Membership Database Application

This application tracks member payments for dues, programs, and events; generates form letters for past due notices, end-
of-year summaries; provides the capability for users to create custom form letters; and generates reports.

When the application first starts, the Past Due screen is displayed. This screen has tabs to show members that have
outstanding amounts due for 30, 60, and 90 days. Members that have incurred charges for which the due date has not yet

arrived show in the "Current" tab.
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Dues

Event - Cape May 2003
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The Members screen is shown below. A member can be navigated to by clicking on the appropriate alphabetic tab at the
top of the screen. Clicking on a member in the list causes their detail information to displayed in the four tabs below: their
general demographic information, the events they have signed up for, the programs they have signed up for, and their
payment history. This screen also facilitates adding a new member and updating or deleting the currently displayed
member.
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E First Mame | Last Mame | Level | City | State | Fhone # | A
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Exit &= Merrber a’ rerrber M member L% o \fﬂ i o
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The Events screen is shown below. Here, the user manages (adds, updates, deletes) events sponsored by the organization.
This involves setting the date and cost for the event as well as any discounts afforded to members based on membership
level. This screen also allows the user to manage the members that are signed up for the event.

- Membership Database - [ Events]

Al “  Event Description Event Diate Cost I
)
= #* Cape May 2008 2003-10-31 £225.00
: Neditation Under the Star 2008-06-14
#*Mavigating Path Freedom 2008-07-13 $£35.00
#*Pathway o Freedom 1 2008-023-28 £525.00
Programs | | &*Songs of the Dream Garden 2008-05-10 $£45.00
Pellylments

% | Event Description: {Meditatiun Under the Star Event Date: | Cost: [$65.00

\J)F Friend [0.00% F'atrun1|15-':“3% Supporber|15-UU% Temple Benefactor |100.00%
Repoarts Family Member |0.00%

L?_F_ters Members
I Mermber Mame Discaunt | Mem Cost | # Guests | £ GuestJ Tot Due | amt Pd, | Bal Due | s (84
Tables | [ & 0.00%  $65.00 0 $0.00 $65.00  $65.00 $0.00 &r
] I0.00%  §45.50 0 $0.00 44550  $45.50 $0.00 . é“*rﬁger
% - 100.00% £0.00 D £0,00 £0.,00 £0.,00 £0.00 .
1mp { Exp | [ 0.00%  $65.00 0 $0.00  $65.00  $A5.00 $0.00 ~
- .':. 0.00% £65.00 ] £0.00 £65.00 £65.00 £0.00 N
’Li? .';. 100.00 % £0.00 0 $0.00 $0.00 $0.00 $£0.00 Delate
cariig 12 MEMBERS $435.50 1 $0.00 $43550 $435.50  $0.00 — s

Exit E:]] Add Event j Edit Event w Delete Event H y '@ ;: Close
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The Programs screen is shown below. Here, the user manages (adds, updates, deletes) programs sponsored by the
organization. This involves setting the date range and monthly cost for the event as well as any discounts afforded to

members based on membership level. This screen also allows the user to manage the members that are signed up for the
program.

3 ‘ »+ - Membership Database - [Programs] D@@
| - &
o Prograrm Description | Start Date | End Date I Maorthly Cu:nstJ
-},_-;‘-’:") E Mewsletter Half Page 2002-03-01 =20028-02-31 $£50.00
% Mewsletier Quarterpage £25.00
D 'ﬂNewsletter Whole Page 2008-05-01 £100.00
pggmeé,ts Description: Start Month: Start Year:  End Month: End “ear:
@ |News|etter Quarterpage Mlary LJ|2DDEI |(Njf.\) L”
'\J;F Monthly Cost:  [525.00
Reparks M El evel D L
.' 5] Friend |0.00% Pafran JD.DD% Supporter [0.00% Temple Benefactor (0.00%

[Stiare Family Mernber [0,.00%

Tables | -Members

% Member Mame Start Date End Date % Discount Monthly Cost | o ~N
: B 05 &dd Member
I 3 2008-05-01 0.00% £25.00 ﬂ}
mp J Exp | || =
3 il 2008-05-01 0.00%: £25.00
‘LC? @ 2008-05-01 0.00% $25.00 D i
il 5 CURR MEMS CURR MO TOT: $125,00 o | XD BIELE MEmDer

@ ; Edit Edit Delete : ;
Exit E:]]ﬁdd RER jBasic Info jCDsthisc xPrggram H @ i Y Close
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The Payments screen is shown below. Here, the user manages member payments for dues, events, programs, and
donations.

