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Searching by phrases is an exact search, meaning Fellowship One will look for the exact
words in the order entered. This can be done by enclosing the phrase in quotation
marks. For example, to search for all reports that contain the phrase attendance roster
somewhere in the title or description, simply type "attendance roster" in the search
field and click Search.

Note: You can also search by output type. For example, if you are
interested in a report that returns a graph, type the word graph in
the search field.

Paging
When more than 20 reports match your search criteria, paging appears at the top of the
results list. As shown in the image below, click 2 to go to the next page.

VIEWING REPORT DESCRIPTIONS AND SAMPLES

When searching for a report, a brief report description appears in the search results
along with a link to access a sample report image (if available). The sample image opens
in a light box on top of the library instead of in a new window.

Activity Assignment-Attendance Roster with Picture

This report was designed o display the general information and picture of indniduals that have attended or are assigned to an activity
It includes: Name, Age, Gender, Phone, Email, Address, City, State, Zip Code, and School (if available).

Tags: Assignment Rosters, Ministry, Participation

i Vigw sample imgge
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When you save a report to My Reports, you have the option to change the report
description to wording that is meaningful to you. Your personal description will replace
the standard FT description when saved in My Reports.

UNDERSTANDING REPORT OUTPUT TYPES

Every report has output types and the types depend upon the type of report. When you
access the report filters the Output Type will be the last filter you set before running
your report.

The easiest way to find a report that is in the type you want to use, is to search for it in
the Search bar. For example, if you want to see all reports that are formatted to print
address labels on your Check-in printer, type zebra in the search bar. You can narrow
the results down by typing the main category of report you are looking for along with
the output type. For example, if you are looking for a graph that displays people by zip
code, type graph people in the Search bar.

The following table describes each output type and what you can expect to see when
you choose a report of that type.

Output Type Description

PDF Report launches in Adobe Acrobat and is suitable for immediate printing.

Excel Report launches in Microsoft Excel and is typically used when additional
manipulation needs to be done to the data or the data needs to be used by
some other program such as Microsoft Word for a custom mail merge.

Graph Report launches in Adobe Acrobat and displays a graph such as a bar or pie
chart.
HTML Report launches in a browser window and can be published to a web site or

intranet site.

Zebralx3 Report is formatted to print on the Fellowship One Check-in printer (Zebra
printer) using address labels (1 x 3).

Zebra2x3 Report is formatted to print on the Check-in printer using the name tag labels
(2 x 3).

Avery 5160 Report is formatted to print on Avery brand labels size 5160.*

Avery 5630 Report is formatted to print on Avery brand labels size 5630.*

Labels Report is formatted to print labels.
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Output Type Description

XML Report is formatted in Extensible Markup Language, which is typically used
when importing into other applications or web services.

Ccsv Report is formatted in Comma Separate Values, which is typically used when
importing data into another software application.

* Reports formatted for Avery labels have been tested on three popular printer models.
However, due to the difference in printers and print drivers, it is possible that these
versions will not print correctly on your printer. Fellowship Technologies recommends
using the Export to Labels feature or running Excel version reports and importing these
into Microsoft Word’s Mail Merge tool to ensure correct printing on your labels.

WORKING WITH FILTERS

Once you have found a report to run, click the report name to display the report's
filters. Any required filter field is displayed with an asterisk (*). All required fields must
be completed before submitting the report.

Refreshing fields
Certain fields, in particular multi-select lists, text fields, and date fields, appear with a
Get link beside the field. It is critical that this link be clicked to populate the next field.

Reports
FTRepors My Repors (3.
Activity Attendance Roster by Activity Date-Time 3 Save 10 My Reports.
Ministries: *
(Golf & Bible Study | Repart Details
|Home Studies =

{in Tauch Last Updated: 2/22/2008 3

|Kara's Ministry Report Code: M1028E
|Marriage = Deseription:

This repori was designedid
thiat chiecked in far an ac
datefime of the actiity. 1t ind
Time, Last Mame, First Nan
State, Zip Code. Home Pho
RoomiLocalion, Acthty Datd
Keep in mind that once the
e indiidual Actvity Date-T|
separate sheets. So be sug
sheets to get e actual date
forin the regart. Alsg, it you
Gt Actnity Groups | Acthity Date-Time, then the §
Aty Groups. ® date range you input bo gat o
— down. if the Actrity Date-Tigg
activate, change one of the
Grap diwn

Notes:

: | 8132006
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Additional filters

Some reports may include an Additional Filters link, which can be expanded to reveal
additional filters that can be used when running reports. These fields are not required;
they are merely optional and may be used if needed. Click the small arrow icon to
expand it. Additional Filters, if available, appear just before the report output type
selection drop-down.

