1 Database Procedures
1.1 New Contads

111 Sources of Data
Whenever HIV Care Link has a spe&king engagement at a church, appears at amissonsfair,
or other activity, the Display Booth setup includes a
sign-up sheet for the Link Newsletter and the next
HIV Workshop. The mntents of these sign-ups need
to be entered into the Database.

New contacts may also come through email s, people
handing us their business card, a other networking
devices.

112 DataEntry _
1. Doube dick the Shortcut onthe desktop to Iternet

open the AccessDatabase, Esplorsr
CareLinkDatal.mbd (Fig. 51)

2. The Database will open up automaticdly to T,
the HIV Care Link Main Menu, which linksto Figure 5-1

other menus, entry forms, reports, and ather
database stuff (Fig. 5-2).

B HI¥ Care Link Main Page

)

ik bl l € ph sl LG bsdek Lol

COMNFIDENTIAL Data Entry Form - [Forms: Staff Only Entry)

_I Program &ctivity Menu: goes to menu for registering and recording program activities
_I Eventz Menu: Manage “Warkzhops, ELS Groups, Banguets, Miszion Trips

_I b ailing Labels Menu: Labels sorted for various HIWCL categories

_I Contact Listz Menu: contact information for vanous HMWCL categones

Figure 5-2
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3. Thetop menuitem opensthe CONFIDENTIAL Entry Form (Fig. 5-3), which can
only be acessed by those who are on staff, or have signed a Confidentiality
Agreament (seesection )

E3 CONFIDEMTIAL Entry Form !E[E
4
Contactib | 1§ Find Record |
First Name [Chery | Home Phone |(7200) 929-0241 | Event Registration |
Spouse Nar | Work Phone | |
Work Project Trackin |
Last Name |German | Cell Phone | | ! 3
Ministry | | Fax Number | | Participants Entry |
Date Updated |:| Email |chewl@germanguitars.cnm
Address|241 Bruce Lane | Notes Speaking Engagements |
City |Morthglenn |
Volunteer Hours Trackin |
State .
Zip Code |B02E60-
Prayer Partner O Africa Workshop O Staff/Speaker O Donor U Participant O
Volurteer Type: [Mone ~]  Communication Type:Home -] Staff Newsletter [N z
Record: Hl 4 || L) |H|Hi€| of 32812
Figure 5-3

4. Firdt, verify that the new personisnot alrealy in the database. Tab down to, a click
the mousein, the Last Name field, then click onthe Find Record button (Fig. 5-4).

B CONFIDENTIAL Entry Form

2

ContactlD : Find ReciEd |
Salntation |:|
First Name |Cheryl | Home Phone |{720) 828-0241 | Event Registration |
Spnuse Nad | Work Phone | |

Work Project Trackin |
Last Name [[EEGED | Cell Phone | | : 8
Ministry | | Fax Number | | Participants Entry |

Date Updated |:| Email |chewl@germanguitars.cnm
|
Figure 5-4
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5. TheFind Record dialog box will come up (Fig 5-5). Enter the last name you wish to
find and click Find Next. The next instance of the last name you pu in, if there are
any in the database, will appea in the form window. Keep clicking Find Next urtil

Find and Replace 2l
Find | Replace I
Find Wwhat: j Find Mext
Cal |
Look In: ILast Marne d
IMatch: IW
Search: all -

[ Match Case W Search Fields As Formatted

Figure 5-5
you either find the entry you are looking for or the message poys up saying
“Microsoft Accessfinished searching the records. The search item was not found?
Click OK (Fig. 5-6).

Microzoft Access

@ Microsoft Access finished searching the records, The search item was not found,

Figure 5-6

6. If the mntact is alrealy in the database, check the information to seeif any edits are
nealed. If so, updite the proper fields and pu that day’ s date in the Date Updaed
field. If the contad was not found,click the button onthe bottom bar of the form
window with alittl e arow head and an asterisk, the New Recoord button (Fig. 5-7).

