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Getting Started

Immediately after you signh up with MyFlock.com or eXtremeYouth.com, your
initial web site will be created. You will receive a welcome email that
includes a link to the location of your site, a link to your administration
control panel, and your administration login and password.

We recommend that you complete the following tasks within a few days of
creating your site:

1. Begin to customize your site and add content/information.

2. Add your members to your site so they can login and begin completing
profiles and interacting with others in your church or youth’s online
community

You can access your site from the link in the welcome email.
Administrator Login
You can begin to customize your site immediately by logging in as the

administrator. You can login via the link in the email or from your site by
choosing the “admin login” link in the admin area of your site.

Ryans Church

AboutUs Communicate Inform Connect Grow Donate Admin

CURRENT SERIES HEADER
This week's series is... Use the editor to replace this
content with content about this week/month series.

Or, use to highlight a special topic or event. Use the
"learn more" link below to link to a page with more details
about your series.

LEARN MORE

Click on the Launch Admin Panel button:



[ Launch Admin Control Panel... ]

and login to the Admin Control Panel using your admin login (email address)
and password:

3 https:/fmyflock2.com - MyFlock - Control Panel - Mozilla Firefox |Z|@|E|
) - "“’ﬁﬂ‘ CLOSE [X]
myfiock.com - i
Alive Church Admin Login
Admin email |
Password: | |
Done myflockZ.com (&%

Once successfully logged in, you will be able to access all the features on the
administration control panel. If you have forgotten your password, you can
click the “I forgot my admin password” and the system will email you your
password.
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(@) MyFlock - Control Panel - Mozilla Firefox (=@ = ]

https://myflock?.com/cgi-bin/adminlogin.pl ﬁl

- . lirﬂ.'/l”lqgk. com

Your premium site ends in 28 days! Click to activate y(;ur site now.

te Main

Cool Features:
- s

YT we've updated the calendar!
Check out the cool new look and the hover
details featura! Now you can have an
unlimited number of avents per day and
you can add formatted descriptions and
aven include photos and images on the
event details. ¥You can even choose from a
wvariety of color schemes for your calendar.
There's a new ability to set up recurring
transactions as well.

lect Page Design
Site Manager

m

Check out the MyFlock admin guide here.
This guide will answer most of your
guestions.

% Communication Center

Check out the new video training library

2 3'[émber Manager

Do you have a suggestion to improve
MyFlock.com? Let us know here.

% Contributions

% Sermons/Media
EARN $30 THROUGH THE MYFLOCK
F.EFERRAL PROGRAM:
Existing Church customers can earn $50
% Outreach cash by recommending our services to new

clients. When the new client subscribes to
the J5L WEB SOLUTIONS web service we
will send you or your church $50. For more
information please give us a toll free call
at 1-866-852-6648 or drop us an email.

*/ Manage Admin

oy
2}
| 4

Done

Selecting a Site Theme

To change the design of all the pages within your site, choose the “Select
Site Theme” and select the radio button of the desired design. You can
preview how your site will appear in each design by clicking on the
thumbnail image. To advance to other theme designs, either select the >>
arrows, or a particular page number. Once you select a theme, hit the
submit button at the bottom of the page to update the design of all the
pages within your site. The content of the pages will not be affected; only
the theme design of the site will be updated.

If you have a custom design you would like to use, select the “custom design”
radio button and enter the code you were provided for the custom design.



L) https://myflockZ.com - MyFlock - Control Panel - Mozilla Firefox

Admir

Site Main

Select Page Desizn
' Site Manager
f-:haﬂLngu
Enable/Disable Features
_Announcements
Newsletter

Calendar

- Survey Adminisiration

ail Church Memhers

ail Mewsletier
Phone Caller
Greeting Card Mailer

Forum Administraiors
-@1 Prayer Board

ent Management

1 Upload Files/Forms

sEragd

Member Manager

Sg]  Add Member(s)
r‘! Add Family

‘my!/flock.com

Please Select a Design:

123456789101112131415161718192021

22232425 >>

Darne

Adding Page Content

Select the “Site Manager” to modify and add pages to your site.




& MyFlock - Control Panel - Mozilla Firefox b= )
https://myflock2.com/cgi-bin/site_mgr.pl ﬁ| I

- mjrw;'lnsk com

=8 About Us Update Category Mame
Communicate Update Category Mame
Infarm Update Category Mame

Connect Update Category Mame

Grow Update Category Mame
Daonate Update Category Mame
Admin Update Category Mame

myflock2.com [} .*" F TR ti szrox @ PageRark Alexs

To update the menu category name (the word or phrase that categorizes the
menu choices), type the word or phrase and hit the “"Update Category Name”
button. The category name will be updated on your site. Each of the menu
item/pages listed below the category name will be displayed under that
category.

To see the pages within that category, select the “down arrows” link to show
the pages.
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lq Done

To add a page to your site, hit the edit icon (pencil and paper) next to the
“add page here” listing. This will open the page editor for a new page. To
edit an existing page, hit the edit icon next to the page listing. This will
show the page editor listed below.

To move a page within the category, hit either the up or down arrow to move
the page within the category.



_ *‘ myfiock.com .

I |
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Select automated page | &
http: [/}

Update Page

return to site manager

EE&EE HUR «+FEEEGG a%% HE He BI U X x
PO HEE & O E soure

Styles = N Format = N Font = § Size B T AT R a

r New Sunbpbay

NiGHT VENUE CURRENT \q‘_ J!!B
SERIES > I\a

oo AND

After you select the page you wish to edit or add, you should enter/update
the page/link title. The page title must not be blank. You should then select
whether you wish to use an automated page, a link to another site or page
within your site, or define a custom page.

If you elect to use an automated page, you must select one of the
automated pages from the drop down menu. If you elect to link to another
address, you must enter the full address (including the http://). If you elect
to edit or create a custom page, select the third radio button and edit/create
the custom page using the built in page editor.

You can create the custom page by selecting one of the layout styles by
selecting the template icon on the editor panel. A palette of layouts will be
displayed for you to choose from. Select one of the layout styles from the
palette. Please note that when you select a layout from the palette, any
previous content on the page will be automatically removed if you select that
option.

10



' Content Templates .

Please select the template to open in the editor

= ¢

" Default Page
FEFREANRTR-
T Default page setup.

B | moco | g

Select automa

http://

;_n = Modern Layout

e
" Modern Look
14 .

Talw(

¥ Replace actual contents

gEa& B LG &I

i
Al
i
(i
[
Il
o

r New Sunbpay

NiGHT VENUE CURRENT

THE
OUNT SERIES

Once you select the layout style, your editor will contain sample information
in that layout style.
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EE&E HUR 4B E@E a¥¥ HE @Me BI U XX
== EE=E= PO E & O ElSource
Styles = Normal = B Font = B Size = G AT R

o'

CURRENT SERIES HEADER

This week’s series is... Use the editor to replace this
content with content about this week/month series.

Or, use to highlight a special topic or event. Use the
"learn more" link below to link to a page with more detail

about your series.

LEARN MORE

Welcome to (Your Church's Name)!

A good place to put a sentence or two about your church so the viewer knows
where they're at, and maybe where your located at too. Replace this text with
your church's introduction in the editor. Set the "learn more” text to link to a full
"about us" page.

LEARN MORE

0 News and Info

Weekly and manthly
updates to keep your
congregation up to date
and informed. Church -
outings, adult/youth ard
meetings. Set the “learn ¥

To edit the text, simply highlight the text and use the editor icons to
manipulate the text. You can mouse over each icon to get a text description

of each button.

To edit or insert photographs or images, click the image icon (top row, 2"

from the left).

12



hitps:/imyflock2.com - Image Properties - Mozilla Firefox rz|

Image Properties

Image Info | Link Advanced

LRL
| | [ Browse Server ]

Alternative Test

Presig
"wiidth . ) L -
] a O Lorem ipsum dolor =it amet, congectetuer adipizcing
Height elit. Maecenas feugiat conzequat diam. Mascenas
metus, Vivamus diam puris, cursus a, commodo
Barder non, faciliziz vitae, nulla. Aenean dictum lacinia
tortar. Munc iaculiz, nibh non iaculiz aliquam, orzi
HSpace feliz euizmod neque, zed ormare masza mauriz zed
WSpace welit. Mulla pretium mi et risus. Fusee mi pede,
i tempor id, cursus ac, ulamcaorper nec, enim. Sed
Align M tarbor, Curabitur rmalestie. Duis velit augue,
condimenturn at, ultices a, luctuz ut, orci. Donec
pellentesque egestas eros. Integer cursus, augue in
curzus faucibug, eros pede bibendum sem, in v
| Q. | | Cancel |
Done myflockZ, com (s

The image properties window will appear as shown above. You can type the
URL of a known image into the URL area, or more often hit the “"Browse
Server” button to upload or select images from your gallery.
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¥ https:/imyflock2.com - Photo Album - Mozilla Firefox

Image Gallery (click image to select)

Upload MNew Image*:| [ Browse. ][ Upload |
* - files should be less than 300k in size. Remove Image(s)...

L o e
jawascriptisetFiled’. /... . Jorgs_pubfchurchi fealdbfimages/gallery/Canada_2006_May_alive_143_TH.jpg")

N

myflockz, com

To select an image in your gallery, just click on the image. To upload
additional photos and images, select the “"Browse” button to navigate to
photos on your computer’s hard drive. You can upload .gif, .jpg, and .png
images to the server. Your photos should be less than 600 pixels wide. A
good tool for re-sizing photos can be found at snipshot.com.

Once you upload a photo, it will appear in your gallery for selection.

Select the photo to manipulate it within the image properties window.
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https:/fimyflock2.com - Image Properties - Mozilla Firefox

Image Properties

Image Info | Link Advanced

URL .
g ey .-"I:ITQS pul:u.-’church1 .n’caldba’lmagesa’galler_l,la’alwe I-:ugDSEIEI ||:ug iBrowse 5erver

ive

chu rch com

f—‘«lt_e.rn@t_w_@ Text

Presview

“Width | EDD'
[ lao
Height | 2EI‘I _

Border
HSpace
YSpace |

I —

| Ok, | | Cancel |

Done myflockZ, com

You can resize the photo here and designate border spacing, text
alignments, and preview the photo. When happy with the image, click the
“OK"” button to put the image into your page’s content.

