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Note: You must have the People Edit security access right to edit
records. Additional security rights are also required to edit

communication and address values.

Address Edit
Allows access to add and edit address values for a household or individual.

To Edit Household Address
1. Click Edit household at the top of the record; the Editing Household form
appears.
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Edit a Household

“John Smith” or "Smith”

Change a household's information.
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&d 3-4 year olds

@ Report Library

Editing Gregory and Amanda Baker household

Active Person (]
Amanda Baker Addresses
Member
§72-555-0233 Primary (change)
Add a note Country: United States -
Giftedness Assessment Address 1: 3916 Tth 5t
Add New Household Address Z:
Query Builder City: Gastonia
Groups ) State/Postal code: Texas - 74742
Volunteers (] County:
Contacts ) Comment:
Merge ! Split o
fEEhTETEE Contribution statement
Group Email ] Send contribution statements to my primary address

Mazs Action Queue

mFELLBWQNW i{)
{ INna
/ne
Enterprise Edition
& Copyright 2009

Fellowship Technologies
v16.0.31

. security Tested Daily

(& Add another

ﬁ Phone Listed
972-555-0233 Home -
Comment

@Add another

[ Email Listed
Email -
Comment

Last Update Remove

1/30/2008 (=)

Last Update Remove

2. Click Change beside the Primary address. A drop-down list containing new
address type choices appears.

3. Select the new address type to apply to the existing address. For example,
choose Previous or Mail returned/incorrect. The Primary address fields will
become blank and the old address will be retained under the new address type.

4. Optionally, type in the new Primary address.

5. Scroll down and click Save all your changes.
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Communication Edit

Communication values are all the ways you can reach an individual such as cell phone
number, email address, instant messenger account, and so on. These values can all be
added from the quick view of the individual's record. Communication values can be
added at the Household or Individual levels. Where you add your communication value
depends upon who it applies to. If it's the primary household phone number, then it will
be added to the household record so that it can be used for every household member.
However, if the value you are adding is a work phone number, it will be added to the
individual record to which it applies.

If more than one person shares a communication value, such as an email address, you
can put it at the household level. However, it's best to try and get an email value for
every household member if possible.

To Edit Household Communication Values
1. Type a name or partial name in the People Search field and press Enter. A list of
possible search results appears.

2. Click the Actions gear beside any member of the household you want to work
with and select the View the household option. The household record appears.

Primary Address Communication
a

123 main test 817-100-1200
houston, TX 12345 jeanie_marie@snail.net

map

1-1 out of 1 (sorted by Last Name azc)

3. Click Edit household beside the household name or click Edit household in the
Phone, Email, Web quick listing on the right side of the page. The household
record appears in edit mode.
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| 4] Jeremy and Jean Jackson
%4 Household

Household Members

Edit household

@ Add an individual

@ Enter a contact form

Phone, Email, Web

Jean jackson
Aftendee

Jeremy Jackson ~—FTonsemTr— | ot nouschod

Member (4 yrs.) Notes: 2 Attributes: 1 &
12511972 (36 yrs.) Contact fems: 11 Groups: 6 3 817-100-1200 Home
Jeremy Jackson Edit Jeremy

B jiackson@ fellow shiptech.com Email
Comment

Notes: 0 Aftributes: 0

4. Scroll down to the communication area and add communication types as

6.

appropriate. You may need to click Add another if you have already used the
blank fields provided in any of the address types.

Optionally, click the Listed box to remove the check mark. This action makes the
communication value unlisted. It will only appear on report results if the report
has an option to allow you display unlisted values. The value appears in
Fellowship One with a cross hatch through the icon to indicate that the person
prefers that you not publish the value.

Scroll down and click Save all your changes.

To Edit Individual Communication Values

1.

Type a name or partial name in the People Search field and press Enter. A list of
search results appears.

Click the Actions gear beside the individual you want to work with and select Edit
this individual. The individual's record appears in edit mode.

123 main test
houston, TX 12345
mapg

217-100-1200
af@b.com

410 Ferris Ave.
Glendale, TX 77777
map

214-555-6858
ajackson@snail.net

2108 Dubdin Dr.
Summit, TX 77702

mapg

§72-555-3155

1 & it nf & fonrtad har | act Mama aor \

3.