Prayer Partner | Africa Workshop O

Volunteer Type: |None ~| communicatior

Record: 4] || 1 v | wi]re] of 3504
d
T

Figure 5-7

7. Tabto, a click the mousein, the First Name field. If the contact informationisfor a
couge, include bath first namesin thisfield (the Spouse field is not yet functiona),
conreding them with an ampersand (&). Fill i n the rest of the mntad information by
using Tab to advance and Shift + Tab to move badkward through the fields, or by
clicking the mouse in the desired field. Put that day’ s date in the Date Updated field.
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Criteriafor theinformation bank at the bottom of the for m window. The form contains a
colledion d inpusthat help ustrad volunteers, update maili ng li sts, and other functions

(Fig. 5-8).
Prayer Partner | Africa O Workshop | Staff/Speaker | Donor I Participant O
Volunteer Type: |None =] Communication Type: [Home =| staff Newsletter vi
Record: I<j 4 H 2 INER i PI!HEI of 3501
Figure 5-8

Table 5-1 contains the aiteriafor choasing aresponse for the information seledions and
drop dovn baxes.

Category Input Type Criteria
Prayer Partner = Checked/ Not Checked if this contact wants to be included in the
Checked Prayer Email notification sent regularly by the

Program Coordinator.

Africa Checked/ Not Checked if this contact wants to receive information
Checked regarding Africa ministry and trips. Adds the record
to the Interested in Africa mail list.
Workshop Checked/ Not Checked if this contact has actually attended a
Checked workshop. Do not check for the purpose of
registering the person for a workshop.
Staff / Speaker = Checked/ Not Checked if this person is on staff with HIVCL or is a
Checked regular speaker for Workshops or SAFE
presentations.
Donor Checked/ Not Checked if this contact has donated money to
Checked HIVCL.
Participant Checked/ Not Checked if this contact has received services /
Checked ministry from HIVCL: through work projects,

caregiving, or ELS groups.

Page 4



Volunteer Type

Dropdown

None: contact has not volunteered for HIVCL

Prospect: contact has expressed interest in
volunteering at HIVCL, but has not yet committed to
a particular service or has not completed the
process to become a caregiver

Board Member: contact serves on the Board of
Directors for HIVCL

Caregiver: contact has completed the process to
be a Caregiver

Work Project: contact has volunteered to help with
Work Projects

Office/ Mailings: contact has volunteered to help in
the office and with big mailings

Care / Work: contact has volunteered for Work
Projects and has completed the process to be a
Caregiver

Care / Office: contact has volunteered for Office /
Mailings and has completed the process to be a
Caregiver

Office / Work Project: contact has volunteered for
Work Projects and Office / Mailings

All: contact fits into all above categories (rare)
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Communication Dropdown
Type

Home: Newsletters and mailings sent to contact’s
home (most common type)

Church Work: Newsletters and mailings sent to
contact’s workplace; contact is pastor or ministry
leader

Metro Church: Church or ministry contact that
does not necessarily have direct connection with
HIVCL

Pastor List: Pastor of a church or leader of a
ministry

Plain Envelope: Newsletters and mailings sent to
contact in a White envelope using a return address
stamp that does not reveal the HIV nature of the
ministry

Mamma Mia: contact receives mailings related to
the 5K run only.

Community Contact: Reference or contact that
should never receive Christian specific mailings

SAFE: contact for SAFE presentations; do not
typically receive newsletters

Media Contact: contact is a person working in the
media, for the purpose of advertising events

No Mailings: contact should receive no mailings
whatsoever

Staff Dropdown <blank>, No: contact does not receive mailings
Newlsetter sent specifically by support raising staff
Mike: contact receives newsletters from Mike
Tucker
Brian: contact receives newsletters from Brian
Wright
Table5-1

The information abowve is nat usually found on odinary newsletter sign upsheds. It will
normally be added to an existing record based onfurther information, such as resporse cads
from HIV Workshops, emails and phore cdl s from potential volunteers. Community
contads are usually designated by the SEO upongiving the information to the Administrator.

