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Thank you for using ChurchMate!. ChurchMate! is an application designed to manage contributions given to
churches or other non-profit organizations in order to provide contribution statements. Although, ChuchMate!
provides figures and totals which should be entered into an accounting program, ChurchMate! is not an
accounting program,. Separating the contribution management from the accounting aspect allows you to choose
the accounting program you prefer and does not clutter your accounting program with thousands of individual
contribution line items.

It is our intent to offer an affordable program which will be user friendly and straight forward to use. ChurchMate!
has an easy navigation system designed to locate specific contributors. Data entry is intuitive. There are many
standard reports which will provide contribution information in many different formats. If needed, contribution data
can be exported in a delimited format which then can be used in various relational databases and word
processors or mail-merge programs.

The User’s Guide is designed to be read from the beginning to guide you through the installation process, walk
you through the set-up process and then suggest the best process to get ChurchMate! up and running. Once you
have mastered the basics of ChurchMate! you can use this guide to refresh your memory or look up specific
information using the index. We have tried to make this manual easy to follow with minimal amount verbiage.

Again, thank you for using ChurchMate! We hope that it will be blessing to you.

- ..

This version of ChurchMate! currently runs as a 32 bit application and is fully compatible with Windows XP® SP2.
ChurchMate! will also run on Windows Vista® as a 32 bit application.

Visit http://www.MPR-Prodiuctions.com/ChurchMate.htm for more detailed information and future updates.

The performance of ChurchMate! will be directly relational to the amount of memory in your system and the speed
of your system’s CPU.



ChurchMate! is available only through an online download (approximately 40 MB) and because of this, it comes
packaged in a compressed file named “ChurchMatelnstall201.zip”. You will need an unzip program such as the
commercially available WinZip (which can be purchased/downloaded at http://www.winzip.com/ ) or the free open
source 7-Zip (which can be downloaded at http://www.7-zip.org/ ). Unzip ChurchMatelnstall201.zip into a folder of
your choice. Once unzipped, you should see 4 additional file folders and 2 files. These are shown below:

|[Chdotnetfx

|[ChReportviewer

|[Z)50L Server Compact Edition
|ChwWindowsInstaller3_1
ﬁ'f;’churd'nMateSeb.lp.msi
;_L}seb_lp.exe

You must have these files and folders to proceed with the installation. ChurchMate! was developed using
Microsoft's .Net 2.0, SQL Server Compact Edition and ReportViewer. If these are not installed on your system,
the ChurchMate! installation process will install these for you from the extracted folders shown above.

Step #1
“Run” or double click the “setup.exe” file to start the installation process.
This can be done several different ways under Windows XP.

You can click on the “start” button, click “run...”, and use the file navigator to browse/locate the
setup.exe file. Continue by clicking the OK button.

You can “right click” the setup.exe file and select the “Run As...” item. Click the OK button to
continue the install.

Or you can simply double click the setup.exe file.

The installation process will check to make sure you have all of the Microsoft® prerequisites
installed on your system.

Step #2
Install program prerequisites.

You may or may not see the following installation screens based on if you have the prerequisites installed
on your system. If the prerequisites are not installed, the installation process will start the installation of
one or more of the Microsoft .Net 3.0, SQL Server Compact Edition and ReportViewer components. If
you do not see any of the following screens, you may proceed to Step #3. Otherwise, when prompted,
click on the “Accept” button.



% ChurchMate! Setup

For the following components:

.NET Framework 2.0

Please read the following license agreement. Press the page down key to
see the rest of the agreement.

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS ~
MICROSOFT MET FRAMEWORK 2.0

MICROSOFT WINDOWS INSTALLER 2.0 =
MICROSOFT WINDOWS INSTALLER 3.1

Microsoft Corporation jor based on where you live, one of its affiliates)
licenses this supplement to you. I you are licensed to use Microsoft
Windows operating system software {the "software”). you may use

this supplement. “ou may not use it f you do not have a license for

the software. You may use a copy of this supplement with each

validly licensed copy of the software. w

@ View EULA for printing
Do you accept the terms of the pending License Agreement ?

If you choose Dont Accept, install will clese. To install you must accept
this agreement.

Accept | | Don't Accept I

% ChurchMate! Setup

For the following components:

SAL Server 2005 Compact Edition

Please read the following license agreement. Press the page down key to
see the rest of the agreement.

MICROSOFT SOFTWARE LICENSE TERMS P
MICROSOFT SQL SERVER 2005 COMPACT EDITION RUNTIME
These license tems are an agreement between Microsoft Comporation
(or based an where you live, one of its affiliates) and you. Please
read them. They apply to the software named above, which includes
the media on which you received i, f any. The temns also apphy to
any Microsoft

* updates,

" supplements,

* Intemet-based services, and L

@ View EULA for printing
Do you accept the terms of the pending License Agreement ?