Within the editor, you can re-size the image by selecting it and dragging the
corner handles to resize.

You can enter text into the integrated text editor. All text entered will be
published on the web site page when you hit submit or the “save” icon on
the editor. The menu bar for the editor has features that also allow you to
create links to other web sites. You can also cut and paste text from other
applications into the editor. Only text and text formatting may be pasted
into this area.

Automated Image Slider

You can include an automated slide show on any page within your site. To
do this click the “Update Image Slider” link on the page editing screen. Once

15



you click that link a new window will open with the image slider editor where
you can upload pictures and change the order of pictures. Your photos

should be sized to 750 x 350 pixels and be in the .jpg, .png or .gif format for
best results. The editor looks as follows:

@ Easy sSlider - Mozilla Firefox l=sli= B

| myflock2.com/nat
ac

There are currently no images in this slideshow!

Upload New Image: wsox 250 pixets, .ona. .ot soal

Close

To add photos to the image slider click “browse” and a window will open to
choose image files from your computer.

'@ Easy Slider - Moilla Firefox == =
@ File Upload B8
L) |_n.;l » Libraries » Pictures » - |$, || Search Pictures ol
Organize v New folder =5~ A @
't Favorites —  Pictures Mprary AT ok
B Desktop Includes; 2 locations

& Downloads

4+ Dropbox 4
| Recent Places - ) i

7 }

7 Libraries k\ E ;

) Documents 2011-07-27 Graduation Initiation

My Scans
r‘!l Music =
=/ Pictures o
B videos
k.
/% Computer
& Local Disk(C)  + nicale Prom quiz_submisions  Sample Pictures
File name: | v [anFies -]

Open Cancel

r large tex:

Once you chose a picture (remember for best results the image should
already be 750 x 350 pixels) and click “open” the window will close and click
“upload” on the image slider editor page. You can do this with as many
pictures as you would like. For these instructions we have uploaded three
pictures. Once all the pictures you would like are uploaded you can change
the order by clicking the green arrows (in green box in image below), you

16



can delete photos by clicking the red “x” (in red box in image below), or you
can add a caption or a hyperlink to the picture by clicking the notepad (in a
yellow box in the image below).

(@) Easy Slider - Mozilla Firefox

—— S e

¥ | myflock?.com/nathanael_slider/uploadslider.php?pagelD=1a
& [ ™ —

Your image was successfully uploaded!

l_JpIc-ad New Image:.‘ (750 X 350 pixelz, prg, .gif, jpg)
’ Browse_ ” Upload!

Once you are finished editing your image slider you can close the Slider
Manager window and check the box on the home page editing screen to
include the image slider on that page.

return to site manage

@O

Update Image Slider




Below the custom page editor, you can elect whether or not you want to

make the custom page private (viewable by Members Only). You can also
elect to include an announcements summary and link, a newsletter article
headlines and links, the daily verse, and the quick poll on your page. If you

select the “Display” check box, the appropriate content will be listed on the

page when saved.

) https:fimyflock2.com - MyFlock - Control Panel - Mozilla Firefox

up date announcements

update newsletter

update poll

Done

more...

" Mewsletter

Current SERIES "Christ-Centered & Cross-Focused"...
April 13th New Class Sun. AM “Just Walk Across the Room™...

APRIL 6th--SERVE Volunteer Appreciation BBQ & Chili Cook-off...

APRIL 6th BELONG Membership Coming Up!...

The EDGE Student Ministry at Alive NWest!...

Edge Yard Sale at Alive NWest...

Quarters for Kid’s Camp ...

What's Happening?...

Women's Bible Studies--morning or evening! ...
Alive EAST Youth News...

Spotlight: Hiker Chicks to Romero Pools April 12th...
April 19th DBACKS Faith & Family Night in Phx...
Men’s SAT. HIKE SCHEDULE...

Update Fage

myflockz.com (5%

<
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Registering a New Domain Name

To register a domain, send an email to info@myflock.com with your top 3
domain name choices (some choices may not be available). Please be sure
to include the name of your church/youth. We will register the available
domain name and make sure that it is pointed to your MyFlock online
community site. Your billing information must be current with JSL Solutions
(parent company) before we will be able to register the domain name. The
cost of registering a domain name is typically $15/year. For every free trial
site that you activate the premium site, we will register your domain for free
(1** year). Once registered, your domain name will start resolving to your
site within 24 to 48 hours.

Redirecting an Existing Domain Name

If you have already registered a domain name and wish to have your
MyFlock/eXtremeYouth site appear when that domain name is entered, you
will need to update your domain name server (dns) records. Only the
authorized administrative contact and/or technical contact for the registered
domain name can update the dns records. This is typically the person that
registered the domain name.

Your dns records should be updated as follows:

freednsl.registrar-servers.com
freedns2.registrar-servers.com
freedns3.registrar-servers.com
freedns4.registrar-servers.com
freedns5.registrar-servers.com

After updating your dns records, send an email to steve@myflock.com
indicating your MyFlock church name and your domain name. We will
update our records to complete the site redirection. Once updated, your
domain name will start resolving to your site within 24 to 48 hours.

Another option is to transfer your domain name over to our service. Please
send an email to info@myflock.com if you wish to transfer a domain name to
our system. If you transfer your domain to our service, we will take care of
all the technical aspects as well as ensuring that your domain name is
renewed each year. The cost is typically $15/year.

Adding Members

19


mailto:info@myflock.com?subject=Transfer%20Domain
mailto:steve@myflock.com
mailto:info@myflock?subject=Register%20Domain

Select the "Add Members” link on the admin control panel to add members
to your site. Once members have been added, they will automatically
receive an email notification (if selected) and be able to login to the private
secure online community. Members will have the ability to login to the
system and complete a profile as well as access other private tools (member
directory, prayer board, Top 10 Most Like Me, etc.) within the online
community. Individuals that are added and designated as “non-members”
will not be able to login to the private side of the community nor will they be
listed in the member directory. Although “non-members” will be visible to
the administrator and be able to receive communications from the
administration control panel. You may also designate the member as the
head of household. When members are designated as the head of
household, a family record is created in the system. You can then associate
other family members to the family in the system. If you elect to notify the
new member via email using the check box, they will receive an email
welcoming them to your online community with links to the site and
encouraging words for them to participate in the online community.

20



my 1o ck.com

* - required fields

*First Name : *Last Name:

*Password:

Password (again): I

email:

Phone xxx-xxx-xxxx: 520-

Cell soo-x=-xxxx: 520-

Address:
"+ Communication City: Tucson
enter State: _AZ =]

Zip Code: 85742

7 Member Manager

Comments:

7 Contributions @ Member (13 yrs or older with login access)

) non-Member (no login access)

) Guest (with limited login access)

_ Add Family with this member as the head of
household

Motify Member: ® send email notification customize notification

{ Rese-t\, { Add )

Uploading a List of Members
You also have the option of uploading an existing list of members into the

system by selecting the “Upload a list of members” link from the “Add
Member” page. The member list should be formatted as follows:

21




Site Main

7= SelectPage Design
i}’ Site Manager
A3 TUpload Logo
lLiil Enable/Disable Features
;| Announcements
#| Newsletter
A Calendar
L_i Survey Administration

Email Church Members
Email Newsletter

. +| Phone Caller

Greeting Card Mailer
Forum Administrators
Prayer Board

"9 Event Management

; Upload Files/Forms

Member Manager

Add Menther(s)

Add Family

Edit Membhers/Families
Reset Password(s)
Memiber Spotlight

© https://imyflock2.com - MyFlock - Control Panel - Mozilla Firefox

EEX

Upload list of members

This function will allow you to upload a list of members you have created offline. Instructions are as
followes:

1. ¥our list should be in this format exactly (Last name, First name, password, email, phone,
address, city, state, zip, Church Mame):

785
dones |Roger | password! | jones@mail com  |714-686.3457 | Oak | 3" |cal91709 | CENY
St 4 P
. . Sl San Calvary
Smith |Mary | mangpassword| marysi@hotmail. com | 714-293-3087 | Easy Diagn CA[91750 Chapel
St
. . . 2214 San Calvary
Whight |John | jofnpassword | johrwl 23@att. corm |909-237-0783 |Elm | - CA 917597
it Diega Chapel

One good way ta create your member list is to use Microsoft Excel. Use 10 calumns (one far the
member's last name, one for their first name, one for their password, email, and so on).

2. The member list file must be saved as a comma delimited ASCI text file (in MS Excel, use the
"Save as..." menu and choose the "save as type:” as a *.csv file). The file must be named with a
.cev ar a .txt extension.

3. Upload the file to myFlock.com.

naote - it is important to note that the uploaded member list will be added to your existing list of
members on myFlock.com (list does not replace or update any existing myFlock members).

Enter file name: Browse. | [ Upload

myflock?.com

Once you upload the initial file, the system will display a screen showing how

the records will be imported into the system. Please make sure that the
data is correct. For example, make sure all the last names are in the last
name column, the first names in the column marked first name, the phone
numbers are in the correct columns, etc. Once you've validated the format
of the file, hit the upload button to upload the member list into the system.
Please note that the list of members will be added to the existing list of
members (member replacements will not occur).

Uploading your Logo

22




File Edit View Favorites Tools Help

Qe - Q- %] B @ Oseach §pFavori

Address @ http: /f127.0.0. 1fcgi-binfmenu. pl?churchid =church 1

v

You can upload your own custom logo to be displayed on the site by
selecting the “Upload Logo” link on the administration control panel.

Alive Church Logo

The logo must be a "gif" file format.
Use vour preferred graphics software tool {or
snipshot.com) to ensure the logo is the proper size and
format. {logo should be no more than 70 pixels talh

Enter logo file name (ie - myloge. gf): | |[ Browse. .. ]

[ Femaowe church logo J

miyflockz.com {5 4

Your logo will be saved in a “.gif” format and be approximately 70 pixels tall.
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If you wish to resize your logo, you may do this using any image editing
program. If you are using Microsoft Windows, Microsoft Paint will be
available on your computer. Open the image in Microsoft Paint and adjust
the size of the image using the “stretch/skew” menu item.

ra Stretch and Skew @

Stretch
—

I:I Horizontal: |00

|:|I Verical: 100

7’
%
™~
(I
-
Sheew
—
i Horzortal: |0 Degrees

QI Vertical: 0 Degress

P
]
=

Cancel

Py

Another great tool for resizing and cropping images easily can be found at
http://SnipShot.com. You can edit and resize your photos online and save
them to your hard drive easily.

