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Entering individuals
Create a Group
Entering Organization records or editing Organization records

Sending Mass Emails by Zip Code
Includes both the Zip Code Search and Sending the Email
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Task: Entering individuals
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How is it done? S i —
In the people screen, search to see if the indiv e e e T o
is already in Filemaker.

If so, update any information that is not current.

If not, click “New” (green tab). Type in name, then
continue.

Fill in as much information in the screen as
possible.

If they are affiliated with a church, check if it is
already in Filemaker, click on Organizations.

"n-.iu-l

'_]  Hales (hve potonal, Bmaliss i)

Click New, then fill in as much information as is
known. Check the internet for additional
information about the church, including the pastor.

Go back to People screen.
Click on Organization, and click on new
organization just entered. , — ] —

| - fanzs 2007 [

S —— —
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What is used that is not in Filemaker?

How much time does it take?

How is this used outside of Filemaker?

Problems / Suggestions:

e It would be EXTREMELY helpful if, when

entering customer’s data, it would automatically put it in correct format, i.e.:
capitalization, etc. That would keep entries consistent.

Other opportunities for use

[ Generalinfo || Tasks [ communica tion || Eventinfe || 014 Notes }r\:mEMam Expire

Mailing Address Label | Street Address Event Date Mame  Result

Phong Number Ext asks I—l—‘—‘—l
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Task: Create a Group
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How is it done?
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In Organizations or in People, search on any field to find whatever group is required.

Go to Groups menu and create a name.

THT2003:

NEW FEATURE! GFroup names can no longer have spaces or periods

Groups Menu

TO CHANGE ORGANIZATIONS CURRENTLY ON LIST SCREEN:

To ADD a group to all Organizations on the List Screen, select an existing group
from the field below, or enter the name of a new group. Then clice ADD.

To REMOWE a group from all Organizations an the List Screen, selact the group
from the field below. Then click REMOWVE.

TO REMOVE AN ENTIRE GROUP:
To totally REMOWE a group from all Organizations fne matter if they are on the List
Screen or not), select an existing group from the field below. Then click DELETE.

Export the group into Excel, including
necessary information (church, name,
address, phone, email, contact, senior

)

pastor)

What is used that is not in FileMaker?
Excel spreadsheet.

Time Required: depends
How is this used outside of FileMaker?

Anytime we need to get data into another
program or solution.

Problems / suggestions: A lot of manual input
is required if changes need to be brought back

into the system.

Other opportunities for use:

Eter search criteria into top rew, elick the green amow button. New list find click grey amow button

[#[o]st [zie[#[o]states [#[o]zacs[s]an_ [o]o]enue=

[ | Organizati [ [ Address

[+ [citr

[ [cora apim o
Presbylerian Church at Hew

Grace Fellonship Chursh
[Church of God of ProphacyJ100 Codarst |
[ ateray Cthecral chush ]

alvary Chapel
<ulh Baplist Church
Calvary Tabemacle 69 Myrlle Streat

Chureh Of The Intereessar |50 Saitn Thomas

St Paul Lutheran Church 286 Dalavan Ave
edeemer Presbyterian Churon| 271 Madisen Ave F
alvary Baptist Church 1140 Guy R

[ Currert File [0r_"] |

dupl key ManContactPhons = |
dupl key zip denomination

OnF ashlumT ext

OfficePheneTest

dupl key rame

dupl key phone

Field Order

+ SeniorPastoriName
+ Organization

+ Orghddresst

+ OrgCinyl

+ Orgotl

Clear &l | |¢ Oigzipt
+ officephone
Clear | |* OngFaskium
+ MainContac!Fisthame:
Moveall | |+ MainContactLastName
+ MainPhone

+ SundMatt

dupl key name zip
dupl key addr zip

dupl key fax

dupl check DiglD by name

dupl check DiglD by phone

dupl check OrglD by name zip

dupl check OrglD by acd: zip

dup check OrglD by fax j

SalesContactOverride

2l

hessalonia Baptist Church | 651 Rev James &

anta gh Baptist Ghurch 25 Hempstead

Havthome &ospel Church | 2000 State Rt 208

Character Set: | Windows [ANSI) >

Summarize by.

" Dot format cutput
" Fomat output using current layout

Willington Baptist Church 520 King George
=

[More Options [Groups Menu | Create Tasks |Fin
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& 197.168.0.99 - Remate Desktop Connection -
Orgonication  |o[#faeies  [ofo]en
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Task: Entering Organization records or | |
editing Organization records

I |

|| 1 1 1

Go to Organization

Enter first few letters of organization’s
name AND city and/or state.

Mok A1 | Lnmark

Find Al

Frd | New

If Org doesn’t show up in the list go to the
New tab and
enter Org’s info on this page

ot OpHONS Gr~_yrs Ment) | Create Tasks |Hind 2ip Codes |Print Area inufles | Ouaiified Rt | ind Pood | Find Duplicates Shovw Msked

—]

Bac

& 192.168.0.99 - Remote Desktop Connection - . -
Central Baptist Church | | Baptist | THave men's ministry | Famela Auking
3 - -, . - Account#  Rights  Fax Result Mitg Status?  Ewt This ¥r? Wkend At Date Added Name From f Key Contact
If Org’s info needs editing, do soon this  [ez [ o ]I | [100 ] [ren oo ][ [t . ]
[ General Info M Tasks U Communisation U Ewent Infa M 0ld Hotes 1 D Maic
pag e Maling Address Label] Strest Adcress vent Date Name Result At
2015 Pennington Road |
[Trenton [ Jossts | I ] [ |
Fhone Humber Exd Tasks
Office (609 92-0337 Aug 27,2010 Pam Adkins E-meil Sert Richard Gay
————————— RE:Discipleship training on Long Isiand
Fax (609) 882-7115 Deer Richard,
) P B09) 5927115 |Pherata 1just veanted to make sure you were aware that the 30-day cut off to take

Make sure that the main contact for the

5 Aug 27,2010 Pam Ackins E-mall
RE:Discipleship training on Long Island

Sert

Alvin Mehlair

H BG Histol MASS BOOKS 2011 Deer Alvin
Org has a red dot by h IS/her name 20512 | saalx =] liust wanted to make sure you were aware thl the 30-day cul off 1o take
200405 | 354 <1 Aug 19,2010 [Jamie SmithE-mail Sert Richard Gay
20001 12 [| MASS BOOKS 2010 RE: Gt trained nexd manth in the Philadelphia areal
<]l Deer Richard
Totel # Bk, 560 ]
Contacts  Evnt Relafion 3 mat lit ]|_dupl
MainRole MP | ship  Position Title  Fist Lazt Salutation Main Phone Mass E-mail
] [e]4] Sr. Pastor Mr. |Richard Gay Dick L8 (509 5520337 dgay@cbeniorg L g™
el Q0 Key Layman |Mr.  Darrsl Boath Darrell [0 O
o oo Ssst.Pastor M. Ray Lombardi Ray (8} (503) e52-0337 [}
=1iel=] Key Layman M. Alvin Mchair Alvin (8 (509) 430-0404 alvinmenair@coms [
O
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Task: Sending Mass Emails by Zip Code
Includes both the Zip Code Search and Sending the Email

How is it done? From People screen, in find mode ’]'ffr,,wf'.,'mf’fim o
Steps: D@87 he - BEBR 'SSB 0
To create the list:

Open a name in people

Click “list’ (a green tab)

Find Zip Codes - follow instructions
When finished, click ‘back’ then ‘show marked’.

kel
fivtmcelon

1. Enter 7ip eode ]

2 Enter distance: [ [mies

3. Click to Find Nearby Zip Codes

(Ziphkain} (o1 gZlp 1)

To save it:
Click Groups Menu (at the bottom)

Give it a name (no spaces, include your initials)
Hit add.

Sald
T CDein | Oy | Aawess | cly | e | e | M |
%Ew. T s e
| ear <<PSal>>, 2|

Add text here

To send an email:
Open a name
Click “list’
Click “More Options’.
Send communication
Fill in type
Re: give it a subject
Template (bottom of page)
Find old one
Make changes

Save it with a new name

Preview

Send (sends to Outlook Express outbox)
Hit send/receive in Outlook

— then they send.

To sort out those who don’t have email
addresses:

If the list is a large one, break it up into group
of 1,000.

While still in FileMaker and in the List

option....
Click unlockit
At the top left of the page, click the starting number (hit enter)
Then go to Records
Omit Multiple
Type in numbers

For example, a list that is 2,824 names long —
Go to record 1001 (enter)
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Then, click Records

Omit Multiple

Type in 9999

Hit enter
What remains is the first 1,000 names of the list.
Send the email to that list.

Then, to send the next batch.....
Go back to the original list.
Go to record #1
Go to Records
Omit multiple
Type in 1000, and what remains is 1,824 names (the first 1,000 are missing — they
have already been sent)
Go to record #1001 enter
Go to Records again
Omit multiple — type in 9999
Hit enter — what remains is the middle 1,000 records of the list
Send the email to that group.
Repeat that step as often as needed if the list is longer.

Go back to the original list one last time.
Go to record #1
Go to Records
Omit Multiple — type in 2,000, enter
What remains is the final 824 names of the list (the first 2,000 have been omitted
and the emails already sent).
What is used that is not in FileMaker? nothing
Time Required: Each search requires some time and the actual sending requires even more.
How is this used outside of FileMaker? It’s not
Problems / suggestions: It takes a long time as it scans each outgoing email

Other opportunities for use:
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CEO/PRESIDENT/PC/ MAJOR DONOR - David/Ruth

e Create Campaign List for Calling and Postcards

e Create President’s Circle (Major Donor) Monthly Mailing List (or any other
mailing list)

e An area search for PC/ CAC/ BOD members in a geographical area, created to
send an advance notice to these people about 3 weeks in advance of a seminar in
their area.

e Search for donation report by dollar amount

e Search for Man in the Mirror Bible Study (MIMBS) first time attendee OR Man in
the Mirror Bible Study (MIMBS) team or leaders

e Search for a record associated with a particular email address
e Card Club / Sending birthday cards

e Register someone’s attendance at the Annual Summits / 25" anniversary / special
events.

e ALM TASKS - THE ALM IS NO LONGER AND THIS SECTION IS EXTINCT &
NO LONGER NEEDED

Problems/Suggestions in RED
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TASK : Create Campaign List for Calling and Postcards
File — Open Remote — Prospects
Campaign (28 so far)

Each Campaign is a special event or
season of direct phone calling to find
ministry partners

In People — you create a group

Add people to group

On this page Add All Current People_—"| i :
to This Campagn Button : | = e =
Asks: “Do you want to add...?” e ———

OK /Yes

After adding people give NAME to
Type (Ex. Father’s Day Book
Orders, EQMIM subs, etc.)

Need to Print Postcard for the Group
Will ask if you want to print a postcard to the group. Answer: OK

b

Prints a 4-up Personalized Postcard Layout — front and back with addresses for 4 recipients on
front and Dear (First Name) and text on back. Printed on legal size paper which we then cut
into four postcards. Our copier/printer cannot print a single postcard because it would be
too small. One Example:

Front:

John Smith

123 Main St.
Orlando, FI 32789

Back:

Dear John,

Thank you so much for....
Blessings,

David Delk

See attached (See Attachment #1)

PROBLEMS/SUGGESTIONS: This is a complicated merge. We do not use Word because
Word wants to print records 1, 2, 3, 4 on the front and records 5, 6, 7, 8 on the back and we need
records 1, 2, 3, 4 on front and records 4, 3, 2,10on the back.

| solved this by creating another table in filemaker that has four people on a single record, and
enough records for each person in the list. Then the front and back of our layout has the
information for four people but only one record behind the scenes.

Would also like to send emails to these prospect set

It automatically Records the Precall Piece Printed date

Print Paper Call Sheet for Calling Campaign
Answer: OK

10
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Calling Sheet has many fields with Question Scripts for the kind of call it turns out to be
See Example (See Attachment #2)
Results from Call are added to the various fields so that we know the response

11
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Task: Create President’s Circle (Major Donor) Monthly Mailing List (or any other

mailing list)

How is it done?

In the People screen, a name is opened.

Using the Subscription tab, go into find mode.
PC Mailing is chosen.

The list is sorted by type of mailing — was ALM
or CD — NEEDS to be CD OR NO CD.

Put it in List form, then sort in ABC order.

Labels are printed in Filemaker.

To save for a mail merge, click Cancel, then click
File, Export Records, choose Donors, PC’s, then
give it a current name and save it as a Merge File.

Titles First Last lutati Organization (Contact for this church)
1 ;g Contast L] Coffee Cinb Farineii i Home Church i+
Shiice S0 satt [ Sales Sratf Position Relglion N
i ClFscuty CINOMUSST s
L]
1 Board of Directors L] Comoration B Presiden’s Circh
[ Card Club Foundation
= [] Chaimman Council [ WlviBS Team
ALM anly
T
(1 o n
(L1 R B = (oL [ o el

=103

Attendees Organizations | | communication Ma

Master., | EDNIES ] Events | Tasks
= Enter search ofert ito top row, olick the green amouw burton. New it find alck grey amou button.
Last [a]+] o Address ity st | Zip Type Group-

cole

30342

Fit [#]+
5 ed
O

The Mational Atlanta

[ [oamn | i s
General Info| Details| Subseriplions [Donations | Comm | Pariner | Regishations

IZLE Funding Mailings ChD
[Cakncheons o raise awarene
\CFundratzing Proposals and Support C3PC Letters
1intro bo Bill Clerneraer
J Djirvitations tn syminars
12 Yot Anckerson

Cpkined giving
Rt Lt

More Oplions | Grougps M,

44 [k ¥l

Choose the fields for export, then save it as a Merge File.

12
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What is used that is not in FileMaker? Once the
list is created, it is exported to Excel and then
merged using Word for the letter.

Time Required: 20 minutes to create list, plus
printing time and mailing time.

How is this used outside of FileMaker? Reports
can be generated as needed using recorded
information on PC donors.

Crasscser St [ windows 1ANSI] =

B8 Dot lomat ot
F

Problems / suggestions: Names often missing
from list - X from PC box or ALM box goes blank B W

Used to be ALM or CD - NEEDS to have a check ~ gwewk peszsscen
box for CD OR NO CD.

Other opportunities for use: Create tasks to track
activities, i.e.: email sent, letter sent

13
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Task: An area search for PC / CAC / BOD members in a geographical area, created to
send an advance notice to these people about 3 weeks in advance of a seminar in their area.

How is it done? Do an area search by zip codm ez

notes).

Then Mark All

Then, in that list, do a Filemaker search to find PCs
Repeat to find CACs

Repeat to find BODs

Export the list if you desire. (Same steps as Creating
President’s Circle Mailing List)

Send an email invitation in filemaker.

What is used that is not in FileMaker? Nothing
Time Required: About 20 minutes a week

How is this used outside of FileMaker? The email is sent by Filemaker through Outlook
Express.

Problems / suggestions: After the initial zip code search, each step has to be done
manually. There are too many steps. It would be helpful if it were possible (by way of
checked boxes, or some marking) to search for all 3 (PC, CAC, BOD) at once.

Other opportunities for use: Others on staff use this same technique to create other lists.

14



Task: Search for donation report by dollar
amount

How is it done? Open up a person’s record, click
donations tab (gray)
Click donation details button (green)

Control + F for find mode
Type in search parameters, hit Enter

Print results report if needed

What is used that is not in FileMaker? Nothing
Time Required: 10 minutes each time it is done
How is this used outside of FileMaker?
Problems / Suggestions:

Other opportunities for use: Others on staff use
this same search for various reports.

File Maker 10/2011

i o] o
{68 it Uev foet Rore fess Sapls Wnde - 8l
S 1A )

Date | At PID ta2004 PID A2005 PIDte2004 PID 5042403 UPID bt 3 URID k2004 1P IT:
| R
17332007

~Thimies 2|
[ ]
0 Fitltaker P - [donations FP5] =X
[0 6 on pot fons; et Saps Gindow b - ok

23433
r2vaTa
3512

1
a

007 |200800)

Unsodid  [pas2323
B243750
inezte

e
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Task: Search for Man in the Mirror Bible Study (MIMBS) first time attendee
How is it done? Open up a person’s record e

Control + F for find mode e
Type in MIMBS in Tasks, hit Enter —_—
Print report if needed

-OR-

Task: Search for Man in the Mirror Bible Study
(MIMBS) team or leaders

How is it done? Open up a person’s record
Control + F for find mode
Check MIMBS team under Special
Types, hit Enter
Print report if needed

What is used that is not in FileMaker? Nothing
Time Required: 10 minutes each time it is done
How is this used outside of FileMaker? Report is exported to Excel for use.

Problems / Suggestions: It would be easier if there were a box to check for 1* timers, then
do the search from that box. Having a better way to keep track of attendance would be
helpful.

Other opportunities for use:

16
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Task: Search for a record associated with a particular email address

File Bdit View Irawl Format Roguests Sorps Window  Heip
F-BY iR BEC2E

How is it done? Open up a person’s record

Control + F for find mode
Type in a portion of the email address (either before

the @ or after the @)Enter \
What is used that is not in FileMaker? Nothing

Time Required: 3 minutes each time it is done

How is this used outside of FileMaker? It’s not.

Problems / Suggestions:

Other opportunities for use:

17
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Task: Card Club / Sending birthday cards

How is it done?

Search for a list by birthday, (ie: October)

That will produce a list of names whose

birthdays are in that month.

Using the More Options tab at the bottom\Nabels

are printed for the envelopes.

Then, using the File tab at the top of the screen, "ames
and addresses are exported into an Excel or CSV fils(o L=
create a spreadsheet. T e T

»;
I T N

What is used that is not in Filemaker? Nothing

Time Required: 15 minutes

How is this used outside of Filemaker? The list is
exported
to Excel or CSV.

Problems/Suggestions: None

18
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Task: Register someone’s attendance at the Annual Summits / 25" anniversary / special
events.

How iS itdone? Dw- &Y% i - BgedFfsceR @
An event is created in much the same way that [EEES
Jamie creates events for LTC (SEE PAGE )
and the person is recorded as an attendee.

What is used that is not in Filemaker?
Attendance list (perhaps this is imported)

Time Required:

How is this used outside of Filemaker?

Problems/Suggestions: It would help if there was a different way to do this for special
events. If three was a checkbox or some other easier way to just check this off. It would
require front page space, and the ability to add year after year. Perhaps “attendance” is
the best way, but just wondering....

ALM - THE ALM IS NO LONGER AND THIS SECTION IS EXTINCT & NO LONGER
NEEDED

19



File Maker 10/2011

Task: Adding a new ALM subscription

Clar
T Coman. L) Caries O

) 3
Sy Clbbhrerss

How is it done?

In people screen, do a find to open the s
person’s name that needs to be added. e TR
In the General Info tab, click on the Add to

a] | #108 B Receipd Letter L 35

2 a
= W in e Mirror
1 e

Jan 22, P07 ety Db Letter

L Firdl Femanddér - Oroer Bocks Tor §1 by Dec 7§ [

HOw 12, 2005 _Hary T1r -
RE Cheistrmas Outroach Bocks for $1 L2

ALM green tab. T

T] | Aof 3 Ze0s Pam Az Lmad
BE Sucxess i

e &, S Fomd et
VAR yious el spread Bhe wiard about Blocks tor 1 [

A
youl &L

The person is then automatically added as a &
subscriber.

What is used that is not in Filemaker? A
request to be added as a subscriber that has
come in the mail, by phone, by email or by a
reply card.

Time Required: Minutes, as needed

How is this used outside of Filemaker? It’s
not.
Problems/Suggestions: None.

154100

=il Piease l2ave this as

(Clarence's record, and
Jesaica on stalf has 3

separate record. The,
Doug

20



File Maker 10/2011

Task: Exporting the ALM list for mailing

Export Records to File

Save in: I@ Mailing lists far Print j - =5 -

How is it done?
In people_screen, open up a person, click on D e —
Subscriptions tab. I
Open Scripts, choose Export P (Monthly)
Partner Letters

It will find the list needed for export.

Save it as a CSV file. — e I
) ) %e)l Comma-Separated Test Files [*.cav] LI Cancel |
At the next screen, specify the fields needed for

export. \

The list will be saved automatically as an Excel file

in S0 B2 OlN
Shared Files/ALMs/2007 ALMs/Mailing lists for i
print/(the name of the specific file). NN B R —— T
The list is then emailed to the mailing house for Dol e e lemews v Gmon
f If-" [ M cr-:nnnmf Kadder B9 CHERUKEE AVE Furt Myers FL TETEL
ulfillment. o i 11 il P
- — T T
: SR et B =
What is used that is not in Filemaker? Nothing. SR R Sk LSS O S o
?’Pwm = ém ;.Q:.’ gl ;&j:m;;; Nn::::dls i} ?ﬁ;;;?
Time Required: 15-20 minutes, quarterly it Sww de s G wa mmay

How is this used outside of Filemaker? The Excel file is sent to the fulfillment house for
mailing.

Problems/Suggestions: None. It’s very efficient.
Keep this task and rename it Changing Addresses for
any person on the mailing list.

Task: Changing addresses for ALM subscribers (or
any other person on our mailing list)

How is it done?
In people screen, do a find to open the person’s name




File Maker 10/2011

that needs to be changed.

Verify the address.

Change it if a new address is available.

Unmark it for mailing if no new information is available.

What is used that is not in Filemaker? Returned mail or a specific request to make a change.
Time Required: Minutes, as needed

How is this used outside of Filemaker? It’s not.

Problems/Suggestions: None.

22
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SEMINARS/LTC — Jamie/Jim/Tracie

SEMINARS - Jamie/Jim/Tracie

Tasks
Setting up an Seminar upon scheduling

Printing letters or reports from the tab menu
Seminar Bookstore Process

Adding attendees to a Seminar

Seminar Report — Sales & Attendance

Problems/Suggestions in RED

LTC (Leadership Training Center) - Jamie

Tasks
Entering individuals who attend (LTC) leadership training events
Register individuals for an LTC Training
Enter an LTC Training

Enter an LTC order.

Problems/Suggestions in RED

Note: The seminars process has been streamlined and now, many functions, reports, and tabs are
no longer needed. Anything not mentioned in the tasks below is no longer used.

23
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Task: Setting up a Seminar upon scheduling

How is it done?

When we receive the completed Scheduling
Agreement, go into the Organization database
and pull up the correct org. Make sure all
information matches that on the contract, in
terms of address, phone, etc. Be sure to “red
dot” the person at the organization that is going
to serve as Event Coordinator. Otherwise, the
event tasks will not be assigned to him/her.

Then, go to where it says Event Date and type a date in the blank field (formatted as 3/16/2012).
This will signal the creation of a new event. Click on the green button beside the date to pop into
the new Event page.

On the Event page, fill out as much information as possible, including start and end times, the

event type, the faculty member who will Fionises | Organzaions Torie [ Communicaton | _antioms

Website Ovenides: 2350

be speaking, their estimated attendance, Date___ Eventiiame ogenes Ssmoonss  sewecouss s

; [mar 16, 2012 [ mp [ scotts it Baptist church, wilmington, He || Pam Adkins || Jamie Turco [church J
etc. Put any unusual info about the event | meeme (e e 10 o ]Fﬂﬂm—

Event Address (can be different from church) Facul uest? Faculty Requested

in the Notes field. IMPORTANT: You

H H 13 7 | vimington e J[zzen ] Ffulty 1D Dote Asted _ Accepted Sent Info Note
must put a date in the field “Contr Ret’™~_J| mie st = i [ foz oniver = [ O %

- Sep 21,2011 Pastor letter Jamie |&] O

and put the event as “Scheduled” in the e oo :
H - - Sep 21,2011 Facul Retreat] Extra Session?[]] Session Names:[
Results field. Once this is done, event e:yrtvhc} - L e e ———
. R Facu uvewmwnr:':ﬂ:ualﬂndwﬂmﬂ o Ia Sep 20, 2011 L —
tasks will be automatically generated. e B

[€]_ton, et 10, 2011 [F]

There is also a place, marked “Finances”

i
4]
i;ﬁ

to keep track of invoice expenses and .. - %

4]

payments, which is critical, because a i T —

report can be generated from this
information at any point in the event
process, by clicking the “Reports” and choosing “Print Invoice.” (See Attachment #1.) Use these
to invoice the host organization for extra materials, overprinting, resources income, etc.

What is used that is not in Filemaker? The scheduling agreement that a church returns is the
source of event information. Also, for event support, | have started to have my own task lists that
I generate in Excel because it’s easier to have all event tasks together in a binder for me. I also
don’t know how to add tasks or change tasks in FM (David does it for me) so although I mark
the tasks off as | complete them in FM, my true working task list is in Excel. This also allows me
to write in notes for a task, if needed.

How much time does it take? 5-10 minutes

How is this used outside of Filemaker? It generates all event tasks to be done and signals that
it’s time for event support to begin. Until this is done, | don’t do anything for the event. It also is
the foundation for generating numerous reports for event support, such as a Faculty Overview, a
bookstore, etc.

24




File Maker 10/2011

Problems / Suggestions:

e It’d be nice if we could change the person at the organization that tasks are assigned to as
needed. Sometimes the key contact for the event changes, but we can’t make changes
once the event has been marked as “Scheduled.”

e Most of the reports and letters that are kept under the tabs on this screen are no longer
used. For example, the Manual has been changed to a Word document that has zero
merges from FileMaker, and many of the letters have been replaced by support emails
and phone calls from a Ministry Consultant.

e It’d be nice to be able to edit or add info to a task, as needed.

e Some of the tasks are separate for You Teach It events and Faculty-Led events. It’d be
nice to have two different task lists, depending on event type.

Other opportunities for use: Other departments may use this event info when planning other
speaking engagements around these seminars, support staff uses the info to book travel for
speakers, and we use these churches on most marketing lists.
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Task: Printing letters or reports from the tab menu

How is it done?

File Maker 10/2011

The following letters or reports are the only ones | still use in FM, using the tab menus:

e After securing the faculty
member, on the Event page,
choose the Reports tab, and

click “Faculty Overview.” —

(See Attachment #2.) Print
it. | put this in Ruth’s box
for David/Brett, and
fax/email it to the other
faculty as applicable.

e If I need to send the hosy/org
an invoice, click “Print
Invoice.” (See #1.) This is
done at any point in the

event process, but one final one is sent post-event.

Attendees Organizations | People

vent Name

Siiis

Sales Contact Senvice Contact

Date
[1ov 18, 2011 [[omD | First Baptist church, Norfatk,

VA HJ\m Angelakos HJam\eanco

Event Info
Print ed and Packing
Contract Pend b e e
PrintArea ||| Scheduled and 3o
oice ort || Pending Report || Riipo

Attendeas Reports

Resources etters

. Export For [|[Pending Report || Print  fi| Export Date
EDDET by Salesman ||| Fac Ev List | then State

F

I Faculty | Pastor-Led

_ - Location: | Fit Esptist Church
| Ovenide
| B‘p"r‘ts\ﬁ:":’"'e" o Website: City / State [Tl A
0 e Contact# | 7]

‘ History ||| Overview

Click to Edit Proma Calculated Text
=

Friday, November 2011, 7:00 - :30

pm.
Saturday, Nevember 2011, 8:00 a.m. -
Noan

Printing Overview P”""“QF:X""““""

14,4 » b

This is record #7 out of 17 37 events found

he nice thing about this one is that

I can right click it and copy the page, making it/easy to send by email.

e Once all comment card data is entered after an evq

nt, I p

rint a summary report for the

host org by clicking “View/Print Event Stats.” (See Attachment #3.) | mail this with the
comment cards and a letter/evaluation from David. | also make a copy for the event

folder.

e | print the “Scheduled and Pending Report” (See Attachments #4) on occasion, but | have
a new report that gets distributed to staff because the other didn’t contain all the

necessary details.

e After the event, I print a letter from David and mail it to

evaluation form. The letter
pulls information
automatically, such as the
key contact, church address,
and event name. (See
Attachment #5.)

What is used that is not in
Filemaker? I use a simple
Evaluation to send with David’s
letter after the event from Word.

the host org along with an

Attendees Organizations

Date Event Hame

Tasks Communication Main Menu

EETIE]

Sales Contact Service Contact Type

mw. 2011 |[pmD [ First Baptist Churen, Horfolk, va

HJlm Angelakos ||JarmeTurco ||C\ty ‘

[ Eenimie | [ muwengess || Repos | [

Resouces || Letters |

Print Sr. Pastor Print Sr. Print Faculty
Ltr8Wks Out | Pastor Wife Ltr | Thank You Ltr

Print Church
Thank You Ltr

This is record #7 out of 1797 events found.

How much time does it take? These various reports/letters can all be printed in seconds.

How is this used outside of Filemaker? The Faculty Overview is used as a checklist for our

speakers, but internally, it’s the signal to Ruth to start a travel folder for David/Brett. The other
reports/letters are sent to the host organization.

Problems / Suggestions:
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It’d be great to be able to email these forms to people rather than having to print and

mail/fax/scan.

It’d be helpful to have a notes section on the Faculty Overview, or have the fields be
modified if needed.

The current Scheduled/Pending report doesn’t have all needed details.

There’s no way to generate a nicely-formatted Completed events report.

Other opportunities for use: Support staff uses the info to book travel for speakers and to track

and collect event money.
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Task: Seminar Bookstore Process

How is it done?

On the Event page’ go tO the Resources ID:_:;zs‘znn||E:::;“_m||ucanervmeBapnstcnurcn.Peta\.MS \lslj;:iu::::s ||E:l:vr;:gecsbr::t: HT?:IEIITCII
tab. On the left side, make sure an e | e 1 [ e
attendance estimate is filled in. Then hit | Feoren 5 BN ESEEers (] )
. / < ! — in Freship  Maim = S
Fill Resources. T —
Mljsc 2100100 |Man in the Mirror Hard 693 2 1 3 $15.00) s45.00 ) 5 0
e 2200500 |Devotions for the Man in| 1033 2 -1 1) $10.00) s$10.00 3 3 1
The SKUs and products will et [ | o e TR T
automatically pop up, along with oo s wrsmor o | 6] 55| o ssou] maeco N
suggested quantities. First | scan and B o e | o]0 sono s N
adjust prices as needed, because event SP:,';,EI: Siree loweTmesoem i |+ | o 25322 ?"ZEE T
ST : —— swertoms oo
pricing dlff(_ers on certain products. | R =
delete any titles | don’t want to send, and || L menne st toseson wnsas |-

This is record #1 out of 1 events foun

add the ones | do want to send that aren’t
on the list. Then | put the actual gty | am going to send in the “Main Qty” column.

Once I’m done with this, I click the green button “MainPackingList” and the following items are
printed — two lists of what I’m sending (packing lists), a letter to the speaker, a list of items to
include in certain packages, etc. (See Attachments #6.)

After the event is over, | get the unsold resources back and fill in the “Returned” gtys.

I then hit the green button “Net Totals” and it shows me how much money should be received. |
place that amount on my event invoice (using the finances section on the main event page). | also
print this report. (See Attachment #7.) Once reconciled, | put the total amount in the “Sales” field
and it calculates the “Sales Per Man” automatically.

What is used that is not in Filemaker? Nothing (except the products, order forms, and pricing
tents | send, and some items for our speaker).

How much time does it take? This process takes longer than it should (see
problems/suggestions) and when you include packaging and shipping everything, it takes about
an hour.

How is this used outside of Filemaker? This prints the inventory list that goes with the
bookstore to the host organization. It also prints a letter to the speaker, is used to reconcile event
resource sales, and helps Tracie figure out her resource sales.

Problems / Suggestions:

e The retail prices are not the same as event prices on many of the items and have to be
changed manually.

e The suggested quantities are never what | choose and therefore not helpful. One column
for a quantity would be great, with one return column. I don’t need five different gty
columns. This process was from when we sent a sample bookstore ahead of the real
bookstore and it’s no longer needed. | also don’t need many of the shipping buttons in the
bottom right corner for this same reason. The Main Shipment is now the only shipment.
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e What would be great is if each event type (STM, 7S, MP, etc.) had a list of products
attached to it that would automatically pop up, with no quantities. Then I could just enter
that info myself. These template lists would be easy to modify, which is not true now, to
allow for new titles from MIM, titles going out of print, faculty requests, etc.

e As of now, many titles that come up are no longer sent, and many new titles are not
included in the automated list so I have to go find them and add them manually.

Other opportunities for use: None that | can think of, unless you count helping Tracie manage
inventory and sales.
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Task: Adding attendees to a Seminar

How is it done?
The comment cards provide the attendee data. First, | enter each person into the People database,
following the same system on the LTC instructions (as far as simply entering a person and his

contact information).

CEN-
ki Type
Once everyone is in the database, 1 go |} - EoET . [T T r—

the Event page and click on the '
Attendees tab.

To add someone, you click the green
button in the bottom corner — “Add

Attendee.” —_

This opens up a new screen, where
choose the name of the person you
want to add to the event.

Choose the Details tab in their People
record and then click the green button -
“Add as Attendee.” This will ——— 17
automatically assign them to the event
and open a new database for you to enter
their comment card responses.

y T E

r B 4282010 EIE
252010 1500 o]
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Organizations

Communication Main Menu

Fill out all the information you
can, using the person’s comment
card.

Attendee Comment Card
u #E2328 DMD at Two Rivers Church on 610/2011

EventD| 2328 | AftendeeD: A63254 © PDi p242303 }

LI: Please send me three free issues of A Look in the Mimor.
d What influenced you to come io this event?

u Mrs. [Jamie Turco (Other, Please Specifiy) T
1150 Points Newport Terr Apt 214 hd
Casseberry FL | 323 What wes your favorite part of this event? .
Fhone | (863 608-0811 =
Email |jamieturco@maninthemirror.org

n

To add the next person to the
event, click “New Attendee” at
the bottom and repeat that
process.

What is one way that we could improve
I made the following decision t« i .

For the first time, | confessed my
{D_ by faith, received Christ into

On a scale of 1 {poor) 1o 5 (excellent), please mie the following:

Fromotional Material received prior to event
ficipate in the follow-up Discussion Groups? Spasker
o [lj\mumntmuemm my existing group Seiestion & prising 3t the book table 07 01 04 OF
Impact of the event on your life O 01 04 05}

Have you group leader? [ives (o
I group before? EYE EM" E-D— | attend a church other than the church hasting this event

Once you’ve entered all the . Five [ [0 repmasiosmten s maa sadamn s
attendees, go into an attendee’s/' ey s e s mess i e '
record and copy the Event ID. :

Then hit Ctrl F. Paste the Event -
ID back in that field and then put
an X in the first-time-decision box. Hit Enter. This will pull up everyone who made a first-time
commitment to Christ. Go up to Scripts on the FileMaker menu and select:

“PrintlstTimeCommitList.Z (See e S —— ———
Attachment #8.) D@87 (e - B Sopiae

Please feel free to uss the other side for sdditional comments.

(ot D o [T
Then repeat that find process for the Bieion ottt v LT T [ =11 ==

“rededicated” people, choosing the Script | fre s
“PrintRecommitmentList.” (See
Attachment #9.)

&P it Cerld
@ PrintCardsContactingChuschReqinfo  Ctrl+
£ O PrintPRCletter2
tindpeapletemene
go reg danes

1 e rezeecates mp M 2z Crent

Repeat the find process, this time placing e e e
an asterisk in the comments field titled et e A
“What was your favorite part of this
event?” Choose the Script
“PrintComments.” (See Attachment #10.)

] s2atom:

For the final find, repeat the process and put an X in the “Please send information...” field.”
Choose the Script “PrintRequestInfoList.” (See Attachment #11.)

Once all this has been printed, print the “View/Print Event Stats” from the Reports tab (See
Attachment #3) and send it, with all the find results reports, to the host organization with the
original comment cards and letter/evaluation from David. Note: the “RequestinfoList” printout
only goes to the Ministry Consultant, not the church, as a leads list for future events.

Then Close the event, using the dropdown menu on the “Results” field on the main event page.

What is used that is not in Filemaker? Completed and returned Comment Cards.

How much time does it take? This process takes a long time — for example, a 50-person event
may take 2-3 hours.
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How is this used outside of Filemaker? The print-outs are sent to the host organization as an
event report; a copy is saved in the event folder. If David/Brett is presenting, he receives a copy,
too.

Problems / Suggestions:

e The fields are not easily-navigated (by tabbing, etc.) so it’s very time-consuming.

e Much of the information is not ever looked at by MIM staff/faculty so I’ve stopped
entering it, as discussed with my supervisor, due to time constraints. I now only enter the
commitments, recommitments, comments, and if they want more info on hosting (the
things that are printed and reviewed).

e It’d be nice to have an automated report function for internal use, such as event ratings
and suggestions for improvement — IF it was going to be used.

Other opportunities for use: See above suggestion (a tool for improving the events program).
Also, the Ministry Consultant gets leads for new events from the feedback.
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TASK: Seminar Report — Sales & Attendance

SalesAndAttndreport from drop do

Do a find on Date >=(current year 1/1/2011) and ( >.1) under Tot Res Sems
Then hit enter.

This report comes up.

[ Fie Ean View insent format Records Serigts Windaw - Helg
D@~ &V | P« B0 FSSa H

Salesh ]|
SundM Actusl ABGon Tickst TetRes Salesper
Doin _ limes Feculty Srsaniztion M find Peent Rw Sohe gup
e | VMM STM Simon Badey Comensians Church, Hightand, MI oo M N% S8 S Clmed
ic.] VN STM Bevtl Clorrree St James Unded Methodist, Graeniilie, NG WO 45 5% 535 T8 Chosed
o 201 STM  HankMamhman  Apax Undod Memodist, Apos, NG wo B % 6 $305 Ciosed
Leesed | VIUZ0N STM Ray Hiber Crossraads Communty Cherch, Kokam, IN 1 TCR- SH4 5265 Cimed
V20N STM Pats Alwnson ‘Shatiar Rinck Church - Martassel campus, Maehassat, NY B D0% S0 $548 Closad
BIS011 5TM  Beol Clemmer Fallowship Reformed Church, Hudsonvlle, MI o 1 % £135 8008 Closed Write down in re orts For
SH2011  Rewrs Bt Clamrmer Faith Lutheran Church, Troy, ML w0 B M $15  $04 Cowd p '
VIO WM David Dok Maurtain View Baptist Chisch, Boting Sprngs, 5C . $12 824 Closed pl f h 1 p h I
ANIRON WP Divid Dek M Disk Feliowship, Mitchehalle, MD B0 W0 1% $15 5015 Closed example Tor t Isre ort t € tOta
G0N DMD Peto Alwnson Twn Revers Church, Cooper Gy, FL T $00  $600 Closed Sales $2910 per man |S $2 13
BOR0NN STM  Beol Clémmes Catioryiis Eaphet Chusch, Potal MS 50 20 45 541 5716 Cioed ! * *
G201 MP Danid Dok Frst Baptsl Church | Permysburg, OH o 4 1% S10 4025 Closed
8262011 STM Polo Abwnson University Carilon Unésd Mefmodist Oviedo, FL W0 NS % $109 W05 Done
Tatals 1388 $2810
Avg 105 M §20

% s cormard woem (GTE]
% vearm e (3001)

1 T
15 St avars cosars (170 7911
" eain

T
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Task: Entering individuals who attend (LTC) leadership training events

e uarch ceturs v v umton, iem 4 f chck vy Tom ez = |
3

How is it done? EHES i —
|

In the people screen, search to see if the indiv S S S S
is already in Filemaker.
If so, update any information that is not current.

If not, click “New” (green tab). Type in name, then
continue.

Fill in as much information in the screen as

possible. T T R T T

If the church name is not already in Filemaker, e e e —
R . R — =0 | Heoma [ =

click on Organizations. == 1y o]

| ﬂ it
i
1 |

Click New, then fill in as much information as is
known. Check the internet for additional e ey
information about the church, including the pastor.

=3
l e g Mass Uooks

= Y stay
AT i
| (TS » =] — — m
T  Donations

kel

Go back to People screen.
Click on Organization, and click on new

e oot L —

organization just entered. S _
Arsranld  Rights FasiFresall My Blabar?  Evi Thin 7 Whard AL Cabe Added  Hama Frm

T | — — s, or ]|

| nsesier Pact |

] | —
T T T e | s T

What is used that is not in Filemaker?
The registration sheet (originally created in Excel)
is the source of information, which comes from

Registration Cards and Orders online/phone.
Information about a church may come from the

internet.

How much time does it take? 1-2 hours for a 40-
man event. (More, if larger.)

How is this used outside of Filemaker? | use attendee lists for future marketing efforts, etc.
Problems / Suggestions:

e It would be EXTREMELY helpful if, when entering customer’s data, it would
automatically put it in correct format, i.e.: capitalization, etc. That would keep entries
consistent.

Other opportunities for use: Other departments may use this information once it is in
Filemaker, especially for marketing and monthly partner prospects.
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Task: Register individuals for an LTC training

How is it done? A
In People screen, open the name of an attendee.
Click on Registrations tab - [

Click blue tab View LTC Events

Tas, 0 15,2007 |sat D20, 3007 [

Sep 20,2007 [Sek e 29,2007 [t

Ol sat 5oy 2|

-
-I-‘ LTC EVENTS it sewch i o o row.cic e e o bt e st i i rey o bt
1
Records
ofed

e ——————— -
The list of LTC events showsup. _—— [

H Sat. fmg 182007 |WM A ks awa, Tweas =0

CI ICk On an event- 5et 7 [saksize, 2000 o Mechasicabong, P w2

O . it on 16,2000 [ sz, FL w1

{_§f 7. [Sat, Dex 20, 2007 | WA Madkas, Al =

Ao o 2,200 [k JaaB,2007  Jiuiitet 51 Jesmp, MD [MHET

| ve. oy vn i [sat a1z, 0 [maee  [Ratesg Cary, Mo Casl (e

H N | e s Wi T M183
Click on New Order tab. ) TR T

Click a name; fill in the blanks with his order

- WAdrH This i e A7 st of A1 prenls eamd FidAl | Fid | New - i
details. \L _
0T || [

Click View Attendees.
Register him as an actual attendee, along with N
any other guests attending under his order. E

BT (4=]:3)
) e

w1117 647 0631
FhershiZribs o)

) T AN E—
To return to the order screen, click All Orders for N —

:
Event Verue \-
- [Mecharsc sturg Breteven i Ot Church
Volusion SHIE 160
this Event. Lo j\

Continue registering participants if needed. it e vt w1 Qe

||||| [

[717) A

What is used that is not in Filemaker?

The registration sheet (originally created in
Excel) is the source of information, which comes
from Registration Cards and Orders online/phone. ——

How much time does it take? 30 minutes for a
40-man event. (More, if larger.)

How is this used outside of Filemaker? | use
attendee lists for future marketing efforts, etc.

Problems / Suggestions: If you click on an
attendee, (i.e.: Ray or Harvey) the purchaser’s
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record shows up (Dave Seaman). There are some other kinks in the navigation. Also, if | say they
paid by check, it shows up as False under Payment.
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Task: Enter an LTC training

How is it done?
In People Screen, open any name. Sicamrtor —
Click Registrations tab, the View LTC Events, S S
then New, then a blank form shows up. o

Enter details for the event.

What is used that is not in Filemaker?
Event information

How much time does it take? <5 minutes for an
event.

How is this used outside of Filemaker? It’s not.

Problems / Suggestions: Host Org field does not
work.
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Task: Enter an LTC order.

How is it done?

In People Screen, find the person who is ordering
(paying). Complete any missing information,
including church.

Click the Details tab on the People record. In the
bottom right corner, under Resources Orders, = = IR |
click New Order. — - |

37030 Y6211 $158.00 Il
R T

In the Our Notes section, | code the income. For
example, for tuition for a fall training event in Orlando, 1I’d put LTC 4440 - Orlando, FL — Sept.
2011.

FI0. Oeddwr Datw. Orcdwe from. Ovdwr Taier CUR NOTES
] ';:u:wn I irono  [10&2011 || |4amie Turoo | LT 4440 - Orlande, FL - Segt 2011
M. |Lecnam | bror | Web Srder Number| !

Then under the SKU section, | click the green  |uuoc.
button, Lookup.

All of our products will be listed. LTC

items can always be found under the category
“NTC” (Leadership Training Center used to be

called National Training Center). | find the T s — T |
product | want, which in this case is a ticket to B[ e - AR o=y -
the NMLB Essentials event. Click the green e

button with the white arrow next to this

product to select it.

LDOKLIP SKU

r |mreuau

l MI|IHI|I|I|I Mirrer Soft
Dm :ar atting mmmmummmm 3
mm as

T 0 Paci When Good llen fve Tampied = Bl Paiins
8| r:na- 0 Pacic Younsg Man in ifss Mirror
1 _m.mmm_

e s » ET i
¥ T Y — | T —— " S D Sevn Sessons i Pl
» CECEET mm mumunmlnuuumcm poosaee |0 P_ nm-amammm |
m SR “
=] EBKE_MM
| m« aihar's _
m.u.:.l.

Then | insert the shipping (O in this case) amount in the Plug Shipping field, and hit the green
S&H button to carry it over.

Once the price is correct, | click on Payment Type to select their method of payment from the
drop down menu. If they’ve registered on our website, | choose CCWeb, enter the deposit date,
and I’m done. Same process if they’ve registered with a check. However, if they’ve registered
via a credit card # over the phone, | choose Credit Card and must fill in the other details.
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I click on the green button “Select CC from List” and if their card is not already there, | enter and
save the credit card information. After | select the card, | return to the order page and click on the
green button “CC Processing.”

The Credit Card Processing page opens and the -

first thing 1 do is enter the income program and e CresCua Erstesing
code in the Description field. This is VERY I e e e

important; otherwise, LTC will n mcome
(Resources will).

Then I click on the green button “Run Card Now.” o kAo Jf.‘?:;“‘TJ

. Cara® e oae [ TR [T |
After a pause, a number 1 will show up on T | e Swmpm—
screen, meaning it has gone through successfully. T~y "“m J—
A 3 means the card number is invalid and a 2 —

means it has declined. o |

I click the green button “Back” in the bottom right corner to return to the Order page. | am done
with an order if it’s for LTC tuition. | don’t print a receipt because I print those from Word and
modify them for each person. However, if it’s
an order for Courseware, | print the receipt,
and fill in the shipping details in the bottom
right corner.

OUR NOTES

LTC 4240 - Orlando, FL - Sept, 2011

=
=
ast Madifies
[t Torw [ra3
o NOTE TO CUSTOMER
Imumferd@ymail com
rl

VOID? L ORDER DONEZ 1 uanty
BackOrdered?
N -
pand Kit [ ErE|

How much time does it take? 5 minutes per
order.

- - - - sub Toral] — $143.00 EAYMENTEoyees) TyDEI—Ile Deposit Date:
How is this used outside of Filemaker? For | el € provlemy | ;

Courseware, | print the receipt and send it e

Nammc..q—\au g ZipGode] :|
sl woreei0] T
=

with the product. oo S0
Problems / Suggestions: | wish the SKUs that we’ve marked Inactive would not show up on

the list of products under NTC, as designed. It makes it confusing to find the SKU you really
need — especially on Courseware products.
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MONTHLY PARTNERS — Scott/Caleb

Maintenance - Scott

Tasks:

Partner Information Maintenance
Donation Processing

Trouble Ticket Follow-up

Mailing Fulfillment — Monthly Partner Mailings
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Calling Program — Caleb
Tasks

Printing Call Sheets, checking for duplicates (Prospects Database)
Printing Call Sheets (Prospects Database)

Processing Prospects (Prospects Database and Regular Donor Database)
Processing Underachiever and Previous Givers (Regular Donor Database)
Dropping Partners (Regular Donor Database)

Various databases used: People. Regular Donor, Donations, etc.
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Task: Partner Information Maintenance — daily, as needed
1. Update address info.

a. Handled through the People/General Info screen on an as needed basis

b. Required information:
i. Donor Biographical Info (address, phone number, email address)

1. Important to have multiple instances of this information (Home,
Business, Mailing, etc. and ability to mark preferred one)

ii. Donor Type Indicator

2. Update Pledge info
a. Handled through Pledge screen of Regular Donors on an as needed basis
i. Edit button on screen gives access to another “instance” of pledge

information where changes
can be made including

changes to Pledge Amount,
Pledge Type, Frequency, EFT

Des

or Credit Card information. |

When saved, audit trail show s s
the date, time and user that Eme=] =
input the changes. e |

CANCEL
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TASK: Donation Processing

1. Check and Cash Donations are entered in
the People/Donations screen and happens on
a daily or weekly basis. Currently being
done by Sharon Carey
2. Auto Debit Processing. For Credit Card and
EFT transactions. Other systems involved:
Authorize and Credit Union ACH system
a. Twice monthly on or near the 10"
and 25" of each month
b. “Auto” is misleading as it still
requires manual reminder and
handling.

SUGGESTION
processing.

Credit Cards

1. Records are gathered
into a batch and
processed through
Authorized in realtime

2. Declined records are
gathered into a set and
marked in the database

3. Trouble Tickets are
then created from
declined list. NOTE:
This used to create a
series of follow-up

File Maker 10/2011

4 0205144 |

Serint . {45989

s, [L.Dwight | Sneathan, J.
1donomdd
[ Posect [ mesge || payments || rummen: || Troubs Tckets
i 7inc 1 Auto-Debit Processing
Current Piedae: 10th of the month
""52 . o‘u """‘mnm"‘y Find EFT 10th
B Mo i 25th of the month
ParYear| 5200 ] : Find CC 25th | FInGEFT 258
Menth £ -
szaon | sod | | | Manual Processing
Mil'w:] | Process This 1 Credit Card
P s
526 00f
I cwrges__250]
Payment Type
Autc-Det
CC Exp Date
oriens ]
Fultillment Choice:
LlltDuD;llbom
" won
BausiTiverpeedoa e
10172%

W4y

is i recond #1 out of 1 people found.

Lst |FndAl | Fid

New | Delete

tasks for each decline however this was discontinued due to personnel
shortage and database space. Follow-up is now strictly manual and the

trouble ticket closed when resolution is found.
c. EFT processing requires manual export to banking institution.
I.

“Find EFT transactions” finds all records for the corresponding date.
Records are manually exported and then “massaged” in Excel into a properly

formatted CSV file.

Process continues by logging on to banks ACH processing, creating a batch
and importing the file previously created. File must have at least a one

business day lead time.

Records are then imported into Donations database and a script is run to

supply the actual donation date.

In the following days, the bank will email notification of any transactions that
did not go through. Those records will then be deleted from the donations
database. NOTE: This is a change from previous processing. Formerly, the
process was to wait 4-7 days for any declines to occur and then manually enter
each remaining record into donations. This resulted in delayed receipts and

MUCH manual time.

- It is desired that this would be handled automatically with no manual
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TASK: Trouble Ticket Follow-up_Generally handled ‘ e

outside of Filemaker through a Email/Word merge or =
Via phone Ca”S MOI:D:\:T’AR:‘L(RC:::ITMEL e
1. Export list is created with the following "R evoeeen | TSRS

Deazictcn
|Decined cC D

information:
PID, Lastname, Firstname, City, State,
PhoneNumber, Email Address, Last
Successful Donation Date, Last
Successful Donation Amount, Current
CC Exp Date, Current CC last four
2. Process usually alternates between send physical
letter, emails or phone calls depending on time
and people on hand.
NOTE: If there was an easy, efficient way to handle
these “automatically” within a system, it would be most beneficial and cut down on
underachievers due to things like expired Credit Cards.

New
Bant EGIN 08 30
R Tor oy, Fug. S4pA T#eod AT

G 5
ENH0 [T Seass ATATuflImEn
2222010 [wpareloon

filimant

2008 Y ear End Giving Receiot f
THAK - - THON 20081 B 8

Nams
L Dwight Sneatnan, Jr

It is desired that follow up would be once again be automated (ie. Follow up tasks created,
reports of credit card declines auto-generated and emails auto-sent to those with email
addresses..
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TASK: Mailing Fulfillment — Monthly Partner Mailings
3 Types of Mailings are done: Monthly, Quarterly, Yearly
1. Letter is written and entered into FileMaker
2. Manual Search is done to retrieve proper records for the type of mailing, minus any that
are President’s Circle. Those are given special handling by Ruth
a. Monthly Mailing. Includes two types:
I. Those that only want a letter
ii. Those in Man-A-Month program that receive letter and CD
3. Once list is retrieved, letters are printed (along with labels if needed) and they are sent
with any other components to fulfillment company or processed in house as in the case of
Quiarterly (volunteers)

NOTE: Though a Fulfillment Screen exists in Filemaker, during my training | was told that it
did not function properly so | have not used it at all.
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MONTHLY PARTNER — CALLING PROGRAM - Caleb

Various databases used: People. Regular Donor, Donations, etc.

Task: Printing Call Sheets, checking for
duplicates (Prospects Database)

This task is performed a couple weeks prior to
the beginning of the phone campaign. It usually
takes about 10-15 hrs a week for two weeks to
complete.

1. Prospects — Campaign 28. Last Name Search,
Preapproach DNC. Check for duplicates that
were somehow added in the prospect database.
If present, use the merge function in people to
combine them into one record.

[ Eite Eit View Insert Formai Hecords Scripts Window Help
DEF- a7 ‘e - B8R SIS T

nnnnnn
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Task: Printing Call Sheets (Prospects Database)
Printing call sheets takes about 30 minutes. It takes another 30 minutes to separate the call sheets
by time zone (eastern, central, and west). This is performed each night.

Fil - — T — b |
1. Click Find No Call Sheet __ 85 e = om0
— Campaign 28, then Click P ] i —
ok. Print the number of call | —= e e Cabsiien =
sheets desired then click yes = |- 1= == T |
on the dates the call sheets il | i r— i e
were created. i ==
e = =
R
S —p— i —
[ e la e one e oo oo | o
—— == =— el
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Task: Processing Prospects (Prospects Database and Regular Donor Database)
Processing partners time takes about 3 hrs each night to complete depending on how many there
are to process.

1. Find the prospect within the Bl oo Praiiigpect

Eile Edit View Insert Format Records Scripts Window Help

prospects screen by typinginthe oe- sy =e - essmscsaa

- - Prospect || Campaign_| | | | | [ main menu .
approp_rlate prospeCt Id and ﬁ_ CAMPAIGN Currently SE\EcledCampmgn(usedbyallscnpls):Cautmn:\nc\udeth\sCampmgn\DmaHmanua\Fmds!‘ Iﬁ
campaign id. B :

Records eI onthly Partne %\ “D”E
2. Enter the call results, the date  |f |||[_47ee2s = T A T e
the call was made, clicking izl | o — | e 2
H 3 Soted mwzﬁmd Wi [53190 ESE)LWMEBE | ] ==,
yesterday if it was yesterday. e e — = e = —
PREPARATION Precal Plece Pried e prcnci
Enter when the call was made at T [m
ind Random 10:42:07 o
night. Enter the appropriate o ;
2. . Cottias oo [T ] Docormected = B
Initials of the caller either two or e B e T
three letter abbreviation. Enter e A e
ACTIONS Pledge: Payment Details —:
the number of calls made by g — | e rencvos tzene
hitting the corresponding button. Comm [ B o ——
Ofe=endis [ [epes g Details are in File: [Regular Donor m—
4 7205 of 7738 pospects found. T Lst | FindAl| Find | New | Delets | Back | [;
3.For monthly partners, you -

enter Yes on the circle, enter a
free book if it was by auto debit. Click create detail to go to MP-screen listed above. Then
proceed with entering the details of partner; monthly, semi-annual, annual, enter start date of
auto debit, click the corresponding date the payment will be taken out. Enter the type of
payment, check, cc, or eft. Add cc details. If payment is over $180 by cc and it is a one time.
Then, you process cc in the manual process screen. Add notes stating their partnership along
with initials stating it was you processing the request.

4.For 1x, you enter one time gift, payment type either check or cc. Enter the cc information on
the box on the right. If it is not specified click not specified. For one time payments under $180,
process cc with authorize.net. After donation is processed click the people record and record
under the donation the type of donation and amount. This will populate the amount given by the
donor within their people record.

5.After all prospects are entered, once their monthly partner information and or cc information
was filled in. Within the regular donor screen, click process monthly partners — send package
new package. A letter is then created for the partner stating the appreciation of their gift, the
commitment and a half sheet where the donor can enter any necessary information such as cc
information by check and their dollar commitment. Also included is the personal id information
such as name, address, and prospect id number. From the 10 label screen it will create a personal
label for each partner to place on the partner packets. These packets are then mailed.

6.0ne time gifts are processed through the prospects screen under the cc information shown

above on page 2. Find and print 1TG letters will create a letter similar to the partner letters
detailing donation and personal information. The letters are then mailed.

48



File Maker 10/2011

Task: Processing Underachiever and Previous Givers (Regular Donor Database)

This process could take 30 mins-1hr to process depending on the amount per evening.

' e e D:z:%.‘:’“'“ Bemcr e g
1. The underachiever 4 o] 45069 B g

Mr. [ L Dwight [ Sneathan, Jr. Egm;r_om.
recommitments and previous T~ L1 =
giver commitments are P B e T
processed in the monthly partner
(regular donor) screen. You can
enter updated information
similar to procedures at the
beginning of this document.

Wantnly

Manihly |

e ] Comecied Lenth of name (10711901755
27 jor EFT srmnsaction ‘Sooti Russel

I Manthty

DDN%LP" m'rsr'p?ivlmcml Unifled FID_Receipt Sent _ TASKS St Desaripion .
B12:2011 325,00 142011 [&][ BAT2011 |Trsce Seaies |4t Fulflimant EEE T
- - 8102011 | EFT | 32500 8123011 || E202011 Tacesewss |EQMIM ulRlimens for |July, Aug. Sups aus st
2. The Other Optlon IS to enter 712011 | EFT | 52500 75001 | | 2182011 TracaSaaiss  |Fulliment for Aprdun [Sent MP and PC fo fulliment
. . Fultiliman &10/2011 | EFT | 528.08 B1772011 ][] 11182010 Trace Seares___[#TH Fulflimant [Sent JanrebMarch 2011 e ) {1
the"’ Commltments as a task at 5102011 | BFT | 325.00 53172011 8.23-7510 Tmcedewss  |ATH-Fulliiment [Sant bowe. 20 DesionTeo V. ). |
4122011 EFT | 52500 gt | P sie@010 [aTH-Fulhl [Eer Wagazine EE
1 3102011 | Check| | 528.00, ezt | [ 2727000 sepeanaioom  |[STHFuliliment Senl EQMIN Imus Apn-ieydun [ [
the bOttom rlght hand corner Of : 2112011 | EFT | 526,00 2182011 ||| 1223010 Koty Lavgmnage _|Laties 2008 Yaar End Giving Recsist )
11172011 | BFT 82500 /212011 11132010 |Kedy Laugerdge | Phone Out THANS - A - THON 2009!
the screen. You can enter the - ]

by UPID 2010} $21 by Fin New Task Mon, Sep 26, 2011 [k REET -
by UPID 2003 330 by UPID Ty Desmiglian Rusull Mams
T [ . Dwi

details such as the type (monthly P o mﬂ:m 2

partner, description
(underachiever or annual), staff
member, and notate the account.
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Task: Dropping Partners (Reqular Donor Database)

It can take anywhere between 2-4 hrs

|

[Ap205144 |

Seeial & |45883

a day to drop partners depending on . [L Dwight [ Sneathn, 1

Ecard of Drectors (] WINES Team

m_l_ L
Otcana v
Dt I Card Ciate O] Presiest's Crcle

the amount.
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1. At the monthly partner (regular
donor) screen, the individual will

\

click drop partner them. Then, enter
the reason, partner requested to be
dropped. Enter initials.

DDN&'II)II HISTORY

Ampnt Unifisd FID_Recsipt Se

i D'IE‘.ZOH
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Problems/Suggestions:

1. Filemaker does not produce Underachiever and Previous Giver letters to process. The
administrator has to create an excel spreadsheet for all the data (such as Salutation, First Name,

Last Name, Address, City, State, Zip Code, Book Selection.

2. The administrator has to create a letter within Word stating the Underachiever and Previous

Giver commitments.

3. The administrator performs a mail merge to send letters to Underachiever and Previous Givers

to commit.

4. The above process can take 1 hr or 2 hrs an evening depending on the amount of letters to
process. Thankfully, the letters and spreadsheets are already created so the administrator does not

have to create a new format each time.

5. Filemaker does not send emails to the donor stating their cc/eft info is about to expire. A
person must take time during the week as well as a caller during the campaign to follow up with
them regarding their updated cc information. This can take anywhere between 10 to 15 hrs a

week for two people to complete this process.

6. An administrator will create a spreadsheet of the donor results from the processed calls
between monthly partners and one time donations. This can take about 30 mins to create and

maintain through the week.

7. At the close of the campaign, the names and call sheets are alphabetized. The No’s, Can’t
Reach are processed individually. This is an involved process for administrators and volunteers

to complete. It can take months.

8. If a person would like to order EQMIM. There has to be separate follow up whether by email
or phone call to the individual to sign up for the magazine. If this was somehow integrated into

the database it would be an easy solution.
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Printing Issue - When processing labels for partner packets, the print setting does not allow the
ability to move where the labels are placed on the label sheet. The administrator is using a new
sheet of labels each time. It only prints on the top left hand column then across. Then, there are
stacks of unused labels on the right hand column of the sheet leftover.
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Administration - Sharon

Task:

Downloading credit card payments for resources, books, donations, monthly partners,
seminars and training events.

Accessing time cards for the purpose of payroll

Deposit Report
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Task: Downloading credit card payments for resources, books, donations, monthly
partners, seminars and training events.

Authorize.Net Your Gateway to IP Tra nsaclm

How is it done?

Open up authorize.net on the Internet
Search the dates

Download information to Filemaker
Close the internet

Search = Transaction Soarch = Transaction Search Assuls

Transaction Search Results Halg

Saarch Critanin: Paymant Mathod [ ALL | Transsction Status [ ALL |: Fram [ 15-Jun-2007 00-54:30 ] To [ 15-Jun-2007 0054301 ; Shew
[ALL resuits par page]

Sk o

aetion 10 below 1o vew ransaction details. Click an sny column haading b son

148308801 4480 [ %Z:s v XOOMITE USDTSTE ;;”;:‘5'0""” USD 7SS
In Filemaker, Open Remote casss R 2 BB e
Click to get to authorize (below) e L

Click again to get to authorize
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This screen is used to verify correct formatting of
report to be imported.

¥ FileMaker Pro - [authorized]

Fie Edt Vew et Formsl Records Soipls Window Help -8x

Remove all entries that are not

approved (done manually)
Then under Records, sort by Type.
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of Books by the Box, all “types”

Under Order #, manually change the
order number to a MIM number taken
from the actual order.

Determine what type of order it is by
looking at the description (EqQMIM,
Resources, etc). If description is
Purchase Order, then research type by
accessing MIM web orders database
outside of FM. With the exception

are manually entered, unless the user has added the type in the

description fields when processing the order or adding it manually.
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Then go to Scripts, and work in#1 and 257 2% et e e
#2 = it 1
wihne osderne st vel il " ders i — SSE IO WIS e
ﬁ:" T 020130 650 pume f:m S i esoumes s, Gl e ] 16280 1 = v
Rmcode || 1 O207HE 34851 Mawme LAt wonznor  bess  on] Bocks 81 298§ 1Bos u
VI |y gisesE WEST Qe o sao2007  6ees  off] Becks 81 6935 1 b v
. . Fonnd 1 O0BI0C 3eES3 Dad [ G007 sgas  ofF] Bocks §1 6295 1 W ee 3
Work in #1 to print the totals - | Ty - e o
1 o6t ra. v
iy == Resource Orders Totals: e i
1 4163 . v
1 0204 !_‘ B 1]
‘I ;;: RECD,;S.EF surnTotal Bhipping  sumTotal Donations Total Products Total xh %
and #2 to show the totals by type. Lo T s56.55 s
Go back into Browse mode. o
Sorted

Now this info will be exported into Excel.
Shared Files — Administration — Credit Card
Reports

Flip back over to Filemaker, choose the field
for export, then export to Excel.

The final report in Excel will look like this:

What is used that is not in Filemaker? The
initial credit card order information is
downloaded from authorizenet.com

Frinter

Mame:  [Vmimserverdioses x| Propettes
Statuz:  Ready

Type: HP Laser)et 4000 Series PCLE

iflrare Lesnnla affinn

EowESsEn 9

LesdiCornem o0
nnnnn tdonton T

LTC #8573 NMLE Orlando, FL 010
..... [ep— o 8000

Ordars. %
— [ 1]

vam e R
so cm s  EEE G e A ]
e

Time Required: That depends on the volume of the orders, but it can be from % hour to 1 hour
for each daily report. It also depends on the content of the reports — on Mondays, 3 reports are

run for Friday- Sunday.
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How is this used outside of Filemaker? The final information is exported to Excel, where
accounts and profit centers are assigned.

Problems / Suggestions:

e There is a lot of manual entry done with this process. Since web upgrades, there is more
work required to accomplish this task as the type of product does not map over to the
uploaded information when anyone orders products from our on line books stores
(Resources and Books).

e In Filemaker, it would be really helpful if when typing data into the columns, words that
are used repeatedly would show up at the start of typing (as in Excel).

e Filemaker crashes too often when exporting to Excel, and a message appears that says
“lost communication”. There is no automatic save for this work, and it has to be done all
over again.
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Task: Accessing time cards for the purpose of

payroll

How is it done?

Each employee turns in a paper copy of his/her
timecard. With these nearby, Filemaker is opened,

go to Hosts — Time Cards

File Maker 10/2011

APy || e B | ﬁ Elm'!ﬂ::lﬂ_ E I
e | :

In Browse mode, open to a particular pay period.

amuuwrmw-m"mwm

DG - ( towered  cube
U
e |
m—‘.:!!‘ AavoaMods  Cwhl
:::r ER S
i Fage Mwgne PRY PRI 3080 Duae by Wos evl of s oy o) B 2507 NS TR TIONS.
H Bichemak 1207 62507 1. G to Find Frecora
0 Togt e 2 Type in your last name tit anter
W&} Lot 3. it D1 o ek iy o v o
25 f— hwariacs
=, Chaet Xz 4. Maurs for it day or night
Pt Suw
[ECRCS)
L] S b
eimm| ¥ Fa e
L R | e—
o ot

I @
e ... ]
ﬂ A PRRION: 208 Dt By B ool 08 Tl iy o 62587 BSTRICTIONS
4 120782807 3; Saja K bt
scosde
10 Eu— Euu 2 Ty et It e 1 e
BT 3 irout Diate 11 4820 Oay of wikkk you
o i
wocs [ ...
—
| Tussawy =
[TEFIIIA |
Thursday ]
[oremer | Foow 3 T
| —— | ——— N il
:::::: [ cLEan
BenTall 16 o olnlololelele s
Islnlplalalp
ululslzlalpls
Then, go to layout mode,
I e T L L L | YT 6
T -
75 | v 30t Py ecd SCOME AHON HECORD
e : N
- T tion AT PERIGE, 301 D by T ord of thy ey ofs 6,75 07, STRUCTIONS
2| meot e

Plassa inchids 61207 675 07
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When you click browse mode, the list appears.
Sort by employee name and print out.

Go back to layout mode.

Go back to the pay period, click “enter”
and you are back at the entry form.

2 Typee im your (ast mame i enter

2. 1t Dt for aach day of wikek you
fwarknd

2. Hiowrs fos mat day or night
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Go back in Browse mode where you can add or delete names at this point.
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INSTRUCTIONS

When everything is verified, clear the
hours.

ggggggg

Go back to layout mode, and update e
instructions for next pay period and = ==
update calendar if needed. E g
What is used that is not in Filemaker? i) =

Nothing et cmmmmcmnn | g0 || AT

100 ot Browse w1 |

STFUA DTS M Py PERIOD
o Hoite
. His

How much time does it take? About 30 minutes twice a month. During the calling season,
with more part-time employees, it takes about an hour twice a month.

How is this used outside fo Filemaker? It’s not.

Problems / Suggestions: Summary information is available and hardcopies of each timecard is
required by law (payroll records cannot be destroyed)

Other opportunities for use:
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Task: Deposit Report N 1216050 P e Comeioal

Fle e Vew bool Fomsl feord Sopt Wil Heb

Task: Enter donations in FileMaker

On People Screen

Find donor- Control F

Click on Donation/New Date box. The current date
will automatically pop up.
Type will pop up as a check- change to cash or
stock if needed.

Enter amount of donation/OK

Find next donor and enter donation till all donation
income is posted

When finished with all donations, click on the Deposit

On the next screen, click on Make Deposit. Message Box will ask “Are you ready to run Make
Deposit for today?” Click OK

Run tape with total amount of donations while FileMaker is running report

Deposit page appears with the headings — Ensure total and calculator tape total balances.

All other checks/cash will be entered manually on the bottom of the deposit report.

Additional lines Control N

After deposit balances, print one copy and PDF the report to Admin/Daily Deposit Reports

FileMaker/QB reconciliation report
Find all the donations in the time period and print a total amount from filemaker to match with

the tape that was run. L AETTCRCIEEE

From a people record, select Donation Details T S T —
Top left (hidden field)—select List of Donations — — —

Control F - o —

Enter date x-xx-xx in date field
Scroll right to Pay field- enter CHE

ENTER
Control B to enter browse mode
Scroll left

Select totals by category

Be sure totals balance on this report and the
deposit summary

Print a copy for Monthly Donor manager
PDF copy to Admin/ Daily deposit

Select continue—Ieft side button

Printing receipts
Return to Donation Page
Click on “Receipts”
Print Donation Receipts — email or print receipts

Deposit-
Prepare bank deposit slip
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Scan deposit slip and checks/ admin/ daily deposit
Donation Information sheets give to Monthly Donor manager

What is used that is not in Filemaker?

Income that are not considered donations are not recorded in the People record. All “other
category’ income is provided to MIM staff via a scanned copy of the check. If appropriate, the
staff member will record this income in other parts of FileMaker. Jamie is the best source of
information here to find out what/where she records in FileMaker.

Time Required:
Depending on the amount of check entered, the deposit can take anywhere from 2-4 hours.

How is this used outside of Filemaker?
The deposit summary produced in FileMaker is printed out and the totals are entered into
QuickBooks manually.

Problems / Suggestions:

e The disconnects between FileMaker and Quickbooks

e Not entering checks in a people/organization record if they are ‘other than donations’.
Very difficult keeping records on what came in and what is still outstanding. Summit
sponsorships are another example of this issue. Sponsorships are not considered
donations so they are not entered into FM (at lease far as | know they are not entered).

e |If aPeople record is changed from a Monthly Partner to a PC member, the date of the
change is not reflected anywhere so basically all past donations are not credited to PC
and not MP so any historical reports you run in FileMaker to not reconcile to
QuickBooks.
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RESOURCES- Tracie
Tasks:
Processing Resource Orders from the Internet site

Charging Credit Cards for Resource Orders or other things (i.e Seminar contacts,
courseware sales, and Summit registrations/sponsorships.)

Create Groups for Marketing Emails
Create Reports
Inventory — How File Maker stores inventory and how we enter a new sku number
Purchase Orders — input what we order for inventory, and keep track of vendors
Generate Reports
Events Database
Red Bandanna
Entering in Blow in Cards into FileMaker
De-Duping Records - Full SOP of Fulfillment attached (#1)
Creating Labels
EQMIM - Tracie
Enter Orders — entering subscription orders

Fulfillment of EQMIM - Full SOP of Fulfillment attached (#2)
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Task: Processing Resource Orders from the Internet e ——————————————
site e '

How is it done?
Download orders from the web bookstore.
It becomes saved as an Excel spreadsheet as a CSV file.

Create a new customer if needed (this is automated through Tempwebimportpeople database, see
detailed discussion below)

Open Sales Line Items in File Maker, then import the
other details from the web.
The mapping screen shows the details of the order.

EEE——

nihn..;n[n[if

|

i
FEEL
|l:‘ ]

Records must be de-duped manually. e

Print the day’s orders. o iaos

Ak e mcerth = inpat dala
T Fieplace ol eunserd lourel sel Dol gt

Paper order goes to shipping. el R P

What is used that is not in FileMaker? =

D-&7 '@l aGelE e @

Download orders from web bookstore “"“r" MAN
New customer information (from phone, email) is — MIRROR put

in manually = _ s

Uracited

Time Required: 20-30 minutes to download and
process orders daily o S

How is this used outside of FileMaker?

2 copies of the receipt are printed — the internal
receipt is given to the Shipping department; the
customer receipt goes with the order. The shipping —
department is able to print a shipping label from i

within FileMaker.

Weekly reports are made in File Maker.

Problems / suggestions:
e Afield is needed for the shipping tracking number in the order database.
e De-duping process should be more automatic.
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When charging a credit card order in another name, the system automatically

defaults to the original name, and has be manually be changed to the name on the
card.

If a customer also donates on the web, it gets downloaded to the Orders database
then has to be manually put into donations.

If a customer places an EQMIM order online, it gets downloaded to Orders
database and then has to be manually put into Small Group Partnership database.

Other opportunities for use:
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¥ FileMaker Pro - [ORDERS. FP5]
|§] Fin Eck WView Inseet Fomat Reconds Septs Window  Help

Task: Charging Credit Cards for Resourc
Orders or other things (i.e Seminar
contacts, courseware sales, and Summait
registrations/sponsorships.)

How is it done?
In Orders Database, find “False, not voided”,
which creates a list.

Charge each credit card one at a time.

Sub Total]  Samans | TMENT Faymend Type{Cragacani | SHIFFING ]
" s B aymant Camast? m Cimh [ Chadk Daposi Dty Piisted Dats
0.0 a5 (L problem) [tosarzoos ]
XY b [
X S
o et ‘ fin

e

JBitting ZpCada[_

Click “Run Card Now” and the card is charged.

Credit Card Processing

e e
Shipping labels are printed in FileMaker. = B\Mm—mm T o
N A
What is used that is not in FileMaker? N\
o |

A credit card may need to be checked if it
doesn’t go through or if it does not give
proper authorization.

Net Croedn Card:

. oass B

Em Dt ot ] biting 7ip
T CREDAT this card: T VOMD A traneaction:

Amount FICLE Ammount S84 o

Time Required: 10 minutes a day

How is this used outside of FileMaker? It’s not.
Problems / suggestions: none

Other opportunities for use:
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Task: Create Groups for Marketing Emails

How is it done?
In the Orders Database, do a search by sku
number.
Create a group of the people who or

product; export their names and email address

to Excel.
Send email through filemaker, Word or
Constant Contact (mass emails)

What is used that is not in FileMaker?
Excel, Word, Constant Contact

Time Required: 1 hour

How is this used outside of FileMaker? Marketing purposes

Problems / suggestions:

I wish there was an easier way to do this!

Other opportunities for use:

File Maker 10/2011

gmzammnmnummmw

FEom O

PRAYMENT Payman TypafCrecacant |

1o B aymani Camact? m Coh/ Chok Dposit Oatn;
a5 (CC problem) [tosarzoos ]
gl v cc oo ua [ < Focenin

“Jepoe
T
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Task: Create Reports

$ total by week
$ total by month e Il
# of items for the month i r——
# of cards sent —1
— Dates fer Repert:
38347 [12/M&00s | thru [T2/22/2006
ic1 ’) Found, Revenues / Guantity
HOW IS It don_e : " Manthly Detail by Line ltem
Go to Sales Line Items

Click Reports
Enter dates

What is used that is not in FileMaker? nothing

Time Required: 15 minutes

How is this used outside of FileMaker? Weekly reports

Problems / suggestions: People are allowed to put things in the orders database that are
not product orders, so those amounts have to manually be subtracted from the total that

the report button produces.

Other opportunities for use:
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Task: Inventory — How File Maker stores inventory and how we enter a new sku number

Anything sold on the website or in orders has to be registered here with a sku number.

How is it done? :
Open File Maker - Open Remote - Click =

7| INVENTORY CONTROL 'E mm]

Resources i |

SER O

v

To add a new product —
Inventory sheet is duplicated.
Shows everything we sell.
It can sort.
It can add a new product and a new sku number.

To keep track of inventory — On this page we
input product info, including sku, price, costs,
number on hand (Order Quantity), Reorder e

level, whether it is active or inactive, and if itis |[T_* | —r | e —
included in the resources to ship to events.

596 Disoipleship for the Man in the Minor Soft Cower Geparate by <Ener: |WpL
auy
ols 11.00 .00 194
553 » 150 133
ofte

Unsorted

78
oD
ST

What is used that is not in FileMaker? New
product information

Time Required: 20 minutes
It is updated once a year in December by an inventory count.

How is this used outside of FileMaker? It would be helpful to update inventories sold outside
of web and phone orders. l.e. products sold at outside events.

Problems / suggestions:

Other opportunities for use:
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Task: Purchase Orders — input what we order e

H Fle Edit View Insert Format Records Seripts Window Help
for inventory, and keep track of vendﬁ"s\ N8 B iheo EEn B ePsen 0] g

How is it done? ol i || 0| BB B
Quantity Received — click that the order came in g | 2k
New — gives you a new page
Go To — opens new screen for the same vendor
Can enter a new order — [
Can add contacts, terms and taxes, PO history e s e e
Can detail preferences e —

gy
SKU n On Hand To Orter Total |Received]

[z201900 Io Man Le:

230 [1014] 5003507000 [1014[

To enter a new Vendor:

File, Open Remote, Vendors

Fill in all information about VVendor,

Name, contact information, Terms and agreements.
Then create new PO. ba-er" ue “mems rgzan

BETTEN ss07000
| INVENTORY CONTROL | Discount | 3000
e rm

| Updated Y 3000
| shipping | §21482
| vota ENETETIE

What is used that is not in FileMaker?
Staff member sends email to order.

Check with cash flow before placing order.
Get vendor information from the vendor.

Time Required: 1 -2 times a month; 30 minutes ¢

How is this used outside of FileMaker?
A hard copy is printed for the cash flow report and a PDF is sent to the vendor for ordering
purposes.

Problems / suggestions:

It would be nice to be able to email purchase orders to people / vendors.

It would be nice if we were able to connect or export orders to the budget plan and/or cash
flow

Other opportunities for use:

A ke M [Seke Line e ]
ATk U Yor b font s St Ve I L
0B-67 'BE - BESQ A0¢R A

Task: Generate Reports 2{

ari
D G Gt Pkl lusicts el Oyl Samd Fednd il o lubale G ok n
i ol ZO0D AMteikbbe MW W5 1 0B T N G 07
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How is it done?
From Sales Line Items page, click Reports —

From there, it goes to

Enter dates for the report.
Click the report you want — R
gives you total sales numbers

ues / Quantity

#¥ FileMaker Pro - [Sales Line Items. fp5]
File Edit VWiew Insert Format Records Scripts Window Help

D= - &V BEeE PR R Q)
Fun Re... v‘
|
N
Monthly Detail by SKU shows all sales for that r Saates ror Report:
time period. It is now exported to an excel CSV ner | [pri2m0s ] e (75172003
file for easier manipulation of the data. e reventiss [Guantly
Manthly Detail by Line term
Unsarted Monthly Detail by SKU
These figures go to the report for the Staffmeeting

and weekly report for (supervisor)

MR the MiFrar
Monthly Mail Order Resource Sales
A0 50

Then go to Events Database — 1y e aten
Sales and Attendance report ’
Find by dates
Shows all event and sales dollars
Gives averages for report

What is used that is not in FileMaker? n/a

Dw- &7 i oEm R foEs 0

R

Time Required: 20 minutes

%sEE

How is this used outside of FileMaker? reporting

sFIsFREIRaAAEnS

Problems / suggestions: It would be nice
somehow to eliminate items for reporting that
aren’t really Resource orders.

33&3%&2339‘1&33;5§$EE

Other opportunities for use:

PR R
SiagEagiad

s %]
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Task: Events Database PR T —

How is it done?
Click on the Resources tab —
Input the information

Click Send Main Inv
Click Receive Inv \
e —

What is used that is not in FileMaker?

atme | 2

Time Required:
How is this used outside of FileMaker?
Problems / suggestions:

Other opportunities for use:
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TASKS: Red Bandanna

People sign up to join the fellowship of the red bandanna and receive a free bandanna in the

mail. e

E ) .2 ‘m 2
" fGENERIC IMPORT
ot sew Facpie

rpepthery

Go to file, open remote, go to —E
tempimportwebpeople, and go to
generic import

Follow the directions from this
screen below: under section 3 and 4
hit import for Join Red bandanna,
then process joinredbandanna

_

Then go to the People screen and show marked. Then go to subscriptions and hit button that says
Create Free RB order. Then print orders from Orders database.

[a';-uq fm View Ingert Format  Records Scripts Window * Help
L

Call Result

First Last Saktatiors Organization (Contactdpchinch)y o Il | seeoan
any From
L”ﬁ.._J§ Ll Foma. 4246315173162
= o4

MassEmailCalc markgroups.
[panc e svanyshawt
s

o
nancyhaini@caharnyshowionw or
@ Church | (928) 5327555 =

At Seed
Srcold
Recl

What is used that is not in FileMaker? Outside email fields from Outlook.

Time Required: 15 minutes

How is this used outside of FileMaker? To send people their Red Bandanna and welcome
to the Fellowship of the Red Bandanna group.

Problems / suggestions:
Other opportunities for use
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Task: Entering in returned
marketing postcards into FileMaker
Postcards come in through the mail and
are entered into Filemaker aW
under Bernie Clark.

Type into the task — “Send catalog and
audio video CD”.

First you go to Tasks, Then all tasks,
then select Bernie Clark’s records, then
do a find = on the done field. This finds
all of Bernie’s tasks that have not been
completed, which are your postcards.

Pull labels in for each person marked
under the drop down menu over the
rolodex. Print labels. Then go to scripts
and mark all done.

Mail the packages.

File Maker 10/2011
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TASK: De-Duping Records — See Attached SOP for more details (#1)

Within the FileMaker database, often we end up with more than 1 record in the PEOPLE
database for the same person. (This also happens for the churches in the ORG database. See
separate instructions for merging ORG records.) Duplicate records exist for several reasons: their
information is imported, or someone did not look up their name first before entering something
new, or because someone did try to look up their name before entering something new, but for
whatever reason (spelling, mistake, etc) they did not find the person. In any of these cases, a new
(and second or third...) people record was created for the person.

The purpose of this procedure is to combine the information from multiple records of the same
person back into a single record. It’s important to have all information about the person under
one record so we correctly understand their level of activity as we make selections in the
database to do a variety of things.

Search for groups of people that may contain duplicates

There are two ways to do this. The first is to find duplicates from within the find duplicates area
across all the records in the database. This can be time-consuming and virtually impossible to
complete. The other is to dedup a particular set of records. For example, after importing web
orders you would want to dedup those 20 or 30 records.

How to use the Find Duplicates area to find possible
duplicates:
1) Go into the People list screen. Sy e
2) Click on FIND DUPLICATES button at the bottom |~ [—— =
of the People list screen. T — =
3) This takes you to the find duplicates area. ST ———— oy
| oo va |

FIND BY EMAIL:

1) Put your cursor in the green field to the left of “1:
Matching Pdata: Email” (it’s not pulling this e |
function all the time, but if the email was the same
it would show up here)

2) Press CTRL-F to go into find mode.

3) Type a “0” into the input field where your cursor is.

4) Press CTRL-Enter to do the find.

5) Click PEOPLE LIST.

6) Click GROUPS MENU

7) In the Group Name field, enter a new group name as follows:

dedupe.2005.09.01.email (put today’s date instead of 2005-09-01) and press ADD.

FIND BY PHONE:
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1) Repeat the same steps as FIND BY
EMALIL, but use the green field to Snor SomRigh | Enai e

the left of “2: Matching Pdata; Main ~ «. |
Phone” to do the find. =
2) Create a group name of:
a. dedupe.2005.09.01.phone
(put today’s date instead of
2005-09-01)

Gy ST Ip Phone Ei
| Lyrten | BE2EA (360) 354.3554_|

Lynden whlwzse | (a60) 3543554 [ Iresi@srossponi <hu

g8 8

45 Gary

Mies.

FIND BY FIRST AND LAST
NAMES: |5 sihing o 205 &
4) Repeat the same steps as FIND ] il ) N N
BY EMAIL, but use the green e = : I'“"""”‘
field to the left of “3: Matching —
Pdata: First and Last Names” to do the find.
5) Create a group name of:
dedupe.2005.09.01. firstlast (put today’s date instead of 2005-09-01)

FIND BY LAST AND ZIP-5:
6) Repeat the same steps as FIND BY EMAIL, but use the green field to the left of “4:
Matching People: Last Name and Zip-5” to do the find.

a. AND as part of the find, put a *“*” in the ZIP CODE field in the Survivor’s
record at the top of the screen. (This will get rid of people that don’t have zip
codes, and save a lot of time in manual deduping.)

7) Create a group name of:
dedupe.2005.09.01.lastzip (put today’s date instead of 2005-09-01)

FIND BY ZIP-5 AND MAIN ADDRESS:
8) Repeat the same steps as FIND BY EMAIL, but use the green field to the left of “5:
Matching Pdata: Zip-5 and Main Address” to do the find.

a. AND as part of the find, put a “*” in the ZIP CODE field in the Survivor’s
record at the top of the screen. (This will get rid of people that don’t have zip
codes, and save a lot of time in manual deduping.)

9) Create a group name of:
dedupe.2005.09.01.zipaddress (put today’s date instead of 2005-09-01)

STEP 6: Do automatic and manual processing against possible duplicates.

However you have created a found set of records, you can remove duplicates through a
combination of automatics and manual processing. Use the button on the right hand side of the
screen to automatically merge those records that are a definitive match (sames names and
address for example.)

After this is finished, go back through these records and manually look for all possible
duplicates.
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The record to be merged into (called the Survivor) is at the top of the screen. Your task is to see
if any of the possible matches that the computer found is indeed a match. If it is, you will tell the
computer to merge the record into the Survivor at the top of the screen.

General Rules to Follow:

Merge any probable matches of records with no name into records that have a name.
Merge any probable matches of records with a last name of “UNKNOWN” or something
like that into records that have a name.
The source field displays where the record originally came from. Try to merge people
from the sources of lower priority into those of higher priority.

HIGHEST Source = Partner.

Source = People.
Source = BG Customers.

LOWEST Source = Attendee.
To move a record to the top to merge into it, click on the green button with the “!” on it.
This will put it at the top. Remember the PID of the record that was at the top, find it in
one of the sections, then click on the Blue Up Arrow to merge it.
You cannot merge a Faculty record (one of our speakers) into another record. You can
only merge INTO a Faculty record.
If you are unsure about a match, write down the PID of the Survivor at the top of the
screen and we can come back to it later.
Remember that the Address might be the person’s home address, business address, etc, or
the address of their organization. If the address on one record looks like a church, but on
another record looks like a home, and both addresses are in the same city or metro area,
then it’s probably a match.
Remember that the Phone number might be the person’s home phone, work phone, cell
phone, etc, or the phone number of their organization.
The possible match is really just the first record in the section. Just look at that one. The
other possible matches will be displayed as the first record in the list when we go through
the list again.
If you are unsure whether or not it is a match, we want you to err on the side of NOT
merging the records. (However, each section has different levels of probability. See the
discussions below.)

If you are doing Section 1, Email:

Find the group of people with the group name “dedupe.2005.09.01.email” (use the correct date) ,
or work within your own group of records.

There is a high probability that the possible matches shown in this list are really thbe
same people. An email is tracked by a person and not by Org, so the email listed is that
person’s and usually not shared with anybody else.

Assume it is a match, unless the names are really different. If the addresses are different,
then the person probably moved, but his email remained the same. So assume they are the
same person.

Click on the Blue Up Arrow to merge the duplicate into the Survivor.

Look at each of the possible matches in section 1 and decide which are really matches.
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Go to the record and unmark any “main addresses” except for the most recent. This should be the
last marked one on the list of addresses.

If you are doing Section 2: Phone:
Find the group of people with the group name “dedupe.2005.09.01.phone” (use the correct

date), or work within your own group of records.

- A phone can help find a person. But be careful. The phone number that this match is
based on is either: the person’s main phone number (although the person can have many
phone numbers on file), or if the person does not have a main phone number and the
person is a contact for an organization, then this is that organization’s phone number

- Therefore, the phone number the match is based on might be an organization’s phone,
and all the contacts for that organization will be listed.

- Only assume a person in Section 2 is a duplicate only if (a) the names look the same, and
(b) the other information helps confirm this.

If you are doing Section 3, First and Last Names:
Find the group of people with the group name “dedupe.2005.09.01.firstlast” (use the correct

date), or work within your own group of records.
- The probability of finding a duplicate just on the person’s names will depend on how
common the name is.

o If the name is common, you will find many possible matches. You will have to
look at the addresses and phone and email to help you decide. Look at the
matches in the other sections for help.

o If the name is uncommon, and a match is displayed, you probably have a
duplicate. But again, look at the other fields for additional confirmation.

If you are doing Section 4, Last Name and Zip-5:
Find the group of people with the group name “dedupe.2005.09.01.lastzip” (use the correct

date), or work within your own group of records.
Confirm a true match before merging.

If you are doing Section 5, Zip-5 & Main Address:
Find the group of people with the group name “dedupe.2005.09.01.zipaddress” (use the correct

date).
Confirm a true match before merging.

There are four buttons used for deduping resources and books by the box. They are Find New
Website Customers and Done New Website Customers, and Find New BG Web Customers and
Done — New BG Web customers.
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Click on find button first and dedup, then click done for that particular group.
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TASK: Creating a Groups of Labels
Using FileMaker to create a group of labels.
Go to Labels Freeform

There are 2 screens | use: 10 UP Iabels\

And 5160 Labels — click to put the person’s address in any cell and print the labels. You must
delete the addresses or they stay in there forever (or until someone removes them)
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EQMIM - Tracie

Task:
Enter Orders — entering subscription orders
Fulfillment of EQMIM — mailing every quarter

Full SOP of Fulfillment attached #2

Task: Enter EQMIM Orders — entering subscription orders

How is it done?

In the People screen, open up a name and open the Subscriptions tab.
Click link for EQMIM (right now everything says 4™ SEED) subscription. .

If it’s a new subscription, click START. Fill info
on start screen

If it’s a renewal, click RENEW.

If it’s to cancel, click CANCEL.

If it needs to be edited, Click EDIT

Fill in all information in Subscription Status box.
Enter Payment information.

Run the credit card (processes through
authorizenet.com)
Run credit card on previous page.

Print Receipt and labels.
Print Gift Letter if needed.
Problem to be fixed if possible - When editing Gift
subs — the history doesn’t store who got it and for
how long.
Follow steps shown
Document in FileMaker
Same for receipt or gift letter
When FileMaker input is complete, send the actual
magazine in the mail.

What is used that is not in FileMaker?
Information for subscriptions comes from the
mail, phone calls and from the website.

and Tracie pulls all orders off web, phone, and
mail, and calling program and enters them in
FileMaker

I Small Group Partssrship

I Small Graup Partnership

prria =
[Shephuis ] [Lopes e

4310 Mo Hibad = 305 SET Mllenda Bl 7305
z

Driande

WSO o ATH Gaad Pttt 2 s e [
| 8 EEE)

START 4Th Seed Subscription

Virns it ek SAVE o CANCEL 19 €38 B poigeid

53 i | e | ek =
o [ MR e 0 o complemmtory o o v o b
[ B vt o covien of magaucine e wach e
L1 o 5
{ 1 I ]
e
| —
F_[_'—] e
L L 1} Cus  Acn Uwe  Tew Asurt Suwily Swassiad s Om
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" save |
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Time Required:
Less than one hour weekly for all subscription tasks (not including fulfillment).

How is this used outside of FileMaker?

The fulfillment list is exported into Excel and emailed to fulfillment house.

Printing of receipt / gift letter, mailing current issues out or next issue out during fulfillment.
Each expiring sub gets a magazine and a reminder letter to renew, each expired sub gets a letter
only to renew. Each gift recipient gets a letter to renew as well and the gift giver.

Problems / suggestions:

De-duping

Manual entry of web orders

Automatically recording task of payment by check or cc would be helpful — I record these
payments now manually(credit card payment is recorded automatically if cc run in FileMaker).
Task list for Fulfillment list is lengthy and very time consuming.

It would be helpful if receipts and gift letters could be captured at the same time.

Other opportunities for use:
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Task: Fulfillment of the EQMIM — magazine mailing every quarter

FULL SOP ATTACHED - #2 Refer to this to
see how to actually process the subscribers.

File Maker 10/2011

Below is information about those who receive
complimentary issues of the magazine. :
How is it done? L
The monthly partner list is created.

Log in to FileMaker, click File, Open
Remote

Select “Regular Donor” from the list

Go to MP-Pledge layout.

Click Scripts, then “Find for EQMIM

s Taam

[
[

[515) 31 558

—

=

ar

TOVHOZ v iveviced for
& Gl

Prospect || predge || Poyments || Furemen || Troubie Tickets || Toeas
HIONTHLY PAETHER COMMITMENT

0 4% PARTHER | DROP A5 PART]
Fulfillment

- 10|

Finding...

DOMATION HISTORY . .
O Y maunt Unsied process

Export”.

When it asks, click unmark all marked
records. They system then marks all Monthly partners

for inclusion in the magazine mailing./v
Return to the People file.

Create the list of President’s Circle members.

Go to Subscriptions layout of on any People record.
Click Scripts, then click “Find PC for EQMIM
Export”

Mark found set of people — OK

Click the List button to return to the people list
screen.

Click Show Marked and it will give you both MP and PC
people.

Export MP/PC list
Go to People List screen
Click Scripts, then “Export for EQMIM
Fulfillment”
Save as a CSV file (comma separated value)
Specify field order, then export.

Add the task to the MP and PC people to show that they
received this issue of the magazine

Go to People List screen, click Show Marked.
Click Create Tasks, enter Task Detail — date, type,
description, your name, then notes. Mark as done, then
Continue.

Eliminate expired subscriptions. They receive a special
letter, but not a magazine.

FFF BF §REF 3 8%

§F § ¥R FEF

sntmtion

CREATE TASKS

Tee sl current people

Enter Tash Detail

Peaple in the list. Or click Cancel.

«|4]




In FileMaker, go to the Small Group Partnership file,
then to the EQMIM Subscription layout.

Click Fulfillment Menu

From this screen, you will

Process Expired Subscriptions (green box) following
the prompts.

Print expired letters, both for subscriptions that are gifts

and non-gifts.

Print labels, both for gifts and non-gifts.

Process Last Issue Subscriptions (light blue box)
following the prompts.

Find Gifts, print gift letters and print gift labels.

Find non-gifts, print non-gift letters and non-gift labels.

Mail these copies.

Repeat with Second-to-Last Gift issues.

Print out letters and mailing labels.

Mail.

Process Multiple Copies Subscriptions (yellow box)
following the prompts.

Then find all EQMIM subscription recipients who have
not already been fulfilled at the MIM office. These will
be fulfilled by the fulfillment house. Still in Attachment

#8, go to the coral box. Click the green boxes and

File Maker 10/2011

4th Seed Fulfillment Menu

FIRST! yoal

......
PACCERS BAPIRED SURECEIFTIONS
(AmA Charss Leers)

1. Setwct e tuaus atsws, Bun etk PO

2. Frint e “Jrel Chanie® loters

PAOCESS LAST ISSVE SUBSCRIPTIONS  PROIESE MULTIPLE COPY SURGCRIPTIONS
1. ol Finy

P XS LETT R (G
3 Print ey nbsets 1 s betare.

,
:
!

7. Mot priging removi e subscrobon
VO MCIY XS ) SRS O

follow the prompts. Create the export file, save as a CSV file, specify fields and Export.

Both of the saved files need to be emailed in Excel
to the fulfillment house.

Add a Task note to each EQMIM subscription
recipient saying that they received their magazine.
(see next section for screen image)
FileMaker, Small Groups Partnership, EQMIM
layout, Find All 4™. Mark Ship To People — (unmark
all when it asks).

Go to People List, Show Marked, Create
Tasks.

Enter Task Detail — date, type, description,
4™ Fulfillment, name, notes, mark as done.

Continue. |

What is used that is not in Filemaker?
Information for new orders come from the
internet, phone, fax or mail and must be entered
manually.

Time Required: Half day (4 hours) is needed

YOU CANNOT EINT ANY HISTORY ON THIS SCREEN.

HISTORY OF SUBSCRIPTION ACTRATY
Uole  Acten  User Tem Amcunt Quantty Sitisslodt s GIFD Sorc [yps Cooe heyoses NO!

Do a FIND In History

[ aniems] steen [oagcaa] 0 [ [ [ 4 [

[ [T | [ 1 x|

2 I I

: Use this screen io find 4Th Seed Subscribers, based on the History of their Subscription Activities m

STEP 1: Do your find in the Subscription Activ Tields below,
e A EUTEE R, i o ok, el el L ]

Dein  Acten Lo |Y-Amdh-ﬁrﬁ~hL-hl nEnm Sousen Tygm  Code MeCodes

STEP 2: Click Mark These Subscriptions (Will first unmark all other marked subscriptions)

Mark These Subscriptions

STEP 3: View Marked These Subscriptions.

every 2 months for the computer work; another half day or more to do the actual assembling and
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mailing of the pieces.

How is this used outside of FileMaker? The CSV or Excel files are emailed to the fulfillment
house. Reports are created for weekly staff meeting. This is all done manually, starting at the
EQMIM subscription page. From you can find new or renewed or canceled subscriptions by
specific date range, etc. Numbers are added manually for a total.

Problems / suggestions: It would be nice if there were a way to make a combined search for
Monthly Partners, President’s Circle and subscribers all at once instead of each one separately.
“Mark Tasks” takes a long time and ties up FileMaker, up to an hour each fulfillment.

Another problem is that the gift receipt letter and the label don’t match. The gift receipt letter is
made out to the gift recipient and the label is made out to the gift giver. This has to be manually
fixed with every fulfillment.

It would be nice if we could track referrals and give discounts for those who get people to sign
up through referrals.
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Books for About $1-Risé/Tracie

Task:

Book/Resource Order Input and Fulfillment

Importing Web Orders from Virtue Mart for both Resources and BOOKS
Create an order via the telephone/Manual

Current Year Tracking

Batch Import to Jay Group

Mass Books Totals

Order Screen

Sending Confirmation E-Mails from Filemaker
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Department: Books for About $1-Risé/ Tracie P o o —

Flo Cot Vew Dt fomat Recrds Sopis Window Fep

Task: Book/Resource Order Input and Fulfillment

How is it done?
Open the People screen, select Details and go to mass
books.

Clicking on the tab marked New 2011 Order will take you
to the input screen. We keep Current Year and Prior Year
access to actual orders. All fields on New Order Screen are
necessary. When you hit “Done” — it takes you back to\

People Screen and would prefer to take you directly to v JNEW ORDER
Payment Processing Screen. Use all fields except “Radio ¥+, pertets——= II wmmﬂ@
Call Letters” field e T
S s
In order to edit any information, and to process the § omnm BT =
payment, go to Payment Processing Screen, (below) B :
e Change data on the order . =
e Make notes AT T PO P L Y P P
e Charge credit card (o - L™ | —
e Print receipts (have four choices in green only X0
need only 1 choice “NotWebNoDon”) '
e Delivery Date Field needs to default to bla

e Receipt Date Sent default to Web Order date

What is used that is not in FileMaker?

e Order information to input comes from
VirtueMart, e-commerce, phone calls, faxes or th
mail.

o After the order is fulfilled by the Jay Group, the
tracking number comes back in Excel by email
and is imported back into the database.

e The tracking number is then emailed from FM to
the customer.

Time Required: This is done daily, perhaps 5 minutes
per order.

How is this used outside of FileMaker?

All fields exported through Excel as needed

Problems / suggestions: No problems with this task. Suggestion: Order receipt automatically
emailed to recipient
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Task: Importing Web Orders from Virtue Mart for . s -
both Resources and BOOKS ;] Pt

-y

How is it done? (THESE NEED TO BE Done IN T

THIS ORDER) From the TemplmportWebPeople o

database R

Generic Import All VirtueMart orders - //

1. Go to VirtueMart & download orders / = y ~F]

2. Purple tab #1 imports all the header information
about the orderers (name, address, etc.) into this temporary holding ga
3. Purple tab # 2 creates the actual people recordsand .. .~
then creates an order record in either the Books by the &~
Box database or our regular Orders database as
appropriate.

4. You now need to load the actual items purchased
into the line items databases. We will first import
details for regular resource orders, then import details
of Books By the Box purchases.

To import details of resources orders, go to Open
Remote and click on Sales Line Items

Click on Scripts and in the drop down click on
Virtuemart Details Import.

Open Remote to go to the Order Screen

GO to the orders database and then the

Order processing layout.
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This brings you to your final screen for
Resources. You should see all your imported
orders with the correct line items for each
order.

The next step is to import order details for Books!

From the TemplmportWebPeople screen open remote

Click on Scripts and then in the Dropdown
click on VirtueMartDetails Import.

From there, use the Window menu to return to the
PFD current year & payment processing screen

& 192,168,099 - Remaote Deskiop Connection

88 Dt lox;) |

e [

For Mg Donations in FYD B 15 st
ke fim ECTY Dionation Hascepls.
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6. Dedup records — Some of the imported people will already be in the database. Find the group
of people associated with these orders, go to the dedup section. Use the automated tools to merge
duplicate records, then go through one by one and take care of any that need human intervention.
Save order onto Excel spreadsheet, then import it back to FM.

What is used that is not in FileMaker?
Orders come from VirtueMart then to Excel then to FM.

Time Required: 15-60 minutes a day for all orders (depending on size of orders).
How is this used outside of FileMaker?
Books by the Box orders are exported and sent to the fulfillment house. Other resource orders are

processed and shipped internally with a printed shipping order.

Problems / suggestions: It would help if the system could automatically check for existing or
duplicated customers (de-duping). Order date populates date receipt sent field

Other opportunities for use:
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1 FleMaker Pro - [Praple_FPS] -

TASK: Create a Books by the Box it i s S ooty

Dest | ADERDES Jrpanitation F

order via the telephone/Manual s
In People Details tab, then under Mass =

prailn

Books -2011 click on the New order tab -

—

New order Screen

If appropriate, move all of the information
from the left into the Shipping information
on the right by clicking on the blue
buttons to the right of each field.

Fill in the order information in the blank N

. o« . i Pra - [FFD 201L6p5]. 0
fields under “How did you Hear about i B ,,5:: D ek o W b =
Us...and “Order”. ,"|" T TT— e ‘_r_
Make any notes needed. o e — I e——
rg«.gm- @ [1427 Souin Buil Ave. Suitw [Ames A feeors [~
= =
]
g e | Erea s =
The actual Order Screen is used for many i :
things. Do finds by dates, names, product, e -
shipping, zip code and run the credit C omon =5
CardS. How D6 You Hear Abost U wagas T sncemiaC] pencasTT) aimt wisbins £ m:l:f v ], o o5 O]
joRoER 1 [ somsumsevwe
“g.:: | l._ﬁ.i '_-_. -
What is used that is not in FileMaker? e e s LS L
Time Required: Varies depending what e p——————
you are looking for. It could take a minute { J
or 30 minutes. ,
m..uum\;ﬁ wlel [
- - - . g R 2 1 * — e . T
How is this used outside of FileMaker? m””“‘fl.:"m b tomt 9 Vit ——————————
90% of the time it is used within ol 2 MASS BOOKS 2011 [— :
Filemaker to find data. Sometimes that 3% PoReat Sl “wuin B HEEREE,
data may be exported into an excel = Sepumsimorecuns e
spreadsheet
Problems / suggestions: The more ) [
complicated the look up the longer it s — T -
takes. The more records the longer it —— e ———
takes. .
Other opportunities for use: e
o] | -
March 31 I
I P e p o
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TASK: Tracking Books By Box Orders

We Import tracking numbers into a filemaker
database from a spreadsheet. This helps us get
the information from the fulfillment house
back into our order system so we can send
emails to customers.

(101477011 Followed up
package. tm:

Select PFD Tracking database where the — |
information will be stored.

Plirsudserbms FPS

Divectony Senace
Spmedy Hent

Bmoaipt Sent Catw

Credit 8 ] Sevi Tl

Tetn®

Comg Cate.
|‘““.- - o : a L ]
Mt Ssweg 101142011 ﬂ Doy s tor laceat themmmest

This is the next sheet that pops up. Click on
File then import records.

W FeMukr Pro - [PFD 2011 Tracking 98]
s il Edn View lment Foomat Recods Scpts Window  Help

Do~ @Y | ‘me - e E s @
1 o]

) Ottt SERIAL

1
by SAdanz  MCADR
Urngarted

na BRESCM

1970 MIL1S

3 Mg

1 Femaker IPS

4 purchane ordersdgs

Make sure to note the first row contains data- Click ok

B} Flehaker Pro - (PO 2011 Tracking. fp$]
[§ Fie Edit View dumen Forme Recoms Script Window Help

D~ &Y ' hil- mEwEFSER @

1 ke SEFIAL

Geme  MCHAL

fCompy  MCCMP

X Massma  UCAOR

e a1 MCADIR
mony Moo

‘w fromm  MCSTT

mIs MCIPC

FRTRK

FEORD
@ FS3HW

First Row Option

coktn headings nd could be convened intd feld nanes.
L th Fst e ot wenkshoemst Ty of 20011017 hex
Pkt rames or data?
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Make sure fields are mapped correctly
between the spreadsheet of data from the
fulfillment house and the database — | *~

a0
W FESHW
nz  BHEEO

5 |
!.--.JE&‘:‘_':_I iz s J
Click on Perform Auto-Enter. S

o rds  Scripts  Window  Help
Da~&% | e - m@Fe R 'caa d
\ Lacad 1 =1}
[=] 11 ottt SERIAL
ﬁ\ Do MONAM
Oy MCCUP
1 Hhda  UCADR

N e
The tracking number data is now in the ko sl Pesmemee

[S Fie Bt vView fset Formm Records Scripts Wndow Mg

database. It is matched because the serial D~ &% L me - mEEE s 0

number of the order in our database comes =% ...

back as the order number from the \ﬁ B
fulfillment house. o R

Cmasem 101772011

What is used that is not in FileMaker?
Time Required: 30-60 Minutes

How is this used outside of FileMaker?
Problems / suggestions: It is time consuming.
Other opportunities for use:
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Wi FileMaker Pro - [PFD 2011 4p8]

TASK: Batch Import to Jay Group i B

This is how we send the Books by the Box :f .@ -

orders and addresses to our fulfillment house. s s;;. ﬁsmmmﬁ;m

The result is a csv file with order header il =T | wosne | (R
information and the number of cases of each g | e

type of book. (see attached file.)

: :
on ETr
veisesrt| oot e [T30003 ]

Screen #1- Find the list that you would like | = .. - : L
to export click on File Drop down list
“batch to import to Jay Group”

100 Sl Y Paoweze =] 4 |

The Batch Import to Jay Group database comes
up. Go to the file drop down and select “import records”

e ————.EE¢
ﬁ = - Name the file you are exporting, then click on the
e “Hosts Button “ Bottom right

& 4 -i_l]r.;,d?munnm"‘ % -1::;m||1aﬁ-\;| = l
) Copy of 20013017 172001 130 P
{ S e -
\ll..i..lnee-w«»:ﬂ ) . :;‘_:E A Rerwem  [Faichio Jay o 1077 o \_i Owl
Find the data base that you are working in (PFD Sem s ] e o775 N |
. e — | e
2011) and open it e
Y e \ —
'ﬂ““""n = 100f Al B ;:TT:
& o
| ook
ol In the View By box select Matching Names
e then click import

Wndl

1) Febdakonr Pro - foatch 40 imgeort 5 by Grpdp]
S e e S ——————— Y

finn of o

Pk “butch i g s iy B 5|

| MOG dade semt bo J Ging
L

Ol B =8| |
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Check the Perform Auto-enter...

\

100k e =] |

Select scripts and click on add Zeros for Jay Group. e oo o

kil

This makes sure there is data in every cell of the - R
spreadsheet rather than blanks.

o pEAE

PlE

Go to File Drop Down and Export Records.

I Pl P - Bt o impo g G 0S] -
(] B View bn Fomat Recores Sergt Wiedow Help

P

FLEE

Export Records to File and name the Export File.

Select the Fields that need to go on your spread
sheet. In the correct order. Click export.

™~
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You have now created the spread sheet and can do with it whatever you would like.
What is used that is not in FileMaker?

Time Required: 30 minutes
How is this used outside of FileMaker? This is all exported to an excel spreadsheet

Problems / suggestions: Miss one step and you may have to start over. Filemaker has a
hiccup and you need to start over.

Other opportunities for use:
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Order Screen is used for
many things. This is where
new orders are entered if they
come by phone or mail.

B FileMaker Pro - [PFD 201L0p50

I P b

[@ Poe Edt View Inset Format Recors Sonpts Windew  Help

- — i — l&

Orders that are loaded by csv

file after downloading from
ecommerce are viewed here

well. Also used to do finds

by: dates, names, product,
shipping, zip code. etc.

This is also the base screen

generating the file that we

MASS BOOKS 2011 P
- 9642
— i
Liam [rers—
< Feope
21 Scuth Bell Ave. Suite 2105
& B [[Eoe1d
== w] 55 “ searchsa 2 57295 514590 g~ I
vessacricl] | e tieae 05032 | ) as
{Cege Dutac 10102011
prew—y— 5 = — .
Towt{ $145 0
[Oxchoibe -G | L L 3001
T c,,m,,,g e —_— wa
oL oo exome [ BT )
M o Card | Tiplnaa
Apersaton s 0198 ] e | =
St gl
e M —
T Gty ] Batena crac dact Qe GeaoOme e e for
z | | A
—[ Lt
: &=
Harch Harch 31
Crange O

send to the fulfillment house.

e S R i
SR el

o i o e 1157111
oy e o e dete 1712111

i e v e e 112111
i
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This screen is very important, if you are looking for aggregate values of products and $ figures

from finds done in the o 580 TR —~—~—— — =
Books by the Box program. o
From the Mass Books ontrcgion =
(Books by the Box) Scréen T s it E click
symzehmes A [[50010 | e 341 S601.70
on the layout Tab e — e
(Payment) below the tool B S [ o i | bar,
but above the rolodex on e [ ﬁﬂ,...... w11  the
left side of the screen. e T B e
- Oy o)
A Drop down will ES
appear-... click on Totals I "“"]“‘" e e
b‘lﬂ"‘ a Warch 7 WMaren 31 %
S ) e 1ar
il I.A-‘:“:l:]'l o | e—t— 2 :—-_l-— e
Totals by type of book are T
calculated e

Issues: It may take seconds or
possibly 15 minutes to populate
based on the number of
records in the found set.

Suggestions: It would be great
to have a breakdown of
products by cases offered. For
example: cases of MIM Split
between 12’s and 48’s

= i . 7
Pleconds
kol

4 e e "
.t i ® 38,757 400

bt 8 5841,14272
*

¥522,698.37 | —
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TASK:Sending Confirmation E-Mails from Filemaker

This is used to send tracking numbers to the
people who have ordered books.

==
[l

7 iy
wmrvess s TR

Thanh wu ke trderng B

i

YU e NS TECEY e
oMl Fiassa Backyou or

LR RO REFEREN

Wousd you s consider
e e 1 M 1 5 e o
St g | PN, e i 4

e ancraina nese bosk

After tracking numbers are imported into the
Mass Books Processing Screen we send an
e-mail to let them know what their tracking
numbers are.

el timoroesed
o0 acematsod
L T = e T R ————

1. Go to Mass Books Payment ) i
B A P10 gk 41
Processing Screen. Find all of the ] T

orders that have tracking numbers —
imported.
2. Click on Script Maker

Lt ot

s
0 an Baz

Than ot artareg Rarke! byt

Y 40 B S i SR
vl Pl ¥k mhet £ and s

(rEUR GRDER RZFERERCE Wby

‘vioukd vou W consioe felbiea Ut 1

e anr, a0 e T AT

W i P B ]

3. Click Fill Confirm Email

e
|~ i
- ——— :
o | i
——— ™ LN Ch
e o i
e
WF Vekstie ‘na ardurith wi thopedve faed I
coritFad E5 ara ke e O
g ATt
ROUR ORDES FEFERERCE N
R T S
fesrd eyl by
i G, Be e T 13 iy eread
AN renprdiesd
B a0 n
i e L
FCtanarm =l
HE T T
ALk T v
ot e .
T e

96



File Maker 10/2011

4. Click on the Set Field for

gemailbody so that you can chang

the text of the email. Click on the
specify button to change the text...

s
0k ke,
Thans vou T ardaring Backs! by the
i U] W BT A e 1
enriet P 1t ind Enikytar irdas ©
sl TV

[FOUR ORDER REFEREMGE NUME:

Vo et s o Form o s
chvwr ey, gl NI Fid 4 mad

5. A Specify box will appear. Change
the text. Click ok and then done.

BT

Ll
FNIABEHT ST ATR B
——

D

T JeT Kears, Fist Canant Charc

Thak poufor aterieg Boonsl by e

Voo st warw sheed vis Fud 1

cortat Fic fn 480 Yah your ook, C

and IR0

CFOUR ORDER REFERENCE MUMB
Fiping e ¢

Woukd yoe akso conmicer
el " et tarar frem rod Hyou e

given i, P e 1T el

S ) i 1201

s 1511
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Database Items needed for the Fuel and Area Directors - Al

1. Fuel
a.

b.
C.

S@

i

2. AreaD
a.
b.
C.

d.

Ability to note who has registered and payments possibly even processing CC’s
through the database
Ability to track hotel records and payments
Ability to take notes on registrants (including but restricted to follow up notes
from Summit (example (call Steve about booking a Seminar, sent autographed
book to Steve, etc.)
Ability to produce a Task list and /or Timeline for Fuel event (Excel example
attached)
Ability to track historical attendance of previous Fuel Summits and all other MIM
events
Ability to note Organizational Sponsors and their sponsorship fees paid
Ability to track sponsors historically
Communication template options — Email, thank you notes, postcards, letters for
reminders or follow up with Fuel attendees
Alerts system for task/timeline reminders
irectors
Ability to identify and contribute to an area director (AD) by account number
Ability to assign an area director to a coach and/or regional director, VP, etc.
Ability for AD to record daily progress on raising/maintaining funds and to access
the database
Daily account updates per AD and alerts to changes in donations
Weekly/Monthly/YTD reports for AD and Coach/mentor on their account —
deposits and withdrawals; balance
Ability for Coach and others up the chain to review AD financial and contact
accounts
Ability for AD to enter Contact (name/ph/address/email) — the number of contacts
will be at least 200 and as high as 2000-3000.
Ability for a donor to access via account number so they can see that their online
gift is going to Lucy Blair, AD for Orlando
Contact data base management with a possible rating system of contact (Ex: 1-
Monthly partner, 2-Likely to give, 9- least likely to give, 10 — Declined giving
I.  Future contacts (people they will want to contact, just not yet)
ii. Most likely to give
ii. Least likely to give
iv. Current partners and commitment values (monthly)
v. Current partners and special gifts
vi. Partners that gave special gift for follow up to convert to monthly
vii. Prospects that asked to be contacted at a later date for giving (ex: had
unexpected bills so call me in 6 months — things might be different then)
viii. Call back for appointment
ix. Call back for decision
X. Send thank you note
xi.  Non-investors (not giving but wants prayer letter)
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xii. Templates for thank you note, prayer letter, Ministry Partner Development
(MPD) letters (fundraising)response cards, scripts, labels & donation
receipts — needs to have standard default text with ability to personalize

xiii. Alert system to remind AD to follow up, write thank you notes, return
phone calls, etc.

xiv. Like Monthly Partner database needs Notes area with date and time,
contact report area to identify outcomes of phone calls or emails.

xv. Task/timeline system to establish fundraising goal, progress, etc.

Receipts
i. Ability to customize receipts by “project” (Ex: Donation receipt for
Alpharetta Coalition (area director); donation receipt for Roswell
Coalition (area director)

3. Territories and Commissions

a.

=h

Ability to assign territories by state, by city and by groups of churches to (1) HQ
and (2) an Area Director.

Ability to roll up territories for a Regional Coach or Director.

Ability to mark products sold so that commissions can be awarded and marked
“paid” every pay period.

Ability to provide sales reports for HQ and for an Area Director at the line item
product level (ex: registration for an event, box of books sold, etc.) and total sales
values by LTC events (No Man Left Behind Conference training, NMLB
Essentials Training, NMLB Practicum Training); NMLB Courseware sales;
Books by the Box; Seminars (YTI); Seminars (FLS); Resource Sales.

Ability to add new products to the above.

Ability to assign a commission value to each product/category.

g. Ability to split commissions (ex: 40% awarded to HQ; 60% awarded to an Area

Director).

Additional

Import 40+ Excel spreadsheets from interim use. Migrate, for each Area Director,
their list of contacts and related info including gifts provided via cash, check or
online giving to the data base.

Initial (“the basics™) raining for new Area Directors on data base management.
Remedial/refresher training available on line.

Tier | Customer Service support for all time zones.

General Database Suggestions

>

>

Filemaker is not easy to navigate

It’d be helpful to have an automatic formatting applied to People data — can’t emphasize
this enough.

It’d be helpful to have a default Salutation, if left blank, that would simply copy the First
Name. Otherwise, emails read as “Dear ,” as well as other mailings.
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It’d be helpful to have some automatic (one button) actions that take place if someone is
marked as Deceased, such as removing the Mailing Address/Email to an archive spot,
selecting Do Not Call, etc.

It’d be helpful to have an automated response happen once “Do Not Mail” or “Do Not
Fax was selected under the Org, such as the fax number going to another field or
something so we don’t have to always omit these records when pulling marketing lists.
It would be helpful for the database to archive old records and data.

Filemaker seems to randomly remove checks (v's) from boxes like PC or Board of
Driectors for no reason.
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	Tasks:
	Entering individuals
	Task: Entering individuals
	How is it done?
	If not, click “New” (green tab). Type in name, then continue.
	What is used that is not in Filemaker?
	How much time does it take?
	Problems / Suggestions:
	Problems/Suggestions in RED
	How is it done?
	The list is sorted by type of mailing – was ALM or CD – NEEDS to be CD OR NO CD.
	Put it in List form, then sort in ABC order.
	Labels are printed in Filemaker.
	Choose the fields for export, then save it as a Merge File.
	Time Required:  20 minutes to create list, plus printing time and mailing time.
	Used to be ALM or CD – NEEDS to have a check box for CD OR NO CD.
	Other opportunities for use: Create tasks to track activities, i.e.:  email sent, letter sent
	What is used that is not in FileMaker? Nothing
	Time Required:  About 20 minutes a week
	How is this used outside of FileMaker?  The email is sent by Filemaker through Outlook Express.
	Other opportunities for use:  Others on staff use this same technique to create other lists.
	Task:  Search for donation report by dollar amount
	Print results report if needed
	What is used that is not in FileMaker?  Nothing
	Time Required: 10 minutes each time it is done
	How is this used outside of FileMaker?
	Problems / Suggestions:
	Other opportunities for use:  Others on staff use this same search for various reports.
	Task:  Search for Man in the Mirror Bible Study (MIMBS) first time attendee
	How is it done?  Open up a person’s record
	Task:  Search for Man in the Mirror Bible Study (MIMBS) team or leaders
	How is it done?  Open up a person’s record
	Check MIMBS team under Special Types, hit Enter
	What is used that is not in FileMaker?  Nothing
	Time Required: 10 minutes each time it is done
	Other opportunities for use:
	Task:  Search for a record associated with a particular email address
	How is it done?  Open up a person’s record
	Control + F for find mode
	What is used that is not in FileMaker?  Nothing
	Time Required: 3 minutes each time it is done
	How is this used outside of FileMaker?  It’s not.
	Problems / Suggestions:
	Other opportunities for use:
	Task:   Card Club / Sending birthday cards
	How is it done?
	What is used that is not in Filemaker?  Nothing
	Time Required:   15 minutes
	How is this used outside of Filemaker? The list is exported
	Problems/Suggestions:   None
	How is it done?
	An event is created in much the same way that
	What is used that is not in Filemaker?
	Attendance list (perhaps this is imported)
	Time Required:
	How is this used outside of Filemaker?
	Task:  Adding a new ALM subscription
	How is it done?
	How is this used outside of Filemaker?  It’s not.
	Problems/Suggestions:  None.
	Task:  Exporting the ALM list for mailing
	How is it done?
	Save it as a CSV file.
	At the next screen, specify the fields needed for export.
	The list will be saved automatically as an Excel file in
	What is used that is not in Filemaker? Nothing.
	Time Required:  15-20 minutes, quarterly
	Task:  Changing addresses for ALM subscribers (or any other person on our mailing list)
	How is it done?
	What is used that is not in Filemaker? Returned mail or a specific request to make a change.
	Time Required:  Minutes, as needed
	How is this used outside of Filemaker?  It’s not.
	Problems/Suggestions:  None.
	SEMINARS/LTC – Jamie/Jim/Tracie
	SEMINARS – Jamie/Jim/Tracie
	Tasks
	Setting up an Seminar upon scheduling
	Printing letters or reports from the tab menu
	Seminar Bookstore Process
	Adding attendees to a Seminar
	Seminar Report – Sales & Attendance
	Problems/Suggestions in RED
	LTC (Leadership Training Center) - Jamie
	Tasks
	Entering individuals who attend (LTC) leadership training events
	Register individuals for an LTC Training
	Enter an LTC Training
	Enter an LTC order.
	Problems/Suggestions in RED
	Task: Setting up a Seminar upon scheduling
	How is it done?
	How much time does it take?  5-10 minutes
	Problems / Suggestions:
	Task: Printing letters or reports from the tab menu
	How is it done?
	Problems / Suggestions:
	Task: Seminar Bookstore Process
	How is it done?
	After the event is over, I get the unsold resources back and fill in the “Returned” qtys.
	Problems / Suggestions:
	Task: Adding attendees to a Seminar
	How is it done?
	Once everyone is in the database, I go to the Event page and click on the Attendees tab.
	To add someone, you click the green button in the bottom corner – “Add New Attendee.”
	Fill out all the information you can, using the person’s comment card.
	What is used that is not in Filemaker? Completed and returned Comment Cards.
	Problems / Suggestions:
	TASK: Seminar Report – Sales & Attendance
	SalesAndAttndreport from drop down menu
	Task: Entering individuals who attend (LTC) leadership training events
	How is it done?
	If not, click “New” (green tab). Type in name, then continue.
	What is used that is not in Filemaker?
	How much time does it take?  1-2 hours for a 40-man event.  (More, if larger.)
	Problems / Suggestions:
	Task: Register individuals for an LTC training
	How is it done?
	To return to the order screen, click All Orders for this Event.
	Continue registering participants if needed.
	What is used that is not in Filemaker?
	How much time does it take?  30 minutes for a 40-man event.  (More, if larger.)
	How is it done?
	What is used that is not in Filemaker?
	Event information
	How much time does it take?  <5 minutes for an event.
	How is this used outside of Filemaker? It’s not.
	Problems / Suggestions:  Host Org field does not work.
	How is it done?
	Then under the SKU section, I click the green button, Lookup.
	All of our products will be listed. LTC
	How much time does it take?  5 minutes per order.
	Tasks
	Printing Call Sheets, checking for duplicates (Prospects Database)
	Printing Call Sheets (Prospects Database)
	Various databases used: People. Regular Donor, Donations, etc.
	Task: Partner Information Maintenance – daily, as needed
	TASK: Donation Processing
	Task: Printing Call Sheets, checking for duplicates (Prospects Database)
	This task is performed a couple weeks prior to the beginning of the phone campaign. It usually takes about 10-15 hrs a week for two weeks to complete.
	1. Prospects – Campaign 28. Last Name Search, Preapproach DNC. Check for duplicates that were somehow added in the prospect database. If present, use the merge function in people to combine them into one record.
	Task: Printing Call Sheets (Prospects Database)
	Printing call sheets takes about 30 minutes. It takes another 30 minutes to separate the call sheets by time zone (eastern, central, and west). This is performed each night.
	1. Click Find No Call Sheet – Campaign 28, then click ok. Print the number of call sheets desired then click yes on the dates the call sheets were created.  Task: Processing Prospects (Prospects Database and Regular Donor Database)
	Deposit Report
	Task: Deposit Report
	Task: Enter donations in FileMaker
	On People Screen
	Find donor-  Control F
	Enter amount of donation/OK
	When finished with all donations, click on the Deposit
	FileMaker/QB reconciliation report
	From a people record, select Donation Details
	Printing receipts
	Return to Donation Page
	Deposit-
	Prepare bank deposit slip
	RESOURCES– Tracie
	Tasks:
	Processing Resource Orders from the Internet site
	Create Groups for Marketing Emails
	Create Reports
	Inventory – How File Maker stores inventory and how we enter a new sku number
	Purchase Orders – input what we order for inventory, and keep track of vendors
	Generate Reports
	Events Database
	Red Bandanna
	Entering in Blow in Cards into FileMaker
	De-Duping Records - Full SOP of Fulfillment attached (#1)
	Creating Labels
	EQMIM - Tracie
	Enter Orders – entering subscription orders
	Fulfillment of EQMIM - Full SOP of Fulfillment attached (#2)
	Task:  Processing Resource Orders from the Internet
	How is it done?
	Records must be de-duped manually.
	What is used that is not in FileMaker?
	Download orders from web bookstore
	Time Required:  20-30 minutes to download and process orders daily
	How is this used outside of FileMaker?
	Problems / suggestions:
	Other opportunities for use:
	How is it done?
	Click “Run Card Now” and the card is charged.
	What is used that is not in FileMaker?
	Time Required:  10 minutes a day
	How is this used outside of FileMaker?  It’s not.
	Problems / suggestions:  none
	Other opportunities for use:
	Task:  Create Groups for Marketing Emails
	How is it done?
	What is used that is not in FileMaker?
	Excel, Word, Constant Contact
	Time Required:  1 hour
	How is this used outside of FileMaker?  Marketing purposes
	Problems / suggestions:
	I wish there was an easier way to do this!
	Other opportunities for use:
	Task:  Create Reports
	How is it done?
	Go to Sales Line Items
	What is used that is not in FileMaker?  nothing
	Time Required:  15 minutes
	How is this used outside of FileMaker?  Weekly reports
	Other opportunities for use:
	Anything sold on the website or in orders has to be registered here with a sku number.
	How is it done?
	Open File Maker - Open Remote - Click Resources
	What is used that is not in FileMaker?  New product information
	Time Required:  20 minutes
	It is updated once a year in December by an inventory count.
	Problems / suggestions:
	Other opportunities for use:
	How is it done?
	Quantity Received – click that the order came in
	What is used that is not in FileMaker?
	Time Required:  1 – 2 times a month; 30 minutes each time
	How is this used outside of FileMaker?
	Problems / suggestions:
	It would be nice to be able to email purchase orders to people / vendors.
	Other opportunities for use:
	Task:  Generate Reports
	How is it done?
	From Sales Line Items page, click Reports
	From there, it goes to
	These figures go to the report for the staff meeting and weekly report for (supervisor)
	Then go to Events Database
	What is used that is not in FileMaker?  n/a
	Time Required: 20 minutes
	How is this used outside of FileMaker? reporting
	Other opportunities for use:
	Task:  Events Database
	How is it done?
	Click on the Resources tab
	What is used that is not in FileMaker?
	Time Required:
	How is this used outside of FileMaker?
	Problems / suggestions:
	Other opportunities for use:
	TASKS: Red Bandanna
	What is used that is not in FileMaker? Outside email fields from Outlook.
	Time Required:  15 minutes
	How is this used outside of FileMaker?  To send people their Red Bandanna and welcome to the Fellowship of the Red Bandanna group.
	Problems / suggestions:
	Other opportunities for use
	Task: Entering in returned marketing postcards into FileMaker
	TASK: De-Duping Records – See Attached SOP for more details (#1)
	Search for groups of people that may contain duplicates
	There are two ways to do this. The first is to find duplicates from within the find duplicates area across all the records in the database. This can be time-consuming and virtually impossible to complete. The other is to dedup a particular set of reco...
	How to use the Find Duplicates area to find possible duplicates:
	FIND BY EMAIL:
	FIND BY PHONE:
	FIND BY FIRST AND LAST NAMES:
	FIND BY LAST AND ZIP-5:
	FIND BY ZIP-5 AND MAIN ADDRESS:
	STEP 6: Do automatic and manual processing against possible duplicates.
	After this is finished, go back through these records and manually look for all possible duplicates.
	General Rules to Follow:
	If you are doing Section 1, Email:
	If you are doing Section 2: Phone:
	If you are doing Section 3, First and Last Names:
	If you are doing Section 4, Last Name and Zip-5:
	If you are doing Section 5, Zip-5 & Main Address:
	Click on find button first and dedup, then click done for that particular group.
	TASK: Creating a Groups of Labels
	EQMIM - Tracie
	Task:
	Enter Orders – entering subscription orders
	Fulfillment of EQMIM – mailing every quarter
	Full SOP of Fulfillment attached #2
	Task:  Enter EQMIM Orders – entering subscription orders
	How is it done?
	If it’s a new subscription, click START. Fill info on start screen
	What is used that is not in FileMaker?
	Time Required:
	Less than one hour weekly for all subscription tasks (not including fulfillment).
	How is this used outside of FileMaker?
	Problems / suggestions:
	De-duping
	Other opportunities for use:
	Task:  Fulfillment of the EQMIM – magazine mailing every quarter
	FULL SOP ATTACHED - #2 Refer to this to see how to actually process the subscribers. Below is information about those who receive complimentary issues of the magazine.
	How is it done?
	Click Scripts, then click “Find PC for EQMIM Export”
	Export MP/PC list
	Click Scripts, then “Export for EQMIM Fulfillment”
	Add the task to the MP and PC people to show that they received this issue of the magazine
	Eliminate expired subscriptions.  They receive a special letter, but not a magazine.
	Both of the saved files need to be emailed in Excel to the fulfillment house.
	Task:
	Book/Resource Order Input and Fulfillment
	Importing Web Orders from Virtue Mart for both Resources and BOOKS
	Create an order via the telephone/Manual
	Current Year Tracking
	Batch Import to Jay Group
	Order Screen
	Department:  Books for About $1–Risé/ Tracie
	Task:  Book/Resource Order Input and Fulfillment
	How is it done?
	Open the People screen, select Details and go to mass books.
	What is used that is not in FileMaker?
	Time Required:  This is done daily, perhaps 5 minutes per order.
	How is this used outside of FileMaker?
	All fields exported through Excel as needed
	How is it done?  (THESE NEED TO BE Done IN THIS ORDER) From the TempImportWebPeople database
	Generic Import All VirtueMart orders
	2. Purple tab #1 imports all the header information about the orderers (name, address, etc.) into this temporary holding database
	What is used that is not in FileMaker?
	Orders come from VirtueMart then to Excel then to FM.
	Time Required: 15-60 minutes a day for all orders (depending on size of orders).
	How is this used outside of FileMaker?
	Books by the Box orders are exported and sent to the fulfillment house. Other resource orders are processed and shipped internally with a printed shipping order.
	Other opportunities for use:
	TASK: Create a Books by the Box order via the telephone/Manual
	In People Details tab, then under Mass Books -2011 click on the New order tab
	New order Screen
	What is used that is not in FileMaker?
	Time Required:  Varies depending what you are looking for.  It could take a minute or 30 minutes.
	How is this used outside of FileMaker?
	Other opportunities for use:
	TASK: Tracking Books By Box Orders
	We Import tracking numbers into a filemaker database from a spreadsheet. This helps us get the information from the fulfillment house back into our order system so we can send emails to customers.
	This is the next sheet that pops up. Click on File then import records.
	Make sure to note the first row contains data- Click ok
	Make sure fields are mapped correctly between the spreadsheet of data from the fulfillment house and the database
	Click on Perform Auto-Enter.
	The tracking number data is now in the database. It is matched because the serial number of the order in our database comes back as the order number from the fulfillment house.
	What is used that is not in FileMaker?
	Time Required:  30-60 Minutes
	How is this used outside of FileMaker?
	Problems / suggestions:  It is time consuming.
	Other opportunities for use:
	TASK: Batch Import to Jay Group
	Find the data base that you are working in (PFD 2011) and open it
	In the View By box select Matching Names then click import
	Check the Perform Auto-enter…
	Select scripts and click on add Zeros for Jay Group. This makes sure there is data in every cell of the spreadsheet rather than blanks.
	Go to File Drop Down and Export Records.
	Export Records to File and name the Export File.
	What is used that is not in FileMaker?
	Time Required:  30 minutes
	How is this used outside of FileMaker? This is all exported to an excel spreadsheet
	Other opportunities for use:
	TASK: Order Screen for BOOKS
	From the Mass Books (Books by the Box) Screen click on the layout Tab (Payment) below the tool bar, but above the rolodex on the left side of the screen.
	Totals by type of book are calculated
	Database Items needed for the Fuel and Area Directors - Al
	 Initial (“the basics”) raining for new Area Directors on data base management.  Remedial/refresher training available on line.