— o mdT T _.__‘,-\,-.\_,_.-'"._._.-_,_.\_”_ﬂ... A LT Ea e .U""._— s
”Teacher > |

(O Additional Filters

Choose an Qutput Type: *
Excel -

Run Report | Cancel Or | [3 Save to My Reporis

Note: If your church uses Fellowship One Check-in or Fellowship
One WeblLink, consider always expanding these fields to choose the
System statuses New Check-in and New from Website. This will

ensure you have an accurate listing of people in your report results.

Saving to My Reports
When you find a report that fits your needs, save it and your filter selections to My
Reports. Click the Add to My Reports link as shown in the image below.

Reports

FTRepots | MyRaports (3

Attending Individual Count by City and Postal

Statuses:

Choose an Output Type: *
PDF ~

rﬂun Repu?—J Cancel Of | [§ Save to My Reporis

Eellowship Technologies & Copyright 2008 J
\—\&: ;ib-umw*_._:_ e
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New text fields appear allowing you to name your report and optionally give it a new

description and tag.

Reports

ELReporls | MyReports (3

Narme *
Attending Individual Count by City and Post

Description
Hote

Tags

1aGE with & comma (ARendance, Giing, Monthiy)

Cancsl

[Esitowship Technologles

Named date ranges

Named Date Ranges allow you to choose a defined time period for a report date range.
For example, if you run a quarterly attendance report instead of always typing in the
start and end dates, you can select the named date range This quarter or Previous
quarter. The dates will automatically be calculated for you. There is no need to type a

start and end date.

Named date ranges are available on many reports with many options to choose from:
yearly, quarterly, monthly, weekly, and so on. Try out this time saver next time you

come across this option.
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RUNNING REPORTS

When all the required filters (see Working with Filters on page 5 for more information)
have been completed, you are ready to click Run Report. This action will redirect you to
the report Queue. While the report is running, a pending icon appears in the status
column beside your report. Click the Refresh for latest results link to check the status,
or you may leave the Queue and do other things until a later time; the report results will
remain in the Queue for three days.

Status Hame

| | Children Missing a Birth Date

Note: You do not have to wait for a report to process. You may
continue working and download the report later from the Queue in
My Library. For example, if you have several reports to run, run them
all one after the other and then download the results from the
Queue. Reports are available to download from the Queue for three

days.

WORKING WITH THE QUEUE

When running reports you have two choices:
o Wait for the report to complete and download it from the Queue

e Continue working and when you are ready, return to the Queue to download the
report

The Queue logs every report you run along with a link to download the report results.

Note: Reports are stored in Queue for three days. The report can be

downloaded any number of times within the three-day time period.

Every report has a status of Complete or Pending. If a report is still in a Pending status,
the download link will be disabled. Reports can only be downloaded if the status is
Complete. Additionally, if you would like to copy the report to your My Reports listing,
you can do so from the Queue.
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Queue
€3 Refresh for latest results
1-2out of 2 (sored by Reguesied desc)
Status Hame Code Requested Expires
Inghdgdual Atribubes wilh Al Moles A40E60E Today al 444 PW 4472008 al 4 44 PM Dratabe
Children Miszing a Bith Date Downlgad A3000 Today at 4:32 P 442008 al 432 PM Drataty
1-2out of 2 (soned by Requesied desc)

To download a report from the Queue

1. If you are not already in the Report Library, click Report Library at the top of the
menu options on the left side of the screen.

2. Click Queue at the top of the screen. Any reports that you have run in the last
three days appear in the queue.

3. Click Download beside the report you want to view. The File Download dialog
box appears giving you the option of saving the report to your computer or
opening it.

4. Choose Open to view the report or Save to save the report to your computer.

Copying a report from the Queue
To copy a report from the Queue

1. Click the link in the Name column within the Queue. This option will display all
the filters that you previously selected when running the report.

2. Click Copy this report in the What would you like to do? area. The Save to My
Reports form appears.

3. Type a new Name for the report.
4. Optionally, type a description and notes for the report.
5. Add your own personal tag or tags if needed.