Note — not all design templates make use of the logo area on the page.

Enable/Disable Features

You can enable and disable features on your web site by selecting the
“Enable/Disable Features” link on your administration control panel. Items
that are not checked will not appear on your web site. To enable the
features, simply check the box and submit the form.
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http://SnipShot.com/

| Select Page Design

W) My Flock - Control Panel ~ Mozitts Fircrax W S S e |
yflackZ.com https://myﬂockz.com,fcgi-bi-n/layout.m 1]
[ Admin Control Panel o CLOSE [X]
" my'nock.com

Enable /Disable Features

Community Blog List
% Communication Center
Community Forum

Member Micre Blogging [position:
% Member Manager

% Contributions

et Séarmonsmiedia

% Manage Admin

@

Site Manager
U Logo
e Loz Enable Profile Auto-emails
Li-ﬂ Enable/Disable Features
Member Determines Profile Viewing Options

'g; Announcements
) Biewslctter Updates List
@ Calendar Instant Messenger
‘| Survey Administration My Org Blog List

center page

Place a check mark next to the items you wish to include on your online community page:

sidebar]

Done

The features you can disable or enable are:

Enable Profile Auto-emails - If enabled, this will allow members to select the
option to let other members know that they have updated their profile.

Member Determines Profile Viewing Options - If enabled, the member can
designate who can view their profile (anyone, MyFlock members only, or only

members of your church).

Updates List - If enabled, the “Updates” box will be displayed on all pages of
your site. The “Updates” box will list all recent activity (site updates, profile

updates, friend updates, calendar updates, etc.) on the site.
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Instant Messenger - If enabled, the “who's online” box will be displayed on
all pages of your site.

My Org Blog List - If enabled, the list of updated blog entries from members
of your ministry will be displayed on all pages.

Community Blog List - If enabled, the list of updated blog entries of any
ministry are displayed on all pages.

Community Forum-If enabled, a link to the “all churches” forum area will be
present in your churches forum. If disabled, this link will no longer show up.

Member MicroBlogging - If enabled, when your members are logged into
your site their picture or name will appear at the center of the page with a
text entry box (labeled “what are you doing now?"”) that allows your
members to micro-blog.

Announcements

You update your announcements on your site using the text editor under the
“announcements” link found on the administration control panel. You may
type directly into the editor or cut and paste from another program.

Newsletter

You can create an unlimited number of articles to include in your newsletter.
You can also create a custom masthead image for your newsletter if you
prefer. The masthead image will be a “.gif” image that is less than 500
pixels wide.

Each newsletter article may include a photograph. The newsletter
photograph will be a “.jpg” image that is less than 400 pixels wide.

You will upload your images, then complete the body of the article by either
typing into the text editor, or cutting and pasting from another application
into the editor.
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D https://myflock2.com - MyFlock - Control Panel - Mozilla Firefox E]
gil| Enable/Disahle Features Update Masthead Image G

i Announcements
i leter EditAicle 1. 3
g Calendar

| Survey Administration
' Current SERIES "Christ-Centered &
Cross-Focused”

Email Church Members

Email Newsletter
R s ot 3t THE REAGON.
e G Madlex APRIL 5th / 6th: TAKE IT UP!I
g] Forum Administrators APRIL 12th f 13th: THE POWER. .
Prayer Board
| Event Management

={ Upload Files/Forms

Edit Article 2...

Member Manager

o] Add Member(s)
| Add Family
l Edit Members/Families
( Reset Password(s)
| Member Spotlight
| Member Profile Status
= Manage Groups
| Track Attendance
Alail Merze bt
Done myflockz.com (&%

When you have completed editing the article, you will hit the “Preview”
button to view your article.
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3 https:/imyflock2.com - Our Church Newsletter - Mozilla Firefox

Ve ToolBox

Current SERIES

March 22nd / 23rd: GET A FRESH START
March 29th / 30th: THE REASON...
APRIL Sth f Bth: TAKE T UPI
APRIL 12th / 13th: THE POWER...

Feturn to Edit Adicle

Done myflockz.com

If satisfied with the article, hit the “save article” button, or return to edit
another article. You can have up to 20 articles in the newsletter.

Calendar

To edit your calendar click on the Calendar link on the admin control panel.

28



8n0n Calendar —
é w [ http:f/myflock2.com/calendar/index.php?churchid=churchl ﬂy
e || (select a day to add an event) (RETURN TO ADMIN PANEL) I
« November 2009 »
5 M T w T F S
1 2 3 4 5 6 7
add an event on 11/1/2009
8 9 10 1 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30
-
[Sa  hup:{imyflack?.com/calendar/index.php?churchid=church1# # 53 ox 11 i [

To edit a date click on the day you would like to edit and a button will appear

that says “add event on *date*”. Click on this button and a screen

resembling the one below will appear.
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amnon Calendar —1

Add an Event

2009-11-1 “ Event Date (format: yyyy-m-d)

Event Title

(optional) Start Time

(optional) End Time

1 EaAA HURB #BEE a¥% KB @
= P 9O A= & O E Souce

|
L
=
»
L]
»
L
nm
1
[
[

Styles *| N Format = B Font s Sizo % = AT @ a

(optional) Description of your event.

4
Recurring:
me o s
() every O | days 'iiunﬂl 2010-2-1 “ (a date, or "forever") "
: d—
() onevery first 4]/ Sunday 4] until 2010-2-1 “ (a date, or "forever")
¥
" Done # s3ox By

Complete the form with the appropriate information. Remember that you
can use the description area complete with photos and text to enhance your

event entry.

When creating recurring events, you enter the number (zero will not enable
recurring) and select either days, weeks, months, etc. and enter an “until”
date (entering “forever” will repeat indefinitely). You also have the option of
entering the recurring option for the first, second, third, etc. day of the
week.

30



Survey Administration

Click on Survey Administration under Site Design and Context to edit your
survey. A screen resembling the one below will appear.

) https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox |:||E”z|

Admin Control Panel 3 ) y CLOSE [X]|™
. myflock.com
L e
Site Main
Select Page Design
| Site Manager E E % H D& R &7
| Upload Logo H [ etz ||l ==l £ =
~fll Enahle/Disable Features &3 @ ml= @ é‘;“g o
| Announcements : ;
| : Siyle - | Format - | Font - | Size - - >l
| Newsleiter i Ti %
| Calendar B
| Survey Administration || ¥Who do you think will win it all in the NCAA?
Communication Center
| Email Church Members
| Email Newsletter
; Phone Caller
I[ | Greeting Card Mailer
2 Forum Administrators {blank answers will not be displayed)
: B Answer #1: |NDrth Carolina |
| Event Management
| Upload Files/Forms Angwer #2: Kentucky |
Member Manager Answer #3: |UC|-A |
o] A3 Member(s) Answer #4: Memphis |
i pd
I Done myflockz.com

Type your survey question in the large box near the top (as indicated by the
red arrow).
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) https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox
Communication Center

Email Church Members
Email Newsletter
Phone Caller
Greeting Card Mailer
Forum Administrators {blank answers will not be displayed)
Prayer Board

Event Management
Upload Files/Forms Answer #2: [Kentucky |

Answer #1: |N0nh Carolina |

Member Manager Angwer #3: UCLA |

Add Memher(s) Answer #4: Memphis |

i Answer #5: Duke |

Edit MembersFamilies
Reset Password(s) Answer #6: Texas |

Menher Spotlight
Member Profile Status Answer #7: |L0u|su|lle |
G - .
. Answer #8: WestVirgina |
Track Attendance
Rl eree Angwer #9: [Other |

Contributions Remove prior poll results

Record/Edit O Do not post a survey

Contribution Reports

Enahle Contributions

Done myflockz.com (&%

Type all of the possible answers to the question in the boxes marked Answer
#1, Answer # 2, etc. If you have less than nine possible answers, just leave
the higher numbered answers blank. Once you are satisfied with your
answers and questions press the Submit button. Now your poll has been
edited and placed on the home page.

Checking the “"Remove prior poll results” will remove all votes that had been
previously recorded to the existing survey.

Checking the “Do not post a survey” box will remove the existing survey and
clear all votes that had been cast for any survey.

Communication Center

Email Church/Youth Members

To e-mail church/youth members click on the e-mail church/youth members
link under Communication Center.
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% https:/fmyflock2.com - MyFlock - Control Panel - Mozilla Firefox

EEX

Survey Adminisiration

Subject: IType wour subject here |

Attach File...

Ewail Clrureh Members | |: o 2 g0 & Y 7
Email Newsletier = e -
EAI ¢ TRV S 0 R ] e et =
Phone Caller 2 P
H { = sl (=5
Greeting Card Mailer ¢ @0 © 4 o :
Forum Administraiers i Shle ~ | Farmat ™| Font 2|8 i Tiv %v
j Prayer Board ‘ =5
| EventManagement Type your message here
| Upload Files/Forms
Member Manager
Sl Add Members)

Admin Control Panel 9 e "W CLOSE [X]|°
my -fmck.cnm& 5

m Alive Church Email Annouhcement

=m The following email message will be sent to Alive Church members as
T eEeeeeResEL indicated below

av I

% U;loadLng:r From: |Steve@myf|ou:k.u:om |
|Iii| Enable/Disable Features | To:

.| Ammouncements O All Alive Church members

= Newsletter O Only Selected Groups Alive Church Groups Checked Below

O Include non-members
’ Calendar
:. O Include Outreach Individuals

L

p
I Done myflockz.com (&%

Follow the instructions on the page.

Enter the body of your email in the text editor block. You can also edit the
“from” address that the email will be sent from. Any address can be used
and will be listed in the “from” area of the email.

To send the message to only certain groups in the church/youth, click the
“Only Selected Groups” radio button.