If you choose Dont Accept, install will clese. To install you must accept
this agreement.

Accept | | Don't Accept I




% ChurchMate! Setup

For the following components:

Microsoft Visual Studio 2005 Report Viewer

Please read the following license agreement. Press the page down key to
see the rest of the agreement.

MICROSOFT SOFTWARE LICENSE TERMS P
MICROSOFT REFORT VIEWER REDISTRIEUTAELE 2005 =
These license tems are an agreement between Microsoft Comporation
(or based an where you live, one of its affiliates) and you. Please
read them. They apply to the software named above, which includes
the media on which you received i, f any. The temns also apphy to
any Microsoft

* updates,

* supplemenrts,

* Intemet-based services, and L

@ View EULA for printing
Do you accept the terms of the pending License Agreement ?

If you choose Dont Accept, install will clese. To install you must accept
this agreement.

Accept | | Don't Accept I

X

¥ ChurchMate! Setup

Copying required files...

X

¥ ChurchMate! Setup

L—i) Installing .MET Frameworc 2.0...

Cancel




Step #3

ChurchMate! installation.

Click “Next” to continue the installation.



Click the “Next” button to install ChurchMate! in the default location (Recommended).

Click the “Next” button to continue the installation.



You will see the above progress screen as the installation continues.

When the installation is complete, click the “Close” button
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NOTE: Before starting ChurchMate! for the firstti  me, it is recommended that you make a copy of the
installed database. This will provide you with ab  lank copy of the database in case you need to start fresh
or desire to utilize a completely separate database for another reason.

When ChurchMate! is installed, it creates the directory structure shown below in the installation directory
chosen during the installation process. By default the installation directory is “C:\Program Files”. If you
have chosen a different location, this is where the structure can be found.

Under ChurchMate! directory, you will find the file named “ChurchMateData.sdf ". It is suggested that
you make a copy of this file and place it somewhere it can be found in case you need to start over or
create a new database for a different contribution project. If you do not make a backup of the file and it is
later required, you can reinstall the program. However, make sure any working copies of the

database are saved. To reinstall ChurchMate!, it must first be uninstalled. The uninstall process may
remove the currently active database.

NOTE: If you need to reinstall ChurchMate!, you mu st first uninstalled the existing program. BEFORE
uninstalling ChurchMate! you should either make a c opy of the “ChurchMateData.sdf” file or move it to
another location on your computer. The uninstall p rocess will delete the “ChurchMateData.sdf” file.

ChurchMate! can be started by double clicking on the desktop Icon shown below which was installed during the
installation process.

ChurchMate! may also be started by clicking the Windows “start” button, selecting “All Programs”, navigating to
the ChurchMate! program group and then clicking on the ChurchMate! program item.

Regardless of which method you use to start ChurchMate!, you will see the following welcome screen.



As ChurchMate! initializes, it will place an item in the Windows taskbar as shown below.

The ChurchMate! welcome screen will soon be replaced with the ChurchMate! setup screens.

NOTE: If the welcome screen does not go away, iti s probably because you are in the evaluation period
and ChurchMate! is waiting for a response. Click o nce on the taskbar icon show above and you should
see a similar message as shown below.

NOTE: All information asked for on the setup scree  ns can be entered or changed at anytime after the
initial setup is done. There is no need to enteri  nformation during setup. However, it is highly
recommended that you read through the entire setup screens. These screens provide additional
explanation regarding information that will need to be entered later if not entered during the setup
process

NOTE: ChurchMate! requires that the setup process be completed whether or not you enter any
information. If you close the program during the s etup process or continue using ChurchMate! without
finishing the setup, the next time that you start C hurchMate!, it will return to setup process at the point it
was left.



You may want to consider skipping Step #3 (Enter Contribution Categories) until you have read through the entire
User’s Guide. This will provide you with a better understanding of how to work with categories.

If you are not sure what to enter at this time, feel free to just continue through the setup screens. All information
requested during the Setup process can be entered or changed at any time from the menu items.

Detailed information will be provided later in the User’s Guide under the “Using ChurchMate!” chapter.

WARNING: Under step 2 of the setup, itis RECOMMEN DED that you NOT set a userid and password until
you become more familiar with the product. If you forget your userid and/or password, you will be loc ked
out of the database and it will not be useable. Be  cause of security reasons, we cannot unlock the

database for any reason. However, if this does hap  pen, you should be able to uninstall and then re-in stall
ChurchMate! to start over.