6. Click Save.
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REPORT ERROR MESSAGES

If a report cannot be run, an error message is displayed at the top of the Report Library
window. The error contains details about why the report cannot be run. Correct the
missing or incorrect information and try running the report again.

I The form contains missing or incorrect information:

Activity: cannot be blank

Super Group: cannot be blank
Activity Group: cannol be blank.
RoomiLocation: cannot be blank
Status: cannot be blank

WORKING WITH MY REPORTS

Any report in the library along with all filter field selections can be saved to My Reports,
located under the My Library tab. Save all favorite or most frequently run reports in My
Reports. There are two significant benefits to saving a report to My Reports:

e The report is much easier to find since you have the opportunity to name it,
change its description and tag it with keywords.

e Your filter fields are already selected for you. There is no need to complete the
filter fields again, simply run the report directly from My Reports.

Note: Any date range filters will possibly need to be updated

depending upon the results you desire from the report.
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Adding report to My Reports
When you find a report that fits your needs, save it along with your filter selections to
My Reports. You can do this when you run the report or later from your Queue.

To add report to My Reports

1. Use the Search bar or tags to find a report. Alternatively, you can visit the Queue
and click the Copy this Report option in the What would you like to do? area.

2. Select the report by clicking its name.

3. Complete all the filter fields (see Working with Filters on page 5 for more
information).

4. Click the Add to My Reports link as shown in the image below.

ELRepots | MWyRepons 3

Save o My Reporis

Marme *
Attending Individual Count by City and Post

Description

Mt

Tags

Separae muispie lags with a comma (Afendance, Ghing, Monbhiy]

©Choose an edsing 1ag
Cancel

[Fellowship Technglogies

5. New text fields appear allowing you to name your report and optionally give it a
new description and tag.

6. Click Add to My Reports when you're done customizing the settings.
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To copy a report from the Queue to add to My Reports

1.

4,

5.

6.

Click the link in the Name column within the Queue. This option will display all
the filters that you previously selected when running the report.

Click Copy this report in the What would you like to do? area. The Save to My
Reports form appears.

Type a new Name for the report.
Optionally, type a description and notes for the report.
Add your own personal tag or tags if needed.

Click Save.

Running reports from My Reports
My Reports is the first thing you see when you launch the Report Library and all of your

saved reports will appear in alphabetical order. If you add tags to your reports when

saving them to My Reports, you can quickly locate any report you want to run.

To run a report from My Reports

1.

-.*12

Click the Report Library link at the top of the menu options on the left side of the
screen. The Report Library launches in a new window. Any saved reports are
immediately displayed.

Click tags in the Find by Tags area to narrow the list of your saved reports. You
can click more than one tag and you can back up by re-clicking a selected tag.

Optionally, you can change any of the report filters by clicking the report name.

Notice: Check any date range filters, as they will not automatically
update. The exception to this is reports that have a filter for a Named
Date Range, which will automatically update the dates based on the

named range selection.

Click Run Report.

Click Queue and wait for the report to finish running. When finished, the report's
status changes to Complete and the download link becomes active.
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WORKING WITH TAGS

Tags are an organizational tool that can be used to quickly locate a report. Two types of
tags are used within the library—FT tags and personal tags.

o FT tags are applied to FT Reports and cannot be changed. These tags are used
only on the FT Reports tab.

e Personal tags are created by you when saving a report to My Reports. You can
use any word or combination of words. You can also tag a report with multiple
tags by separating words with commas.

To add a personal tag to a report
1. Select any report in FT Reports or use the Search tab to find a report.
2. Complete the filter fields and click Add to My Reports.
3. Type a name for the report and optionally a new description and report note.

4. Type new tags in the Tags field. Separate tags with a comma or click on Choose
an existing tag to use previously created tags.

To search for a report using FT tags
1. Click the FT Reports tab.

2. Click one of the main categories on the left side of the screen (for example,
Ministry).

3. Click as many tags as you would like in the Find by Tag area on the right side of
the screen. As you click each tag the list of available reports narrows. Back up by
re-clicking one of your previously selected tags.
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Finding reports by tag
Both FT Reports and My Reports can be filtered to only display reports with specific tags.
Filtering reports by tags helps quickly locate a report when you need to run it.

