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Introduction

Every church has one or more paper forms or cards the attendees and guests can fill out to receive
information, update their personal information or request follow up from someone serving at the
church. Without Fellowship One, that process is typically a photocopy, distribute and pray that follow up
happens proposition.

With Fellowship One, those paper forms become modeled electronically, distribution to the appropriate
person occurs automatically and actual follow up progress is visible to all users. This document explains
the workflow of modeling one of those paper forms into what we call a Contact Form. Each contact
form contains 1 or more Contact Items. Each contact item represents a single response to a specific
request by someone serving at the church. Each item has a specific person that is responsible to see that
contact is made with the congregant.

Whenever the church has a need for a new form, this process should be followed to prepare Fellowship
to receive the data collected by the form. After the modeling step is completed, a filled out card is ready
to be entered into Fellowship One. The process can be viewed in the Contacts 2 — Data Entry document.
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D Design Paper Form

When an individual ministry determines that a new data collection form is needed, a paper
representation should be designed with the appropriate fields, checkboxes, questions, etc. that will be
filled out by congregants of the church. This should be coordinated by the Champion Team Member
representing that specific ministry department as they have the best understanding of how to translate
the information collected on the form into the appropriate data elements in Fellowship One.

~

This form should contain a unique title whichcanbesoY SG KAy 3 | & &AAYLIX S | & &/ 2yyS
LYF2NNIGAZ2YE D ¢ KightiddidStiides iy @KSogF@aNK fA1S Y2NB Ay T
2NJ aL 62dzZ R f A€ SBrvichtines@ad lie tizsédioS tBeNIrnFif2 Y Iéréh is typically filled

out during certain services and you would like to know during which service the card was collected.

Finally, registration information is explained later in this document.

D Compile Action List

Imagine all of the actions that the church could take in response to any of the fields, questions,
checkboxes that could be filled in on the form. Each action or more accurately, reaction, must be
performed by someone serving the church. It may be a church staffer or key volunteer. Who will be
responsible for each action that could be generated by something on the card? Perhaps there are no
actions required and only data entry will be performed.

That list will define the user routing rule in Fellowship One for each Contact Item. For example, a

G/ KAtNRANBAYEQBNE ¢ O2y Gk O AGSY g2dd R 0SS NRAziSR G2 I C
Along with the paper form, prepare a list of those actions and the name of the person that should be

configured as the first responder for each.

NOTE: Contacts are initially routed to only one person and then can be transferred to others if needed.

DD Submit & Review Form

The paper form and action list with responsible users should be submitted to a Champion Team Leader
for review and configuration. The purpose of the form, the needs of the ministry and suggested
approach to capture the data elements in Fellowship One should be presented by the Champion Team
Member. The leader and member should agree on the best solution using elements such as:

Individual Attributes
Participant Assignments
Staffing Assignments
Contact Items

Activity Attributes
Notes

= =4 =4 =4 -8 -9

Think about how each contact item will be worked within Fellowship One. What will be the flow? Who
will update what and when? These questions should be answered before configuring anything.
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D Begin Configuration

The Champion Team Leader will now configure the form in Fellowship One, making it ready for use. They
will do this under the Admin Tab and then select Contact Setup in the left side navigation menus. Under
that section, each of four main options will need to be defined:

1. Contact Types
2. Contact Items
3. Contact Forms
4. Contact Dispositions

The first step is to create a Contact Form container to hold the Contact Items that will follow. This is
done under the Contact Types section. It is simply a unique name for the form that is being configured;
f2NJ SEI YL ST &/ 2YYdzyAOIF GA2y [/ FNRé 2NJ aDdzSad wS3arad

D Create Contact Items

Contact items are the actions to be taken by someone serving the church that could be generated by the
form. The action list created earlier will be used here. Each item requires the following information:
1 Item Name
A unique name defined by the church that usually requires a specific action. No two contact
items should share the same name to avoid confusion. This provides the first understanding of
what the congregant desires from the church.

T Item Type
This must be one of the predefined values: Interest, Request or Other. This is primarily a tool
that allows the church to organize all of the items on a single contact form into logical groups of
items. The type is displayed to the user at the time the contact is worked but its meaning is
practically what the church wants it to mean.

Generally, Interest items are ministries/events a congregant has indicated they are interested in
finding out more about. Request items are things a congregant has asked for such as more
information or prayer requests. Other covers everything else. The church cannot define
additional categories.

i Ministry Owner
Each contact item must be owned by a Fellowship One Ministry at all times. Only those users
with Ministry Read security permission to a specific ministry can view the contents of the
contacts owned by that ministry. Only those users with Ministry Write security permission can
edit or update the contacts owned by that ministry.

This is the means to control access to specific contact items.

I Route To User
This will be the Portal user responsible for first response to the contact item. Only one person
per contact item is allowed.