To choose the groups you wish to email, scroll down to the bottom of the
screen where your groups are listed.
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) https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox
—— T

RECOTTL Pl
reset

@ Coniribution Reporis
@8 Enable Contributions

Manage Pledges

FEX
Send This Message A

Alive Church Groups

15t Grade
Sermons O2nd Grade
O3rd Grade
C4th Grade
RS O5th Grade
[ Alive East
Add Visitor/Ouireach [ Alive STAFF
Ouireach Admin ]
Outreach Reporting [Babies
CBaptized

Manage Admin
- [IBELOMNG Membership Class

Manage sdministrators | [ Epard of Trustees

i ce Admin beo O Church Leadership
Change Church Info

OcClass 201

CClass 301

OClass 401

OCIub 56

O Cross Training Leadership Team
OEarly Childhood Teachers

myflockz.com (&%

Click on the boxes next to the groups you wish to send the e-mail to.

You can also add an attachment to the email message by hitting the “Attach
File...” link.
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2 https:/imyflock2.com - Upload Attachment - Mozilla Firefox g@@|

my lfock.com

Upload Attachment

Enter file narme: | Browse.. || Upload |

File must be less than 1hb in size.
Cinly 1 attachment per email.

Dane myFlockz, com [

Browse on your hard drive to locate the file you wish to attach. The file
should be less than 1Mb. Once you have uploaded the attachment file, close
the upload attachment window.

When finished typing the message and typing the subject click “Send This
Message Now”. To edit the groups, see the "Manage Groups” instructions in
this document.

To send the email to all church/youth members, select the “email all
members” radio button. To include those listed as visitors in your member
directory, check the “include visitors” box. Those listed as visitors and guests
to your online community will receive the email.

Email Newsletter

To e-mail your newsletter, click "Email newsletter” under the Communication
Center. A screen resembling the one below will appear.
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%3 https: fimyflock2.com - MyFlock - Control Panel - Mozilla Firefox

Admin Control Panel

CLOSE [X]
mvi‘/fmck.cnm_}.;____

EEX

L

T

"= Select Page Design
el Site Manager
E 4j Upload Logo
|§H] EnableDisable Features
;| Amnouncements
#| Newsletter
@ Calendar

Survey Adminisiration

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer
Forum Administrators
Prayer Board

Event Management
Upload Files/Forms

Member Manager

Add Membex(s)

The church newsletter will be sent to Alive Church members as
indicated below

From: |steve@myflock.com

To:

C All Alive Church members

C Only Selected Alive Church Groups Checked Below
[ Include non-members

Include Outreach Individuals

Subject: [Type your subject here

Click here to View your Newsletter
(it will open in a new window)

[ reset ] [ Send the Newsletter ]

Alive Church Groups
1<t Grade
[02nd Grade
O3ard Grade
[4th Grade

i

‘
I Dione

myflockz.com (&%

Follow the instructions on the screen to send out the newsletter.

You can preview your newsletter by selecting the “Click here to View your

Newsletter” link.

Click on the boxes next to the groups you wish to send the newsletter to.
When finished typing the message and typing the subject click Send the

Newsletter.

To edit the groups, see the "Manage Groups” instructions in this document.

To send the newsletter to all church/youth members, select the “email all
members” radio button. To include those listed as visitors in your member
directory, check the “include visitors” box. To include those on your
outreach list, check the “include outreach” box.

The newsletter is sent as an html document (with embedded images) to all

recipients.
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Send Text Messages

To send text messages, click the “"Send Text Messages” link under the
Communication Center. That will bring up a screen that looks like this.

Ryans Church SMS Text Messaigje Alert

The following SMS text message will be sent to Ryans Church members as

#: Site Main

=| Select Page Design indicated below
G| Site Manager From: rylacy@gmail.com

A
W) Upload Logo To:
Li‘il Enable/Disable Features| () All Ryans Church members
7. | Announcements © Only Selected Groups Ryans Church Groups Checked Below
'p{,. . [7] include non-members

WS er

(7| Catendar

3_;? ~ Survey Administration

#y Communication Center

(Mamimum charactars: 1400
You have | 140 charscters 1=f.

@ Email Church Members

| Email Newslett
Q emsTeer Send This SMS Text Message

/] Send Text Messages

Phone Call

i e s Ryans Church Groups

/- | Greeting Card Mailer -
Forum Admin

@ Forum Administrators

;f Event Management

g| Charts

= :Memher Manager

% Contributions

@ MyFlock - Control Panel - Mozilla Firefox o[B8 2 |
. http:_,l‘_,l_‘m:._-l'l‘l.ocké.cu:'m:f!r__g_i-lhin:felma_i.ll_sms.pl ﬁf’ '
| Admin Control Panel i CLOSE [x]|*
&f‘ sl ::r.f';-'m__ ’
my''flock.com "t’ . . 0

m

Select the group of people you wish to send the text message to. If you

would like to send it to just a few specific groups, check the “"Only Selected

Groups *Your Church Groups* checked below”. Then, type your message in

the box below. Please note you are limited to 140 characters in this

message. Then check the church groups that you would like to send to and
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click the "Send SMS Text Message”. This will send the Text Messages out.

You will then get an email confirming that the messages were sent.

Note — The mass text message tool works for those that have entered a cell

phone number and identified their carrier on their personal profile.

Phone Caller

Click Phone Caller under Communication Center to call everyone in your
church/youth automatically. A screen like the one below will appear.

Member Manager

¥ https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer
Forum Adminisirators
Prayer Board

Event Management
Upload Files/Forms

Add Member(s)

Add Family

Edit Members/Families
Reset Password(s)
Meniher Spotlight
Meniher Profile Status
Manage Groups

Track Attendance
Mail Merge

Contributions

costfrom o to 10 cents per call. The CallingFost systerm will Instantly and
your selected members with a message you create.

Perform the following steps to get set up with the CallingP ost system:

Step 1: Create Directory File.

Phone Tree Options

O All Alive Church members
O Only Selected Alive Church Groups Checked Below

O Include Visitors

O 1st Grade

O2nd Grade

O3rd Grade

O4th Grade

O5th Grade

O Alive East

O Alive STAFF
OBakies

[ Baptized
COBELONG Membership Class
OBoard of Trustees
O Church Leadership
OcClass 201

OcClass 301

OcClass 401

CEX

~

myflocks .com (&%

To send the message to only certain groups in the church/youth click the
radio button next to Only Selected Church/youth Groups. Choose the groups
you wish to contact via the phone call.
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Forum Administrators
Prayer Board

Event Management
Upload Files/Forms

Member Manager

Add Member(s)

Add Family

Edit Memhbers/Families
Reset Password(s)
Menther Spotlizht
Meniher Profile Status
Manage Groups

Track Attendance
Mail Merge

Contributions

Record/Edit
Contribution Reporis
Enable Conirihutions

Manage Pledges

) https:/fmyflock2.com - MyFlock - Control Panel - Mozilla Firefox

O All Alive Church mermbers
O Only Selected Alive Church Groups Checked Below

O Include Visitors

15t Grade

O2nd Grade

O3rd Grade

O4th Grade

O5th Grade

O Alive East

OAlive STAFF

[OEabies

[1Baptized

OBELOMNG Membership Class
OBoard of Trustees

O Church Leadership
OClass 201

OClass 201

OClass 401

OClub 56

[ Cross Training Leadership Team
COEarly Childhood Teachers
COElders

OFinance Team

CFirst Impressions
OForum Admin

O Girl Friends Unlimited
OGrades 1-6 parents

O Greeters

EBX

myflockz.com

Click on the boxes next to the groups you wish to send the message to. After

you have decided who to send the message to click continue. A screen like

the one below will appear.
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% https://myflock2.com - MyFlock - ControlPanel - Mozilla Firefox

Member Manager

Admin Control Panel

m

Select Page Design
Site Manager
Upload Logo
Enable/Disable Features
Announcements
Newsletter

Calendar

Survey Administration

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer
Forum Administrators
Prayer Board

Event Management
Upload Files/Forms

, CLOSE [X]
my/fiock.com

Add Membex(s)

How to Use the Phone Tree Calling System

Step 2: Register with CallingPost.org. Click here to get to the CallingPost.org website, then,
choose the "register” option and complete the registration forms at their site.

Step 3: Download your phone list file from your myFlock.com site by clicking here. (please
note the name and location of the file you download) The file you download has been specially
formatted for import into the CallingFPost.org system.

Step 4: Login to CallingPost.org by clicking here. Choose the "Login" option and enter your
CallingPost.org account name and password.

Step 5: Import your church directory file by navigating to the "Add Group" link, then the
"Import Member List" link in the CallingPost.org system. Choose the file you downloaded in step 3
abowe for import into the system, and hit the "MNext" button.

note - If the CallingPost.org system returns an error stating "missing or invaiid flie. Piease selsct a
CallingFPast arg CSV file" and does not import the file, try opening the file from step 3 above in
Microsoft Excel (or Microsoft Word) and saving the file again to your hard drive and repeat step 5. If
yau open file in Microsoft Excel, you should save the file as a "comma separated value - csy"
formatted file. (the file must be saved as an ASCIl comma delimited file)

note - The CallingPost.org system may upload the file and provide a list of names that had errors in
the upload process. Typically thisis due to partial or incomplete information in your myFlock com
directory. You have the option of fixing the errors by updating the correct information in the
myFlock com directory and repeating steps 3 through &, or manually using "Add a new Contact” in
the CallingPost org system for the names that did not properly impaort.

myflockz.com

Ll

Follow the instructions on the page to send your message.

Remember that the phone calling system is a third party company. They will
charge you for each phone call delivered at an average cost of approximately
10 cents per call. For help with the phone caller system, please contact the
CallingPost.org company.

Forum Maintenance

Click Forum Administrators under Communication Center to establish your
church/youth group administrators/moderators. A screen like the one below
will appear.
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3 https:/fmyflock2.com - MyFlock - Control Panel - Mozilla Firefox

Admin Control Panel

myﬁ‘-/fmck.cnm_ﬁ“

EEX

CLOSE [X]|"

T

“—| SelectPage Design

Group - Forum Admin
contains the following members: (2 members)

A\ Site Manager
4] Upload Logo
_Ei Enable/Disable Features

;| Announcements
Newsletter

Calendar

Survey Administration

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer
Forum Administrators
Prayer Board

£ Event Management

=1 Upload FilesForms

Member Manager

' Add Memher(s)

Lacy, Steve

I Phillips, Leslie
Adams, Jenifer A
Adams, Misty |
Adarns, Misty

Alexander, Brad

Alexander, Chrissy

Aleander, Jon

Aliocco, Janet

Amado, Carlos

Ambrose, Steve

|Ames, Gabrielle | Select Member(s) to add

(cntrl-click for multiples)
[ Add aMember ta this Group ]
Return to Manage Groups

‘
I Dione

myflockz.com

To remove an administrator, click the remove button.