To find a tagged My Report

1. Click Report Library and when the library launches, all previously saved reports
display.

2. Click each tag to filter by from the Find by Tag area to the right of your saved
reports. The My Reports list filters to only show reports tagged with the selected
tag. You can back up by re-clicking a selected tag.

To find an FT Report by tag
1. Click the FT Reports tab.

2. Click one of the main categories on the left side of the screen (for example,
Ministry).

3. Click as many tags as you would like in the Find by Tag area on the right side of
the screen. As you click each tag the list of available reports narrows. Back up by
re-clicking one of your previously selected tags.

Editing/Deleting Tags
The Tags area the library displays all of your personal tags. Edit a tag name or delete a
tag from the library from Tags.

To edit a tag

1. Launch the Report Library and click Tags on the right side of the library. All of
your custom tags are displayed.

2. Click a tag name to edit it.
3. Type your new tag name.
4. Click Save.

To delete a tag

1. Launch the Report Library and click Tags under the My Library tab.
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2. Click Delete beside any tag to delete. This action deletes the tag and its
association with any My Reports.

WARNING: Deleting a tag is permanent and cannot be undone. Once
a tag is deleted, My Reports can no longer be filtered by that tag

name.

GENERATING ADDRESS LABELS OR TEMPORARY GROUPS

Address labels and Temporary Groups are available on several frequently run reports
that result in a list of people. To determine if your report can Export to Address Labels
or Temporary Groups, look for the People Tools icon beside the report name in the
search results lists. This icon will display regardless if you search by tags or search by
typing something in the Search field.

Name | Description Code Last Updated

Activity Attendance Roster by Activity Date-Time

This reporl was designed to give a listing of everyone that chacked in for an

actiity and group by the aclual dateftime of the activity. R includes the Activity WI02BE 202202008 at 11:23 AM
Date-Time, Last Name, First Name, .

Tags: Altendance Rosters, Ministry, Participation

& Yiew sarmpla image

Activity Attendance Roster by Acﬁvi!gﬁmJ -

This report was designed to give a listing of everyone that checked in for an

acthity and group by the actual datefime of the actvity. This Report Includes: M1029E 202212006 at 11:23 AM
Actiity Time, Last Mame, First Mame, ...

Tags: Aftendance Rosters, Ministry, Participation

& View sample image

Activity Attendance Roster by Ax:tivitv‘l’imm
This report was designed to ghwe a listing of everyone that chacked in for an

actity and group by the actual datetime of the actiity This ReporInciudes.  onos  smomane 211123 AM
Acthity Time, Last Mame, First Name,

Tags: Altendance Roslers, Ministry, Participation

& View sample image
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These functionalities can also be accessed from Groups or from Query Builder search
results.

To generate labels from the Report Library

1. Open the Report Library and select the report you want to run (look for one with
the People Tools icon as described above).

2. Complete the required parameter field selections.
3. Select Export Individuals to Labels from the Output Types drop-down list.

4. Choose an existing label style or create a label style, and click Run Report. A PDF
version of the labels will appear in your report queue.

Choose an Qutput Type: *
ExportIndividuals to Labels... -
Default Avery 5160 -

Printing will begin at label position 1 on the first page.
@ Chanage starting position

- . . Click to expand

label starting
position
selection grid

Run Report | Cancel Or IFBSmtoMyReports )

You can choose to change the starting label position if you want to print a partial page
of labels.

To change the starting position
1. Select Change starting position under the Output Types area.
2. Select the position number where you want labels to start with.

3. Select Save and Run Report.
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Creating label styles

Label Styles define page size, number of labels per page, layout, positioning, and
salutation to appear on the label. If you do not want to use an existing label style, you
can create a new one from any label-ready report or search results list.

You can base a label style on an existing label template—like Avery 5160—then
customize margin, width, pitch, and other settings. Or you can build a unique label style

using your own measurements.

You can also edit an existing label style to tweak the settings for your printer or change
the format of the salutation.

fellowship 17 4;.
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Note: If you have been granted the Label Administrator access right,
you can create custom label styles for all Fellowship One users at
your church. When you have defined the style, you can determine

whether or not to share it with other users.

To create a new label style

1. Open the Report Library and click the Label Styles option on the right side of
your screen. The Manage Your Label Styles page appears listing any label styles
you have already created.

2. Click Create New Label Style in the upper-right corner. The New Label Style form
appears.

3. Type a name for the style (for example, "Volunteer Mailing Labels" or "Avery
5300").

4. Select a template from the Template drop-down. All popular brand labels are
included as well as a listing of the brand's most popular label styles. The
remaining fields will populate.

5. Optionally, make changes to existing label sizes. This may be necessary if you
find your printer does not print the labels in the correct position.

6. Select the salutation style to use from the list of formal and informal choices.

7. Optionally, if you are a label administrator, you can select the Label style is
available to all users if you would like to share the new style.

8. Click Save.
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Managing label styles
You can create, edit, or delete label styles from the Label Styles link in the Report
Library.

When creating or editing a label style, you will have access to the same label settings
available when you run the report. You can also make a label style inactive.

If you have the appropriate access right, you can share a label style with all the users in
the church.

Note: You may edit only those label styles that were created by you.
Users with label administrator security rights can share labels with

other users and are the only users who can edit shared label styles.

To edit an existing label style
Simply click on the label style name. This will allow you to edit the label style.
To create a new label style

1. Click Create New Label Style in the upper-right corner. The New Label Style form
appears.

2. Type a name for the style (for example, "Volunteer Mailing Labels" or "Avery
5300").

3. Select a template from the Template drop-down. All popular brand labels are
included as well as a listing of the brand's most popular label styles. The
remaining fields will populate.

4. Optionally, make changes to existing label sizes. This may be necessary if you
find your printer does not print the labels in the correct position.

5. Select the salutation style to use from the list of formal and informal choices.

6. Optionally, if you are a label administrator, you can select the Label style is
available to all users if you would like to share the new style.

7. Click Save.
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To generate a Temporary Group from the Report Library

-.*20

1.

Open the Report Library and select the report you want to run (look for one with
the People Tools icon as described above).

Complete the required parameter field selections.
Select Temporary Groups from the Output Types drop-down list.

Click Run Report. The completed report will appear in your report queue.
However, you will not see your group here.

Return to the Fellowship One portal, click on People tab, then Groups, then
Groups, then Temporary Groups to find the results of your report.
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Requesting a New Report

Sometimes you may not be able to find exactly what you need in the Report Library.
Then you will need to request a new report be created for your church. In the Find
Answers section of the Support area of Fellowship One is How do | submit a report
request?

Toward the bottom of that answer are 2 options for a Report Request form: one is pdf
and one is Excel. You may choose either one. If the report you need is very complicated,
it is also helpful if you attach a mock-up of what you would expect to see on the report.

Below is an example of a report request that has all the information that we need to
complete your request:

fellowship 21 4;.
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Report Request Form
Date Submitted: 03/29/09

Detailed Purpose (State Problem that Initiated Need for Report)

Use this box to tell the report designers what you need technically. These sentences should always start
with “Show Me". (e.g., Show me Members who attended the Worship Service on 01/04/2005 and have
been Baptized.”) Think about all fields you want to see in your report and what the criteria is for the natural
selection of the data in the report.

Show me all children who attended Bible Fellowship last weekend.

Field Selection

List all fields to display on the report in the order you want them to appear. Remember that only a certain
number of fields will fit on a printed page without drastically reducing the font size. (e.g. Last Name, First
Name, Address, City, State, Zip, Home Phone, Status Date, etc...)

Last Name, First Name, Address, City, State, Zip, Date of Birth, Age, Member Status, Room Location. |

Sort Order
List the order you would like the information represented (i.e. Sort by Last Name or Sort by Activity Name)

Room Location, Last Name, First Name |

Grouping
List the data you want grouped together and if you want page grouping (e.g. Experience Date (Page
Breaks), Experience Date (Grouping))

Room Location(Page Break) |

Filter Options
Filters or parameters are supplied in a report to enable the user to filter the results of the query. Please list
the filter options you prefer for your report (e.g. option to select one ministry or select all ministries)

Select multiple ministries, multiple activities, multiple room locations, date range, member status, age range

Calculations

List any calculations or counts you want applied to your data. For instance, you may want to sum the total
amount given for a particular data request or count how many people attended an activity. Be sure and
specify where you want the count (e.g. column with the record, totaled in the header of the report, totaled
on the grouping, etc....)

Show me totals for each room with a grand total for all rooms. Put the grand total on the first page |

Preferred Format? (Print, Export or Both) | Excel |

Additional Comments

It would be nice to have the option to remove the page break so that all rooms are shown on one page.
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