113 Editing Contads From Mailing Returns

HIVCL has an arrangement with the Postal Serviceto return mail that is not or canna be
forwarded. Each large maili ng will usually generate anumber of these returns.

Returnsthat include a forwarding address go into the database Confidential Data Entry
Form and find the cntad record using the Find Record function described in Sedion 5.1.2
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steps 4 - 5 above. When you have located the record, make any necessary editsto it, making
sure to change the Date Updated field the that day's date.

Returnsthat do not include a forwarding address

1.2 Contad Lists

Our database mntains a number of ready-made contad lists that include aldresses, phore
numbers and email addresses for selected sets of contads.

1. OntheHIV Care Link Main Menu, click onthe Contads Listsitem (Fig. 5-9).
JE HIV Care Link MainPage

_I COMFIDEMTIAL Data Entry Forrn - [Forms: Staff Only Entry)
_I Program Activity Menu: goes to menu for regiztering and recording program activities
_I Events Menw: Manage \Workshops, ELS Groups, Banguets, Mizzion Trips

_I tailing Labels Menw: Labels zorted for various HMYCL categories

D:nntact Lizts Menu: contact infarmation for vanious HIYCL categories

Figure 5-9

2. Onthe Contact Lists menu, click onthe Contad List youwant (Fig. 5-10).
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Figure 5-10

3. Usethezoom toread thelist, or print it out (Fig. 5-11).

Figure 5-11
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1.3 Mailing Labels

Our database includes a number of ready made sets of maili ng labels for most of the mailings
wedo.

1. OntheHIV CareLink Main Menu, click onthe Maili ng Labels Menu (Fig. 5-12).

Figure 5-12

2. Onthe Mailing Labels Menus, seled the desired maili ng list to bring up the labels
report (Fig. 5-13). You may get adialog box that the information will nat al fit
within the margins, bu just click OK and go ahead. Everything will print fine.

Figure 5-13
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3. Print thelabels (Fig. 5-14). Be sure to pu blank labelsin the printer!

Figure 5-14

4. Thebottom two menuitemslead to addition menus containing specia categories of
labels: Voluntea groups (All Volunteeass, Volunteers withou Email) and Speaal
Groups. (Pastor List, MammaMia).

Table 5-2 shows the mailing labels on the menu, and the aiteriaused to filter them in the

database.
Mailing Label List Filter Includes
All Categories Comnunication Type: Home; Church Work; Metro Church; Pastor
List; Community Contact; Mamma Mia, Media Contad, SAFE
Big Maili ng Comnunication Type: Home; Church Work; Community Contact;

Metro church; Pastor List

“Norma” Mailing

Comnunication Type: Home; Church Work; Pastor List; Community
Contad

Church/Work, Metro
Church, Community
Contads

Comnunication Type: Church Work; Community Contad; Metro
Church; Pastor List

Plain Envelope

Comnunication Type: Plain Envelope

All Volunteas

Voluntea Type = Anything but “None”
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Volunteas: withou
Email

Uses Voluntee Contact List Query—Sorts by Email =Null

Pastor List

Comnunication Type: Pastor List

MammaMia

Comnunication Type: MammaMia

14 Events: Workshops, ELS Groups, Mission Trips, Banquets

141 Enter New BEvents

1. Spedfic Events are entered into the database from the Main Menu. Click on the
Events Menu button.(Fig. 5-15).

Figure 5-15
Figure 5-16

2. Onthe Events Meny, click onthe Enter New Event button (Fig. 5-16).
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3. The Events Entry Form opens. At the todbar on the bottom of the form, click onthe
New Reoord button (Fig. 5.17).

4. Inthe Event Typefield, click onthe drop davn menu and select the type of event you
are entering; the EventID field will automaticdly fill . Choase from HIV Workshop,
ELS, Misson Trip, Banquet. (Fig. 5-18)

Figure 5-18

Figure 5-17

5. Fillinthe Date, Location, and Cost fields appropriately. The Cost fields vary in their
meaning from one type of event to anather. Seethe table below for interpretation.

Category Cost 1 Cost 2
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Workshop Cost of Workshopif paidin ~ Cost of Workshopif paid at
advance the doar
ELS Blank Blank
Misson Trip Amoun of Depasit Total Cost of Trip per
individual
Banquet Cost of one Plate/ Sea Cost of one Table (8 pates)
ELS Conference Cost of Conferenceif paidin  Cost of Conference if paid at

Advance

thedoa

6. A comments entry box isincluded in the form in case any additioninformationis
neealed for a specific event.

142 Event Registration Procedures

Event Registration involves entering contads into aregistration form for a spedfic event.
From this combination of information, aregistration list of workshop attendees, ELS
participants, Misgontrip participants, or Banquet attendees is compiled. Most of the
information gathered for diff erent eventsis the same, bu there are some pieces of
information spedfic to certain events that must be entered in the form as well.

1. Onthe Events Menu, click onthe Enter Registrantsfor an Event button (Fig. 5-19).
Thiswill open the form for entering the information.

Figure 5-19
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2.

3.

On the toolbar at the bottom of the Form window, click onthe New Rewrd butonto
open anew reoord (Fig 5-20).

In the ContactID field, click onthe arow of the drop davn bax to seled the person
that youwish to register. Thelist is orted alphabeticdly by last name (Fig. 5-21).
The First Name, Last Name, and Email fields will be aitomaticdly popuated with
the gpropriate information when you select the personin ContactID.

Figure 5-21

Figure 5-20
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4. Inthe EventlD Field, click onthe arow of the drop dowvn bax to seled the spedfic
event that you are registering the person for. Thelist shows bath the Type of Event
and the Date of the Event from the Events Table (Fig. 5-22).
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Figure 5-22

5. Enter the anourt that the Registrant has paid in the Amount Paid field, and any
speda comments abou the registrationin the Notesfield.

6. If the event isan ELS Group (Amount Paid shoud be $0) or the ELS Conference,
you are now finished entering the data for registration. The remaining blanks are
spedfic to Workshops, Misson Trips, and Banquets. For these procedures, read on

143 Spedal Registration Information for Workshops

There aetwo additional fields to be used for Workshop

Registration: Confirmation L etter Sent? and

Attended? (Fig. 5-23). These deck boxes alow usto

tradk the processes used in contading registered

attendees, and whether or not the registrant acually

attended the Workshop. For more information, see : )
Sedion 10 ¢ thismanual. Figure 523

14.4 Spedal Registration Information for Mission Trips
Three alditional fields are used for the registration and
tracking of Misson Trips: Team Hours, Trip Hours,
and Paid in Full? (Fig. 5-24). Team Hour sreflect the
amourt of time eab Trip Registrant spent in team-
building and preparatory medings before the adual trip,
while Trip Hours records the number of hours adually

Figure 5-24
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spent onthetrip itself. These two fields are used to tradk volunteer hours related to misson
trips, and appear onthe Misson Trip tradking report. Paid in Full? simply indicates whether
the registrant has brought in the total amourt of money required for the trip. For more
information, seeSedion 120of this manual.

145 Spedal Registration Information for Banquets

Three aldition fields are used in the registration processfor
Banquets: Table Host?, # of Seats Purchased, and
Asdgned Table (Fig. 5-25). The Table Host check bax is
clicked if the Registrant has purchased an entire table of
sedsin arder to invite people to join them for no cost. If
thisisthe case, then the # of Seats Purchased would be 8.
Otherwise, the # of Seats Purchased records exactly how
many seats the registrant purchased. The Assgned Table field records the table number to
which the registrant is assigned according to the seaing chart. For more information, see
Sedion 15 @ thismanual.

Figure 5-25

14.6 Printing Registration Lists for Events

To print Registration Lists for spedfic events, go to the Events: Workshops, EL S Groups,
Misson Trips, Banquets menu (Fig. 5-26). From the list, seled the event menu that you
wish to print information abou.

Figure 5-26
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Workshops Menu. The Workshops Menu grovides links to open the Registration List anda
label form to print Name Tags for a spedfic Workshop (Fig. 5-27). Clicking onthe
Workshop Registration List will bring up areport listing al the information reeded to run
the registration at the door of a specific workshop. Clicking on the Nametags button will
bring up aLabel Report that can be printed onName Badge Insert Refill s (Avery 5390. Be
sure that the queries behind the reports are filtering for the Workshop that you want (see
Sedion 6.4.7 lelow).

Figure 5-27

Misgon Trip Menu. The Misson Trip Menu provides links to open the Registration List
and aContad List for contads that are interested in AfricaMissons (Fig. 5-28). Clicking on
theList of Trip Registrantsand Hours Tracking Information will bring up areport listing
al theinformation reeded to keep trad of the participants and the resulting volunteer hous
of aspedfic Misson Trip. Clicking onthe Contact List buttonwill bring up alist of
everyonein the Database who has expressed interest in the AfricaMisgons Trips (filterson
the@Africa® cieck box onthe HIV Contads Entry Form). Be sure that the query behind the
registration report isfiltering for the Misson Trip that you want (seeSection 6.4.7 lelow).

Figure 5-28
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EL S Groups Menu. The ELS Groups Menu provides alink to open the Registration List for
aspedfic Group(Fig. 5-29). Clicking onthe EL S Group Registration List will bringupa
report listing al the information reeded regarding a spedfic ELS Group. Clicking onthe
EL S ConferenceRegistration List buttonwill bring up areport listing al the information
needed for the ELS Conference. Be sure that the queries behind the reports are filt ering for
the ELS Group a Conferencethat youwant (see Sedion 6.4.7 lelow).

Figure 5-29

Banquets Menu. The Banquets Menu provides links to open the Registration List for a
speafic Workshop (Fig. 5-27). Clicking onthe Workshop Registration List will bringupa
report listing al the information reeded to runthe registration at the doar of a spedfic
Banquet Event. Be sure that the queries behind the reports are filt ering for the Workshop that

you want (seeSection 6.4.7 lelow).

Figure 5-30
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14.7 Changingthe Spedfic Event Which a Registration List Prints

To seled the specific Event that shoud be printed for the Registration List, youmust go to
the query behind the form, foundin the Query® window of the main Database window. The
table below gives the name of the query that must be dhanged for each specific event's
registrationlist:

Event Type Query Name

Workshops Workshop Reg Query

Misgon Trips Misgon Trip Registration Query
ELS Groups ELS Registration Query

ELS Conference ELS Conference Registration Query
Banquets Banguet Registration Query

1. Before opening the query, you must find ou the Eventl D number of the spedfic
event you wish to change the registration to. Do this by clicking the Enter New
Event button onthe Events Menu to bring up the form that contains this information.
Click onthe todbar button with the binoculars to open the Find Record dialog box.
Seach by date until you find the proper Event, then nde the number in the Eventl D
field (Fig.5-31).

Figure 5-31

Page 20



2. Open the query, then switch to Design View. Thefield that isthe aiteriaisthefirst,
EventID. Change this number in the riteria® row to the number youfoundin the
step above. Save and close the query, and al the reports that are built onit will be
automaticdly updated (Fig. 5-32).

Figure 5-32

3. Badk in the proper menufor the event, click onthe desired Registration List to bring
upthelist, and gint it.
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