To add an administrator, select their name from the drop down list and hit
the “"Add” button. There is no limit to the number of people that can be
added as forum administrators/moderators.

Once a person has been established as a forum administrator/moderator,
they will have additional functionality within the church/youth group forum.
They can add additional forums, delete forums, delete topics, and delete
individual postings. The administrator must visit the forum and use the tool

links to perform the administrator/moderator activities.

n” o\

A sample “edit forum”, “delete forum”, “new forum” links are shown below:
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& JsLWebSolutions.com :: Index - Mozilla Firefox =Jo&
Eile Edit Yiew Go Bookmarks Tools Help @
<::I - - @ E}l\l http: ffmyflock2. com/fisl_forum, N @ Go Gl,

~
JSLwebSolutions.com
Technaology for Ministry
£ | profile :“ search = | members z faq
The time now is Sat 18 Feb 2006 11:51 am ET.  You are signed in as Steve_Lac
J5LwebSolutions.com Forum Index
Forum Topics Posts Last Post
Alive Church modarators Moderstor Tezm E new forum |
(5\ General Forum Edit Forum Delete Forum - 5  Tue 14 Feb 2006 11:20:21 am
This is a general forum for our ministry Marilyn Chi
,’a\ Alive Improvements Edit Forum Delete Forum q A Thu 16 Feb 2006 11:52:30 pm
‘= How can Alive more effectively minister to you and our community? Post your suggestions here... Steve Lac ™
,’a\ Alive's Lighter Side Edit Forum Delete Forum o 54 Thu 16 Feb 2006 11147116 pm
‘= Humor is good for the soul... Post your best laughs here... Steve Lac =0
Sermon Series - Simply Irresistable Alive's Core Values Edit Forum Delete Forum
How has the current series impacted vour life? Has God inspires you to do something new? Where do you fit in?
Feb 12 Strategic Service
Fab 15 Intentionsl Apprenticing
@) Fab. 26M: Authantic Community . ,  Fri27 Jan 2006 10:20:52 pm
S March 5T Relavant Environmants Mike Gra 0
March 12": Biblical Authority
March 19: Intimacy With God
March 26 Relationsl Evangelism
Questions for the candidate new youth pastor at Alive! Edit Forum Delete Forum
@ If yvou could ask just one question to a youth pastor candidate -- what would it be? 3 5 el Fe_'rjofr?nesr;i’émm =m
Community Forums for All Churches/Ministries Moderators Moderator Team
— MyFlock tips, tricks and instructions a=
@ Post your tips, tricks, and instructions for using the MyFlock system. Or post a question on how to do something, 7 14 [=x & F;Z ZDEDeGn7445.24 pm
and get the answer here. Sl
- MyFlock Suggestions e
@ Prowide your input on how to make the MyFlock system a better tool for all the member church ministries. Post 2 4 =EZE Jas:jzofaio-;és.mi =m
your enhancement requests here and ask reply to support other's enhancement requests. =
/71 Ministry Ideas Tue 21 Jan 2006 8:55:24 am ]
"% Done @, .\9-;’-

Prayer Board Maintenance

The Prayer Board is a specialized topic within the forum area. As the
administrator, you have access to the prayer board forum with additional
capabilities to edit or remove any prayer board topics or listings. Simply
access the prayer board and use the links to remove or edit prayer board
listings.

The prayer board is unique in that anytime a new prayer request is posted to
the prayer board, each member of the prayer team (see manage groups) will
receive an email alerting them that a new prayer request has been posted.
The email will contain a link to the prayer request within the prayer board.

As members reply to the prayer board posts, the original prayer request

poster will receive an email indicating that someone has responded to their
prayer request.
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Event Management

Click on Event Management under Communication Center to edit and create
event sign-up forms for your church/youth. A screen like the one below will
appear.

% https://myflock2.com, - Event Sign Ups - Mozilla Firefox

Event Signups
return to admin control panel
Event 1 Event 2
Ewent1 Title Event? Title
Event! |leslie@alivachurch.com confirmations will be emailed to Event? |leslie@alivechurch.com| confirmations will be ema.
email . this address email . this address
Ewent1 Event2
Description: Description:
Ewentl Event2
Datels): Date(s):
Ewentl Event2
Tirne: Tirne:
Event1 Event2
Location: Location:
Ewentl Event2
Cost: Cost:
IE:;;ZI (FayFal payes adddress - an FI,E:;Q; (FayFal paves adddress -
amail.  enty here wil enable PayPal Payment button) amail.  entry here will enable PayPal Payment button)
< >
Done myflockz.com

Type the event information in the space provided. In the “Event PayPal email”
field put the e-mail of the paypal account that will be receiving the

payments. Entering a PayPal email account will enable the PayPal button on
the event signup page. If you do not wish to accept payments online, leave
the PayPal field blank. The “Max Registrants” field will limit the number of
registrants when you enter a value in this field. As individuals register for
the event, the system will calculate the remaining number of spots based on
your “Max Registrants” entry and disable the registration form for new
members when the value is reached. If you do not wish to limit the number
of registrants, then leave this field blank. When complete, press submit.
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You are limited to 8 events at one time. To delete an event (and all
signups), check the “Delete Event” box at the bottom of the event and hit

the Submit button

To manage event signups, click the "manage Event sign ups” link.

-

& Event Signup Complete - Mozilla Firefox

mEX]

my lock.com

Winterhaven Hayride

Leslie@alivechurch.com

Name Address Paid? Delete?
8701 M. Joanna Dr.
Leslie Phillips Tucson, AZ 85742 9
#in party: 6 520-5759-3201 L] Delete? [ ]

return to event admin

return to admin control panel

Done

secure, chrisianwebhost.com (5

Every person that has registered for the event will be listed. You have the
option of marking individuals as “paid” by selecting the check box and hitting
the submit button. You can delete individuals from event registrations by
checking the "Delete” box and hitting the submit button.

Charts

Click Charts under Communication Center to create charts of data within
your church. A screen like the one below will appear.
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date
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The system will display any existing charts and provide the ability to create
new charts. To print the page of charts, simply click the “Print this page”
link.

Create New Chart

To create a new chart, hit the “create new chart” icon as shown below:

iy

A screen similar to the one below will be displayed:
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800 Chart Admin

| myflock2.com | https://myflock2.com fcgi-bin/charts_edit.pl7churchid=churchl&chart_id=27

Chart27 Info

Chart Title: Chart Sub-Title:

¥-axls Label: Y-axis Label:

@

Comment:

Chart Data

mare
calumns
Series Name:
X value
(e Manual Data:
add rows
Automated Data: Weekly Donations
Upload X,¥ Data from a file
Chart Zones (optional)
Zone Labe Zone Color |min Y value |max Y value
red
red
[4=Yal -
*® infyy 471 83 ax Crss By BoOx713

Complete the fields Chart Title, Chart Sub-Title, X-axis Label, Series Label
and comment as desired (not all fields are required). You can select whether
you would like a bar chart or a line chart created by selecting the
appropriate radio button.

Enter Chart Data

You have three options for entering data into your chart. You can select to
manually enter data, select from a list of automated data based on your
church record in the MyFlock management system. You also have the option
of uploading data from a csv formatted MS Excel file.

Manually Entering Chart Data
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To manually enter data, just begin typing into the appropriate fields. Values
for the X column are normally date based entries (August, September,
October, etc.) while the Series column values are normally numeric values.
Enter the Series name for each series of data you wish to enter.

If you wish to enter more than one series of data, hit the “show more
columns” link and additional columns will be listed where you can enter
additional series nhames and series data. Do not skip series, but add series
from the left to to right. Any blank series will not be included.

After you have completed entering data for 5 rows and you need more rows,
hit the "more rows” link to add blank rows for data entry. After you enter
data and save it, your chart will update at the top of the screen.

Automated Data

To automatically load data, select the automated data option and select
either weekly donations, monthly donations, annual donations, or new
visitors. The donations values will be automatically extracted from your
contribution records in the MyFlock system. The system will retrieve up to
twelve of your most recent records. The new visitors records will be
automatically retrieved from your outreach system and show the number of
first time visitors per weekend.

Once loaded, you can edit the automated data as you wish. If you have
created manual data and wish to load automated data, the system will
overwrite the manual data with the automated data, which you can then
edit.

Upload Data

To load data from your hard drive, select the upload data option and hit
submit. A screen as follows will appear:

Your data should be in 2 columns (¥ value, ¥ value, church name) in a comma separated value (csv) format consistent with the information
below (no header row):

o/8/08.46,Alive Church
5/15/08,46. 4live Church
g/22/08,38.Alive Church
o/25,/08,42 Alive Church
10/5/08,40.Alive Church
10/12/08,35.Alive Church
10/19/08,49, Alive Church
10/26/08,43, Alive Church
11/2/08,44.Alive Church

Select File: Browse_ | | Upload Data
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You should have your data in a csv formatted file (you can save your data
from MS Excel using the “.csv” file format option). You should have 3
columns of data for upload as shown above. Please be sure that none of you
data fields contain commas as that will impact your data load. Browse to
the file on your hard drive and hit the Upload Data button to upload the data
to the server. Once uploaded, the chart will be automatically created.