Scroll down to the communication value fields and type in a phone number,
email, or web address. You may have to click Add another if you have a
communication value of a particular type already in use.
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4. Optionally, click the Listed check box to clear the box and make the value
unlisted. This action will print Unlisted on most reports unless the report
specifically includes a filter that allows you to print unlisted values. Additionally,
the communication icon appears with a cross hatch over it indicating that the
person would like to keep this a private value.

5. Scroll down and click Save all your changes.

REQUIREMENTS

Requirements are condition that is required before a person can change statuses,
volunteer, or participate in an activity. For example, you may require volunteers to have
completed a background check prior to volunteering at children's events. Also, you
might require reference checks for other jobs. Basically, you can create any kind of
requirement necessary for the job openings in your church.

However, Fellowship One still needs to know how to treat a requirement, which means
you must assign every requirement a Requirement Type.

Standard Requirement | This is the most common type of requirement. It may be a class or
some other qualification the volunteer must complete before he or she
can be assigned to the job

Background Check This requirement means that a volunteer must pass a background
check performed by an outside company before he or she can be
assigned to the job. Fellowship One WebLink churches have the option
to configure this feature to automatically send a volunteer's
information to Fellowship Technologies' preferred partner Clear
Investigative Advantage (CIA) when he or she completes an application
on the church web site (through Fellowship One WeblLink). The results
of the background check come back into Fellowship One automatically.
Otherwise, background check results can be scanned and uploaded in
a person's record

Reference Check This requirement means that a volunteer must provide a certain
number of people that will give a character or work reference for him
or her. A ministry staff member must call each of the references. For
Fellowship One Enterprise or Fellowship One WebLink users, questions
can be pre-written and stored in Fellowship One from the Volunteer
Form option on the Admin tab

Note: You must have the People Edit security access right to add or
edit requirements. Requirements are configured in the Admin area

of Fellowship One by a user with Administrator security access rights.

3 12 ﬂ- fellowship

TECHNOLOGIES



May 15, 2009

To Add a Requirement
1. Type a name or partial name in the People Search field and press Enter. A list of
search results appears.

2. Click the name of the individual to work with. The individual's record appears.

3. Scroll down to the Requirements widget. Any existing requirements will appear
in the Requirements grid at the bottom of the page.

4. Click the green plus icon to the right side of the widget. The Add a requirement
page displays.

5. Select the requirement to add from the Requirements drop-down list.

6. Select the requirement Status from the drop-down list. Status plays an
important part in the volunteer pipeline. The volunteer pipeline only cares about
the Approved and Not Approved statuses. Any requirement that is in any status
other than Approved requires the individual to complete the requirement before
moving from the Requirements queue in the volunteer pipeline. The Not
Approved status rejects the individual from the pipeline to the Rejections queue.

7. Select the Fellowship One user who completed the requirement from the
Pastor/Staff drop-down list.

8. Type the date the requirement was completed in the Requirement Date field.

9. Optionally, click the Browse button to attach a document to this requirement.
For example, an electronic copy of a background check or a scanned image of a
driver's license.

Note: Background check requirements have special programming
that is affected by the Requirement Date field. Fellowship One looks
at this date any time the individual tries to apply for another
volunteer position (through the volunteer pipeline). If the date is
more than two years old, a new background check is required. If the
user has an active staffing assignment, the background check will not
be required. Additionally, security access rights are available for
background check requirements. The View Background Check
security access right allows a user to view a background check

requirement along with its status and any attached document.
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View Background Status allows a user to view a background check

requirement with status only (any attached document is hidden).

10. Click Add Requirement. The requirement will appear in the Requirements

Notes

widget. Requirements appear organized by type: Background Check, Reference
Check, or Standard Requirement.

When working with an individual, it's always a good idea to make a habit of looking at

any Notes that have been added. Remember that Notes are used for general "nice to

know" information about people and not a place to store action items. Creating notes

can be done in one of two places: within the individual record and from a link in the

active person at the top of the menu options.

Tip! When you need to record notes about an individual, you have
two choices—contacts or notes. Contacts are really designed to
create workflow (i.e., assigning a task to someone), which may not
be appropriate for general notes about a person.

Let's examine a couple of examples:

* Kelli Jones wants information about volunteering for the Children's
ministry. If we entered this as a note, someone might eventually
come across it, but it may be so out of date that it can no longer be
acted upon. It's a better idea to create this as a contact that will be

directed to someone in the children's ministry for action.