There may bg items that are not specific enough to be routed to a single person for follow-up.
C2NJ SEIFYLX ST AGSYya adzOK & a/2YYSyiazé G wSlj dzS
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church from setting up a multitude of contact items. This process is called Triage & Transfer and
is best used when one of several people might respond to a particular contact item. Either a
team of people are sharing the load of doing follow-up or different people should receive the
same contact item depending on the notes, age, or ministry that generated the item. In all
cases, the contact item is routed to a single person who determines who should really work the
contact and transfers it to the correct portal user or group to be worked.

= Home People Minist WebLink Vitals Givin Admin
2, People Search P & 9

*John Smith" o . \dd/Edit Contact ltems

‘ontact tems are the individual pieces of information on a contact form; the Type
hoice organizes the contact tems for data entry purposes.

(&) New Group

& Report Library — Contact tem
Church Setup MName: ®* |Comments
Security Setup Type: * Other -

People Setup

Ministry Setup
Contact Setup

pute To: Mancy Whitworth
@ [¥] Multiple Close

D Dizposition Required on Close

Contact Types

Contact tems

Contact Forms

Contact Dispositions Active Add Contact kem

Although this field is not required to create a contact item, it is strongly recommended that
someone be selected. This will ensure accountability for every item.

1 Multiple Close
This check box indicates that the person responsible can work and close several of these items
for different congregants at one time. This would apply if the contact request can be satisfied by
sending a mass communication such as a standard letter or email to everyone that has need of
that information. In such cases, all of the contact items can be closed at once without needing a
LISNE2Y It AT SR SYyiNR Ay GKS O2yial O KAAG2NEBES® a{ S
If the contact item qualifies for the multiple close treatment, then check the box. This will offer
the person working the contact an option to close several items of this type at the same time.

Page 6 of 10 January 15, 2009
© 2009 Fellowship Technologies, LP, Strictly Confidential



Contacts 1 — Model the Form
Best Practice Series
v1.0

i) fellowship

Accelerating The Dynamic Church™

) New Group 1ome People Ministry WebLink Vitals Giving Admin

& Report Library

Add/Edit Contact Items

Contact itemms are the individual pieces of information on a contact form; the Type
Security Setup choice organizes the contact items for data entry purposes.

Church Setup

People Setup

—Contact tem

Ministry Setup

Contact Setup (Al
Contact T;-'pes-‘

Mame:*  First Time Visitor Letter

Type: * Interest -

Contact ltems Ministry: *  Administration -

Contact Forme Routs To: {fiaihew lichiaster. +

Contact Dispositions SoSLESIEE
Data Exchange Disposition Required on Close

Imane Llnlnad

i Disposition Required
This check box indicates that the person working the contact item must select a value describing
the current state of the contact item beforeitisclosed. C2 NJ SEF YL S5 ,a22Ay SR (K
GQAIF Ot &adz0O0SaaFdzZ ¢ adzyNBFOKIo6fSe¢sx SGO0d ¢KS LJk

Remember to create one contact item for each action you take. If there is a box on the form that says
GCANEBG ¢ Andabyour chuich dil Brdddme Visitors get a call and a letter, you will create two
contact items: one for the First Time Visitor Call and one for the First Time Visitor Letter. The Letter can
be sent out in mass and closed together; therefore Multiple Close would be checked. The First Time
Visitor Call would not have Multiple Close selected for that item because each person would need a
personalized entry in the contact item history unless you use Phone Tree for your call.

Bind Service Times

91 OK O2y il O F2NX Ol y 0 StimésE&dafiRetimélifan ARtii§ deinb Y 2 NB
in the Ministry area of the portal with an associated Activity Schedule. When bound to a Contact Form,

those service times can be selected when entering data from a card filled out by a congregant. This will

provide the knowledge of when and what service/activity a particular card was collected giving the

church a better understanding of how long ago a request was made. The Portal will display this

information if collected and reports can be generated that show contact totals resulting from specific

service times.

¢CKS d0SLI A& 2LNiA2ylf AF GKSNB AayQid I aLISOAFAO ! O

ax

When binding service times to a contact form, the dates and times for previous month and the next four
months are available to use. The church can decide what service times are selectable during data entry
and for how long. They will remain as selectable options on the screen during the data entry process
until they are manually removed. Itissuggestedd K G 2y OS | Y2y iK>S (GKS LINBJA
NEY2PSR I yR GKS OdNNBYid Y2yikKQa RIGSa 6S I RRS
2F 2t R RIGSa 2NJRIGSa ddKFd KIFI@SyQi KIFLILISYySR @
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Contact Setup A
Contact Types

Contact ltems —

Contact Forms

[Add Mew Form Mame] Form Name: Guest Registry Form -

Contact Dispositions Senice Reqgistration ltems Individual Attributes
Ministry: Waorship Service -
Activity: Main Campus Service -

Schedule: / \Datemme:
12 A IMain Campus Service 12M14/2008 9:45:00 AM -

12!"1 712008 11:00:00 AM ‘E Mﬂ Campus Service 121472008 11:15:00 AM
. West Campus Senvices 12/20/2008 5:00:00 PM

12/20/2008 5:00:00 PM
12/20/2008 6:30:00 PM West Campus Services 12/26/2008 7:00:00 PM

12/21/2008 8:30:00 AM
12/21/2008 9:45:00 AM

12/21/2008 11:15:00 AM
12/24/2008 11:00:00 AM

1212712008 5:00:00 PM
1202712008 6:30:00 PM v v

Remember, only activities that have been created under the ministry tab are available in the
Ministry/Activity drop down list. The dates that appear under the schedule are based on the activity
schedule created when the activity was created. If dates are not appearing in the list as you think they
should check the activity schedule A reoccurrence and verify the configuration.

You can bind the same service time to multiple contact forms and a single contact form can be bound to
multiple services/activities.

D Bind Registrations

You can bind activities and activity schedules with a contact form in another way that will create a

Participant Assignment when selected during data entry. Forexample,f St Qa al & @&2dz KI gS |
event each month. You have created the activity in Fellowship One and the activity schedules for the

next 3 months. If you have a check box on a signup form that reads "Sign me up for Baptism" on your

contact form, you can bind your Baptism activity and next schedule with the contact form that

represents the signup form. During data entry, the box is checked and a participant assighnment is

automatically created for the person in the Baptism activity for the schedule you previously bound.

Limitation: Assignments are only created for the activity and activity schedule; not for a specific RLC,
breakout group or date/time within the activity. It is a known limitation. Also, no staffing assignments
can be created using this option; only participant assignments can.

If this is too limiting, consider using a contact item that is associated with the appropriate ministry.
When the contact is created, the ministry will be notified and make the proper assignments based on
availability and possibly contact the individual with more information regarding the event. This can be
done from the Ministry tab >> Participants and Participant Assignments menu options. If there is only
one RLC for the activity, the limitation may be workable.

Page 8 of 10 January 15, 2009
© 2009 Fellowship Technologies, LP, Strictly Confidential



Best Practice Series
v1.0

Contacts 1 — Model the Form D fE”DWShip

Accelerating The Dynamic Church™

D Bind (Contact) Items

The contact items for a form are created first, by themselves and then bound to the form. This allows

each contact item with its routing, ministry, etc. information to be used on multiple contact forms

without having to duplicate that information for each form. For example: if you have Baptism requests

coming in from the guest registry card, a faith decisioncard, aNS O2 YYA G YSy G OF NRZ | yR
salvation card, all may go to the same pastor on staff so one contact item can be reused across all of

those contact forms.

Only those contact items that have been bound to the contact form will be available for selection during
the data entry process.

D Bind Attributes

Individual Attributes are custom fields that a church wants to keep track of for specific individuals. Some
typical examples are:
9 How Did You Hear about Our Church?

0 Friend
0 Internet
0 Website

9 Experiences
0 Wedding Anniversary
O Baptism
0 Baby Dedication

In these examples, no direct follow up is required but does provide useful information and is known at
the time a guest card or decision card is entered into Fellowship One. Instead of creating those
attributes in a separate action, they can be created at the same moment the contacts are created if they
are bound to the contact form ahead of time.

Think about what attributes are being tracked by the church. Which values are known at the time a card
is filled out and returned? Bind those to the Fellowship One contact form that represents that card. Save
your team a lot of time and frustration. Become a hero!

Some reports that are great at showing these trends based upon attributes would be M4080G or
A4000E®  2dz OFy | fa2 aSINOK Ay (GKS NBLRNIAYy3 (GFo6 F2N
options.

D Define Dispositions
A disposition is a predefined value that describes the current state of a contact item or the final state of
the contact upon closing. Each church can define their own. Some examples might be:

9 More follow up needed

I Assigned to a small group

9 No Response

11 Bad Information

9 Left message

1 Sent Email
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91 Staffing Assignment given
1 Participant Assignment given

At a minimum, you should define:
91 Successful
{ Bad Information
i Left Message
91 UnSuccessful

The purpose of a contact dispositionisto O 4§ SIA2NAT S St OK O2y (i hePthe Ay i 2 1
church measure success or failure over time of their follow up efforts. ¢ KA & OF y@dhly 6 S R2y S
looking at the contact status of Open, In Progress or Closed. When used, we have reports designed to

show how many contacts fall into each disposition bucket such as P1084G, P1084E, or P1089. Over time

you should say we want 60% of contacts to fall into a Successful category.

y2

Be wary of creating too many contact dispositions. Try and think of them as categories that contacts

need to fall into rather than trying to have every possible outcome documented as a disposition. For

example, havingonS O2y (I OG A(S%aaKBS8¢ avRAKAaG[ S¥0Of d&zRS & A G dzk G .
aSaalras 2y [/ Stf tK2ySé¢ 2N a[ STl aS&dankenBargy 2 2NJ t
basically the same thing.

D Form is Ready for Use

The form is now ready to be distributed to the church congregants to be filled out at all relevant
activities. If there are any differences between what is on the form and how the data entry team should
handle the form, it is best to document those items and communicate them to the data entry team as
well as the Champion Team.

Contact 21 Data Entry

After completing this process, continue to the Contacts 2 - Data Entry document to view the workflow
process for entering the data from a filled out card into Fellowship One.
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