Mass Data Entry
Click the “"Mass Data Entry” link on the chart panel to display a screen

similar to the one below:

Mass Data Entry

¥ Axls value (le - gate): unhide all

OV -Salvations - 1st Time Decislons Salvations @ OV Campus  hide
0OV -Salvations - Re-dedications Salvations @ OV Campus

OVC -Attendance - Adults Attendance @ OVC hide
OVC - Volunteers/Serve - volunteers Yolunteers @ OVC hide
0QMC - Evangelism - 1st time attenders & OVC hige
QVC -Denations - Glving at OVC hide
[P - Salvations 2011 - 1st Time Decislons Salvations @ TP Campus  hide
[P - Salvatlons 2011 - Re-dedications Salvations @ TP Campus

IF - Evangelism 2011 - 15t Time Guests Guests @ TP Campus hige
[P - Evangelism 2011 - 2nd Time Guests Guests @ TP Campus

TP - Attendance Comparisan 2005-2011 - 2009 Attendance @ TP Campus hide
TP - Attendance Comparlson 2005-2011 - 2010 Attendance & TP Campus

TF - Attendance Comparison 20059-2011 - 2011 Attendance @ TP Campus

Add Values

Enter the X Axis value (typically a date) and then enter corresponding values
across all of your charts for that particular X Axis value. This will allow you
to update multiple charts and values from a single data entry screen. When
complete entering values, hit the “"Add Values” button to update all of the
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corresponding charts. You also have the ability to hide particular charts from
this input screen by hitting the “hide” link. To restore visibility to all
available charts, hit the “unhide all” link at the top of the page.

Chart Zones

You can input ranges of data to support goals or indicate desired levels of
performance. You can have as many zones as you wish on a chart. The
zone ranges should be consistent with the data ranges that are included on
the chart, otherwise the chart zones will not be depicted. Below is an
example of a chart with zones depicted (note the Better and Best ranges).

attendance

744.5

weekl weeak2 weeak3 weakd 4 weaek avg

date

To create zones on your chart, simply enter the minimum and maximum
values for a range and select a color band for your zone range. You can
provide a zone label (optional) which will also be depicted on your chart.

Chart Zones [optional)

Zone Label Zone Color[min ¥ value |max ¥ value
Good vellow 700 750
Better green o« 7350 800
Bast blue - 800 S00

add zones

Update Chart3

Member Manager
Add Member(s)
To add a member press Add Member under Member Manager. A screen like

the one below will appear.
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%3 https:/fmyflock2.com - MyFlock - Control Panel - Mozilla Firefox

|
Admin Control Panel CLOSE [X]|"
mjrf‘f}mck.cnm

l-‘ T - required fields

7| Select Page Design

Y| Siie Manager "First Name : *Last Name:
P Upload Logo

o

[{l| EnableDisable Features ]

. "Password: |

if:| Announcemenis |

#|  Newsletier Password (again):

@ e lendar eman_:

A Survey sdministration Phone xoeooeeoo 520-

Cell s00e00¢3000¢ 520-
Cormmunication Center Address:|
ity [Tucson
Q Email Church Memnibers : —
o State: | AZ ol
= s Zip Code: 85742
. +| Phone Caller -
1: | Greeting Cand Mailer
@ . Comments:
0 Prayer Board -
BB R et Marazement @ Member (13 yrs or older with login access)
Upload Files/Forms O non-Mem.berrl[no qum access)
[ [] Add Family with this member as the head of al
‘Waiting For myflockz, com. .. myflockz, com

Enter the information into the fields. The fields marked with the red * are
required.

Select whether the person is a member or non-member. Members will be
allowed to login to the members area of the web site and included in the
Members directory. Non-members will be listed in the admin member
directory and are available to receive communications, but are not able to
login to the private area of the online community.

You may also designate the member as the head of household. When
members are designated as the head of household, a family record is
created in the system. You can then associate other family members to the
family in the system.

To send the person you are adding an e-mail letting them know you added

them to your member list, check the “send email notification” box. The
email will be sent in the following format:
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Joe Member,
Welcome to the Alive Church online community.

We want you to take a few moments to become familiar with the community so you
can take advantage of everything it has to offer.

On the Alive Church online community you can get to know others in our
congregation, keep informed of Alive Church events, interact with others, and

grow closer to God.

Take a moment right now to login and complete your personal profile so others
at Alive Church can get to know you too.

A good overview of some things the Alive Church online community has to offer
can be found at:

http://myflock2.com/flash.html

Your online community is located at:

http://myflock?2.com/cgi-bin/menu.pl?churchid=churchl

Your initial password is:
banana

If you have any questions, don't hesitate to contact me at
leslie@alivechurch.com.

See You Online,

Your Alive Church Online Community Administrator

Add Family

Press Add Family under member Manager. A screen like the one below will
appear.
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http://myflock2.com/cgi-bin/menu.pl?churchid=church1
http://myflock2.com/flash.html

3 https:Himyflock2.com - MyFlock - Control Panel - Mozilla Firefox |Z|@|rgl

Admin Control Panel ) ’ h&m CLOSE [X]|”
mjr‘f*- flock.com w g7 4
l_ ' . Add Family
—| SelectPage Design

AL ) Site Manager Locate the Head of Household for the Family you are Adding:
'__ Upload Logo
Wl Enable/Disahle Features

A

I

Tf; Announcements
&

c

|enter|astname “ Search ]

Select head of household:

Newsletter
Calendar
Survey Adminisiration

Manage Existing Families

Add Member

Communication Center
Q .
&

FEmail Church Membhers

Email Newsletter

Phone Caller

i{: | Greeting Card Mailer
Forum Administrators

=
| - Prayer Board

|
V Fvent Management

- Upload Files/Forms 2
Done myflockz,com &%

In order to add a family record, the head of household must have been
already added as a member. In the designated area, enter the last name of
the head of household. You may also enter portions of the name to find all
members with those letters in their last name. The system will return a list
of all matching members as shown below:

&
a4

ad
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3 hitps:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox |Z|@|rgl

Admin Control Panel e CLOSE [X]|”*
s ad ’“*m gt %]
my''flock.com w e
l_ ' . Add Family
—| SelectPage Design _ _
A\ Site Manager Locate the Head of Household for the Family you are Adding:
,‘i iad Logo |enter|astname “ Search |
Liﬁjl- Enable/Disahle Features
Select head of household:
Tf; Announcements :
} (O Elliott, Blake 4
#| MNewsletier . .
O Elliott, Cindy
@_ Calendar ,
=1 . ) (O Elliott, Ellen
S ey Haer (O Elliott, JTason
Communication Center O Eliott, Max
O Elliott, Sandra
Q' Famail Church Memhers O Elliott, Thomas
Q Email Newsletter O Elliott, Todd
{ +| Phone Caller O Elliott, Tormy
[f:| Greeting Card Mailer O Elliot, Spencer
ﬁ:{ Forum Administeators
I'- Prayer Board
V Fvent Management
- Upload Files/Forms Manage Existing Families 2
Cone myflockz,com &%

Select from the list, the head of household for the family you are creating
and hit the “"Add Family” button. The system will create a family record with
the designated person as the head of household. You will then have the
ability to add family members to that family as shown below:
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€3 hitps:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox |Z||E|fz|

Admin Control Panel @
myflock.com
— . Edit Family
—[1 Select Page Design
, : The Elliott Family
Site Manag,
- ‘hm “ 5825 N. Jimson Lane
| /s gptoad Loge Tucson, 85743
[¥| Enable/Disahle Features ph: 520-743-8021
[% Announcemenis email. cindyelliot8021&Emsn.com
2 [ Newsleticr edit info 0
CF | e iCurrent Family Members:
=] Survey Administration

|EIIiUtt, Cindy|(head)|edit|remnve_frum_family delete_member

Locate additional family members:

Q Email Church Members
QI Email Newsletter |enter|astname |[ Search ]

{ 4| Phone Caller
/- | Greeting Card Mailer
Forum Administrators
Prayer Board

Fvent Management
Upload Files/Forms

Select Individuals to add to the Elliott Famibky:

mflackz, com

Enter the last names of the members that are a part of this family in the
designated area and hit the “Search” button. The system will return a list of
all matching members.
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€3 hitps:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox

E"L Site Manager
/| Tpload Logo
Pt
[Ei] Enable/Disable Features
Tf; Announcemnents
#|  Newsletier
| Calendar
L=
=] Swurvey Administration

Communication Center

Q Email Church Members
Q Email Newsletter

i +| Phone Caller

'L Greeting Card Mailer

ﬁ: Forum Administrators
0 Prayer Board

£ Bvent Management

.~ Upload Files/Forms

Member Manager

The Ellictt Family

5825 M. Jimson Lane

Tucson, 85743

ph: 520-743-8021

email: cindyelliotS021@E@msn.com
edit info

Current Family Members:
|EIIintt, Cindy|(head)|edit|remuve_frum_family delete_member

Locate additional family members:

|[ Search ]
Select Individuals to add to the Elliott Family:

|enter|astname

[ Elliott, Blake | add as.. v|
[ Elliott, Cindy add as.. v |
[ Elliatt, Ellen L add as. v|
(1 Elliott, Jason | add as... v |
[ Elliott, hax add as_

[ Elliott, Sandra
(1 Elliott, Thormas

add as son
add as daughter
add as other

LB

O Elliott, Todd ECEEES |
(| 4dd Family 1 Elliatt, Tammy | add as... hd |
£3]  Edit Members/Families [] Elliat, Spencer ladd & v b

[one

myflockz,com &%

Check the box of the appropriate family members and use the drop down list
to indicate their relationship in the family. Once you have selected all the
appropriate members, hit the “"Add Selected Members to the xxxx Family”.
Those members will be added to the family.
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3 https:Himyflock2.com - MyFlock - Control Panel - Mozilla Firefox I‘Z”E|g

J
Admin Control Panel ; e CLOSE [X]|”
mlrf‘- flock.com o

l“ Edit Family

Select Page Design

i}’ Site Manager

The Elliott Family
7 5825 M. Jimson Lane
| /s gptoad Loge Tucson, 85743
[¥| Enable/Disahle Features ph: 520-743-8021
- | Announcements email. cindyelliot8021&Emsn.com
2 [ Newsleticr edit info
fﬁ i Current Family Members:

Survey Administration |EIIiUtt, Cindy|(head)|edit|remuve_frum_family delete_member

Locate additional family members:

Email Church Menhers
Q Email Newsletier igﬁterlastname I[ Search ]

~ +| Phone Caller
7:| Greeting Card Mailer
Forum Adminisiraiors
Prayer Board

__-V Fvent Management
- Upload Files/Forms 2
Done myflockz,com &%

You can also remove and/or edit existing family members from this screen.
When removing a member from the family, the member is removed from the
family, but his/her individual records are retained on the system. If you
delete the member from the system, he/she will also be removed from the
family.

Select Individuals to add to the Elliott Famibky:

To edit the family information, click on the link titled “edit info” under the
family record. Remember that the family information is the same as the
head of household information (eg — updating the head of household
information will update the family information).

Edit Member(s)

Press edit member(s) under member Manager. A screen like the one below
will appear.
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&3 https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox

Alive Churclt's Members
Add a Member
® Individuals
O Families | Refresh List
AIB|C|DI|E|F |6 |HI|I|J|KILIHK|N|0O[P|Q|R[S|TI|U|Y |W|X]|¥]|S5
Edit members helow
Last Name |First Name Misc Address Member?
A go to top
® edit mern# Tucson, &7
EQ |Adams Jenifer endll (home) i
O del
elete See Pic (cell)
armail:
2Z70CR 31451
® od memdsg? |t Enterprise, Tx 796S1
OEd” & |adams Misty S5 £20- (harme) N
delete ADD Pic
(el
armail:
® edit mermiaha Tucson, AZF BA752
OE " |adams Misty eni345  |520- thome) N
delete ADD Pic
(cell)
ernail:
mem#606 7701 E. 33rd St. v
Done myflockZ.com &%

You have the option of viewing all members (individuals) or viewing all
family records in the system.

To delete a member, select delete from the “edit members/family” screen,
then press go. Their profile, photo, and other member information will also
be deleted.

To view, create, or update a member’s photo, select the “Add Pic” or “See Pic”
link. You will be able to upload a photo for the member using the “Add Pic”
link. You can update a member’s profile by clicking on the “edit profile” link.
The system will log you in as that member and allow you to update their
profile.
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To edit a person click the edit radio button and click go. The system will
return a screen similar to the "Add Members” screen. A sample screen is
shown below:

Admin Control Panel CLOSE [X]

“=| Select Page Design
Site Manager

Jd_.l Upload Logo

i Enable/Disable

Brad Alexander

il

update photo

Newsletter General Info Family Groups Custom Fields Profile Welcome Email

i
L .Anmuneemems
#
&

Survey Administration * - required fields

*First Name : *Last Name:
Brad Alexander

%7 Communication
Center

email; bradandchrissy@cox.net
Phone (3o0-Xxx-xxxx): | 520-751-9575

%7 Member Mnnxger

Cell (300030002000} -

¥ Contributions Address: | 7701 E. 33rd St

City: | Tucson

% Sermons/Media

State: | AZ v

Zip Code: B5710

7 Ouireach Envelope #: 606
Comments:
¥ Manage Admin P

® Member {13 yrs or older with login access}

) non-Member {no login access}

O Guest (with limited login access)

) This member is the family head of household

) Apply address and phone entries to all family members

Member information is organized into tabs (General Info, Family, Groups,
Custom Fields, Profile, and Welcome Email). To update the general
information just make the necessary updates and click the “"Save” button.
To update the memer's family information, simply click on the Family tab
where the existing family information will be displayed. You also have the
ability to update the family information from this tab. The member's
existing group memberships is managed from the Groups tab. Custom field
values can be entered on the Custom Fields tab, the member's profile
information can be updated from the profile tab. You also have the ability to
send the member the welcome email which will send an email to the
member with login and password instructions.
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The “envelope #” is used for the contribution section of the MyFlock system.
The envelope number will default to the member number, but can be
updated to any number you desire. Guests can login to the online
community and allowed access to all the social networking tools except the
online directory and the member map.

Custom Fields

Custom fields values can be updated for each member from the edit
member(s) area.

SN Steve Lacy

- update photo

General Info Family Groups Custom Fields Profile Welcome Emall

baptism date: 9/9/1991

belong date: 3712719395

grow date: 12/14/1993

| Update )

Manage Custom Fields

The “"Manage Custom Fields” link will allow you to manage the custom fields
for your entire organization. Clicking the link will take you to a screen
similar to the one below:
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Admin Control Panel

CLOSE [X]

Define Member Custom Field Names

(ie - baptism date, skills, etc.}

customl:  baptism date custom11:

custom2: | belong date custom12:

custom3: | grow date custom13:
customd: custom14:
custom5: custom15:
custome: custom 16:
custom?: custom17:
customg: custom18:
customS: custom19:
custom10: custom20:
Yellit=teg)
Return to Edit Member

Simply enter values for the Custom Fields you wish to include within your
organization. You can enter up to 20 Custom Field Names. Where no values
are entered, those fields will not be utilized in the system. Wherever you
have field names entered, those field names will appear for each member in
the system. On the “edit member(s)” panel, you can enter values for each
of the custom fields you have defined.

Member Reporting
Selecting the "Member Reporting” link from the administration panel within

the Member Management section will present a screen similar to the one
below:
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CLOSE [X]

# . * my'/fock.co

Member Reporting...

baptism date: | all

belong date: | all

zip: [all B‘ Age: | all B‘
Ethnic: [ all i Military: | all r
Gender: [all 4] Birth Month: [_all [&)

% Life Events

The system will present menu options for each of the fields in the system.
The custom fields will be displayed with options for each of the potential
values entered into the system. You can expand the sections below (ie -
Work, Education, etc.) by selecting the down arrow to show the fields
available.

To perform a search, simply select the desired values from the appropriate
menu areas. The system will query the member database for members that
meet all of the criteria selected. For example, to search all the men that live
in a particular zip code, you would select "male” from the gender menu and
the particular zip code of interest. A screen similar to the one below will be
displayed:
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. CLOSE
myfiock.com

The following match your search criteria: zip = 85737

gender = male
Last Name, First Name email Profile Address
c go to top
653 W Tremolo Ln
Oro Valley, AZ B5737
Crusenberry, Lantz lantz.crusenber mail.com rofile 520-'{42-1;96 thome)
map
D qo to top
F o
jdruke6B@igmail.com X i
Druke, John jdruke68@gmail.com L Tucson, AZ 85737
profile
H go to top
11276 N Sewven Falls Or
Oro Valley, AZ B5737
Hauglie, Joe oce@hauglie.net rofile 520_29}._;'299 thome)
map
K go to top
-
. 1520 w. oak shadows dr
Kersey, 1im imkerse ahoo.com Tucson, AZ B5737
profile ald
L qo to top
501 W. Silver Hill
Oro Valley, AZ B5737
Lacy, Ryan la mail.com 520_.{42_‘2’%?5 (home)
profile map
901 W. Silver Hill
<< Oro Valley, AZ 85737
Lacy, Steve steve@myflock.com 520-742-2675 (home)
520-850-4344 (cell)
profile P
M go to top
366 W. Sugar Leaf Rd.
Oro Valley, AZ B5737
Michels, Scott scottm@andrewlauren.com 520-219-1531 (home)
profile 520-247-3375 (cell)

map
12450 N Wayfarer Way

If you do not get results on your query, you should broaden your search by
including fewer search contraints.

Reset Member(s) Password

Press reset member(s) password under member manager. A screen like the
one below will appear.

62



%2 https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox [-._ |E|E

Y

Admin Control Panel ) S ] OSE [X] |
my flock.com Y :
m Alive Clairelt's Members
T=| Select Page Design A | B | C¢C|D]|]E]|]F|G|H|I|J|EK|L|M|HR|OD|P]|Q]Q|R
a¥ | Site Manager Is1T (v v | ¥ x ¥z |&
,‘i Upload Logo Enter new password(s) below (for only those you wish to change/reset the password)
il Enable/Disable Features
q!
TL Announcements
#| Newsletter -
Last Name ‘Fu'st Name New Passworid
([ Calendar
f Survey Administration B Igu i =
: Alezander Brad L |
0 Alezander Chrizsy | |
Q e Arrecla Alice | !
Q Email Newsletter Ayenett Albert L |
(4| Phone Caller Aveneth Candace ’— |
I[]: | Greeting Card Mailer |B go to top
E . Forum Administrators Ballenger Tianiel i_ _|
q e Bourd Ballenger Eate | |
#|  Event Management _—
s Ballenger Een | |
;=] Upload Files/Foxrms —_—
EBavman Dale L |
Member Manager Bauman Fran ’— |
TR EBeckley Gordon | | v
Done myflockZ.com %

To change one or more member’s password, find their name on the screen
and then enter the new password. Only fields that have a new password
entered will be changed. When complete, press submit.

You should notify the member that you have changed the password for the
member.

Member Spotlight
The “"Member Spotlight” will highlight a member of your congregation by
placing their profile under the Member Spotlight area. Only members of

your congregation can view the member spotlight.

To create a member spotlight, press "Member Spotlight” under Member
Manager, a screen like the one below will appear.
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%2 https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox [Z |E|E|

Admin Control Panel ] OSE [X]["
my/iock.com T
m Alive Church Member Spotlight
T=| Select Page Design
,| ' Site Manager
/[P Tplsad Logo Mermbers with Profiles:
TJ@ Enable/Disable Features | Select Member b |
‘L Announcemenis
| Newsletter
\(ﬁ Calendar
| Survey Administration

Email Church Members
()| Email Newsletter
. v| Phone Caller
L Greeting Card Mailer
| Forum Administraters
o Prayer Board
Fvent Management
| Upload Files/Forms

Member Manager

843 Mlamhorich b
myFlockZ.cam [y

Choose a member to be the spotlight by selecting the member name from
the drop down list and then press submit. You may want to select members
to spotlight that have a photo stored in the system.

Member Profile Status

This function will let you as the administrator know who has and hasn't
completed their profile. It will also allow you to quickly send a friendly
reminder to those members that still need to complete their profile.
Click on “"Member Profile Status” under Member manager to see the

members in your flock who have not completed their profile and those that
have. A screen like the one below will appear.

64



%2 https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox

|
CLOSE [X]|”

my!flock.com

Member Profile Status
Would you like to send an email reminder to those members who have not completed their profile
yat? | Send email Reminder |
Would you like to create a mail merge list of those members who have not completed their profile
yet? | Create Mail Merge List.. |

The following members have NOT completed their profile:

Name email Address City State| Zip Phone

Hucley, 1225 5. Aventtaly, on  |aZ [85710[520-202-4634
Cotley Sirio
Vavra, 1540 S
o Momtobela Drio 56500 AZ (85704 520-742-2027
Berry, Joanne |SBIB_1@msn. com 11? WToelr con |82 |35705|520-207-2303
Cruz, - 4910 N Geld\n on Az |25741)520-887-2676
Dormmcle Awe.
Firley, Tudy f;;jo W Deltaly, con |4z |35742/520-579-6995
Youna. Sont 11545 W,

G e Pictwre  Rocks|Tucson  |AZ [85743|520-682-4250
Stoffel

Rd
Dhillips, _ 3111 N _
Melvin tish53(@con net Vodencia Lo Phoenir [AZ |B5018|520- ¥
Done myFlockZ.cam  fay

To send an e-mail to all the people who have not completed their profile
press send e-mail reminder. You will have the ability to edit a preformatted
message to be sent to those members encouraging them to login and
complete their profile.

Manage Groups
You can create groups for tracking purposes as well as communication lists.
You can create as many groups as you wish and associate from one to all of

your members to a particular group.

To create and manage groups, click Manage Groups under member Manager.
A screen like the one below will appear.
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%2 https:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox [-._ |E|E|
Admin Control Panel B ] OSE [X] [

myflock.com g '
Manage Groups
7= SelectPage Design
E Site Manager Create a New Group
/4| TUpload Logo Rename/Delete/Edit an Existing Group
P i
j| Enable/Disable Features Group Reporting
W Announcements :
L Members in a Group
#|  MNewsletter EEET R
| —2lect Group
.@ Calendar 15t Grade
E L. . end Grade
& 5 Adwministratio
| A] sy = 3rd Grade
gth Grade
5th Grade
Alive East
|| Email Church Members ’;‘"‘l’;‘? I
ahies
Q Email Newsletter Baptized ¥ | Continue...
(4| Phome Caller A Member's Groups
.| Greeting Card Mailer [ Select Member
= o Adams, Jenifer
P Formm Sdmuss oz Adams, Misty
Prayer Board Adarms, Misty
Z| Event B " Alexander, Brad
= 5 e Alexander, Chrissy
‘@ Upload Files/Forms Alexander, Jon
Aliocea, Janet
Amadoa, Carlos
Arbrose, Steve ¥ || Continue...
m Add Aarshartct ¥
Transferring data from myflock?, com. ., myflockZ.com %

You can view your groups either by group (where all individuals in the group
will be listed), or by Individual (where all groups will be listed by individual).

To manage a group, elect the group you want to edit. When you have the
group selected, press continue. A screen like the one below will appear.
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Admin Control Panel

'nirlrf*-"fmck. com

iy
'?«:-5-
a [ -,

CLOSE [X]

FEX

m

| Select Fage Design
Site Manager
] Upload Logo
“Jl| EnableDisahle Features

Group - Club 56
contains the following members: (16 members)

Ames, Gabrielle
Cettloff, Elisa
Ciettloff, Josh

Y

Lacy, Chad

Lacy, Steve
Love, Kristi
Marsden, Andrew
MeGinnis, Blanca
Mormington, Matt
Foberts, Bruce
Sipe, Matthew
Tanner, Phillip
Waite, Luke
Willard, Savannah
Winkel, Amy
Winsatt, Aubrey

MNewsletter
Calendar

IE

A

I

r{ Announcements
&,

c

/] Survey Administration

Q° Email Church Members

Q Email Newsletter

. +| Phone Caller

/- | Greeting Card Mailer
-

1 Forum Administrators Adams, Jenifer -
Adams, Misty E
(D] PraverBoard Adams, Misty
| FEwvent Management Alexander, Brad
]| B load Files/Forms Alexander, Chrissy

Alexander, Jon
Aliocco, Janet
Amado, Carlos
Ambrose, Steve
| 443 Mamnharic Ames, Gabrielle ¥ | Select Member(s) to add by
Done myflockZ.com %

Member Manager

The system will list all the individuals within that group. To remove an
individual from the group, click the remove button next to their name. To
add a member to the group, select the person(s) you would like to add
(cntrl-click for multiple selections) and then press add.

To view the groups by individual, select a member. A screen similar to the
one below will appear.
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={ Upload Files/Forms

Member Manager

443 Massharfe)

FEX

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer
Forum Administrators
Prayer Board

Fvent Management

[v]- Baptized

[v]- BELONG Membership Class
[v]- Board of Trustees

[¥]- Church Leadership

[¥]- Class 201

[¥]- Class 301

[¥]- Class 401

[¥]- Club 56

[¥]- Cross Training Leadership Team
- Early Childhood Teachers
[l- Elders

[¥]- Finance Team

(- First Impressions

[¥]- Forum Admin

Admin Control Panel ) ol ' BT OSE [X]
my /fiock.com . ; B
m Steve Lacy

B e Desicn is a member of the following Groups:

Site Manager - 1st Grade

Upload Logo - 2nd Grade

Enahle/Disahle Features| [ |- 3rd Grade

B Lice e it [1- 4th Grade

| [1- 5th Grade

- - Alive East

| Fl- Alwele STAFF

[]- Babies

Y

Done

myflockZ.com %

Click all the check boxes next to the groups you wish to add the person to
then click update when you are finished.

Group Reporting

When you select Group Reporting from the Manage Groups area, a screen
similar to the following will appear:
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Select Page Design

Site Manager

Upload Logo
Enahle/Disahle Features
Announcements

Ao %u?& <

MNewsletter
2|  Calendar

A Survey Administration

Q Email Church Members
Q Email Newsletter

i +| FPhone Caller

:ﬂ; Greeting Card Mailer
o - Forum Adminisirators

Prayer Board

Fvent Management
2\ Upload Files/Forms

Member Manager

Add Aosshart'c

Group Reporting

EBX

Show members that | ® belong)] OR | O do not belong) to the following groups:

[]1st Grade

[J2nd Grade

[J3rd Grade

[J4th Grade

[15th Grade

] #live East

[ alive STAFF

[ Babies

[ ] Baptized

[JBELOMNG #hembership Class
[JBoard of Trustees
[Jchurch Leadership
[JClass 201

[JClass 301

[JClass 4071

CIClub 58

[Jross Training Leadership Team
[JEarly Childhood Teachers
[CJElders

[JFinance Team

[]First Impressions
[JForum &dmin

[]Girl Friends Unlimited
[]Grades 1-6 parents
[Greeters

Y

Done

myflockZ.com %

You can select the groups you wish to report on and select whether you want
to report on people that belong or do not belong to the checked groups. A
screen similar to the one below will be presented based on your selections:
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- mynock.com

Select Page Design

Site Manager

Upload Logo
Enahle/Disahle Features
Announcements

NSERN

MNewsletter
]| Calendar

A Survey Administration

Email Church Members
Email Newsletter
Phone Caller

Greeting Card Mailer

; Forum Administrators
3 ' Prayer Board

Fvent Management

=] Upload Files/Forms

Member Manager

| 433 Mashastch

Groups - Alive STAFF,
contain the following members: (6 members)

EBX

Hinton, Tammy {Alive STARF
Lowe, JeffreyAllen (Alive STAFF)
Marsden, Sheri (Allve STAFF)
Phillips, Jim (Alive STAFF)
Fhillips, Leslie (Allve STAFF)

Zehring, Donna (Alive STAFF)

Return to Manage Groups

Y

Done

myFlock?.com

Rename/Delete/Edit Groups:

You can rename existing groups by clicking on the link titled

“Rename/Delete/Edit an existing Group” and the following screen will

appear:
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B =1[E3

Y

Admin Control Panel
my/flock.com
m Existing Groups
{jgtect Fage Design note - Removing Groups Does Mot Delete Members
Y| Site Manager
#+| TUpload Logo Display
‘L'iil Enahle/Disable Features Action in Group Name
7| Amouncements Directory?
nV Newsletter [ Update Directory Display Groups | i
@  Calendar [ rename | O - 1st Grade
A Survey Administration [ rename | O - 2nd Grade
i [ renarme | | - 3rd Grade
[ rename | ] - 4th Grade
' B ediers [ rename | | - 5th Grade
é B it [rename | - Alive East
[ renarme | - Alive STAFF
i +| FPhone Caller :
7. | Greeting Card Mailer [ renarme | ] - Babies
N N Administrators [ rename | F - Baptized
o,f Prayer Board [ rename | O - BELONG Membership Class
7| Event Management [ rename | - Board of Trustees
= Upload Files/Forms [ rename | - Church Leadership
[ renarme | ] - Class 201
Member Manager [ rename | F - Class 301
. [ rename | O - Class 401 =
Done myflockZ.com %

Just hit the rename or remove icon to rename or remove a group. Please
note that if you remove a group, you will not be removing the individuals
from the system, only the group identifying will be removed.

You can also set the group to display on the member directory group filter
menu. This menu will allow members viewing your member directory to
select the group and the directory will be filtered to include only members of

that group.
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@& Alive Church Directory - Mozilla Firefox (= i [

File Edit View History Bookmarks Tools Help :llll info@myflock.com -
= - - @ : https://myflock2.com/cgi-bin/directory.pl?churchid=churchl 3| :|E' 'I google video player \_\\|
€ W | B [Gl[goegleviseoplayer [
[~1 Gmail - Inbox (19} - myflock@... MyFlock.com Communities |_| MyDomain - Account Manage... | . Alive Church Directory 5 ] 5

Alive Church - P.O. Box 90180 Tucson, AZ 85752 520-349-7200 You are now logged in as: Steve Lacy

(/()(’((’F/’{/(( f/’//f/ ’.

ina rel {l\(‘(_ afe environment

About Alive Express Yourself What's Up at Alive Belong/Connect* Grow  Serve Share/Missions

Logout Alive Chureh's Directory
Wha's visiting (click 9 Individuals :
name to message): Update my info Families : Select Group i'|
g Select Group
R s tevelac Alive STAFF
(online), Detach Board of Trustees ) )
Church Leadership rr,'_”ter Feiendly
Cross Training Leadership Team
&1 Bl €1 DI EI F1 Gl HI I1 J1 Kl L1 M1 z.'|E|_der9_' o
Girl Friends Unlimited

P Life Development Teachers
Last Name, First Name Instant Life Group - Lac

Messenger Life Group Leaders
l A Life Group-Phillips
Prayer Team
Alexander, Brad Team Leaders p
Alive Church i add to my friends... Trailer Boys ome)
il ