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1 Database Procedures 
1.1 New Contacts 

1.1.1 Sources of Data 
Whenever HIV Care Link has a speaking engagement at a church, appears at a missions fair, 
or other activity, the Display Booth setup includes a 
sign-up sheet for the Link Newsletter and the next 
HIV Workshop. The contents of these sign-ups need 
to be entered into the Database.  

New contacts may also come through emails, people 
handing us their business card, or other networking 
devices.  

1.1.2 Data Entry 
1. Double click the Shortcut on the desktop to 

open the Access Database, 
CareLinkData1.mbd (Fig. 5-1) 

2. The Database will open up automatically to 
the HIV Care Link Main Menu, which links to 
other menus, entry forms, reports, and other 
database stuff (Fig. 5-2). 

 
Figure 5-1 

 
Figure 5-2 
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3. The top menu item opens the CONFIDENTIAL Entry Form (Fig. 5-3), which can 
only be accessed by those who are on staff , or have signed a Confidentiali ty 
Agreement (see section ___) 

4. First, verify that the new person is not already in the database. Tab down to, or click 
the mouse in, the Last Name field, then click on the Find Record button (Fig. 5-4).  

 
Figure 5-3 

 
Figure 5-4 
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5. The Find 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 put in, if there are 
any in the database, will appear in the form window. Keep clicking Find Next until 

you either find the entry you are looking for or the message pops up saying 
“Microsoft Access finished searching the records. The search item was not found.” 
Click OK (Fig. 5-6). 

6. If the contact is already in the database, check the information to see if any edits are 
needed. If so, update the proper fields and put that day’s date in the Date Updated 
field. If the contact was not found, click the button on the bottom bar of the form 
window with a littl e arrow head and an asterisk, the New Record button (Fig. 5-7). 

7. Tab to, or click the mouse in, the First Name field. If the contact information is for a 
couple, include both first names in this field (the Spouse field is not yet functional), 
connecting them with an ampersand (&). Fill i n the rest of the contact information by 
using Tab to advance, and Shift + Tab to move backward through the fields, or by 
clicking the mouse in the desired field. Put that day’s date in the Date Updated field. 

 
Figure 5-5 

 
Figure 5-7 

 
Figure 5-6 
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Cr iteria for the information bank at the bottom of the form window. The form contains a 
collection of inputs that help us track volunteers, update maili ng lists, and other functions 
(Fig. 5-8). 

Table 5-1 contains the criteria for choosing a response for the information selections and 
drop down boxes. 

Category Inpu t Type Criteria 

Prayer Partner Checked/ Not 
Checked 

Checked if this contact wants to be included in the 
Prayer Email notification sent regularly by the 
Program Coordinator. 

Africa Checked/ Not 
Checked 

Checked if this contact wants to receive information 
regarding Africa ministry and trips. Adds the record 
to the Interested in Africa mail list. 

Workshop Checked/ Not 
Checked 

Checked if this contact has actually attended a 
workshop. Do not check for the purpose of 
registering the person for a workshop. 

Staff / Speaker Checked/ Not 
Checked 

Checked if this person is on staff with HIVCL or is a 
regular speaker for Workshops or SAFE 
presentations. 

Donor Checked/ Not 
Checked 

Checked if this contact has donated money to 
HIVCL. 

Participant Checked/ Not 
Checked 

Checked if this contact has received services / 
ministry from HIVCL: through work projects, 
caregiving, or ELS groups. 

 
Figure 5-8 
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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 

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

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

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

Dropdown 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 Maili ngs: contact should receive no mailings 
whatsoever 

Staff 
Newlsetter 

Dropdown <blank>, No: contact does not receive mailings 
sent specifically by support raising staff 

Mike: contact receives newsletters from Mike 
Tucker 

Brian: contact receives newsletters from Brian 
Wright 

Table 5-1 

The information above is not usually found on ordinary newsletter sign up sheets. It will 
normally be added to an existing record based on further information, such as response cards 
from HIV Workshops, emails and phone calls from potential volunteers. Community 
contacts are usually designated by the SEO upon giving the information to the Administrator. 

1.1.3 Editing Contacts From Mailing Returns 
HIVCL has an arrangement with the Postal Service to return mail that is not or cannot be 
forwarded. Each large maili ng will usually generate a number of these returns. 

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

Returns that do not include a forwarding address:  

1.2 Contact Lists 
Our database contains a number of ready-made contact lists that include addresses, phone 
numbers and email addresses for selected sets of contacts. 

1. On the HIV Care Link Main Menu, click on the Contacts Lists item (Fig. 5-9). 

2. On the Contact Lists menu, click on the Contact List you want (Fig. 5-10).  

 
Figure 5-9 
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3. Use the zoom to read the list, or print it out (Fig. 5-11). 

 

 
Figure 5-10 

 
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 mail ings 
we do. 

1. On the HIV Care Link Main Menu, click on the Maili ng Labels Menu (Fig. 5-12). 

2. On the Maili ng Labels Menus, select the desired maili ng list to bring up the labels 
report (Fig. 5-13). You may get a dialog box that the information will not all fit 
within the margins, but just click OK and go ahead. Everything will print fine. 

 
Figure 5-12 

 
Figure 5-13 
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3. Print the labels (Fig. 5-14). Be sure to put blank labels in the printer! 

4. The bottom two menu items lead to addition menus containing special categories of 
labels: Volunteer groups (All Volunteers, Volunteers without Email ) and Special 
Groups: (Pastor List, Mamma Mia). 

Table 5-2 shows the mailing labels on the menu, and the criteria used to filter them in the 
database. 

Maili ng Label L ist Fil ter Includes 

All Categories Communication Type: Home; Church Work; Metro Church; Pastor 
List; Community Contact; Mamma Mia, Media Contact, SAFE 

Big Maili ng Communication Type: Home; Church Work; Community Contact; 
Metro church; Pastor List 

“Normal” Maili ng Communication Type: Home; Church Work; Pastor List; Community 
Contact 

Church/Work, Metro 
Church, Community 
Contacts 

Communication Type: Church Work; Community Contact; Metro 
Church; Pastor List 

Plain Envelope Communication Type: Plain Envelope 

All Volunteers Volunteer Type = Anything but “None” 

 
Figure 5-14 
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Volunteers: without 
Email  

Uses Volunteer Contact List Query—Sorts by Email=Null  

Pastor List Communication Type: Pastor List 

Mamma Mia Communication Type: Mamma Mia 

 

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

1.4.1 Enter New Events 
1. Specific Events are entered into the database from the Main Menu. Click on the 

Events Menu button.(Fig. 5-15). 

2. On the Events Menu, click on the Enter New Event button (Fig. 5-16). 

 
Figure 5-15  
Figure 5-16 
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3. The Events Entry Form opens. At the toolbar on the bottom of the form, click on the 
New Record button (Fig. 5.17). 

4. In the Event Type field, click on the drop down menu and select the type of event you 
are entering; the EventID field will automatically fill . Choose from HIV Workshop, 
ELS, Mission Trip, Banquet. (Fig. 5-18) 

5. Fill i n the Date, Location, and Cost fields appropriately. The Cost fields vary in their 
meaning from one type of event to another. See the table below for interpretation. 

Category Cost 1 Cost 2 

 
Figure 5-18 

 
Figure 5-17 
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Workshop Cost of Workshop if paid in 
advance 

Cost of Workshop if paid at 
the door 

ELS Blank Blank 

Mission Trip Amount of Deposit Total Cost of Trip per 
individual 

Banquet Cost of one Plate / Seat Cost of one Table (8 plates) 

ELS Conference Cost of Conference if paid in 
Advance 

Cost of Conference if paid at 
the door 

 

6. A comments entry box is included in the form in case any addition information is 
needed for a specific event. 

 

1.4.2 Event Registration Procedures 
Event Registration involves entering contacts into a registration form for a specific event. 
From this combination of information, a registration list of workshop attendees, ELS 
participants, Mission trip participants, or Banquet attendees is compiled. Most of the 
information gathered for different events is the same, but there are some pieces of 
information specific to certain events that must be entered in the form as well .  

1. On the Events Menu, click on the Enter Registrants for an Event button (Fig. 5-19). 
This will open the form for entering the information. 

 
Figure 5-19 
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2. On the toolbar at the bottom of the Form window, click on the New Record button to 
open a new record (Fig 5-20). 

3. In the ContactID field, click on the arrow of the drop down box to select the person 
that you wish to register. The list is sorted alphabetically by last name (Fig. 5-21). 
The First Name, Last Name, and Email  fields wil l be automatically populated with 
the appropriate information when you select the person in ContactID. 

 
Figure 5-20 

 
Figure 5-21 
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4. In the EventID Field, click on the arrow of the drop down box to select the specific 
event that you are registering the person for. The list shows both the Type of Event 
and the Date of the Event from the Events Table (Fig. 5-22).
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5. Enter the amount that the Registrant has paid in the Amount Paid field, and any 
special comments about the registration in the Notes field. 

6. If the event is an ELS Group (Amount Paid should be $0) or the ELS Conference, 
you are now finished entering the data for registration. The remaining blanks are 
specific to Workshops, Mission Trips, and Banquets. For these procedures, read on! 

1.4.3 Special Registration Information for Workshops 
There are two additional fields to be used for Workshop 
Registration: Confirmation Letter Sent? and 
Attended? (Fig. 5-23). These check boxes allow us to 
track the processes used in contacting registered 
attendees, and whether or not the registrant actually 
attended the Workshop. For more information, see 
Section 10 of this manual. 

1.4.4 Special Registration Information for Mission Trips 
Three additional fields are used for the registration and 
tracking of Mission Trips: Team Hours, Tr ip Hours, 
and Paid in Full? (Fig. 5-24). Team Hours reflect the 
amount of time each Trip Registrant spent in team-
building and preparatory meetings before the actual trip, 
while Tr ip Hours records the number of hours actually 

 
Figure 5-22 

 
Figure 5-23 

 
Figure 5-24 
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spent on the trip itself. These two fields are used to track volunteer hours related to mission 
trips, and appear on the Mission Trip tracking report. Paid in Full? simply indicates whether 
the registrant has brought in the total amount of money required for the trip. For more 
information, see Section 12 of this manual. 

1.4.5 Special Registration Information for Banquets 
Three addition fields are used in the registration process for 
Banquets: Table Host?, # of Seats Purchased, and 
Assigned Table (Fig. 5-25). The Table Host check box is 
clicked if the Registrant has purchased an entire table of 
seats in order to invite people to join them for no cost. If 
this is the case, then the # of Seats Purchased would be 8. 
Otherwise, the # of Seats Purchased records exactly how 
many seats the registrant purchased. The Assigned Table field records the table number to 
which the registrant is assigned according to the seating chart. For more information, see 
Section 15 of this manual. 

1.4.6 Printing Registration Lists for Events 
To print Registration Lists for specific events, go to the Events: Workshops, ELS Groups, 
Mission Tr ips, Banquets menu (Fig. 5-26). From the list, select the event menu that you 
wish to print information about. 

 
Figure 5-25 

 
Figure 5-26 
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Workshops Menu. The Workshops Menu provides links to open the Registration List and a 
label form to print Name Tags for a specific Workshop (Fig. 5-27). Clicking on the 
Workshop Registration L ist will bring up a report listing all the information needed to run 
the registration at the door of a specific workshop. Clicking on the Nametags button will 
bring up a Label Report that can be printed on Name Badge Insert Refill s (Avery 5390). Be 
sure that the queries behind the reports are filtering for the Workshop that you want (see 
Section 6.4.7 below). 

Mission Tr ip Menu. The Mission Trip Menu provides links to open the Registration List 
and a Contact List for contacts that are interested in Africa Missions (Fig. 5-28). Clicking on 
the L ist of Tr ip Registrants and Hours Tracking Information will bring up a report listing 
all the information needed to keep track of the participants and the resulting volunteer hours 
of a specific Mission Trip. Clicking on the Contact L ist button will bring up a list of 
everyone in the Database who has expressed interest in the Africa Missions Trips (filters on 
the ªAfricaº check box on the HIV Contacts Entry Form). Be sure that the query behind the 
registration report is filtering for the Mission Trip that you want (see Section 6.4.7 below). 

 
Figure 5-27 

 
Figure 5-28 



 

Page 19 

ELS Groups Menu. The ELS Groups Menu provides a link to open the Registration List for 
a specific Group (Fig. 5-29). Clicking on the ELS Group Registration L ist will bring up a 
report listing all the information needed regarding a specific ELS Group. Clicking on the 
ELS Conference Registration L ist button will bring up a report li sting all the information 
needed for the ELS Conference. Be sure that the queries behind the reports are filtering for 
the ELS Group or Conference that you want (see Section 6.4.7 below). 

Banquets Menu. The Banquets Menu provides links to open the Registration List for a 
specific Workshop (Fig. 5-27). Clicking on the Workshop Registration L ist will bring up a 
report listing all the information needed to run the registration at the door of a specific 
Banquet Event. Be sure that the queries behind the reports are filtering for the Workshop that 
you want (see Section 6.4.7 below). 

 
Figure 5-29 

 
Figure 5-30 
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1.4.7 Changing the Specific Event Which a Registration List Prints 
To select the specific Event that should be printed for the Registration List, you must go to 
the query behind the form, found in the ªQueryº window of the main Database window. The 
table below gives the name of the query that must be changed for each specific event's 
registration list: 

Event Type Query Name 

Workshops Workshop Reg Query 

Mission Trips Mission Trip Registration Query 

ELS Groups ELS Registration Query 

ELS Conference ELS Conference Registration Query 

Banquets Banquet Registration Query 

 

1. Before opening the query, you must find out the EventID number of the specific 
event you wish to change the registration to. Do this by clicking the Enter New 
Event button on the Events Menu to bring up the form that contains this information. 
Click on the toolbar button with the binoculars to open the Find Record dialog box. 
Search by date until you find the proper Event, then note the number in the EventID 
field (Fig.5-31). 

 
Figure 5-31 
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2. Open the query, then switch to Design View. The field that is the criteria is the first, 
EventID. Change this number in the ªCriteriaº row to the number you found in the 
step above. Save and close the query, and all the reports that are built on it will be 
automatically updated (Fig. 5-32). 

3. Back in the proper menu for the event, click on the desired Registration List to bring 
up the list, and print it. 

 
Figure 5-32 