- Membership Database - [Payments]

Members
@ Recent Payments Show payments made between J 541 /2009 L] and | 6 f14/2009 j & OK

$100.00
Programs | | SR8 2009-06-06 $100.00 Check

h L= 2009-06-06 $20.00 Check

% Lok 2009-06-06 $100.00 Cash
L=k 2009-06-06 $£75.00 Check
= 2009-06-03 $20.00 Check

=R h 2009-06-03 £65.00 Check Meditation Under,.. W

@

=

\J)F Mermber Marne: - j Date Paid: 1 ) Amount Paid:  |$100.00
Hiov Paid: ' Casl ¢ che o} t A hieick Murmt :

Paid Far = D " By £ Pro

Tables

Imp / Exp

==

Canfig

— LJ;I']:’-\dd Fayment jEdltPa\;ment xDelete Fayment H i YI‘@ [l “ Close
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When the user clicks the Reports button on the sidebar, they are presented with a list of various reports that can be run:

X' Reports |;] |E| X
~Select a Report to Run

| |Dues Management Report
Event

i Event Management Fe
Event Queryl

Mernber List Report
Mernbership Level Report
Sarmple Member List Report

- Destination- 1
. v ok
" Printer

o MS-Access Window x Z I
ance

Upon making a report selection, they are presented with a corresponding screen to set the parameters for the report:

Event Report Parameters

Check the event(s) you would like to report on.

W Cape May 2008 (10/31/2008)

v Meditation Under the Star (6f14/2003)
v Mavigating Path Freedom (7 13/2008)
v Songs of the Dream Garden (5/10/2008)

Check all ¢ Unicheck Al

For each event, show:
& 4l Members

" Only members that have a balance due

" Only members that are paid-in-full

V Ok, x Cancel




Once the parameters are set and they click OK, the report is run via MS-Access:

Kl Microsoft Access - [Ewent Report] E'@EJ

P49 File Edt Miew Took indow  Help Type a guestion For help = o & X
i b ~ -il-{,lﬂLﬂI 100% > | Close | Setup |AIE ~ | 3 jv|-t_))!
~
Event Management Report
Member Name Member Cost Guest Count Guest Cost Total Due TotalPaid  Balance Due
Cape May 2068 (16312668
$22500 $22500 $2:25m
$19800 $19200 $122.00
$22500 1 $1a000 $40500 $405.00
$22500 $22500 $2:25m
$22500 $22500 $2:25m
$22500 $22500 fzsm
$22500 $22500 $2:25m
T Menher $L548.00 1 $180.00 $1,728.00 $630.00 $1,093.00
Meditaion Under the Star (14:2008)
$85.00 $85.00 $85.00
$85.00 $85.00 $8500
$85.00 $85.00 $85.00
1
$85.00 $85.00 $85.00
$45.50 $45.30 $45.30
$85.00 $85.00 $65.00
Sunday, Fune 14, 2008 Pagelof3
__Jhd
Page: | 1 E][E < | >
Ready




When the user wants to send a form letter to a group of members, they click the Letters button on the sidebar, which
invokes the Form Letter Wizard, which takes them through a series of screens to specify who should get what letter. In
this example, the user wants to send letters to members that have payments outstanding for 90 or more days. They select
the "90 Days Past Due" option in the middle area of the screen, and click the "Select from Past Due List" button.

*% Form Letter Wizard

S=dForm Letters and Labels

Welcome to the
Form Letter Wizard

The Form Letter Wizard will guide you through the steps necessary to generate a mass mailing
for a group of selected mernbers. The first step is to generate the list of members whio will be
receiving the raling. To get started, click the "Member Search” button at the bottom of the
SCrEEmn,

Alternatively, if you wish to select a group of members that do not fit "neathy” into a search
criteria, you can choose the desired members for the mailing from the list of al members by
clicking the "Select from List of All Members" below:

& Select from List of &l Members

For Payment Past Due Mailings

If wou wish to send out a "payment past due” mailing, you can generate your selection list by
clicking one of the radio buttons below: and then click the "Select from Past Due List" button
bl

" 20 Days Past Due " &0 Days Past Due {+ 00 Days Past Due " Current

L% Select from Past Due List
For End-of-Year Letters

If wou wish to send out "end of year” letters (showing the member the amounts they have
paid for dues, events, programs, and donations), enter the appropriate year below and click
the "Select Members with Payrents in Year" button,

Year: 2009

52 | Select Members with Payrents in fear

& — o
@ c@ Mermber Search ;E | Close ‘ Mext 1o 9




Continuing the example, the list of members with payments outstanding for 90 days or more is displayed. If the user
wants to send the form letter to all these members, all they need to do is click "Next"; otherwise, they can choose to
exclude specific members before moving on.

- * Form Letter Wizard

g Form Letters and Labels

en Member Search Results

The Member Search has returned the member list below, The members in this list are the ones for whom the form
letters and labels will be generated. If desired, you rmay further refine the list by rermoving one or more rmembers fromm
the list. To do so, highlight the members to be removed and click the Remove Selected Members button,

15 record(s) found.

First Mame Last Mame Level City | State ] Phone # ]

1T
g || REMmOVE Selected Mermbets

[ : Back Q% I : E Close Mext @ ‘




On the next screen of the wizard, the user can either create a new template for the letter or use an existing template. Here,
they choose to use the existing "90 Days Past Due" template:

** Form Letter Wizard

gl Form Letters and Labels

= Form Letter Template

By clicking the desired option below, you can either create a new termplate or Lse a previously saved template for this
mailing.

(" Create Mew Template

f+ |Ise Existing Template:

Template Mame | Subject Body
j 30 Days Past Due Payment Past Due
j 60 Days Past Due Payrment Past Due
. 00 Days Past Due Payment Past Due

This is a friendly reminder to let you know that yvour me. ..
Verbiage for 60 days past due. Moderately strong langua. ..

e have noticed that you have alowed your mernbershi,..

j_ End-of-Year Payments  End-of-Year Paym...  Thark you for your support this year, The year being <<,
| General Past Due Payrent Past Due Yerbiage for general past due letter,
| Mermber Level Letter Mernber Level Letter

We appreciate your support over the years and know th...
We appreciate yvour support over the years and know th...
O Sunday June 29th the entire Cormmunity will corme to..,

j Mermbership Level Letter .
| Mew Member Welcomi...  Membership welco, .




On the next screen of the wizard, the user can create the template content (if adding a new template) or modify the content
of the existing template (if desired). They also select a Save option for the template.

.*5’ Form Letter Wizard E@. -

p=@iForm Letters and Labels

B Form Letter Content

sing the text areas below, you can create, modify, or verify the content for the letter to be generated for this
mailing, The ternplate can optionally be saved using one of the Save Options below:,

Template: 90 Days Past Due

Subject:  [Pavment Past Due
Body:

e have noticed that you have alowed yvour membership pledae to lapse for 90 days or more, Please
let us know if our records are correct, Your support of
I

keeps our Center open
as a refuge and sanctuary for so many people on their spiritual paths.

Please contact with any guestions,

The support of generous members lke you makes it possible to continue as a light in the darkened
corners of the world!

Save Options

l l " Do Mot Save This Template " Owerwrite This Template
L] £ Sy : fe (" SaveThis Template As:

I I

@ Mote: In the body text, the string "< <YEAR =" wil be replaced by the vear entered on the First screen of the wizard and
" 2 PAYMENT _IMFOz= =" will be replaced with the member's vearly payment tokals for dues, donations, events and programs,

I@ Back % - E Close Mext @ ‘




Once the letter content and save option has been set, the letters (and optionally mailing labels) can be generated. Here,

they opt to open the generated letters in MS-Word. Once they click "Generate Letters", the system creates the letter for
each of the selected members.