After completing the Setup of ChurchMate!, you will be taken to the DataEntry screen shown below. For more
detailed information on how to use ChurchMate!, please see the next section entitled “Using ChurchMate!”.
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ChurchMate! can be started by double clicking the desktop Icon shown below. This Icon was installed during the
installation process.

ChurchMate! may also be started by clicking the Windows “start” button, selecting “All Programs”, navigating to
the ChurchMate! program group and then clicking on ChurchMate! program item.

Regardless of which method you use to start ChurchMate!, you will see the following welcome screen.

As ChurchMate! initializes, it will place an item in the Windows taskbar as shown below.

If you have created a User ID and password in the ChurchMate! preferences, you will be prompted to enter your
User ID and password as shown below:

NOTE: If the welcome screen does not go away, iti s probably because you are in the evaluation period
and ChurchMate! is waiting for a response. Click o nce on the taskbar icon display the message prompt.

(2



If the correct User ID and Password is entered, clicking the “OK” button will allow you to continue. If the User ID
or password is incorrect, the program will close. Clicking the “Cancel” button will also close the program.

To re-enter the User ID and password, you will need to restart ChurchMate!.

WARNING: IF YOU FORGET YOUR USER ID AND PASSWORD, YOU WILL NOT BE ABLE TO ACCESS
THE PROGRAM OR DATABASE. YOUR ONLY ALTERNATIVE IS TO RE-INSTALL THE PROGRAM AND
USE A BACKUP COPY OF THE DATABASE WHICH DOES NOT HA VE AUSER ID AND PASSWORD SET.
BECAUSE OF SECURITY REASONS (e.g. impossible to con firm identities) MPR-PRODUCTIONS WILL
NOT PROVIDE SUPPORT FOR THIS ISSUE. MAKE SURE THAT YOU DO NOT LOSE YOUR USER ID AND
PASSWORD!

NOTE: User IDs and passwords are case sensitive. You must enter them exactly as they were created!

0 0

If you have not registered ChurchMate!, you will receive the following message indicating how many times you
have used ChurchMate! and how many uses you have left. You will be given the option to enter a registration key.
If you have not purchased a registration key, you can go to the http://www.mpr-productions.com/ChurchMate.htm
web site to purchase one.

You may try ChurchMate! 30 times before it is necessary to enter a registration key.

Clicking the “Yes” button will prompt you to enter your personal registration key you have obtained from
http://www.mpr-productions.com/ChurchMate.htm as shown below. Clicking the “No” button will allow you to
continue using ChurchMate! up to 30 times.

If you have exceeded the number of times you are permitted to use ChuchMate! without entering the registration
key, you will be notified with following message:



Clicking the “Yes” button will prompt you to enter the registration key you have obtained from http://www.mpr-
productions.com/ChurchMate.htm as shown below. Clicking the “No” button will cause ChurchMate! to close.

If you enter an invalid registration key, you will receive the following message:

Clicking the “OK” button will cause ChurchMate! to close. To re-enter the registration key, you will need to restart
ChurchMate!.

Once a valid registration key has been entered, you will no longer be prompted to enter the registration key
unless you install ChurchMate! on another computer or a rebuilt computer.

WARNING: PLEASE KEEP YOUR REGISTRATION KEY IN A SA FE PLACE. IT IS YOUR PROOF OF
PURCHASE! UPGRADES CANNOT BE PURCHASED WITHOUT THE ORIGINAL REGISTRATION KEY.

After the User ID, password and registration key have been entered (if required), the ChurchMate! welcome
screen will be replaced by the primary data entry screen shown below:



The screen shot below has been labeled to identify the primary part of the data entry screen.
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Profiles represent each contributor and contain basic information such as name and address. If this is the first

time you have started using ChurchMate! and you did not enter any new profiles during the initial setup, you will
need to enter the contributor profiles now.

Clicking on the “New” button as shown on the previous screen shot will display the profile entry screen shown
below:

The fields in red are required fields; all others are optional. However, we recommend that they be filled out in
order to produce address labels later.

Once the information is entered in the appropriate fields for the contributor, you must click on the “Save Profile”
button to continue. This will save the profile information to the database and then prompt you if you wish to create
another profile.



If you click “Yes”, ChurchMate! will ask if you would like to keep certain profile information for the next entry. This
is quite handy if you are entering multiple profiles for the same family, but different members.

Most of the fields on the profile entry screen are self explanatory. However, there are a few which need a little
more explanation. The first is the “Member” field. This field is used to indicate whether or not the person is a
member of the congregation. The next field is the “Active” field. It is used to designate whether or not the person
is an active contributor. If a profile is marked “Inactive,” that individual's profile is not displayed in the profile list
unless it is specifically requested. The last field is the “Mailing List” field. This field is to indicate whether or not
the name and address will be included in the address label listing for printing. The ChurchMate! mailing list will
NOT include profiles marked “No” in the Mailing List field.

After you have saved the profiles which you need to get started, you can click “No” when prompted to add another
profile. This will return you to the Data Entry screen. Remember, you can add more profiles at any time by
clicking on the “New” button.

Hint: If you have many profiles to enter, you may save some time by clicking on the “Options” menu it em
and selecting the state of the majority of the prof iles and then save the preferences. This will then
automatically enter the state in the profile entry screen for you.

NOTE: If you do not see any profile names listed i n the profile list box, it is probably because you have
not selected a source from the “Navigator.”

Hint: We suggest that you create a profile called “CASH”. This profile can be used to attribute
contributions which have come in a cash form with n o0 assignable profiles. In other words, a donation
was made in cash and there was no envelope or other method to determine who gave the money.

Profiles may also be deleted by selecting a profile and clicking on the “Delete” button on the data entry screen.
WARNING: Deleting a profile will also delete allt  he contribution records for that individual. In mo st
cases, deleting a single individual is not recommen ded. This may skew the report content. There may  be

times when the database becomes large and performan  ce starts to degrade. If this happens, removing
multiple entries can be done using the database uti lities.

1 30

The next important thing to do is to get familiar with the “Navigator”. Once you have entered the profiles, you can
find specific profiles using the Navigator. The Navigator can narrow the list of profiles by selecting the appropriate
first letter of the last name of the individual profile for which you are searching.

Moving your cursor over the letters in the navigator will highlight the letter in a salmon color. Clicking the
highlighted letter will select the particular letter and then highlight it in green. All active profiles with last names
beginning with the letter selected will be displayed in the profile area.

Clicking on “[All]” will display all of the active profiles in the database.

If you have a long list of profiles, you can use the scroll bar to the right of the profiles to move up and down the list.



By default, the Navigator displays only “Active” profiles. An active profile would most likely be the profile of an
individual who makes frequent contributions. Over time, the database may contain many profiles and not all of
these profiles will be active. There may be contributors who no longer attend the congregation or no longer
contribute, but you still prefer to keep them in ChurchMate!. The profile on this individual can simply be marked
“Inactive” and they will no longer be displayed unless specifically requested.

Hint: If you mark a profile as inactive, you may a  Iso want to change the “Mailing List” field to “No” o)
that a mailing label will not be generated for the inactive profile.

To display active and inactive profiles click on the “Show Inact.” check box; then click on the appropriate letter or
“[AI".

To display only inactive profiles click on the “Show Inact.” and “Only Inact.” check boxes; then click on the
appropriate letter or “[All]”.

Inactive profiles are shown in the list with “(Inact)” appended to the name as shown below.

Profiles are selected from this area by simply clicking on the desired individual’'s name.

When a profile is selected, the summary information of the individual is displayed in the “Current Profile” box as
shown in the view below. This will help verify who the individual is in case there are several people with the same
name.
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Before entering contributions, you should create the categories in which the contributions will best fit. Take the
time to give some thought to how you will want to set up these categories. You will have the ability to create main
categories and sub categories. Try to generalize the categories as much as possible to keep the number of
categories to the minimum necessary to avoid too much detail. This will help in speeding up the data entry
process. However, you can create as many categories and sub categories as you wish. All categories and sub
categories can be removed at any time and new ones added. However, there are some implications to doing this
which will be covered later.

To create Categories and Sub Categories, click on the “Categories” menu bar item. This will display the following
screen. If you did not create categories or sub categories during setup, you will only see the categories displayed
below:



You will notice that there are four (4) categories that are listed by default. These cannot be changed or removed.
However, you can create sub categories for these. These are special categories. They represent contributions
that are made which do not represent a physical transfer of monies. These are described as follows:

* Electronic Transfer * - These are contributions which are made electronically. For example as a bank to
bank money transfer or a contribution made by a credit card.

* Material Donated * - These are contributions of items which have a designated value of worth. Such as
clothing, books, supplies, office equipment, etc.

* Purchases Donated * - These are donations of items which have been purchased and a receipt for the
items has been presented to reflect the actual value. For example if someone purchased several reams
of paper for the church and were not reimbursed _ for the cost but donated the purchase to the church.

* Services Donated * - These are services which are donated to the church without compensation
For example: snow removal, cleaning services, repairs, etc.

HINT: When entering contributions or creating repo rts in other areas, there are category and sub-

category drop down lists which allow you to select an item from the lists. We suggest that you create a
blank main category at this time. This can be done by simply clicking the “Add Category” button witho ut
entering a name in the “Enter New Category” box. T his will cause the drop down lists in other areas t o]
display a blank item. Otherwise, you will be force  d to select a category.

HINT: For each main category you create, you shoul  d also create a blank sub-category entry. However,
there may be times when you may not wish to create a blank sub-category entry. For example, if you
know that you will always want to select “Foreign” or “Home” as sub-categories for the “Missions” main
category, a blank entry would not be necessary.



To create a new main category, simply type the name of the category in the “Enter New Category” box and then
click the “Add Category” button. The new category will now be shown in the category list.

To create a new sub category, you must first select a main category. The name of the selected main category will
be displayed at the top of the sub-category list box. Enter the name of the sub category in the “Enter New Sub-
Category” box and then click the “Add Sub-Category” button. The new sub category will now be shown in the sub
category list for the selected main category.

To REMOVE the main categories which contain sub categories, you must first select (that category or sub
category will be highlighted) and then click on the “Remove Category” button to remove the main category. Click
on “Remove Sub-Category” button to remove the sub-category that is selected.

NOTE: Removing a main category will remove all of  the sub categories which are associated to it.

NOTE: Removing categories or sub categories DOES N  OT AFFECT data entries. However, it may affect
the criteria on which some reports and lists are ge nerated.

NOTE: If a category or sub category is removed and has been used for to record contributions, you may

not be able to generate reports or search for a spe  cific category or sub category which has been remov ed
from the list. If you are trying to create a speci  fic report or list based upon a category or sub cat egory

and the category or sub category no longer exists i n the category lists, you will need to add that cat  egory
or sub category back into the category lists again.

Here are a few examples of categories which you may want to use:

Main Category Sub Category

[Blank] [Blank]

[Blank]
Missions Foreign

Home

[Blank]
General
Sunday School
Special

[Blank]

New Building
Maintenance
Land Purchase
[Blank]

Special New Piano
New Baptismal

Offerings

Building

Again, you can create the categories you feel best suits your purposes.

(.

Setting preferences in ChurchMate! is very easy. Select “Preferences” from the menu bar and you will see the
screen shot similar to the one shown below. From this list you can customize the local church information.
Information fields with RED titles are required fields. After the information has been changed, you must click on
the “Save Preferences” button to write the information to the database. Once the Preferences have been saved,
some of the new information will be displayed in the light blue title area under the menu bar.

There are only a couple fields which in which the content may not be obvious. The “Auto Backup” and “Use Login”
fields can only have a “Yes” or “No” selected. These are explained below the screen shot:



“Auto Backup " — Selecting “Yes” for Auto Backup” will cause ChurchMate! to automatically create a backup of
the database and place it in a “Backup” directory EACH time ChurchMate! is started. Selecting “No” will disable
the feature. These backups can be a safeguard against data entry errors and/or database corruption. Each
backup is appended with a time stamp and the extension “.cmb”. To recover a file using the backup file is very
simple. Rename the backup file you wish to use to “ChurchMateData.sdf” and copy or move it to the ChurchMate!
directory. If you do not want to overlay the original database file, you must rename the file or move it to another
area.

NOTE: ChurchMate! must be closed before renaming o r moving the current working database file.

NOTE: If you turn on "Auto Backup” you should freq uently cleanup and remove old unneeded backups.
Making backups each time ChurchMate! is started can eventually create many files which take up space.
Remember, backups can be made upon demand by going to the “Database” menu item.
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“Use Login " — Selecting “Yes” for Use Login” will cause ChurchMate! to prompt you for a user ID and password
which must be entered EACH time ChurchMate! is started. Selecting “No” will disable the feature. If you select
“Yes,” you will be presented with the following screen and prompted to enter a userID and password. Take note
of the WARNING statement at the bottom. If you select to use an ID and password protection for your
ChruchMate! database file and forget what the password is, you will not be able to gain access to your database
and the data will be lost. MPR Productions will NOT provide access to the data for any reason due to security
issues.



NOTE: Your UserlDs and passwords are unigue to the  database and its backups. If you do not select to

use a login and password to make a backup of the da  tabase, the backup will also be unprotected.
Conversely, if you set a UserlD and password fora  database and make a copy or backup of it, both will be
protected with the same UserID and password. If yo  u change your ID and password, remember that past
database backups will still have the old ID and pas  sword.

WARNING: Itis NOT RECOMMENDED to set a userID and password until you are more familiar with the
product. If you forget your userlD and/or password , you will be locked out of the database and it wil | not
be useable. Because of security reasons, we cannot unlock the database for any reason. However, ift  his
does happen, and you do not have a backup which is unprotected, you should be able to uninstall and

then re-install ChurchMate! to start over.
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Setting options in ChurchMate! is very easy. Select “Options” from the menu bar and you will see the screen shot
shown below. From that screen you can change several options.

By default ChurchMate! will use the current date to which your computer system is set. This date will show up in
the data entry screen date fields. You can actually set any other date by selecting a default date. Setting the
default date speeds up data entry when you are entering multiple past contribution records and want the entry
date to reflect the date the contribution was actually turned in

NOTE: If the “Use Today’'s Date” check box is check  ed, the current date will override the default date

You can also set a default state. Since most contributors will be from the same state, this is a handy setting. This
will cause the default date to show up in every new profile that is made.

NOTE: The default date and state can be overridden  from other data entry fields.

You must then click on the “Save Options” button to save those settings to the database.



The following data entry screens are displayed when you select the “Data Entry” menu item at the top of the
screen:

Entering contributions is a simple process. You can enter up to 4 separate entries for the same individual at one
time. This is for your convenience if the church uses contribution envelopes which allow the distribution of
contributions to be made in several different categories.

HINT: If you use contribution envelopes and have a large number of contributors, you may want to
manually sort the envelopes alphabetically before e  ntering the contributions. This will actually spee d
things up in the long run by not having to keep swi tching groups through the database. In other words ,
do all last names that start with “A”, then “B” and S0 on.

Refer to the larger screen shot below:



Step 1 — Click on the letter which corresponds to the first letter of the last name of the person for which you are
entering the contribution(s).

Step 2 — Select the individual from the profile list.
Step 3 — Verify that it is the person for which the contribution is to be entered.

Step 4 — Enter up to 4 entries. Entries must contain a date and an amount. Optionally enter a Category, Sub-
Category and comment for each entry.

HINT: Remember, you can set the default date from  the “Options” menu item.
HINT: Dates may be changed by clicking the drop-do  wn box arrow or clicking on the year, month or day

part of the date to change a specific part of thed  ate. You can then use the up and down arrow keys to
easily change the year, month or date by highlighti ng the specific name or digit.



Step 5 — Click the “Save Record(s)” button to save the records to the database. ChurchMate! will then respond
with a summary of the entries. If an error has been made, the error can be corrected by using the “History” tab.
This will be explained later.

NOTE: ChurchMate! saves both the date on which the contribution was entered into ChurchMate! and the
date specified in the “Contribution Date” field. T his is important when trying to track down errors.

(

Profiles can be changed at any time by clicking on the Profile tab or the Data entry screen. Select the desired
profile and make the changes. Remember that changes must be saved by clicking on the “Save Profile” button.



The “History” tab allows you to view and edit individual records. You can display records in several different ways.

The “Display Records Since” field allows you to select records which were entered SINCE a predetermined time.
If this field has a time specified, it will override the “Beginning” and “Ending” date range values.

You also have the option to select the “Contribution” date or the actual “Entry” date. The “Contribution” date is the
date specified in the date field when the contribution record was created. The “Entry” date is the actual date that
the record was saved to the database.

HINT: Viewing the history using an “Entry Date” is helpful in finding records which may have been

entered in error. If you have just entered a recor  d and know that the entry was wrong (for example:t  he
date was entered incorrectly), you can simply enter the date on which the entry was made and selectth e
“Entry Date” option. This will display all records created on that date. You can also simply display all of
the contributor’s records and visually find the rec ord in error. However, if there is a large number of
records to display it may take some time to find th e record in error.



All of the data fields in the history table can be edited. For instance the date can be edited in part or in whole by
clicking on the field or on part of the field.

NOTE: The Category and Sub-Category field may also  be edited. However, be aware that if you typein  a
new Category or Sub-Category which does not existi  n the current list, you will not be able to do repo  rts
or searches on it until the EXACT category or sub ¢ ategory is created by using the Categories page.

NOTE: Changes are saved when you move off the edit  ed field or record or select another profile.
HINT: If while editing a field, you realize thaty =~ ou have made a mistake, you can press the “Esc” key and

the field will revert back to the original value. However, this must be done before moving off the field or
record .

HINT: To DELETE a record, place your cursor in any field in the record. Press the CTRL-D key
combination. You will be prompted to confirm the d elete action before the deletion actually occurs.

WARNING: Deleting a record is permanent and cannot  be undone.
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The “Report” tab allows you to create a wide variety of reports on an individual profile.

You can select either a pre-defined time frame from the “Display Records Since” field or use the time span using
the “Beginning” and “Ending” date fields. If a predefined time frame is selected, it will always take precedence
over the “Beginning” and “Ending” date fields.



You also have the option to select the “Contribution” date or the actual “Actual Entry” date. The “Contribution”
date is the date specified in the date field when the contribution record was created. The “Entry” date is the actual
date when the record was saved to the database. Being aware of this difference will make it easy to find entries
which may have been made in error.

The “Standard” type of report will generate a standard contribution report for the individual. By selecting the
appropriate date reference, you can easily create a contribution statement for an individual. You can also create
many other types of reports by restricting the report to any combination of Category and Sub-Category selections.
This is a nice feature when you need to produce a report for an individual to determine exactly what was given for
a particular category and/or sub category.

While the report is being generated, you may see the following screen.

NOTE: Depending on the speed of your computer and the number of records in the database, it may take
from a few seconds to a minute or so to generate re  ports. Be patient.

If a blank screen appears with no content, it means that there was probably no data which matches the specific
criteria selected. For example: no records which fall within a date range.



An example of the Standard report:

NOTE: If a blank screen appears, it is most likely ~ because there was no data that matched the criteri  a
selected.



The “Category” type of report will generate a different style of contribution report based on the category and/or
sub category selected for the individual. By selecting the appropriate date reference, you can easily create a
contribution statement sorted by categories for an individual. You can also create many other types of reports by
restricting the report to any combination of Category and Sub-Category selections. This is a nice feature when
you need to produce a report for an individual to determine exactly what was given for a particular category and/or
sub category.

The major difference between the “Category” and “Standard” reports is that the “Category” reports are grouped by
categories and not by the month in which the contribution was given.

NOTE: Each report will be generated with the state ment, “Donor received only intangible religious
benefits. No tangible goods or services were excha  nged for contributions .” If you have entered
contributions which do not conform to this statemen t, they probably do not belong in ChurchMate!.

NOTE: Every report will contain a time stamp of wh  en that report was generated at the bottom right
corner of the report.

The report viewer screen provides options to adjust, view, print and save your report. For example, clicking on
the “Print layout” menu item will display the report as it will look when printed. Reports can also be saved as
Adobe® PDF formatted files. This provides a convenient way to archive contribution statements. For example,
saving a particular year or year’s contribution statements prior to removing a person from the database will make
it convenient to e-mail or print and mail the statement to an individual.



HINT: There are many different reports that can be  generated. The best way to learn what the reports  can
do is to simply experiment. Once you have entered some contributions, try out all of the report style s and
contents to find out which are the most useful.
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The reports menu item will take you to the following screen. It functions basically the same as the Profile Report
Tab describe earlier. However, there are some major differences:

There are many more variations of reports which can be generated, along with several graphical reports.

The reports are generated for ALL individuals who made contributions during the time frame selected.

The predefined time frames are specific beginning and ending time frames providing quick generation of
reports for specific quarters, current year or previous year.

The Reports screen has two buttons which will allow you to generate mailing label reports which will print
mailing labels for:

o Allindividuals who have been marked as being on the “Mailing List".

o Allindividuals reported on in the “Standard Reports” and “Reports by Categories” reports. These
will be most often used when mailing out contribution statements.

The label output will print on 1" X 2 5/8” formatte d label sheets matching the Avery® 5160® style.

NOTE: Remember that by utilizing the print dialog screen you can select the pages of mailing labels
which you want to print. This helps when you may h ave a paper jam and need to start printing again at  a
specific location.

NOTE: Remember these reports are generated from al | contributors and can be quite large in size. The
generation time will depend upon your computer spee d and memory. A database with millions of records
can take some time to produce a report on a slow co  mputer. Be patient.

The basic report styles are the same as the individual reports. Standard and Category.









The following screen shot is an example of a graph report:



An example of the label print layout:

WARNING: The initial report will not look like  the image below. To view the actual print layout as shown,
you must click on the “Print Layout” menu item.

WARNING: Not all printers print exactly the same w  ay. You should test print a page or two to make su  re
that your labels will line up when printed.

WARNING: The Label Print layout will also generate  a mailing label report which will print mailing la bels
for ONLY those individuals who have been marked as on the “Mailing List”. The label output will print on
1" X 2 5/8” formatted label sheets matching the Ave  ry® 5160® style.




An example of a summary report:

HINT: The best way to learn what the reports can d o is to simply experiment. There are many differen  t
combinations of report information which can be gen erated. Find the combinations which best meet your
needs.

HINT: Remember, you can always narrow the scope of  the report to a specific Category or Sub category.
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The “Database” menu item will take you to the following screen. It provides utilities to maintain your ChurchMate!
database.

“Backup Database ” button — This button will create a backup of the current database in use. These backups
can be a safe guard against data entry errors and or database corruption. Each backup is appended with a time
stamp and the extension “.cmb”. To recover a database using a backup file is very simple. Rename the desired
backup file to “ChurchMateData.sdf” and copy or move it to the ChurchMate! directory. If you do not want to
overlay the original database file, you must rename it or move the file to another directory.

NOTE: Itis RECOMMENDED to periodically copy the ¢ urrent database file and/or the most recent
backups to a datadisk (e.g. CD, Removeable drive, F  lash Drive, etc.) and keep them in a safe location  just
in case something happens to your computer and you need to reinstall your programs.



NOTE: You can also turn on the “Auto Backup“ from the “Preferences” menu option by selecting “Yes”
for Auto Backup” to cause ChurchMate! to automatica lly create a backup of the database and place it in
the “Backup” directory EACH time ChurchMate! is sta rted. Selecting “No” will disable the feature.

NOTE: ChurchMate! must be closed before renaming o r moving the current working database file.

NOTE: If you turn on the "Auto Backup” you should frequently cleanup (remove) old or unneeded
backups. Making backups each time ChurchMate! iss  tarted can eventually create many files which take
up space. Remember, backups can be made on demand by going to the “Database” menu item.

“Compact Database ” button — As databases are changed, they have a tendency to become fragmented. To
recover space in a database, it needs to be “compacted” periodically.

NOTE: The ChurchMate! database has a size limitati  on of 4 Gigabytes. This is enough to store

thousands of names and millions of contribution rec ords. However, fragmentation of the database will
decrease its storage capacity. Compacting the data  base will recover this lost space. A fragmented

database will also cause performance issues. Ifyo  u see the performance of ChurchMate! becoming

slower, you may want to compact the database and se e if that helps. If the database will not compact and
the file size is still very large, you may to consi der saving selected information off to a PDF file a  nd then
deleting some of the older contributions records to gain space.

NOTE: Itis always RECOMMENDED that you create ab ackup before compacting the database!
NOTE: Depending on the size of your database file  and the speed/memory size of your computer, the
compacting can take from a few seconds to a minute or so. Please be patient and wait for the completi  on

message to appear.

NOTE: ChurchMate! will automatically compactthe d  atabase currently in use after every 30 usesto hel p
maintain the database.



“Export Names " button — Allows you to export either “Active”, “Inactive” or all of the profiles in the database. You
can save the exported file to a disk. The exported file is created as a CSV (Comma Separated Value) text file
which can be imported into many programs that accept CSV files (such as Microsoft® Word, Microsoft® Excel,
Open Office, etc.). This is also very handy if you wish to create a mail merge for a mail out. You can also import
the CSV file into other database programs such as Microsoft® Access.

“Export Contributions " button — Allows you to export either “Active”, “Inactive” or all contributions for a specified
period or all of the years in the database. You can save the exported file to disk. The exported file is created as a
CSV (Comma Separated Value) text file which can been imported into many programs that accept CSV files
(such as Microsoft® Word, Microsoft® Excel, Open Office, etc.). This is very handy if you want to create or use
the data in spreadsheets. You can also import the CSV file into other database programs such as Microsoft®
Access along with the Profile export to create your own relational database program.

“Count Names " button — This button will count the number of profiles for either “Active”, “Inactive” or all profiles
designated as “Members” or “Non Members” or both. While this feature may be rarely used, it may be of use to
know how many records you have in the database.

“Count Contributions " button — This button will count the number of contribution records between a specified
period of time. These dates are referencing the contribution date which was entered for each contribution. While
this feature may be rarely used, it may be of use to know how many records you have in the database.

“Delete Contributions " button — This button will delete ONLY contribution entries for a specified period of time
using dates which reference the contribution date entered for each contribution. This action will PERMANENTLY
remove the records from the database. It will NOT, however, remove the profiles for these records. It is HIGHLY
recommended that if you have a large number of contributors you periodically backup the database and create a
hard copy of contributions for a specific time frame before you delete the records (usually January 1st to
December 31st) Save those reports for the period to be deleted to PDF, BEFORE deleting any records.
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You can access this ChurchMate! User’s Guide 2.01 from the Help Menu item. This will open the User’s Guide in
the Adobe® Reader program.

NOTE: You must have the Acrobat® Reader installed  on your system to be able to view the manual.

By clicking the “About ChurchMate!” item under the Help menu item, you will find the following screen which will
provide information about ChurchMate!
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ChurchMate! can be uninstalled using the “Add or Remove Programs” feature of the Windows® control panel.



Click on the “Remove” button to start the removal process of the ChurchMate! progam.



