Summary Instructions for ChurchDB

Registering Elementary and Middle School Youth
The pages following have the instructions and screen shots.
Log into the database using this link:

Link: https://www.churchdb.com/churchdb/Login.asp?iOrgzKey=118

Enter username

Enterpassword

Click on Education

Click Class Registrations

It will pull up your family members

Choose the child/youth you wish to register
Enter Grade as of 2012 Fall Semester

Select the class — it should come up correctly!

Pre-k through 2" — Spirit Play
3RP_5™ _Toolbox of Faith
6"-8" — Heeding the Call

Please enter all the emergency information and any allergies/special needs

You do not have to enter Dr. Name and Insurance Information — these are default in the system but not
required!

Save

You will receive a confirmation screen

To register another child in your family - click Add Another Registration
When you have registered all your children click continue to next page
Parent Participation — please volunteer!

Check the role(s) you would be willing to have. Don’t see something that you think needs doing use the “Notes
to the Volunteer Coordinator.”



Privacy Settings

In privacy settings you choose what is available in the directory either for your whole family or for individual
family members.

Under Membership
Click Privacy
Click the box to override default settings

Default settings are that everything is available including photo.
We are working on changing this so that one has to opt-in on photo and listing children.

Once you check override default settings you can choose what is available
When you are done click save
You can always go back in and edit these settings
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Please login with your User ID and Password.

Userp: fareassod |

Retrieve User ID or Password: | Cliek here

MicrosoftIntemet Explorer 80 {and abovel with Javascript ensbled,
costies ensbled, and & minimum screen resalution of 800 x 800, To download the latest version of Internst
Explorer from Microsoft, plesse. click here o visit their site.

For assistance with this web page, slisk here
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Click on Education
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Messages Margaret Sequeira (Church Member) of Willi Unitarian
Calendar Education Thursday, September 13,2012  Logout

EventManager = Help | Registration

Directory [Classes and Registration
Family Info Class Registrati Student History Report

Stewardship
Education
Groups
Change Role

m

For assistance with this web page. dick here
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Click Class Registrations
It will pull up your family members
Choose the child/youth you wish to register
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Messages Margaret Sequeira (Church Member) of Willi unitarian Uni i

Calendar Education Thursday, September 12,2012 | Logout

EventManager Help | Registration

Directory RE Registration Instruction

Eamily info Family ifembers listed are oniy those whose Primary Afliation is to this femily.

Stewardship 1) Review and update your Family and Family Member information by clicking on the name in the column below.

Biiston 2) Review and update Family Emergency information (this step is also included as part of the registration process).
3) Add any Family Members that do not exist in the database.

Groups 4) Selecta Family Member 1o register by clicking on the radio button o the Ieft of the name.

Change Role 5) Click on the Next' button.

Add New Member  Education Menu

Name Age Last School Attended *Highest Education Achieved
D Saieen O o Adult Level Classes
Maranret Sequeira Adut adutt Level Classes
Molle Sequeira  Chid | i e

“Education Level must be selected before registering for ciasses.

Next =

For assistance with this web pags, slick hers.
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Enter Grade as of 2012 Fall Semester

E? [ Dacument on the new dat. 7 (@ ChurchDB Web-Based Ch, > (&) Google Calendar %Y Faith Development Progra: m

&« C A 2 hitpsy//www.churchdb.com/churchDB/Education/ClassRegistrationHoH.asp w e B

[7] AAP Self Service (] Imported From Firef... (3 Other bookmarks

ChurchDB

Messages Margaret Sequeira (Church Member) of Willi Unitarian Uni 0
Calendar Education Thursday, September 13, 2012 | Logout
Event Manager =~ Help | Registration
Directory Education Meny
Eamily Info Name  Age  Last School Attended *Highest Education Achieved
Stewardshi lolie Sequeira Child Eighth asofthe [2012 - | Fall Semester
BiEmtion “Education Level must be seiected before registering for classes
e Available Classes for Mollie Sequeira
Change Role -
Term Class Hame Dates Course REgistereal
Capacity
Heeding the Call
P /912012 11:15:00 AM
2013 Heeding the Callis our class for Middie School youth, those in grades  thru 1 [
six through eight 6/2/2013 12:15:00 PN

Next Cancel

For assistance with this web page. gligk here,
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Select the class — it should come up correctly!

Please enter all the emergency information and any allergies/special needs
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Messages Margaret Sequeira (Church Member) of Williamsburg Unitarian Universalists (Williamsburg).
Calendar Education Thursday, September 13, 2012 Logout
Event Manager Help | Registration
Directol
o Cancel
Family Info
Stewardshi Student Registration
[ — Class Information for: Heeding the Call Dates: 9/9/2012 11:15:00 AM - 6/2/2013 12:15:00 PM
f— Course Number: HC-1 Course Title: Heeding the Call Qualties of a Justice Maker
. # Teachers: 1 Max Students: Term: 2012-2013
Sl Individual Information
Sequeira, Mollie 124-1 Gov. Berkeley Drive, Willamsburg, V& 23185 Age: 12
Grade: | Zighth Grade IZ‘ as of the |z01z El Fall Semester

Emergency Contact Information:

*Emergency Contact: Copy Info From:
No Records Available

m,

Contact Relationship:
*Contact's Phone #1: - -
Contact's Phone #2: - -
*Doctor's NHame:
*Doctor's Phone #: = &
Insurance Carrier.
Insurance Policy Number:
Insurance 1D Number

Insurance Group Number

Insurance Provided Through
(which parent, or place of
employment)

Subscriber or Card Holder's Hame
Addr 1:
Address of lnsurer: Addr 2:
City: State: [=] zip:
Phone Humber of Insurer. - -

Special considerations to be aware of:
(i.e. allergies, medical conditions, etc.)

40 PM
9/13/2012

2 %

The default is to ask for Doctor and Insurance information — you DO NOT need to fill this part out — you can
leave it blank if you choose!

Save when you are done!



You will

receive a confirmation screen
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Directory
Eamily Info
Stewardship
Education
Groups
Change Role
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Margaret Sequeira (Church Member) of Williamsburg Unitarian Universalists (Williamsburg)

Education
Helo | Registration
Registration Confirmation for Mollie Sequeira
Confirmation Humber: 176158
Registration Date/Time: 9/13/2012 3:43:35 Pt
Term: 20122013
Course Humber: HC-1
Course Hame: Heeding the Call: Qualties of a Justice Maker
Class Name: Heeding the Cal
Dates: 5/9/2012 11:15:00 AM thru 6/2/2013 12:15:00 P
Class Fees / Other Fees: 50/50
Note: You may wish to print this page for your records, using your browser's PRINT button.

TO COMPLETE THE REGISTRATION PROCESS, PLEASE:

Continue to Hext Screen  Add Another Registration  Delete This Registration

For assistsnce with this web page. dlick here
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Thursday, September 13, 2012

Logout

https://www.churchdb.com/churchDB/Education/RegistrationConfirmation.asp?PAGE

[] Other bookmarks
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9/13/2012

To register another child in your family - click Add Another Registration

When you have registered all your children click continue to next page



Parent Participation — please volunteer!

Check the role(s) you would be willing to have. Don’t see something that you think needs doing use the
“Notes to the Volunteer Coordinator.”
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ChurchDB N
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Messages Dave Banks (Church Member) of Willlamsburg Unitarian Universalists (Willlamsburg).
Calendar Education Saturday, September 15, 2012  Logout
Event Manager Helo | Registration
Directory Parent Participation
Family Info Please select at least one area in which you or your spouse can support the Falth Formation program this year.
Stewardship Class Registration for Prothero Banks
Education Confirmation Number: 176643
G Course Name: Toolbox of Faith
froups Class Name: Toolbox of Faith
Change Role Dates: 9/2/2012 11:15:00 AM thru 6/2/2013 12:15:00 PM
Dave Virginia

8 ] Bulletin Boards

O O LFDCommitee

a (] LFD Committee Chair

— — LFD Communications and

= ‘—  Publicity

Middle School Assistant

Music for Childrens Chapel

0o
000

= Social Events

[

Please have the Religious Education Velunteer Coordinator contact us.

Notes to the Voiunteer Coordinator:

@ Please contact me about Volunteering Naxt

Hit Next



You will have a statement of your registration and you are done!
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ChurchDB \\é‘f:/
Messages Margaret Sequeira (Church Member) of Williamsburg Unitarian Universalists (Williamsburg).
Calendar Education Saturday, September 15, 2012 Logout
Event Manager  Help | Registration
Directory Back Print POF Print PDF with Details
Family Info
Stewardshi Family and Term
Biinan Family ID and Last Name: 881517 - The Sequeira Family
Term: 2012-2013 (0092012 - 06/02/2013)
Groups To change Term, click on the ‘Fees’ Link sbove.
Change Role Registration Fee Summary
= Start End Class Other
Registrant Name Class Name Date Date  cCountClass Fee Fee
Mollie Sequeira Heeding the Call S/9/2012 6/2/2013 Yes $0.00 SO0.00
Totals: 1 $0.00 S0.00
Fees PaymentsiCredits Balance
Class/Other Fees Additional Fees Payments Credits Due
$0.00 $0.00 50.00 $0.00 $0.00
View Details
Back
ETHOME3787 4
Internef access
For assistance with this web page, dics here.
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Privacy and Photo Permisision

Under Membership
Click Privacy

Click the box to override default settings
‘n 1] Document on the new dzt ;"@(hwmoswm-sam(h V-\l] Facebook m
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/Membership/FamilyHome.asp?iFmlyKey=881517 vl M K
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Messages Margaret Sequeira (Church Member] of Unitarian Uni il )
Calendar Membership Friday, September 14, 2012 | Logout
EventManager = Help | Family | Privacy | Rites of Passages | Emeraency | More
Directory Ere)
Family Info § §
Stewardship [
Privacy Options are set on the Organization, Primary Site and Family Levek.
Education Famiy Level rcords supsrsede the defautts of Organization and Primary Site
Groups Primary Ste defaut supersedes Organization defautts.
Change Role No Privacy record exists for this family. Therefore the Primary Site default to 'Show' will be used.

If & Famiy Privacy record is used, tems checked on this page wil appear in the onine directory.
Selectingideselecting tems with shaded backoround will change the entirs row or column they precede.
If you have not already done o, you can upload photos of each family member by clicking here.

The Sequeira family of Willi Unitarian in
[ check this box to override dirsctory listing defauks by creating a privacy record for this famiy.
Jame Home Mail Home Work  Cell Other _ .. -

Addr Addr Phone Phone Phone Phone
Sequeira Family
Family Members
Sequeira, Donna J (HoH)
Sequeira, Margaret M (HoH)

Sequeira, Mollie

For assistance with this web page, dick here
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Default settings are that everything is available including photo. We are working on changing this so
that one has to opt-in on photo and listing children.
Once you check override default settings you can choose what is available



€« C https://www.churchdb.com/churchDB/Membership/Privacy.asp?iFmlyKey=881517&sPrevPage=/churchDB/Membership/FamilyHome.asp?iFmlyKey=881517 ol K | @
[7] AAP Self Service [ Imported From Firef... (@ ChurchDB Web-Bas...

("] Other bookmarks

ChurchDB N 1
b

Messages Margaret Sequeira (Church Member) of Wil Unitarian g
Calendar Membership Friday, September 14, 2012 | Logout
Event Manager = Help | Family | Privacy | Rites of Passages | Emergency | More
Directo
SEE Save  Cancel
Family Info
Prit Options
Stewardship - _ ——— L
- Privacy Options are et on the Organization, Primary Site and Famiy Levels.
Education Family Level records supersede the defaults of Organization and Primary Ste.
Groups Primary Site defaul supersedes Organization defaulls
Change Role No Privacy record exists for this family. Therefore the Primary Site default to "Show" will be used.

If a Family Privacy record is used, tems checked on this page will appear in the oniine directory.
Selecting/deselecting tems with shaded background will change the entire row or column they precede.
If you have not already done so, you can uplead phetos of each family member by clicking here.

The Sequeira family of Willi Unitarian Uniy ists in Willi

Check this box: to override directory listing defauts by creating a privacy record for this family.

Home Mail Home  Work Cell Other

Vame  addr Addr Phone Phone Phone Phane

Email  Photo

m

Sequeira Family

Family Members

Sequeira, Donna J [HoH)
Sequsira, Margarst M {Hol)
Sequeira, Mollie

For sssistance with this web psge, dlic here
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When you are done click save
You can always go back in and edit these settings

10