- * Form Letter Wizard

gl Form Letters and Labels

& Print Letters and Labels

Letters and labels can now be generated. Click the appropriate button to print either one, once your printer is loaded

with paper or label forms respectively, Alternatively, you can choose to open the letter andfor label set in MS-Ward,
Additionally, you can choose to send the letters as e-mail attachments.

i~ Letters - Output Dptions
{+
ol

i Labels - Output Options
{+

[ eiald

Generating letters. Please wait.

Generating letter for
Generating letter for
Generating letter for .

<] o o= s x| 1,




When the system is done generating the letters, the letters open in MS-Word:

Temp.doc - Microsoft Word |Z”E”X|

Type a question far help = X

June 14, 2009

In regards to: Payment Past Due

Dear
We have noticed that you have allewed your membership pledge to lapse for 30 days or more.
Please let us know if our records are correct. Your support of

. - . keeps
our Center open as arefuge and sanctuary tor so many people on thew spiritual paths.

Please contact with any questions.

The support of generous members like you makes it possible to continue as a light in the
datleened corners of the world!

Tours truly,

The Staff of

&r‘c.!

Page 1 Ser 1 115 At 07 ni1  Col 1 REC| [TRIC| [E2T | QWR




The same process is repeated for the mailing labels:

E.El Labels Temp.doc - Microsoft Word |Z”E”z|
FEle Edt Wew Insert Format Tools Table Window  Help Type 3 guestion for help = -

ead

g Marmal + 10 pt ~ Times New Roman ~ 10

Lo e e & B LH

=mE:zw< Il | i
iDraw- Lp | Adtoshapes- N\ N (DO A ol 73 8] & & - - A a9

Page 1 Sec 1 111 At 0.7 ln1 Caoll REC| TRE| [ExT oVR| | CHY




The Tables screen allows the user to maintain various back-end tables (pick lists) used by the application. These include
membership levels, "how discovered", and discounts.

.i Table Maintenance

| &> | How Discovered

% Discount
| Close

B Level Maintenance

Enid Diate

Lewvel Description Annual Dues

|:| Friend $12EI.EIEI 1920- Dl Ell
@ patron $600.00 1920-01-01
@ supparter $200.00 1980-01-01
@ Termple Benefactar $1,200.00 1980-01-01

Level Description: ]Farnil\).f Mermber

Annual Dues: |$EI.EID Effective Date (Month/ear): IJanuarv j {IQEIEI

|Lewvel History:

Lewel Description Annual Dues | Effective Date End Date |

- Update Level 7L, Update Level 7| Delete/Inactivate = =
[__ldl} Add Level @ (Rename Only) D? (Dues/Eff Date) _d Lewvel H. : @ g Close




* How Discovered Table Maintenance

s dHow Discovered Table Maintenance
Int ¥ -
2
Print e
ng:mpaper Add
Joint Effart
Starting Point
x3
Delete
Close

% Discount Maintenance

YajPiscount Maintenance

DiscoLnt Description DiscoLnt % |
“Early Req. Discount 23.00%
lﬁli'athway Senior Discount 11.00%:
s Senior Citizen's Discount 10.00%,
@ standard Discrentionary 15,00%
W student 25,00%
Wtest description 20.00%

|Discount Description: |Ear|3f Req, Discount

Discount Percent: igglm%

If;] add Discount y Delete Discount | H L[ i@ Carce ;; Close




The Import/Export feature allows the user to create a file to export, or to import a file from an external source. In the
first example, the user is going to export new member records (the user can opt to export only those records that have not
previously been exported (new), or export all member records).

** Import/Export Wizard

Edimport / Export

3(3{'.-‘1-

P Welcome to the
Import/Export Wizard

The Import/Export Wizard will guide you through the steps necessary to create a file to export
o to import a file from an external source, Select an option below and click Mext,

Import/Export Options

i+ Export MEW Mermber Records
(Mernber records that have not been previously exported)

" Export ALL Mermber Records

£ Imnport Member Records

@ ;: Claze ‘ Mext (o 3




Next, the user selects which fields from the member records they want to export:

** Import/Export Wizard

Bimport iBxpot
| Select Fields to Export

Select the fields to be contained in the export file by checking the appropriate field
rarmes in the list below, then click MNext,

W E-Mail Address

| First Marme

v Last Marme

vl Address Line 1

v Address Line 2

W ity

v State/Province

v ZinfPostal Code

v Horme Phone Mumber
v Honarific (e, /s, fetc, )
v Suffiz (v, /S, MDfetc, )
v Couintry

Select all Deselect Al

\Q Back ;: Close

Mext @




Next, the user selects the file format and location for the exported file:

** Import/Export Wizard

E1import / Export

Prepare Export File

Specify whether you want the fields in the export file to be separated by commas or tabs by selecting the
appropriate option in the File Formmat section. Specify the location (folder and filenarme) where the file is to be
saved either by typing in the full file path or by clicking the Browse button, which will open a standard Windows
Save dialog box which will enable yvou to navigate to the appropriate folder and type in the desired filenarme, Cick
Mext when done,

File Format

&+ Cormma Delimited

" Tab Delimited

File Path

Chexport_test.cev 'sJI— 5\] Browse ...
i |

2N Back ;: Close Mext @ ‘




The user then clicks the "Export Now" button to complete the export process:

** Import/Export Wizard

Blimport /Expot
Export File

The Wizard fiowe has all the information it feeds to complete the export, Click the Export Mowe button to
export the file, When the process is complete, click the Close button to close the Wwizard,

The export process is now complete.

<IN ] s 5)




For the import process, the user chooses "Import Member Records" on first screen of the Import/Export Wizard:

** Import/Export Wizard -

E1import / Export

’ Welcome to the
Import/Export Wizard

The Import/Export Wizard will guide you through the steps necessary to create a file to export
ot to impart a file frorm an external source, Select an option below and click Mext,

ImportfExport Options

" Export MEW Member Records
(Mermber recards that have not been previously exported)

" Export ALL Mermber Records

+ Impart Mernber Records:

@ ;: Close Mext (o 3




Next, the user locates and specifies the format of the import file:

g, Import / Export

Import File
Location and Format

Specify the location (folder and filename) where the import fle is located either by typing in the full file path or by
clicking the Browse button, which will open a standard Windows Open dialog bosx which will enable you to
havigate to the approptiate folder and select the appropriate flename, Specify the format of the import file

icornrna-delimited or tab-delimited) by selecting the appropriate option in the Fle Format section. Click Mext when
done,

File Path

i -ontacts.csy i ] ST
[ :

File Format*

&+ Comrma Delimited

™ Tab Delimited

@ *Mote: The first record of the impott fle MUST contain the field names. If the import file is in comma

delimited format, the field names in the first record as well as the data in the subsequent records MUST
MNOT contain embedded commmas,

l@ Back E Close Mext I@




Next, the user maps the fields on the import file to the corresponding member fields:

** Import/Export Wizard

S

| Map Import File Fields
to Membership Database

Lz the grid in the "Map Fields Here" section to match the Import File Field shown in the left-hand column to its
corresponding field in the Membershin database by selecting the database field from the drop-down that will
appear when you dick on the adjacent cell of the grid under the "Database Field" colurmn, If the import file
contains a field that does not correspond to any database field, or if you wish to skip a particular field in the import
file, select “(skip)" from the database field drop-down. For reference, the contents of the import file appears in
the section labelled "Contents of Impart Fle”,

Contents of Import File

Email Address | First Mame Last Mame ity I ZipfPostal Code &

W
R T e o o Tl -

FaY
w

Map Fields Here

| Text File Field | Database Colurmn
@  Email address E-Mail Address
[_Tﬁ First Mame First Mame
[ﬁ Last Mame Last Mame
@ city City
(@ Fin/Postal code City LJ

.ﬁ.ddress Line 2

Horme Phone Mumber
Honorific (M. /Ms. fetc.)
Suffiz (v Jor JMDfetc,) -
Zounkr il 8

\@ Back:




The user would then click the "Import Now" button to complete the import process:

** Import/Export Wizard

= ]import / Export

Import File

The Wizard nowe has all the information it needs to complete the import. Click the Import Mow button to
irmpart the file, When the process is complete, click the Close button to close the Wizard,

% Irmpiort Mo ‘

Y Bark ;: Close @




