credit Sections:  Sat the Point Valussta: 25 0
Select Book Name Fe Obsolete
— 4 Hote: The point value for any jinglé dection in any generic handbook may
&| Baze_Club : IV alzo be edited by opening the indhidual handbook record and editing
| Ul e D thie records under the Units and Sections tab ,
+| Baze_Club Tt .
. Step 3 - Select a symchronization option
| Baie_Club : Pioneers

=| Baze_Club ; Sparks Al section records whether cormpleted or not, will
= - Al Sections™ updsted, sven thase from prior club years
Chimber Handbook Yes  False X ’
Flight 3:16 Yes  False All mncomplete sections, as well 25 those comaleted
Gate Test Booklet Wes  True Same Sections™
= from: 342010 w0 tor H2TA0LL
~| HangGlider Wei  False
Hiker Handbook Yes  False IMPORTANT: This procedure updates the point values in the Generic
Skipper Handbook Yes  True Handbook Sections [the records used as a template when assigning a
book). The sections for handbook: already asdigned will be updated
SkyStormer Yes False based on the Synchronization option you select, Consider this option
WingRuriner Ye:  False carefully before running the procedure,
Chmber Workbook Mo False
*The Total Pointvalues on the Check-in screen will be affected by these
Gad Loves Me Mo False 3 chaniges. After running thiz utility, you will be prompted to run e wbility
Gnad Mars hs Mo Faloe that recalculates all points for 21l members, Be sure to run it

* Generic Handbooks and Sections are those that are used as a bkemplate when assigning 3 book to a member

0% | Run | Close

Step 1 — Select the generic handbooks to update

This grid displays all the Awana curricula. Click the '+' (plus) button to expand a base club and view
its handbooks. Check the box next to all handbooks to include in updating the section point values.

Step 2 — Set the point values

Use the check boxes to indicate which group of sections (Required and/or Review/Extra Credit
Sections) to modify. Adjust the Point Values as desired for each. The maximum point value for any
one handbook section is 100.

All Required Sections will have the same point values within a handbook, just as all Extra Credit Sections
will have the same point values. To set the point value for a particular section of a generic handbook,
use the Open Handbook button on the Admin > Curriculum toolbar. Then, under the Units and
Sections tab, edit the individual section point values. Keep in mind though, that running the Set Point
Values utility shown above will overwrite any individually customized section point values.

Step 3 — Select a synchronization option

Besides updating the point values in the Generic Handbook Sections (the records used as a template
when assigning a book), this utility will update the sections for the handbooks already assigned
depending on the selected options:

o All Sections - All section records, whether completed or not, will be updated, including those from
prior club years.

e Some Sections - All incomplete sections, as well as those completed within the date range you
provide, will be updated.

Click Run. The point values will be updated in the generic handbook records, and in all existing assigned
handbooks as selected in Step 3.

Since the section points have been modified, the Total Points earned by each clubber needs to be
recalculated. After running this utility, a prompt will be given to run the Point Recalculation utility in
order to recalculate all points for all members. Be sure to run it!
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19.6

Users

2‘& The Users tab manages the names and account information of those authorized to use AWdb. The
first admin user is created during the Purge Sample Data 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.

g, General | 88 Generic Laokups tr‘g Auwiards | @8 Options m Curniculum .E:r_ Users 5{.; Club Sebup | &8 Database Utilities

S5 =

UserlD  Screen Mame Full Marme Active  Account Type Logged In Last Lagin Last Logout Modified

| 100[)Smith  [JaneSmith  |Yes  |Administrator §/15/2011 :06:48 P [0/12/2011 G:4117 PM | 1L/20/2004 §:16:20 £
104 P lanes Percy lones es Administrator 11,17,/ 2006 11:23:08 A 6772010 5:56:29 Ph BF28/2005 B:00:48 4
110 Mary Dalittle bdary Daolittle Yes User 94172010 11:23:21 4

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.)

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: Jane Smit =

e o =) & o=
1 Close Uil Save and Close == '

| Main Security

User ID: 1000 <- Not user editable. This value appears in the CreatedBy and ModifiedBy columns

User Mame: demo <= This name (typically a user's First Name) is used in combination with the Password

: to leg into the database

Password: o <~ Passwords are case-sensitive and must contain at least free characters

Confirm Password: """ <~ Re-type your passward for confirmation (since it is not visible)

Screen Mame: Jane <= A unigue short name, typically a First Name, to identify user timestamps

Full Mame: Jane Seith <= A user's First and Last name
<= The initial user ic cet ac "Administrator” with full access to eveny screen and

Account Type: Admianistrator v a . s y .

w function including the sbility to add or edit User records, An Account Type of "User”

will havve full fdl:mg prMI:gr: Fr Drdmg to those set on the Secu rdyruh bt will niot
be able to view or access User records. All users can change their own password using
Tools » Change password.

Actee: Wes ) - ln maost cases you do MOT want to delete a wser, Instead, set their account to
Inactive. This will allow the Created and Modified By fields to display property and

Inactive Date: w preserve historical user timestamps.

Email Separator: Semicolen w «-This choice will depend on which separator the user's email application supports.

Mote:

Rec 100

The following fields are shown on the Main tab:
e User ID - a system assigned ID. This is a read-only field.

e User 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.

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 Screen Name - unique short name, usually a user's First Name.
e Full Name - user's First Name and Last Name.

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.

e Active - indicates the status of the user account. If a user no longer needs access to the
database, instead of deleting the account, set the active status to "no" (inactive).
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¢ Inactive Date - date the account became inactive.

¢ E-mail 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.

¢ Note - any additional information or notes related to the user account.

19.7 Club Setup

&5‘ To begin 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.

ﬁ Make sure the correct new Club Year is selected in the main toolbar and in the Club Setup Tab.

L General ;) Generic Lookups :‘Li' Bowards L& Options LS-‘J Curriculurm ,_'?_;J Users &g Club Setup %) Database Utilities

Club Mames, Logos, Dues and Points | Club Assignments | Club Calendars | Grade Assignments | Team Mames | Custom Fields

Show: 2013-2014 v Club Status: [actve v |} o8 New Club B Delete Club | 4o Merge Cubs | | &

£

* Denotes a column whose Display Mame is customizable under the Custom Flelds tab

Club Year
Starting Date
Ending Date
Meeting Day
Mumber of Weeks
Base Club

Club Name
Logical Order
Club Status

Lege

Weekly Dues Amount
Annual Dues Amount
Roem Location
Checked Out
Checkout Key

Pts for attending Club

Pts for attending Church *

Pts for weaning Uniform
Pts for brnging Bible

Pts for bringing Handbook

Pae fmr ot nsmmbles Pheomn

2013-2014
9/4/2013
472372004
Wednesday

34
Awana

Awana

Active o

10
10
10
10
10

10

2013-2014
w/4/2013
42372004
Wednesday

Puggles
Puggles

4

2o o o o o

2013-2014
9/4/2013
4/23/24
Wednesday

Cubbies
Cubbies

34

- -2 -RL-DE-E -]

2013-2014
giaamz
4/23/2m4
Wednesday

Spmks
Sparks beys

4

40

10
10
0
0
10

an

2013-2014
9472013
4/23/2014
Wednesday
34
Sparks
Sparks girs
4D
Active
50.50
S17.00
0
0
10
10
0

1

2013-2n4 2013-2014 s

9/4/2013 B/4/2013 g

472324 42372004

Wednesday Wednesday |
34 B

Truth & Training Truth & Training
T&T Adventure T&T Challenge

Active

B Wing

50 0
Active I
B 7~
b Wi
C it
50,50 50.50
§17.00 $17.00
B Wing |
0 0
0 0
10 0
10 10
0 0
1n a0 |

e The first six rows contain information set by the New Year Setup process and are read-only.
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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.

« 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.)

e Club Status - Use the drop-down menu to change the default setting of “Active” to “Inactive”. If it
is decided to not offer a certain club after running the NYS, inactivate it. (Or select the club’s entire
column and click the Delete Club button.)

¢ 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, or earning a
Bonus as well as the two Custom fields - values credited to a member when the various items are
marked (on the Check-in grid or the Attendance tab of the Member record).

a Set the Display Names for Custom Fields on the Custom Fields tab (also under Club Setup).
Il The maximum value of Total Points is 32,000 so keep point values modest (1-50)!

a Set Point Values for handbook sections under Admin > Curriculum.
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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.

This utility is used to create a new elub in mid-yesr, sfter the New Year Setup has Been run, If you are just preparing to run a
Mew Veat Setup and feund that you need a new elub name, de net use this wtility, instead simply sdd 8 new row in the elub
names grid under Mew Vear Setup > Stepl by clicking the "= (plus) butten.

MName Club Calendar

Club Name: Copy peint values and dates from existing club: Awany =

Base Club: - ~|Include the general non-club dates

| Include Themes, Netes, and Responsibilities
Create a new set of dates:

Tip: Remember to edit this new dub's
dues, point values and loge when you
return to the Club Setup screen.

4 b = A XA

Close

Under the Name section, enter the new Club Name and select the appropriate Base Club. Under
the Club Calendar section, choose to:

¢ Copy point values and dates from an existing club, with additional options for including
non-club dates and/or Themes, Notes, and Responsibilities

¢ Create a new set of dates: enter Starting / Ending dates and dates to be excluded.
¢ Delete Club - Removes the selected club.

a' In order to preserve historical accuracy, do not delete a club that was used in prior club years.

A club's status can be set to Inactive in order to keep it from appearing in various drop-down lists.

o Merge Clubs - Merges the members from one club into another club. Use this mid-year to
combine two clubs like "T&T Boys" and "T&T Girls" into a single club named "T&T".

In order to proceed with the merge, both clubs must be of the same Base Club and must be using the
same session dates (club calendars). Only records in the Current Club Year will be affected.
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Club Assignments

This tab shows the records AWdb 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.

g, General | 38 Generic Lookups ‘:3} Awards | 5% Optiens I_ei} Curriculum ,253 Users % ClubSetup | g Database Utilities
Club Names, Logos, Dues and Points  Club Assignments  Club Calendars | Grade Assignments  Team Names  Custom Fields

Showe |2013-2014  »~  IMPORTANT! Be sure the Club Names selected here match those defined under *Club Names, Logos, Dues and Points”

Use this grid ta set up your club . i
AESHNMENIES, WINEN Pitwe CuBDETS Drag a column header here to group by that column

are added they are automaticlty

assigned to the designated dub % Club Year  Grade Gender Club Name Meeting Day
based on their Grade and Gender. |, PO e Puggles Wednesday
The Mew Year Setup procedure also
T Tt 2013-2004 PO Male Puggles Wednesday
dubbers 1or a new dub year. 2032004 A1 Femnale Cubbies Wednesday
:';:t:;bi“'# ;';zs:z;:‘:"': ;':‘T = 2032004 M Male Cubbies Wednesday
custom dub names under the 2013-2014 P2 Female Cubbies Wednesday
preceding tab labeled “Club Names, ¥
LOBoE BB B PR BE S TE 201324 P2 Male Cubbies Wednesday
that you select the CUSTOM dub 20132014 K Male Sparks boys Wednesday
DL 200 -2 K girl Wednesday

¢ 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 nhame from a drop-down menu.

Only the Club Name field is editable on this page. For each new club name created under the Club
Names, Logos, Dues and Points tab, be sure a Club Name on this page matches it.

Club Calendars

Use this page to review and edit each club’s calendar for the current club year.

LA General ﬁ Generic Lookups ‘:.BJ BAwards L) Options i.“f’] Curriculum &3 Users %} Club Setup ) Database Utilities

Club Namies, Logos, Dues and Points | Club Assignmnents  Club Calendars  Grade Assignments  Team Names  Custom Fields

. e - i ] [t=]
Shows: | 2013-2014 Club Mame: | (All [ [75] Add or Delete Dates Copy Themes | | = :'lfd i Ld & inio

{click the “Info" button to hide this panel) | - oo o 3
Each club [Cubbies, Sparks, T&T, etc) has its own  Club_Name 0
calendar for each club year, The calendar is used s
to track Club Session Dates (dub nights) as well |% Quarter Week Date 0 Meeting Day Ciub Date? Theme Event Qffering Fund

as general dates Tar events such as: Leader - 5 = i e
meetings, Bible Quizzing, Awana Games, Awards L4 8 Club Year: 2013-2014 (306
Might, et #*| Club_Mame : Awana (34 weeks)
Club Session Dates will appear in the “Current #| Club_Mame : Cubbies (34 weeks)
Club Date” drop down list of the main toolbar,

an the Check-in List, and will be used in +| Club_Name : Journey (34 weeks)
Attendance and other calculations, whereas 3

general non-club dates will not,

Club_Mame : Puggles (34 weeks)

IMPORTANT: The NEW YEAR SETUP procedure e e el e e
will ereate the initial set of Club Session Dates 15t 1 97472013 Wednesday v Missions
for each new dub year. This purpase of this
screen is to allow you to modify the Guarter, Tt 2 91172013 Wednesday = Mizzionz
Theme, Offering Fund, Note, and st 3 9118/2013 Wednesday v Missions
Responsibilities field values., You may also ADD =
or DELETE a date within an established club year Tst 4 925/2013  Wednesday v Bring a Friend Night Missions
by dicking the "Add or Delete Dates” button in ek &AM Wadnardaar o Adirrinnr
the toolbar.
e
N R TR T RS T T N £ H4 -3

 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.
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¢ Quarter, week, and date - of the session. The Quarter designation can be changed. 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:

There are two types of dates to be mindful of when working with Club Calendars:

1. “General Dates” are those used to track non-Club Date events such as: Leadership meetings, Bible Quizzing, AwanaGames, or
Awards Night for example. These dates will not appear on the Chieck-in List nor will they facter into any statistics.

2, Actual "Club Session” dates (club nights) when a club is in session. These are the dates that appear in the “Current Club Date”
drop down list and on the Check=in List for example. It is these official “Club Session Dates” that are used te determine Attendance
Awvards, ratios and other statistics. The Mew Year Setup precedure is used to generate the initial set of Club Session Date records for
each member. if you need to add or delete any Club Session recerds in mid-year, you will use this utility.

Step 1: Select the type of dates Step 3: Select the action to perfform

General non-Club Dates Delete all of the session records for the Club Year:
Club Session Dates

Delete a specific Club Seszion Date® ...........:

Step & Select chibs to moddy JAdd a new Club Session Date”. ................d ~
¥ Awana to the existing sessions for the Club Year .......: 2018-2019 LS
+| Cubhbies

v| Jaumey and assign this new datetothe ...............: > Cuarter
| Sparks

v] T&T UA Themes

v| T&TUC Mote:

| Trek

Respongibilities:

* Week Numbers only apply to Club Dates and will be automatically adjusted

0% Fun Close

e 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 =
Uze this utility to copy the calendar Themes, snd eptionally the Offering Fund, Nete and
Responsibilities values from one club to another.

Mote: For club dates, the matching of recards between clubs will be based on matching
the Week Numbers in the Current Club Year, this will allow you te select clubs with
different meeting days within the same week. However, non-club dates will be matched
based on the actual date.

The selacted Club Year is 2018-2019

Copy Themes frem this club's calendar records . ... Awana o
| Include the Theme/Calendar Note
+| Include the Theme/Calendar Responsibilities
| Include the Offering Fund

Include the non-club dates bas

 on 2 matching date instead of Weeks]

and update the calendar records in these clubs...:

Sparks; T&T UAT&T UC v

Copy Close

Choose a club to Copy Themes from; optionally include Theme/ Calendar Note,
Responsibilities, Offering Fund, and/or non-club dates, then choose a club or clubs to
update the records.

ﬂ The Copy button is disabled until both club names are selected.
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« Responsibilities - for leaders on a specific club date (such as a leader substituting for an absent
leader or bringing cookies for a party).

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.

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 [
| b General | 88 Generic Lookups 5, Awards | @ Options {5 Cumiculum 2\.‘;. Users E‘ Clubs Setup | g Database Litilities

Club Mames, Logos, Dues and Points  Club Assignments  Club Calendars, Grade Assignments Team Marmes  Custom Fields

Use this grid b sek up default school Grade Age Grade -
assignments oM

When new dubbers are being entered 3nd you

it the Birtheste field, the system will caleulste 1N

the dubber's age and then use this chart to 700

determine the default school Grade which will

then be pre-filled far you, N

Mote: A clubber muit be & certain age "on or 4P

before a reference date™. For example, assuming

Age & = "1"and the Reference Date is Sept 1. Sk

if a dubberis Age & on or before September 1 of 61
the current dub wear, the default Grade value

would Be "L, otherwise the default Grade valus Tz

would be ¥ E]

94

Reference Month / Day 1Lk

116

mm
f“l

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.

¢ Grade - default grade assignment for a clubber with the specified age.

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.

. " - i | - an o
-_c"t General m Generic Lookups 148} Bosrards ﬁ Options i“,:.“, Curriculum E&: Users {:5 Club Setup f Database Utilities
Club Names, Logos, Dues and Points | Club Assignments | Club Calendars | Grade Assignments| Team Names Custom Fields

shows|2013-2014 > [} [iod

I you arganize your club using Team
Mames [in addition to or instead of
custom Club Names), use this grid to

Drag a column header here to group by that column

define the Team Mames related to Club Year Club Mame 0 Team Mame Location
each Club, ==

The Location field may be used to

indicate the room # or lacation 2013-2014 Sparks 1st Gr. A212

where the Team meets Tar handbook

and/er coundil time. 2013-2014 Sparks 2nd Gr. A3
Tip: The Team Name field will nola | 2013-2014 Sparks Gate AN
up to 20 characters, however you 2014 4
Shisekiin TaEcephrat o Mane SERE [z el
réaianably shart 50 they will fit
betterin the grid columns and on
the Mame Tags.

oAk — A X A
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19.8

e To add a Team: click on the empty row at the top of the grid or click '+' (plus) below the grid.
1. Club Year - defaults to the current club year, but can be changed.
2. Club Name - Awana club name associated with the team.
3. Team Name - unique name to use for the team.

4. Location - room # or location where the team meets (usually for handbook and/or council time).

Custom Fields

There are three 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.

§ [;
L General mﬁtntrlt Lackups "‘\:’3 Awards | | g% Options L5 Curmculurm E..',i‘ Users| ey Club Setup g% Database Utilities

Club Marmes, Logas, Dues and Paints  Club Assignments  Club Calendars | Grade Assignments Team Mames Custam Fields
You may customize the Display Mame values of the following fields, The Display Marne will be used as the column heading in grids
oF reports where the fields are represented, After changing 2 value click the checkmark button to post the changes,

Important: Keep your Display Names short since they are used in narew grid and report columnns,

Display Mame  Field Name ok

Customnl Custorn_Chkboxl  This field i3 displayed in the Check-in List and Member Attendance grids snd also on related
reports such as the Check-in and Progress Report Waorksheet,

Custorn Custorn_Chkbox?  This field is displayed in the Check-in List and Member Sttendance grids and also on related
reports such 21 the Check-in and Progress Report Work sheet,

55 Atbend This field 13 used to calculste Church/Sunday School sttendance awards and thersfore MUST be
wsed as such. Recommended values would be "Church®, or "Ch*, or "357,

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).

The field labeled "Church" is used to calculate Church or Sunday School attendance and must be used
for this purpose; however, the Display Name can be changed.

Database Utilities

45 The various tools found on the Database Utilities page help maintain the data. To learn more about
each utility, read the corresponding section.

: (] = g . f -
b, General | 3f Generic Lookups oy Awards | @ Options [, Curriculum E&-‘ Users .@ Club Setup | @& Database Utilities

4 &
g > A,
Backup and Restore Check-out / Check-in Error Log
o L3 &l
Optimize New Year Setup Update History
Repair SO Workbench Database Configuration
£ > .
Misc Procedures Purge Sample Data Data Import
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19.8.1 Backup and Restore

E These utilities protect your data so you won't lose everything if the computer crashes, the data is
erased or corrupted, or any other unforeseen calamity occurs. Visit the forum to watch a video about the
Backup and Restore utilities.

Backing up your Database

On the Backup tab, fill in the information required to create a single backup file. This file will have a .bkp
extension and can only be opened with the AWdb Restore feature.

atabase Utilities Backup and'Restore

Backup |Restore Log
It has been 54 days since the last backup

All of your data files will be compressed into a single file and written to the location specified in the Backup Path.

Tip: Do not put your badkup file on the same physicol dave as your live data becouse when that
drive fails, not only will you lose your live data but you will olse lose your backup file!
If you are running the database from your local C: drive, select a USE flash drive or an external
drive as the [ocation for your backup file. Conversely, if you are running the database directly
from a USE flash drive, sefect your local C: drive or an external drve as the location.

Backup Path:  F\AWdb Backups
({The destnation folder where the backup file will be created.)

Mote: The current date and an extension of “.bkp” will

File M : AW Backup v5305
e Hame ekup Y be automatically added to the file name.

Description:
(& description is optional but may be helpful when selecting backups to restore,)
Options: | Include a copy of the cument Approved Workman executable file (if one does not exist)

Exclude the Inventory_Photo files  {useful when you need & much smaller backup file ta Email)

Start Close

e Backup Path - automatically populates with a location to create the backup file, but can be
modified using the ... button at the end of the field and navigating to a different location.

Make sure the backup path is not the same as the installed Approved Workman folder so the main
database and the backup won't be confused. If the database is run from the local C: drive, select a
USB flash drive or an external drive for the backup file. If the database is run directly from a USB flash
drive, select the local C: drive or an external drive.

+ Fle Name - automatically populates with a default name, but can be modified by typing in the field.

ﬂ The current date will automatically be added to the file name.

o Description - notes that might be helpful when selecting backups to restore, such as “Backup
before running New Year Setup."

e Options - choose to include a copy of the current Approved Workman executable file.
Also choose to exclude the Inventory Photo files to create a smaller file. In general, accept the
defaults unless instructed otherwise.

After reviewing the information, click Start to begin the backup utility. The window switches to the Log
tab to show the progress. Click Save the log... if desired.
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Restoring your Database

On the Restore tab, fill in the information required to restore data that was previously backed up using
the AWdb Backup feature.

If file corruption prevents logging in to the database to access the Restore tab, it can be accessed from

the Utilities button on the Log-in Dialog.

4 Restoring a database will overwrite all existing data in the specified Restore Path with a copy of the data

from the selected Backup File.

Database Utilities: Backup and Restore

Backup Restore Log

Select the database backup file to be restored

MNote: Restoring a database will ovenwnite all existing data in the Restore Path specificed below with a copy of the data from the
selected Backup File.

Backup Filee | FA\AWdb Backups'\ AW Backup w3305 10-2-2014.bkp
(The backup file you want to use to restore your database.)

Restore Path:  C\Users\Annette\ Approved Workman',Data

(The destination ..\Approved Workman\DATA folder in which the database will be restored, Note: This
felder must already exist, if it does not you will need to create it first.)

Description: |

Start Close

o Backup Fle - the AWdb backup file (ends in .bkp) to be restored. Either type in the name of the
backup file, or use the ... button at the far right of the field to browse and find the file.

¢ Restore Path - defaults to “C:\ApprovedWorkman\Data.” If the database is installed elsewhere,
edit the field or use the ... button at the far right of the field to browse for a location. A different

path can be used if you do not want to overwrite your existing data.

ﬂ This folder must already exist. If it doesn't, create it before starting the Restore process.

« Description - If the Backup File is selected using the ... button, this field will show the description

used when it was created. If no description was given, it will remain blank.

After reviewing the information, click Start to begin the restore utility. The window will automatically

switch to the Log Tab to show the progress. Click Save the log... if desired.

After restoration is complete, a dialog will prompt you to restart the database. Click OK to close the

database, then log back in as normal.
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19.8.2 Optimize

La7” Use this utility to make sure the data is organized correctly and that no redundant, void, or
corrupted data exists in the database that might cause confusion or problems. It also performs a number
of housekeeping tasks such as deleting old temp files and files that might have been left over from a prior
update. It looks for potentially inaccurate club assignments and missing data and draws attention to these
issues in the resulting log.

It is a good idea to run the Optimization once a month.

Database Utilities: Optimize

Optimize Log
It has been 5 days since the last optimization

The Optimize procedure will check the integrity of your data files and will physically re-order the recerds and remove any empty
space left by deleted records (if the rebuild index option is selected). Depending on usage, this may result in pefformance
improvemnents and smaller file sizes. The system also peforms a series of verification processes to ensure data integrity between
related tables. You should run the optimize procedure at least once each month and before applying updates.

Performance Tip #1: Periodically defragment your local C: drive. Tao do this, exit all programs and then click Start > My Computer,
then right-click the drive C: icon and select Properties > Tools > Defragment. (it's best if you clean out your TEMP folder before
defragmenting)

Performance Tip #2: Exclude your ..\Approved Warkman folder (and Data subfolder) from virus scans. Also exclude from virus
scans the following file extensions: tmpi, tmpd, tmpb.

Options

| Rebuild the indexes of all tables (Tip: Run this once each quanter and disable your anti-virus before doing s0.)
| Verify handbook integrity for Active and Visiting members

| Verify the Service History records for Active Leaders in the current club year

v| Verify the suto-add Leadership Training records for Active Leaders in the current club year

Recalculate Balance Due on all Fees in:

Start Close

1. Read all the text on the Optimize tab to know exactly what this utility does.
2. Change selections for the additional options if desired. Typically the default settings are adequate.

3. Click Start. The utility goes through the database files and optimizes them. The Log Tab displays
the optimization’s progress.

4. When the optimization is complete, review the log. To save a log that contains recommendations,
click the Save the log... button.
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19.8.3

Repair

FRepair | Lag
Databhaze Hepair

This Databaze Repair function will sttempt ta repair amy damage to files that may have occured dus to an improper operating
systern or application shutdown. (Shaays ext the database before thutting down Windows and tuming off your cormputer)

Mote: After renning this repair utility, exit the database. Then, log back in and review your records by opening each of the major
lists (Clubbers, Leaders, Check-in, Awards, etc) to sisually confirm that the records are intact. IF they are not, you should restore
from your last backup.

Irnportant fote about running the dstabaze directhy from a USE flazh drne:

To svoid data corruption, you MUST ext the database and then use the Windows procedure ta *Safely Remove Hardware®
BEFORE unplugging the U flash drive from your computer,

<< Click the Start button o begin the Repair process ==

S| Clase

1. Read all the text on the Repair Tab before starting the utility.

repair’s progress.

again to confirm that your data is intact. Click Close.

4, Exit AWdb by selecting Fle > Exit from the main menu.
5. Restart AWdb and log in.

2% This utility attempts to repair any damage caused to files by malfunctions such as improper
shutdowns of the application, or bugs and errors which occurred while running the application.

I ——.

. Click Start. The utility attempts to repair any damaged database files. The Log Tab displays the

. When the repair is complete, the log will remind you to immediately exit AWdb and then log in

. Review the database records (especially the major modules such as Clubbers, Leaders, and Check-

in) to confirm that the records are intact. If they are not, use the Restore utility to restore your

recent backup of the database.
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19.8.4 Misc Procedures

45 While not used often, the following Miscellaneous Procedures could occasionally be helpful.

Misc Procedures  Advanced

Backup your data before running any of these procedures. Backup
Delete Al assigned Handbooks. from All Members Clear the Team Calor for All Members
Reset Imventory Qty in Stock, Order Level, and Crder Qty to Zero Clear the Team Name for Al Members
Resat Inventory Last Order ID and Last Ordered Date to blank Clear the Leader Assignment for All Members
Reset Mt Ponts to 2ero for All Members Clear the Code field for All Members
Check Al Assigned Handbooks for Missing Awards Set All Active and Visitor Clubbers to Inactve
Set Trek Guidepost sections to Done” if Lesson is “Tone” Set Al Active Leaders to Inactive
Recalcdate the Balance Due on All Fees Delete Chubber Robe records and reareate for Current Club Year
0% Clase

{4 Before running any of these procedures, create a backup of the database. There is no way to undo the
changes except to restore from a backup!

For any procedures that affect records for the Current Club Year, the Current Club Year can be changed
prior to running the procedure by adjusting it in the Main Window's toolbar.

Delete All assigned Handbooks from All Members - also removes all related Awards.

Reset Inventory Qty in Stock, Order Level, and Order Qty to Zero - also sets the "Qty on Order”,
“Last Order Date” and “Last Order ID" to null.

Reset Inventory Last Order ID and Last Ordered Date to blank

Reset Net Points to Zero for All Members - each member’s total net points are "spent". The
database tracks the points spent for each week, so the expenditure will be counted on the Current Club
Date when the procedure is run.

Check All Assigned Handbooks for Missing Awards [currently unavailable, contact customer
support] - reviews all assigned handbooks for all members and confirms the existence of appropriate
awards. (Missing awards could be due to a bug in a previous version or from entering books in “History”
or “Speed” mode.) If awards are missing, they are created. At the end of the procedure, the log will
show which awards, if any, were created.

ﬂ Running this procedure will not create duplicate awards.

For best performance, temporarily disable any anti-virus software. Be advised, this procedure can take
several minutes to run, depending on the number of clubbers and PC speed.

Set Trek Guidepost sections to “"Done” if Lesson is “"Done” - reviews all Billboard Series handbooks
and sets the Guidepost sections as “Completed” if the related main lesson is completed (using the same
completion date).
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19.8.5

Recalculate the Balance Due on All Fees - recalculates the Balance Due on all Fee records for all
Club Years, unlike the Admin > Database Utilities > Optimize procedure, which recalculates the Balance
Due only for the Current Club Year. Use this if there are several Fees from a prior year that are displaying
an inaccurate Balance Due and it isn't practical to edit them individually.

Clear the Team Color for All Members - affects each Member record and all Person Session records
for the Current Club Year.

Clear the Team Name for All Members - affects each Member record and all Person Session records
for the Current Club Year.

Clear the Leader Assignment for All Members - affects each Clubber record and all Person Session
records for the Current Club Year.

Clear the Code field for All Members - sets each Member Record’s Code to null.

Set All Active and Visitor Clubbers to Inactive - affects each Active and Visitor Clubber's record,
along with the Person Session records for the Current Club Year.

Set All Active Leaders to Inactive - affects each Active Leader's record and all Person Session
records for the Current Club Year.

Delete Clubber Role records and recreate for Current Club Year - fixes any blank Club Names
(possibly resulting from a problem during the New Year Setup).
a Leaders will not be affected.

Advanced Procedures - these should only be run if instructed to do so by Customer Support. For
questions about these procedures, please contact Customer Support.

Check-out / Check-in

e
+ | This utility provides non-networked multi-user functionality to use AWdb in multiple places at the

same time. For example, a T&T director could Check-out the T&T club to have those records on his
computer for the night to mark attendance and sections for the T&T clubbers (this would be a Secondary
Database). Meanwhile, someone else would use the Primary Database to mark attendance and sections
for Cubbies and Sparks. At the end of the night, the T&T director would check the Secondary Database
back into the Primary Database so the information is again all in one place.

a A multi-user license is required to use this feature.

How it works...

While logged in to the Primary database, select one or more clubs (or households) to be "checked out".
In this example the "Sparks Boys and Sparks Girls" clubs will be checked out. The Primary database will
replicate itself in a special way to create a Secondary database and then put all of the needed files in a
newly created Approved Workman folder on a USB flash drive. At this point, all records in the Primary
database that have been checked out (Sparks Boys and Sparks Girls) will be locked. They can still be
viewed and reports run for those clubs, but they cannot be edited. In the Secondary database that is
now on the USB flash drive, the opposite is true... all of the checked out records (Sparks Boys and Sparks
Girls) are unlocked and fully editable, while all of the records that have not been checked out will be
visible but locked, in a read-only state.
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After using the proper technique to shut down the USB storage device, the USB flash drive can be given
to another user who can plug it into any other computer (running Windows XP, Vista, 7, 8 or 10). They
can then open the Approved Workman folder and launch and run AWdb directly from the USB flash drive.
They do not need to download any software or be connected to any network since all of the work will be
done directly on the USB flash drive. They will have complete recordkeeping capabilities for the Sparks
Boys and Sparks Girls clubs that has been checked out to them. At the same time, someone else can
keep working in the Primary database, editing records for all of the clubs that are not checked out. At the
end of club night, or whenever the USB flash drive is given back, check IN the Secondary database and all
of the work that was done in it will be imported and synchronized back into the Primary database.

Safely Remove Hardware and Eject Media

TrT—— 5190M | @ safe To Remove Hardware A X
EevBRL DO gnnm . :
The 'USB Mass Storage Device' device can now be safely
removed from the computer.

Click this icon in the Windows task
barto open a list of USB devices,

then click the one you want to remaove :
and wait for the message saying that \I_
it is safe to remove it.

It is critical that a USB flash drive not be removed from the computer
until it has been shut down properly; otherwise there is a serious risk
of file corruption. Be sure to use the correct technique to tell
Windows to shut down the USB drive, and then wait for the
confirmation that it is safe to remove the device, BEFORE removing it
from the computer.

Checking Out a Club
In the Primary Database, click Admin > Database Utilities > Check-out/Check-in:

Databaze Check-out [/ Check-n

Main  Leg
Step 1. If the computer’s date of February 13, 2019, 03:13 PM is accurate, select a procedure: Check-Out Backup

Step 2. Select the USE drive where the Secondary Database will be created: Req Space: 238 MB

F: - Frea Space: 81191 MB Refresh
Step 3. Select records based on: Clubs Existing Groups Households Secondary Databases Currently Checked Out:
There are no Secondary Databases checked out.
Awana Team Colors to Include:
Cubbies x
Sparks Boys
v Team Mames to Include:
TET Adv (Al Teamns) -
TE&T Chall :
Trek | Exclude Archived and Graduated Members (recommended) “Your license permits up to 3 Secondary databases te be
Journey | Exclude clubbers who are LITs in the selected clubis) chedied out from this Primary database.

Secondary Database Name:
Sparks Girls Green/Blue

-1 An unlocked group available for check-out

fy Alatked group already checked out *
is checked out, its name appears under Bxisting Groups = A group matching the key, availatie for check in
cess when cresting secondary aaotabases n the future. :

8
o

* To rezét & locked group, rght=click ity namé in the grid

Step 4. Click "Run” to begin the check-out procedure

0% Print the log... Close

1. Check the computer’s Date & Time, then select Check-out.

2. Select the USB drive letter where the Secondary Database will be created - use the drop-down list
to navigate to the drive. It must be different than the drive letter of the Primary database.
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This document always speaks of and assumes users are using USB flash memory drives. Technically
however, any USB external drive would work.

3. Select records based on: Clubs, Existing Groups or Households.

Checking out records based on Households can be useful for registration to process information for
families with members in multiple clubs.

4. Complete selection details: select the club name(s), groups or alphabet letters.

e For selection by Club, optionally specify which Team Colors to Include and/or which Team
Names to include. Choose to Exclude Archived Member Records for faster processing
(recommended) and to Exclude clubbers who are LITs in the selected club(s).

Secondary Database Name - read-only field shows the name that will be used under the Existing
Groups tab for quick access when creating secondary databases in the future.

o For selection by group or alphabet, an open padlock " indicates a group available to check out.

5. Click "Run”. The window switches to the Log tab and displays the progress. Choose to Print or
Save the log if desired. A confirmation dialog indicates which groups were successfully checked

out. Checked out groups will have a closed padlock “* indicating that it is locked in the Primary
Database and no longer available to check out.

6. Use the proper technique (as described above) to safely shutdown and remove the USB flash drive
containing the Secondary Database.

Starting the Secondary Database from the USB flash drive

Insert the USB drive with the Secondary database into a computer. Usually a dialog appears showing the
drive letter that was assigned. From here, select the choice of viewing folders and files on the device. If
this dialog does not appear, click Start > Computer and double click the icon representing the USB
flash drive to see its folders and files. Open the Approved Workman folder on the USB drive and double
click the ApprovedWorkman.exe file to launch the Secondary database. The log-in screen will open, but
with a few changes.

Welcome. Please log in.

Approved Workman Database
a recordkeeping system for Awana* clubs
- .KE:T :’admn Baptist church
EMBC Awana Club

User Mame:  |dema

Legin LHilities Exit

2 Secondary Database

w |For: Sparks boys, Sparks girls

Version: 5.2.14 SpyTight (¢ 2005-2014 Leffler Systems LLC, Al Rights Reserved

frana Clubs International, and their Marks are used by permassion,
ble for the Appraved Workman Database, the website, and the user

*Awana is & Registered Trademark o
Leffler Systems LLC is solely respa
guide, and is not endarsed b or affiliated with Awana Clubs International.

Datal E\Approved Workman' Data -

Notice that the Data path is correctly pointing to the USB flash drive letter. Also the words
"Secondary Database" are displayed and the checked out clubs are listed.
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Locked Records

The Check-in module has an indicator to show whether or not a member's record is locked. The most
obvious way to tell is by attempting to check the attendance box and nothing happens. That might seem

confusing at first, but the status bar will show a closed padlock symbol.

e

TaT Ad [ G

Doyle, Rose
Contacts Easton, Lucas Sparks [ Re
Easton, Lucy TaT Adch [l Gi
Donabions Elden, Kelsey Sparks [l G

Eliot, Erin T&T Adh [ ve

Repors
= LY Farmer, Danny _TE'_TAI!'.| El

Irvaniory Farmer, Jonah Sparks [l Re
60 Pi]

P i
_ Attend 33/35 | Ho

WVersion 5.1.0.0  Data: ClApproved WorkmanData

Admin

If a locked member record is opened, "Locked" is shown in the title bar and in the status bar. An Unlock
button is also added to the toolbar of locked member records.

The Unlock feature provides a way to override the lock for situations where a clubber is locked (in either
the primary or a secondary database) but the person with the database having the locked record should
have 'ownership' of the record. (For example, a visitor who has previously attended but whose record is
archived, so is not available - locked - in a secondary database.) It is not intended to be used to make
changes to a locked record that is known to be in active use in another database. The person who has
‘ownership' of the record should make those changes. The best way to know if the unlock feature should
be used is to consider "should I have ownership of this record or does the person who currently has the

unlocked record need to keep ownership?"

If a locked record in a primary database is unlocked using this feature, any changes made in the secondary
database will NOT be checked in. Likewise, if a locked record in a secondary database is unlocked using this
feature, the record WILL be checked in (over-writing any changes made in the primary database).

+ Clubber: MrCaleb Elint [ Locked ]

Member Type: Clubber
Status: Active

Mﬁ\.ﬁah—-v

LIT for Club:

Household Status: Active
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Checking a Secondary Database back into the Primary

Log in to the Primary Database and click Admin > Database Utilities > Check-out / Check-in. On

the Database Check-out/Check-in dialog's Main tab, follow these steps:

Main |Leg
Step 1. I the computer’s date of February 13, 2019, 03:20 PM s accurate, select a procedure: Check-In Check-Out Backup

Step 2. Select the USE drive containing the Secondary database to be checked inc

BEED-4GE (E] - Checkout Key: 12368 Refresh
Step 3. The selected Secondary Db will be checked in: [Existing Groups Secondary Databases Currently Checked Out:

Select | Secondary Database Name Mbes Out  Checked Out Key L The secondary database is ready to be checked in.
Sparks i - Sparks Girls Green/Blue
v  Sparks Girls Green/Blue 1 v 211372019 %18:28 PM 12368 "
Sparks Team Cowboys "
Sparks Team Ranchers
T&T UA
- Yowur license permits up to 9 Secondary databases to be
checked in to this Primary database.
‘b an unlocked group available for check-out
& Alocked group already checked out *
- & group matching the key, available far check in

* To reset 5 lacked group, nght-clidk its name in the gid
£ M > * Non-archived househelds

Step 4. Click "Run” to begin the check-in procedure Members Selected: 0 +| Show detailed info in the log Run

0% Print the log... Close

. Check the computer’s Date & Time, then select Check-in.

. Select the USB drive containing the Secondary Database to be checked in: If only one Secondary

Database is checked-out, the correct drive letter will likely already be selected. If it is not, select the
correct drive letter from the drop-down list of drives.

. The selected club(s) or groups will be checked in - a club or group available for Check-in will be

indicated by a key symbol - " next to it and will automatically be selected.

ﬂ When multiple groups are checked-out, all of them do not need to be checked in at once.

. Click "Run”. The Database Check-out / Check-in dialog switches to the Log tab and display the

progress of the check-in. Any data that was added or modified in the Secondary Database will be
transferred into the Primary Database. (Records that were deleted in the Secondary database will
also be deleted from the Primary.) Print or Save the log if desired.

Data entry Exceptions:

Generally, a user in the Primary database can't make any changes to members who are in checked out
groups. There are a some exceptions, however:

e Household data - such as: Address, Persons authorized to pick up clubbers, Phones and E-mails that

are shared by all members of a household. Primary and/or Secondary database users can change
these fields if they have at least one member editable in the household.

e Payments - a user in either database can post payments to any fees in the Household Ledger.

o NEW members - can be entered in either database regardless of the club assignment.

© 2021 Leffler Systems



The Admin Module 239

What Happens if the USB flash drive with the Secondary Database is lost?

In the Primary Database, click Admin > Database Utilities > Check-out/Check-in. On the Main tab:
1. Check the computer’s Date & Time, then select Check-In.
2. In the Step 3 grid, right click on the club that needs to be checked-in to open the pop-up menu.

3. Click Reset all records in the selected club as being Checked In. A dialog will ask for
confirmation to mark these records as "checked in" without running the check-in procedure. Click
Yes. This will unlock the records that were previously checked out.

ﬁ Once a group is reset, it cannot be checked in later if the lost drive is found.

19.8.6 New Year Setup

=2 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. It makes getting ready for a
new club year something that can be done in just minutes.

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

ﬁ The Backup Procedure MUST be completed before running the NYS procedure.

The New Year Setup can be used to create session records to track VBS or other summer programs.

Introduction

The Introduction page explains the purpose of the NYS and gives an overview of the steps.

(]

Please review the following information before running the New Year Setup procedure.

The Mew Year Setup procedure prepares the database for a new club year. You do not have to do anything to “close out™ a prior year. f you have just purged the
samiple data and are now going live, this procedure must be run before you enter any clubbers or leaders. If this is your second or subsequent year using the database
yeu will already have clubber records so pay particular attention to the options in Steps 2 and 3. Be sure yeu work through each step in the proper order. Mote: If the
new club year value is not listed in the dropdown list of Step 1, you can add it under Admin > Generic Lockups > Club Years.

Tig: Watch the "How to run the New Year Setup” video on the forum, Look under the FAQs and Videos categony: www.ApprovedWordkman.com/ferum

Before you proceed with a New Year Setup, you must perform the following tasks:
1. For persons who have not attended in the past couple of years (and who are not Prospects) consider setting their Status to "Archived”.
2. Run the Optimize utility under Admin > Database Utilities.

3. Run the Backup utility! Backu <« < Click this button to BACK UP YOUR DATA. Unless this is the first time you are using the database and have
P not entered any members yet, backup your data before running the New Year Setup procedure.

This Mew Year Setup is ONLY used to prepare the database for a new club year and te generate the initial set of Club Session Dates. If you have already performed the
Mew Year Setup for the current year and later discover that you need to add ancther session date or delete a particular session date, do NOT re-run this New Year
Setup. Instead, use the "Add or Delete Dates” button under Admin > Club Setup > Club Calendars.

Carefully review the Club Assignment grid in Step 2 to ensure clubbers are promoted comectly using your custom club names. Also, before printing your blank
and/er pre-filled Registration forms, review and update your Registration Form text under Admin > Options > Registration Form.

To proceed with the New Year Setup, click through each of the tabs below in the proper order. Take the time to READ THE INSTRUCTIONAL TEXT on each page. Once
the procedure finishes, review the log and complete the recommended tasks (e.g. reviewing point values and adding club night themes.)

Caution: There are 5 clubbers with a blank Grade field, The New Year Setup procedure will not be able to assign clubbers to the comect club without this data. (chick
here to refresh the count after you have edited records)

Introduction [Step 1 - Session Dates | Step 2 - Promotions  Step 3 - Club Assignments  Step 4 - Resets and Defaults  Step 5 - Run the Procedure
Close
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Step 1 - Session Dates

Use this page to set up the club dates for the upcoming year.

a) Select the new club year and the starting and ending dates: «<) Enter the dates that should be excluded:
Club Year:  2018-2019 = OME Session Date will be created each week on the same weekdsy: Dates that fall on a club night during the new club year
should be excluded if you already know that no club
Starting Date:  9/5/2018 x " Ending Date: | 32272018 = will be held (e.g. Thanksgiving, Christmas, Easter, etc) .

Identify them here 2o they will not be used when the

= Salact el acked normally doss not indkde
e skt o Y ot LD T offical Club Session records are created.

b) Estabilish clubs that will be active in the 2018-2019 club year: After typing or selecting a date, press the ENTER key or
CLICK THE CHECKMARK at the bottom of the grid to
Use the grid below to Add, Edit, or Delete Club Names for the new year. Be sure to keep a generic sdld the date to the list.
"Awana” club name for leader assignments.
. 8 : ) To delete a date from the grid, select it and then press
i you have more than one club night per week, you should adjust the Starting and Ending Dates as Ctrl+Delate or click the minus button.
needed in the grid below. Alse, you'll want to customize the basic Awana club so it indicates the
relevant club night such as “Awana - Sun® and add ancther “Awana - Wed" for example, 5o you can Click hers to add an excluded date
track leader attendance for both nights.
§ 1172172018
| Base Club 0 Club Name Starting Date Ending Date Meeting Day 4 12/26/2012
|| Awana Awana /52018 Se22/2019 Wednesday 1212019
|4 Cubbies Cubbies 3752018 /2272019 Wednesday | ["5’20];
= ]
|| Sparks Sparks Boys /572018 522209 Wednesday
| Sparks Sparks Girls /5728 5/22/2019 Wednesday
|| Trak Trek 9/5/2018 52272019 Wednesday
| Truth & Trainina  T&T Adv 952018 572212019 Wednesdaw 4
IR ARl | A b = s X

Introduction’ Step 1 - Session Dates Step 2 - Promotions  Step 3 - Club Assignments  Step 4 - Resets and Defaults  Step 5 - Run the Procedure

Close

a) Select the new club year and the starting and ending dates

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".

ﬁ This will not be enabled unless the Backup Procedure has been run.

2. 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 generally kept for that night.

b) Establish clubs that will be active in the new club year

During the initial setup, all clubs are listed by default. In future years, it will default to the clubs used
in the prior Club Year.

1. Edit the Club Names if desired.

2. Add any personalized clubs ("T&T Adventure,” “"T&T Challenge,” or "Sparks Girls" and "Sparks
Boys" etc.) by clicking the "+' (plus) button and then entering the personalized name.

3. Remove any club that is not offered (Nursery, for example) by selecting that club’s row and then
clicking the '-' (minus) button to delete it.

We recommend keeping the "Awana" base club as this is the generic club name to assign leaders
to that don't belong in the other clubs (Commander, Secretary, etc.).

For clubs that meet on a different day of the week, the starting and ending dates can be modified
in the grid. The Meeting Day field will be updated accordingly.
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c) Enter the dates that should be excluded
Indicate which dates there will be no club, such as Thanksgiving, Christmas and Easter breaks.

1. To schedule an excluded week, click in the blank grid and use the drop-down calendar or type in
the dates to exclude. Click the small checkmark below the grid. Repeat for additional dates.

2. To remove a date from the list, select the row and click the '-' (minus) button.

Step 2 - Promotions

Use this page to select options for the promotion of clubbers including when to 'graduate' a clubber.

* disabled because the last backup was created 158 days ago. >>>

Promotions
Promote each clubber’s School Grade to the next level? fies -
Promote Mursery and PO grades to P17 if they wil be 3 yearsoldby. . . . ¢ e

(First Year Cubbles (P'1) will be promoted to grade P2° unless they will be 5 years
oid by the date below, in which case they will be promoted to grade K™.)

Promote Pre-schoolers to K" if they will be Syearsoldby . ... ........¢ 2
(12th graders il be unchanged and their Status will be sat to "Graduated”.)

Set a dubber's Status to "Graduated” if promoted toGrade . . .. ... .02

{Use this option if your church does not have a Trek or Journey dub, or if

children move into a nen-Awana Youth program at a particular grade level.)

Allow this dure to ically handle Club ions? fes »

If you have akeady, or intend to manually edit dubber records to reflect the
Chub they will belong to in the upcoming year, answer "Ho”, Otherwise answer
“Yes® and let the system hande promotions and Club Assigninents sccording to

the chart in Step 3.
~ Archive Clubbers if they have not attended since: Y2019 |»
~ Archive Leaders if they have not attended since: H1f18 |

Introduction  Step 1 - Session Dates ESt:p 2- prcmolﬁns Step 3 - Club Assignments  Step 4 - Resets and Defaults Step 5 - Run the Procedure

Cloze

Promote each clubber’s School grade to the next level?
1. Select whether or not to automatically have each clubber advanced one grade.

2. For most situations, clubbers are promoted to the next logical grade. For preschool age children,
promotion also considers the clubber's age. Select the date(s) to use as the cut-off for this
evaluation. The default is the date of the first club session, but can be changed.

3. When a clubber is promoted OUT of the last grade of the Awana program, the status is set to
“graduated”. If your program does not run through 12th grade, choose to Set a clubber’s
Status to “Graduated” if promoted to grade... and indicate the grade.

Allow this procedure to automatically handle Club promotions?
Read the notes on the dialog and select from the drop-down menu.

Allow this procedure to archive clubbers? leaders?

Allowing the procedure to archive a person will set the person's status to "Archived". The person is
NOT removed from the database and the status can be returned to "Active" if heeded.

1. Check the appropriate box to archive clubbers, leaders, or both.
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2. A person will be archived based on how long it has been since they have attended. Jan. 1 of the
current year will be used as the default, but another date can be selected.

Another good option for a date is the first meeting date for the club year so any member that has not
attended during the entire club year will be archived.

Step 3 - Club Assignments

The grid sets up the defaults used for Club Assignments. All of the Club Names listed in the box on the
right should be included in the grid on the left (except Awana which is used for leaders). This grid limits
assignments to specific Grade and Gender combinations. There must be a single club assignment for a
specific grade and gender combination.

i ———————————————————— .|

Club Assignments Important: Except for the base club "Awana®, make sure
Club Mames referenced in the Club Assignment gnid at left
Grade Gender Club Name in 2018-2018 Meeting Day A | match the Club Names established in Step 1 (and shown
v below).
. Click here to add a new row
= = = 3 For example, if you used “T&T in Step 1, select “T&T in this
P1 Female Cubbies Wednesday grid and not “Truth & Training™. Also be sure every Club
= Name digplayed below (sxcept "Awana’, "VBS", of “Camp’
1 LD A bies Wednezday BOES BX ET in the qri:.l eept Aene SR
P2 Fernale Cubbies Wednezday
Club Mames for the new year
P2 Male Cubbies Wednesday
Awana
- W
K Male Sparks Boys Wednesday Cubbies
K Fernale Sparks Girls Wednesday Journey
1 Male Sparks Boys Wednesday EF"”:‘ 2‘:“"
e = parks Girls

1 Fernale Sparks Girls Wednesday TET Adv
2 Male Sparks Girls Wednesday TE&T Chall
2 Femnale Sparks Boys Wednesday Trek
3 Fernale TET Adv Wednesday
3 Male TE&T Adv Wednesday
4 Male TE&T Adv Wednesday
4 Fernale TE&T Adv Wednesday
5 Female TE&T Chall Wednesday
5 Male TE&T Chall Wednesday
B Fernale TE&T Chall Wednesday e

oA b = M

Introduction Step 1 - Sescion Dates Step 2 - Promotions. Step 3 - Club Assignments [Step 4 - Resets and Defaults  Step 5 - Run the Procedure

Close

To change the defaults, click in a cell in the grid and select a different option from the drop-down
menu in that cell.

If you created personalized club names in Step 1, those clubs should be added to the grid. Click

'+' (plus) to create a blank row at the top of the grid. Select the grade, gender, club name and
meeting night from the drop-down menus. When finished, click the small checkmark below the grid
to save the record.
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Step 4 - Resets and Defaults

Use this page to automatically reset, clear or waive certain pieces of information from last year.

Resets Clear current values
All “Registration Current” and “Registration Diate” values will be deared to Clear the Team Color for all Members? Yes |
make il. easy to uie the Clubber and Leader Lists o see thase whe are not :
yet registered for the new year. Ohaar the Team Nama for all Mambar? Yes  |a
Reset (clear) the following Permission values for all Members: Clear the Leader A nment for all Clubbers? Yes  |w
v Medical Release  |v Activity || Photo Use  |v| Travel Other

Clear the Code field for all Members? Yes &

) hve? e

Reset all Active Members to Inactive? Ves Clear the Club Assignments for all LITs? Ver |
Reset all Visiting Members to Inactive? Yes | AnZwering “Yes only cléars the LIT Club Name, not the LIT role 5o

you will still be able to identify LIT's

7

Reset the Points for all Members to Zero? Yes Clear the Leadership Role Club Assig T W Ne |=
If you want each member's unused points to carmy over to the new cub year, S .
select "No” and those points will be added to the “Other Points” category for Answering “No® will cause AWdb to use existing dub assignments and roles when
the 15t club week. creating recards 161 the Rnéw wear AnSwenng "ves™ will clear the current

assignments and you will need to enter them ance you know which leaders will be
Reset (clear) the Uniform field values when a clubber Ve s&ring in the new year and which dub(s) they will be assigned to. Keep in mind
= 5 st 4 s 3
new base 3 o the Leader version of the Registration form will show only Service HISTORY (prior
gets promoted toa club? years) so the choice above does not affect the Leader Registration form. Basically,
if most leaders will be senving in the same leadership roles in the same cubs as last

Waive Balance on Fees year, answer “No™.

Waive the Balance Due on All Unpaid Fees? Ye g Oftfering Fund

Angwering “ves” will cause the system to create a waived Payment record The Defautt Offering Fund will be used for all new Mssions s
for exch unpaid Fee to offset the balance due. The Payor will be listed as S833i0n records. After running NYS you may specfy

“A Sample Church'. different Funds for each week.

Introduction | Step 1 - Session Dates Step 2 - Promotions  Step 3 - Club Assignments | Step 4 - Resets and Defautts | Step 5 - Run the Procedure.

Lloze

Resets; Waive Balance on Fees; Clear current values
Carefully read the detailed descriptions of each item and indicate Yes or No for each.

Offering Fund

Choose a default value. These can be customized under Admin > Generic Lookups > Donation
Purpose/FRunds.
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Step 5 - Run the Procedure

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

TR

Begin Processing

Print the log

Savethelog

[If you chose the option to
fréset all cubbers to Inactive,
(after the NVS processing is
:uane you may not initially see
[records in the Clubber and
[Check-in List grids because
they may be displaying only
[4ctive members. You will need
I‘to dlick Show > Inactive
members to see records.

Introduction Step 1 - Sescion Dates Step 2 - Promotions | Step 3 - Club Assignments  Step 4 - Resets and Defaults Step 5 - Run the Procedure
Close

1. After reading any reminders on the screen, click Begin Processing. A log showing changes,
updates, calendar settings, promotions and book assignments is generated.

Throughout the procedure some alert dialogs might pop up with notifications of certain areas in
which the updating of records is unnecessary. If such notices pop up, simply click Yes to continue
the procedure.

2. Once the NYS is done, read the log to confirm that it updated records as expected. As instructed at
the end of the log, print at least the last page to use as a check list of what to do next to prepare
for the new club year.

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

19.8.7 SQL Workbench

% Even though AWdb 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 AWdb Forum and have a look at the SQL Workbench topic.

4 This tool should only be used with an understanding of SQL or with explicit instructions from Customer
Support. Be cautious about modifying any records due to possible impacts on referential integrity and
validation. And as always, before editing any data, create a backup of the database!
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~* SOLWarkbench Eli=
[ Close || save o SaveSQL 4 g OpenSQL [3] Autowadth | o) = o [id- | @
Caution: This tool should only be used if you have an understanding of S0L or have been given explicit instructions from tech support. Be cautious
about madifying any records due to possible impacts an referential integrity and validation. & backup is strangly recommended before editing.
;ﬂ) Run S0L Request 2 live result set Report Title: | ClubberCfQuarterlry
WHERE P.Person_ID = P5.Person_ID and P.Member_Type = ‘Clubber’ and Status = 'Actrve’ and P5.5ession_Date between ' 2000-03-08" and -
‘2011-05-03" and P5.Club_Mame = T&T'
GROUP BY P.Person_ID -
ORDER BY P.Gender, Attendance DESC, Points DESC, Sections DESC e
Drag a column header here to group by that column =
# | Persan 0 Name: Attendance Points Sections Gender
»| 12604 Miss Anna Maretti o 0 Female|
12613 Miss Alexis Robertson 0 0 0 Female
12621 Miss Kirn Uppenheinn o 0 0 Fernale
12657 Miss Miranda Thrace (] 0 0 Female
12720 Mass Trudy Krenshaw ] (1] 0 Fernale
12727 Muss Rose Doyle o 0 0 Fernale
12786 Miss Alicia Ogilvie o 0 0 Fernale
12589 My Kevin Andersen (] il 1 Male
12418 Mr David Henderson (] 0 0 Male
12426 Mr Michael Maretti o L} 0 Male
MM Ak — s X e e (T
16 records S0 Statement has been executed. 16 records have been selected in 0 seconds
Icon |Action Description
. % | Close Closes the SQL Workbench without saving current changes.
ﬂ_||| Save Saves any changes made in the "live result set".
15
“l The Save button is only enabled if the Request a live result set is
selected.
g Save SQL Saves the SQL statement that is currently displayed to a file to easily
o open it and run it again at a later time.
e & 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.
% Run SQL Runs the current SQL statement and displays the results in the grid.

¢ 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.
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Again, be cautious about modifying any records due to possible impacts on referential integrity and
validation. And as always, before editing any data, create a backup of the database!

« If the grid's data is going to be printed, specify a Report Title to use as the title of the printed
report.

19.8.8 Purge Sample Data

L3 The purpose of this utility is to delete the sample data from the trial version of AWdb in order to
start entering live club data.

If you are using the Data Purge Utility on your own records for some reason, make sure you run a
backup before the purge, in case you change your mind after erasing all the records from your database.
If this happens, you will be able to restore the backed up data by using the Restore Utility.

J If you have not spent some time playing around with AWdb using the sample data, you might want to
skip this section for now. Come back to it when you are ready to begin entering your own data.

1. From the Admin > Database Utilities tab, click Purge Sample Data to open the Data Purge
dialog.

When you are ready to remowve the sample data so you can begin entering your LIVE data, run this precedure to delete all Member data and reset the

Inwentory ltem counts to zere. Click the button to "Print Instructions”, then read and follow those instructions.

Tie: Gote: www.AporovedWorkman.com/forum  to watch s video demonstrating the Data Purge and Mew Year Setup procedures,

The Data Purge procedure remaves all of the sample data, including any records you have entered. When the Data Purge process is complete, you  ~|
will be prompted to create a new user account, This new account will have Administrative privileges. DO NOT FORGET this name and password.

After the Admin account is created the pregram will terminate and you will need to start the database again and log in using your new User Name

and Password. Once you have legged back in, perform each of the following steps in the order presented. Use this document as a checklist.

Tip: Every person who may have access to the data should have their own unigue name and password. De net use a generic name and password L
with the idea that multiple persons will be using it. Once the database is et up you can add additional user accounts,

Using the Admin tab:

__ 1) Under Database Utilities, click the New Year Setup button and read the Intreduction and go threugh Steps 1-4 to perform the New Year Setup
procedure, This will create your initial set of Club Session records. (Session records are those used to record attendance and points for each week
for each member)

Mote: The Club Names added/edited in Step b need to be in harmony with those Club Assignments you will establish in Step 2. While you can
create several custom club names, you are limited to specific Grade/Gender combinations (i.e. 3rd grade Boys). There must be a single Club
Assignment for & specific Grade and Gender combination. If you have a large club and need to divide your clubbers into even smaller groups you
can wse the Team Names which have no such Grade/Gender limitations. If you creste custom Club Names like "TAT Boys® for esmple, be sure to
select the custom names in the Club Assignment grid in Step 2. f you have been using the standard club names like Cubbies, Sparks, T&T, Trek,

& Journey, you don't have to worry sbout any customizations at this point, just sccept the default club names, If there are club nemes shown in
the Step 1b grid that you don't need, you can click the minus button in the grid to delete that row. Do however keep the general club name of
“Awana” as & genenc club name you can sssign leaders to.

__ 2) After running the New Year Setup procedure, click Club Setup > Club Names and review and edit your master Club records. Make sure the

correct new Club Year is selected in the main toolbar and en the Club Setup tab, Edit the point values and weekly and annual dues amounts, De

net include a book er uniform in the price of Dues. If you do net collect dues, enter $0.00 in bath fields, Use modest point values such as 1,5, 10, 20,

50, etc, do NOT use high values like 1,000, 2.000 etc as the Total Points field for any one clubber is limited to a maximum value of 32,000 per vear ~

v fes

Print Instructions Purge Close

2. Read the information given in this window.
3. Click Print Instructions to use this as a check list to setup the database.

4. Check the box next to Yes, I am ready to run the purge procedure, which will enable the
Purge button.

5. Click the Purge button.

6. On the Confirmation dialog, when ready to continue with the purge, click Yes. The Data Purge
utility deletes ALL data records.
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7. When all the data is purged, a notification will indicate that a new user account for the database will
be created. Click OK to open the New Admin User dialog.

Create the primary User Accountwith Administrative privileges. Do NOT forget the User Mame and
Password you enter below or you will not be able to get into the database

You can modify this User account, and create accounts for additional users under the Users tab of the
Administration form.

Uzer Narms: Jape <= This name (‘l‘_\,rpn;alh,ra user's First Bla mie) 15 used in
combination with the Password to log into the database
Passward: feid s&him! - Pazswords are case-sendithee 3nd must contain at least
frve charackers
Screen Mame:  Jane D <= & unigue short narne to identify wser imestamps
{e.g. "Elizabeth J" )
Full Harme: lare D-:-e| - & uzer's First and Last marme
QK

8. Enter the desired User Name, Password, Screen Name, and Full Name.

Make sure to note the new User Name and Password so you don't get locked out of the database!
The log-in/password of demo/demo will no longer work.

9. Click OK. A notification will be given that the database must close.
10. Click OK to close the database.

11. Log in with the new admin user account. All data records will have been purged.

a Set up a new club year before beginning to enter clubber or leader information.

19.8.9 Error Log
! Use this utility to view past errors in the program. This might be useful when working with Tech

Support to track down a problem. Unwanted records can be deleted by either clicking the Delete
Selected Errors or the Delete All button.

D
| ﬁc"’“ '@D"“*mimﬂ.ﬂ @Dﬂlm.&ll =G

Dvag 2 column header here to group by that column

# 1D User Error Timestamp © Wersion Erroor Description

& Jane B/22/2012 G:19:21 PM 5013 FormAccountindUpdatelnfo FormCreate: DEISAM Engine Error 2 11280 A |
connection to the database server at '97.88.241.34' cannot be established |

v

19.8.10 Update History

@»‘— Use this utility to view the history (log) of updates that have been applied to AWdb. Select a row to
view the details of the fixes and enhancements for the selected update. Also see whether the updates
were successfully applied or if there were any errors.
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#ID 0 Applied Success  Version  Timestamp Emors -

3 32 vl v 5305 S19/2014 12:44:48 PM i

. m = »| 5303 9/8/2014 3:36:03 PM

. 310 vl v 5303 9/8/2014 3:35:57 PM

. 309 v »| 5303 9/8/2014 3:35:27 PM

- 38 [ w5303  9/8/2014 33526 PM

. 307 vl v 5214 B/4/2014 B:35:00 AM

. 06 v v| 5208 9/9/2013 12:52:39 PM

. w0 v v| 5208 9/9/2013 12:52:39 PM

. 304 = v 5207 81272013 &18:51 PM

. 303 vl v 5207 B12/2013 &18:50 PM

B 302 vl v 5207 8/12/2013 6:18:41 PM \ﬂ
pdate 312 ~

Fixes: )

[1 The Clublber List na lenger shows duplicate names when there is more than ane phone in the household that is

marked a5 primary, or more than one book marked a5 primary,

[1 The new T&T unifarms for 3rd and dth grade have been set to "In Use",

[1 The Impert module has been fived to resolve a petential problem that could have caused certain Fee records to

lase their connection to the household.

[1 The Import module now sets Team Color and Team Name values (when mapped) for all of the current year session

records for the imported clubber (instead of just the first session),

[1 The Impert module now properly rederives Household Filing Mames only for those households of the persons being

imparted.

[1 The Impert module now displays a caution message if there are no source columns mapped to any of the AWdb Parent

Name fields,

[1 IMPORTANT: Regarding the Import madule: If you will be impeorting data from your enline registration system over 3

19.8.11 Database Configuration

Lfé‘ Use this utility to alter the configuration of the database.

these ings unless

Itis not o

Maximum number of record buffers to allow per physical table:

Total amount of memory to use for record buffers per physical table: *

Maximum number of index page buffers to allow per physical table:

Maximum number of BLOB block buffers to allow in per physical table:

Total amount of memory for BLOB buffers to allow per physical table: *

16384
65536

16334

Total amount of memory to use for index page buffers per physical table: * 65536

16334
65536

23] 4

3

dvized to do so by the Tech Support,

Default  Max
65536 131072

63536 131072

65536 131072

* If multi-user network is being used, you may find performance is improved by increasing the default value,

19.8.12 Data Import

L@J Use this utility to import data from an external file for either of the following two scenarios:

1. Initial Data Load: populate an empty database after purging the sample data and running the

New Year Setup. (For new users of AWdb.)
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2. Online Registration: add or update existing records with a data file from an online registration
website. (For existing users of AWdb.)

Before importing data from an online registration file, be sure that:
a. the New Year Setup procedure has been run for the current club year, and
b. that a backup that was created using AWdb's built-in backup utility, and
c. that no other users are logged in when this procedure is run.

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.

v

Impert

Please read this i befare pting to wse this utility. | Current Cluk Year 2013-2014 First Club Date: 57472013

L

Purpose:  This utility provides the eapability to import data from sn extemal file for either of the fellowing two scensrios:
1) Initisl Deta Losd: To enable & club just getting started with AWdb to populste n empty datsbase sfter purging the sample data and running the New Vest Setup.
2) Online Registration: To ensble an established club to sdd or update existing records with & data file from their online registration website.

Important: Befare importing data from your online registration file, be sure that: a) the New Year Setup procedure has been run for the current club year, and
b) that you have a backup that was created using AWdb's built-in backup utility, and c) that no other users are logged in when you run this procedure,

File Types:  Diata may be imported from an “Exced §7-2003 workbook (.xls)" file format, 8 (C5V, ora TXT file. If using a .C5V or TXT file, the structure must include the column
header names in the first row, with data n subsequent rows, and cach column header and data cell must be separated (delimited) by 2 comma or a TAB. If using a
comma delimited file, ary cell containing a comma as part of the data must be enclosed in quaotation marks, If using an Excel file format, be sure to remove formulae
and column fermatting before loading the file in Step 1.

Limitations: The type of data that may be imported i limited. For example, 2 person's name and contact information (phenes, email addresses, parents, emergency contacts),
birthdate, grade, gender, scheol, church, and allergies and such may be imported, but data related to attendance or handbooks cannot be imported and must be
entered manually after the impant process has completed.

Club Names: |f you impert club names, ensure that your source file club name values will match the AWdb Club Names established under Admin > Club Setup > Club Mames. If
you do not map a source field to the AWdb Club_Name field, and/or if the source field is blank or contains a2 non-matching value, then a club name wall be assigned
duwing the impeort process based on a person's Grade and Gender values and the Admin > Club Setup > Club Assignment records. Persons without a club name,
grade, and gender will still be imported, but there will be no club assignrent, and thus no attendance records.

For Best Be mindful of the fellowing: 2) When mapping fields pay close attention to the AWdb Field Notes, b) Review source data for consistency. For example, all members

Results: of the same howusehold (regardless of ther names) should have the same Address_Line] and Postal_Code so that they will be accurately grouped into the same
household. <) Ensure consistent values for columns such as Church and Scheol Names since these values will be added to the list of generic lockup values. d) When
an AWdb Field Mote lists VALID CHOICES (followed by a list of values), examine your source data to confirm the values are compatible. If they are not, then you may
want to medify your source data before running the procedure because invalid values will be blanked.

Addresses:  If your source file has the City, State and Postal (ZIP) Code all combined in the same field (2.g. “Madison, W1 53714%) you will need to siter your source file so that your
City, State, and Postal_Code data are in separate columns that can be mapped to the separate AWdb field names of: City, State, and Fostal_Code.

Step 1 - Select the Source File

Use this page to identify the source file of the data 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 Field Mapping Notes
in Step 2 for specific requirements of each field. Return to Step 1 to edit data as needed.
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Select the Source File (must be an Excel 97-2003 [ads), or a comma delimited {.cov), or Tab delimited (.bd) file) After the sounce file is loaded, review the data in the grid
CAUsers\Annette) Clubbers.ls :‘::m%“;‘::;f;:‘:%:’;ﬁ' N R
A B0 D I E I F I G I H 1 ~

1 First Mame  Gender Birthdate Grade Parent Marme Primary Phone Primary E-mail |

2 Ader Andy Male 5/2/2002 [ Doug Adler (508) 587-5123 billsusan@gmail.com B3

3  Brackenheimer | Kati Female 11/5/2003 4 Medinda Brackenheim (608) 456-4366 melbracki@spot net 35

4  Brackenheimer | Kevin Fale 12772005 2 Melinda Brackenheim (608) 456-4566 melbracki@spot.net 55

g | Carson Benjamin | Male 9/20,/2002 [} Mr and Mrs Carson (608) 555-1278 carsond@hotmail com

g  Carson Chrstina || Fernale Ti21/2005 3 Mr and Mrs Carson (508) 555-1278 carsond @hotmail.com £

7  Douglas Janetta Female 101511997 n Ann Wells (608) 888-9977 15

g  Farmer Daniel Male 2/16/2002 ] Michael 8 Kristen Farmer (608) 555-8845 thefarmers@hotmail.com 8

g  Farmer Jonah Plale 6/14/2005 3 Michael & Kristen Farmer (60) 555-8845 thefarmers®hatmail.com B
I 10 | Farmer Marjonie Fermnale 27172004 4 Michael & Krnisten Farmer (B08) 555-8845 thefarmers@hotmail.com B

= | | | | |

i2

i3

i4

i5

16

17 |

12 =
introduction Step 1: Select the Source File Step 2 Map the Fields | Step 3 Select Options | Step 4 Run the Procedure

Select the input source file and then click the Import button,
Lhose

Step 2 - Map the Fields

Use this page to map the source columns to the corresponding AWdb field names. On the left is a list of
the Unassigned Source Columns. In the grid, identify the Source Column for an AWdb Feld 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 for each field carefully to assure data is in the correct format and that
you understand how each field is used.

Map the source columns to the corresponding AWdb field names for any data you want imported.
Unassigned Source Columns | Source Column AWdb Field Name | Allergies.
Allergies | [Addresslinel This field should comtain only a list of
Grade » " things a person is allergic to, The
Parent Mame i = |l impen process will remove the words
Primary E-mail 1% i dress Line 1 i “allergies” and “allergic ta”.
Primary Phone | 10
State .
. || Birthdate 10 . .
Zip oty 0 Field Mapping Notes
| First Narne a0
|5)| Gender .
|/ Grade String 30
| | Last Name String 20 Notes:
| Parent Narne -
. . Strimg 5 Source columns that do not map to a
[ rimery £ mai - 4 | specfic AWdb field may be appended to
|| Primary Phane 9 the 4Wdb Notes field Map up to four
™ 5*_0“ Sarimg 40 source columns using: Notes, Motes_2,
| Zi String 0 HMotes_3, and Notes_4.
| _ (When mapping to these four notes
| e LI L fields, the souree calumn names will be
| Emergency_Contact_L Name Saring 40 used a5 labels proceeding each value.
| Emergency_Contact_Marne String 40
| Emergency_Contact_Phone Strimg 50 Clear the current field mappings
| Emergency_Contact_Relationship String 20 . _ :
| Extemnal_ID_Household String 10 | Lﬂ Sonta Gigld Moppiog Bepne
Introduction | Step 1: Select the Source File  Step 2: Map the Fields -Saep 3 Select Opticns| Step 4: Run the Procedure
Map the Source File Columns ta the sppropriste AWdb Fields Mames,
Lhose
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Step 3 - Select Options

Use this page to select to import as an Initial Data Load or from Online Registration. Detailed
descriptions are included as well as Important Notes.

Select the Scenario and Options
() Initial Data Load Select this option if you are just getting started with AWdb and need to impen data from one or mare exernal files (for example, one file for

Clubbers and anather for Leaders). Mo person matching® is needed therefore all records in the source file will be inserted into the database
and the member Status values (if mapped fram the source file) will net be changed from what they are.

Select this option if your club is already using AWdb and you want to add or update existing records with a data file from your online
registration website. Person matching® will be atternpted te aveid creating duplicates. Matching records will have specific fields updated
with data from the source file (25 per the field mappings), 2nd non-matching records will be inserted into the database 25 new.

|+| Set each imported member's Status to "Active”, and set their Registration to "Current”

For the Registration Date, uses the f t tra a <-- no Source Field was mapped to
7) A Registration Dateof ........: S/4/2013 the AWdb Registration_Date field

Important Notes:

- Payment records will be created if there is a field mapped to the AWdb field "Payment_Ameaunt”, hewever it will be recorded as an “Unapplied Payment” and 25 such it will need
te be manually applied through the Household Ledger form.

- Tig: After the impon process has completed, apen the Registration Windew (frem the popup menu of the Clubber List) where you can quickly review the imported data, assign
baoks snd uniforms, apply payments, and print pre-filled Registration Forms for sgnatures snd Househeld Account Statements as needed.

* Person matching, (used only in the Online Registration scenaric) tries to avoid creating duplicate person records by comparing the First Name « Last Mame + Birth Date of the
incoming records to the same fields of existing records. If a match is found, the existing member record will be updated with the mapped field values from your source file. If ne
match is found, 8 new member record is crested. Thus it is critical that your source dats contain accurste non-blank First_Mame snd Last_Name and Birth_Date values or you will
end up with duplicate records. f a matching person is found during the import process, relevant Phone numbers and E-mail addresses that have been modified within the last 30
days will NOT be deleted by incoming records of the same type (e.g. Home Phone, Cell Phone, Emergency, etc).

Introduction | Step 1: Select the Source File | Step 2 mpihﬂields. Step 3: Select Options  Step & Run the Procedure

Select the applicable scenario and related options.

Step 4 - Run the Procedure

Once the setup is complete, use this page to run the Data Import Procedure.

Loading Sowrce File: "C:\Users\Annette) Clubbers.xls®
Success,

Loading column names...
Suceess,

Begin Processing
Print the lag

Save the log

Introduction | Step 1: Select the Source File | Step 2: Map the Fields | Step 3: Select Opl'-wns' Step & Run the Procedure

Llose

1. After reading any reminders or warnings on the screen, click Begin Processing. A log showing
the steps of the import process is generated.
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2. Once the Data Import is done, read the log to make note of any items that might need to be

reviewed. Print or Save the log if desired.

3. Click Close when finished.
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20

AWdb 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.

Club — Individual clubs separated by age/grades and distinguished by uniform and curriculum lewels/
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.”

© 2021 Leffler Systems



Index 255

supporting 17
I n d eX updating 16
Attendance 74, 99
Attendance Awards Tool 59
_ A _ Awards 43, 59, 78, 141, 142, 211
Awards Module 141

Admin

Awards 211 - C -

Backup Database 229

Check-out / Check-in 234 Check-in Module 37, 120, 121, 124
Club Setup 222 Club Calendars 101, 222, 239
Curriculum 215, 218 Club Logos 222

Data Import 248 Club Store Tool 60

Database Configuration 248 Clubbers Module 103
Database Utilities 228 Contacts 80, 149, 150

Error Log 247 Contacts Module 149
General 205 Custom Fields 120, 222
Generic Lookups 206 Customer support 17
Maintenance Mode 63

Misc Procedures 233 _ D _

New Year Setup 239
Optimize Database 231 Donations 82 152. 153

Options 207 Donations Module 152, 154
Purge Sample Data 246 Dues  40. 124. 222
Repair Database 232

Restore Database 229

SQL Workbench 244 = E =

Update History 247

Users 220 E-mails 26, 61, 103, 107
Admin Module 204, 205, 206, 207, 211, 215, 220, ~ Events 79, 145, 146
222, 228 Events Module 145
Adopted Clubs 154, 155
Approved Workman Database 89 - F -

activating 15

backing up data 229

checking-out / checking-in database 234
configuring 11, 222

customizing 23, 95 = G =
downloading 13

Fees 29, 40, 81, 88, 128, 130, 133

importing data 248 Gather E-mail Addresses Tool 26, 61
installing 13 thher Textible Phone Numbers Tool 26, 61
licensing 11, 15 Grids 45

customizing visible columns 46

logging in 19, 94
9ging display options 54

optimizing data 231 .
purging sample data 246 exp9n|ng 53, 54
repairing data 232 ﬁlterln_g 47, 48
restoring data 229 grouping 50
setting up new club year 239 layouts 54
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Grids 45 assigning handbooks 29, 32, 75
printing 52 assigning to ateam 34
searching 51 assigning uniforms 29, 33
sorting 45 checking-in 37, 120, 124

contact information 26

_ H _ creating 26

earning awards 43, 75, 125, 141
earning points 42, 74

managing photos 35

marking attendance 74, 124
customizing chart 99 marking sections 75, 125

customizing photo 101 paymg dues 40’_ 124’ 133
resetting layout 99 recording leadership history 83

saving layout 99 registering 28, 29, 185
setting layout 99

Household Ledger 40, 88, 133 - P -
Household Module 117

Handbooks 32, 75, 125, 215, 218
Help Menu 64
Home Page 98

Payments 28, 29, 40, 88, 124, 131, 133
_ I _ Photos 35
Points 42, 60, 62, 215, 218, 222

Inventory 84
initial setup 85 - R -
placing an order 86, 198
searching 62 Recalculate Total Points Tool 62
tracking 85, 191 Reports 157
Inventory ltems 191, 193 Achievement Report 159
Inventory Module 191, 197 Attendance and Dues Worksheet 162
Inventory Orders 86, 197, 198 Attendance Report 161
Inventory Quick Reference Tool 62 Awards List 163
Birthday List 164
_ L _ Check-in and Progress Report Worksheet 165

Clubber List - Contact Information 166
Completed Handbooks 167

Current Handbook Status 168
Household Account Statements 170
Household and Member ID List 172
Household List - Contact Information 171
Leader List - Contact Information 173
Leader Senvice History 174

Leaders Module 107
Leadership 83

Ledger Module 128, 131
License Key 15

Login Dialog 19, 94, 95

- M - Leader Training History 176
Mailing Labels 177
Main Window 57 Medical List 178
tab position 23 Member List with Photos 179
toolbar 65 Member Profile 180
Member Window 66, 67, 68, 72, 74, 75, 78, 79, 80, Name Tags 181
81, 82, 83

Point List and Worksheet 182

Members Receipts Report 183

adding a visitor 39
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Reports 157
Registration Form 185
Visitor List 187

Roles 107, 115

_S-

Sections 75, 125, 215
Senvice History 83, 107, 113
System Requirements 11

- T -

Teams 34, 222
Tools Menu 58
Training History 83, 107, 114

U -

User Interface
customizations 23, 95
home page layout 99
styles 23

Users 58, 220
changing password 58

_V -

VBS 89
Visitors 39
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