*Alex Durham's parents have been assigned to a mission field in
Africa. We could enter this as a contact item if we want someone to
take action on it - for example, send Bibles to the parents in Africa.
But really this is just information that is great to know about Alex and

would be better suited to a note.)

To Add/Edit Notes in the Individual Record

1.

.*14

Type a name or partial name in the People Search field; press Enter. A list of
search results appears.

Click the name of the person you want to work with. The individual's record
appears.
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3. Locate the Notes widget and click the small plus icon to add your note. The Add a

Note form will pop right into the Notes widget.

¢ View household members aD
Jeff Coulson T —— e
Head
Status Wember
Dt nezme
= Involvement showing & months
Date of Birth:  B24/1963 (39 yrs.)
LR Chiiren's Warital Status:  Married
- - Life Groups View more...
Phone, Email, Web
.
Household P
0 e a2t 120 Today = Eothoserse
i3 572-555-BB71 Home
View alk attendance, assgnments 5
I8 469-442-0041 Aitermate
Jeff Coulson Edt Jgft
» Notes showing all
[ teousongtelowshiptech com Email
Prayer Request Commeni
Jeffs besn assignad to some tough projects at work and needs some prayer
Addresses Ect
Last updated Today at 7211 PM by Tara Coulzon
Primary map
EEAE Ui ilmm A wbha e Bad

4. Type the note text into the text box.
5. Select the type of note from the What type of note drop-down and click Add
this note.

To Add notes to the Active Person

1. Type a name or partial name in the People Search field and press Enter. A list of
search results appears.

2. Click the name of the person you want to work with. The individual's record
appears and the individual is now the active person.

3. Click Add Note below the active person. The Add a note dialog box appears.

4. You can select anyone in the household from the Who is the note for drop-down
list. The active person is selected by default.

5. Type the note in the text box.

a. You can copy and paste from other programs. This allows you to, for
example, copy text from an email message to add to notes. Note that all
formatting will be stripped from the text when you paste it into the text
field.

6. Select the note type to apply to this note from the What type of note drop-down
list.
7. Click Save this note.
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Note: When the note has been saved, it can be accessed again from
the individual record, household record or from reports in the Report

Library.

Tip! You can add a note to an individual's record from the active
person no matter where you are in Fellowship One. An active person
is the result of selecting a person from the People Search or
advanced search results. Once the active person is displayed, Add

Note appears.

INVOLVEMENT WIDGET

The Involvement widget is a new concept in Fellowship One. It displays a graph of
attendance and assignments, giving you visual cues into a person’s participation in the
life of your church. Both participant and staffing (volunteer) attendance are displayed.
Blue dots indicate participant and red dots indicate staffing attendance.

In the individual record, the Involvement widget breaks attendance and assignments out
by ministry. Each vertical row delineates a ministry.

The widget spans 6 months—4 in the past and 2 in the future. If you look to the left of
the Today marker, involvement dots indicate attendance. To the right of the Today
marker, involvement dots indicate assignments.

To View Involvement Widget Details
1. Hold your cursor over each dot to reveal additional details

7Involvement zhowing € morthe

“« 8w 11/8/2008 » - Children's
M 700 AN Mer's Breakfast Life Groups
- . @« &« &« a a »a » & Mens
o3 10113 1113 12113 Today 213 3M3
View all: attendance, assignments =51arfing = Particpant

2. Click assignments or attendance at the bottom of the widget to see farther into
the past or future involvement for the household or individual
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s Involvement zhowing € months

.80 11/8/2008 » + Children's
M 7:00 AN Mer's Breakfast Life Groups
- . e« e & a &8 8 s Mens
OH3 10M13 1113 12113 Today 213 M3
View all:|aterdance, assignments| =5Staffing * Participant

The attendance screen appears, where you can filter for the particular ministry or
activity you want to focus on.

Attendance for Bill Wheaton, Ill View assignments o
- Last 90 days -
1 -4 out of 4 (sorted by Most Recent Attendance desc)
Ministry Activity RLC Date or back to full search
e Men's Men's Breakfast Wen's Breakfast 11/29/2008 at 7:00 AM
e Men's Men's Breakfast Men's Breakfast 11/8/2008 at 7:00 AM

e Life Groups Community Groups Armitage Small Group 10/23/2008 at 6:00 AM

« Chidren's Children’s Service John (2nd Grade) 10/21/2008 at 11:00 AN

1 -4 out of 4 (sorted by Mo=t Recent Attendance desc)

* Participant attend: * Staffing attendance

Or, the assignment screen appears, where you will see all assignments by ministry. You
can use the View filter at the top of the screen to select participant or staffing
assignments. Additionally, you will notice schedules occurring in the past have been
marked with a strike-through. This is quick visual indicator that the activity has
schedules in the future but the schedule this person is assigned to is in the past.
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Assignments for Bill Wheaton, Il View attendance
View: Participant and staffing azsignments @ Add a participant assignment @ Add a staffing as=ignment
Adult Ministry {show inactive) Attendance
Bible Studies 4
View o Time 2434200883000 DL
Celebrate Recovery 4
Financial Peace
Our Church (Membership) 1
View ® Breakout Group Group A
View o Time S4200844-20-00- A1

Children's (show inactive) Attendance
Children's Service 24
View & RLC John (2nd Grade) Staff Type Volunteer Job JRTeacher Schedule 13t & 3rd Week Time Sunday 11:00 AM

In the household record, the Involvement widget is slightly different. It displays a
summary of what all household members and extended family are involved in. Notice
that it is broken out by individual rather than ministry.

+ Involvement showing & months
- s - » . s oo » s o s BilWheaton N
. . . . . » Care Wheaton
. L Christina Wheaton
. * "0 Tuck Wheaton
913 1013 1113 12113 Today 213 33
® Staffing * Participant

Contact Items

The Contact Items widget displays the last 5 updated contact items. A counter and quick
add icons are located in the widget header bar.
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+ Contact Items showing last & updated O o

Prayer Reguest (Wiew notes)

Azsigned to Curtis Harris

General Information (Wiew notes) Open

Aszszigned to Steve Drechsler

1st Time Visitor (view notes)
Assigned to Chris Wood

People List Email Closed

Group Email Closed
Azzigned to Kara Blackhawlk

“iew all contact items

If you have Write access to a ministry, you will be able to click the title of the contact
item to access all details for the contact including the ability to manage the contact by
adding more notes, transferring it or closing it.

If you need to see more than the past 5 contacts, click View all contact items at the
bottom of the widget. The Contact List page displays all contacts for the individual with
filters you can set to display more specific information.

(3 Enter a contact form
Contact items for Tara Coulson

1] 1-20 out of 29 (sorted by Last updated asc) View contact tems for...

Tara Coulson -
Contact Item Status
Cnntarr status

Interest - Adult Ministry (visw noles)

Show all -
Aggigned to Bill Wheaton
) Search
Interest - SR High (View notes) -

Aszigned to Bill Wheaton

Interect - Preschool (WVisw notes)

Aszigned to Tara Coulson

1st Visit Letter (Adulf) (view notes) Closed

Aszigned to Tara Coulson

1st Phone Call {Adult) (view notes) Closed

Assigned to Gill Wheaton Joined a Dible Study

Notice that a view notes link is available to allow you to view the notes made on any of
the contact items. When you click view notes the notes drop right into the page. You can
click hide notes to collapse them.

Quickly add a new contact item by clicking the plus icon in the header bar of the Contact
Items widget. This is a new quick contact feature meant for single contact items such as
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those generated from a phone call or an email. As shown in the image below, the
contact form drops down into the Contact Items widget.

» Contact Items showing last 5 updated e ©

 Choosea contactform.. i+
Choose a contact item...

Add a note

|:| Only thoze with confidential contact rights can wiew thiz contact item

[ Add thiz contact item ] I'm done adding contact tems

Select the Only those with confidential contact rights can view this contact item check
box to make the contact confidential (only available to users with Confidential Contact
security rights).

Note: You can always enter contacts directly from the contact card.
Simply click the Actions gear in either the search results view or the

individual record and select Enter a contact form.

Attributes

The Attributes widget displays all individual attributes that have been applied to an
individual’s record. You can view all the attribute details directly in the widget by
clicking on the attribute group name to expand the data. You can also quickly view how
many attributes have been applied to the individual’s record in the counter located in
the widget’s header.
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+ Attributes

F Classes

¥ Hobbies

F Important Dates
Anniversary

Lewizville, TX - First United Methodist Church
Starts: 2M 31599

¥ Musical Instruments

0o

-

m
|.1
=
o .

Quickly add a new attribute by clicking the plus icon in the widget header. Form fields

drop into the widget as shown below. First, choose and attribute.

- Attributes

: Chooze an attribute .. -

[ 4 2O

Additional fields appear depending upon the attribute you select.

- Attributes

| Baptised .

Staff 4 Pastor:

Choose a staff person...

Start Date:
=11

_ |

Add a comment

[ Add this attribute ] I'm done adding attributes

Note: If you have attributes that you no longer use, you can disable

them in the Admin tab under People Setup >> Individual Attributes.
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Disabling an attribute or attribute group removes the option from

the available attribute choices as shown above.

Requirements

The Requirements widget displays all requirements that the person has attempted or
completed organized by requirement type. Users with People Edit security access rights
can add, edit and delete requirements as needed. The exception is any background
check requirement type. Background check requirements are protected by two
additional security rights: View Background Check and View Background Status.

- Requirements [ 5 N
Background Checks

Children’s Backgreund Check 12/9/2008 Dorene Beck dl  Approved  Edit @
Background Check SO2005 William Wheaton [l Approved  Edit @
Reference Checks

Child Ref (1} S/52008 William Wheaton Approved  Edit @

Standard Requirements

m
=N
=

Interviews w/ Children’s Pastor SIo2008 William Wheaton Approved

|
0 ©

m
[=n
=

Baptism SI2Z72007  Wiliam Wheaton Approved

The plus icon displayed in the widget header displays the Add a requirement form where
users can choose the requirement, apply a status and date, and choose the staff
member who approved the status. Additionally, you can upload a document if
necessary.
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Add requirement for Tara Coulson

Requirement.®

Choose aTeqUIEMENt.. e v
Status:®
Pending -
Date:*
=]
inaovs g8
Pastor/Staff®
Beck, Dorene -

Upload a document:

@ Browse_

[ Save this reguirement ] Cancel and return to the individual

UNDERSTANDING YOUR PEOPLE DATA

Involvement, notes, contacts, attributes, assignments, attendance, requirements! What
does it all mean? What are they telling you? They are telling you a story. It’s the life
story of the person or household for which all of these items represent a connection
point between them and their church.

Involvement

As you are looking at the household and individual involvement widget, you can visually
infer some information. For example, Bill was regularly serving in the Children’s ministry
back in October, then he started attending a small group in late October, finally he
connected with some Men’s ministry activities in the latter part of 2008. From this, you
could infer that Bill is trying to find somewhere to plug in. He could be searching for an
area to serve and use his gifts or skills. It’s possible that he could use some guidance as
he attempts to “assimilate” into the church’s culture. This could be a cue to staff person
to reach out to Bill, offering him assistance or information as to how he could get
connected.

Notes

This seemingly insignificant feature of Fellowship One may be the most significant or at
least, the most powerful. Where else can you quickly add valuable bits of information
from phone conversations, first-time visits or meetings? Notes provide you with the

_' ﬂ- fellowship r3le

TECHNOLOGIES




May 15, 2009

opportunity to look beyond the surface of a person’s record at your church by keeping
track of those things that are simply “nice-to-know”. They help tie together the various
pieces of information that you are diligently entering and tracking in Fellowship One.

Contacts

Have you ever asked yourself, “If | just knew how they want to be ministered to, then |
would...?” Well, now you can. You have an opportunity during every one of your
services to answer this question. As a matter of fact, if you are using contact cards,
communication cards, or a guest registry, then chances are the people filling out these
cards are indicating their ministry needs. Capturing this vital information in Fellowship
One is the key to becoming more effective at not only reaching out to first time guests
but also continuing to minister to the needs of your congregation.

The contact management system in Fellowship One is very flexible and adept at
gathering information that is collected by multiple ministries at various stages in the
spiritual growth of the person connected to your church.

Attributes

Would you like even more ways to keep track of a person at your church? Attributes
allow you to do this in addition to Notes and Contacts. These fully customizable
attributes provide a way to follow the events, milestones, or other important pieces of
people information. One common attribute group is Experiences. Some of these
experiences may include but are not limited to Baptisms, Salvation Decisions, Marriages,
or Baby Dedications.

Assignments

Assignments are important for a variety of reasons such as printing rosters which aid in
activity planning or for use with Fellowship One Check-In. Assignments may also be used
so that you may be aware of a person’s growing involvement with your church.
Assignments are also great for understanding a person’s ministry interests and needs.
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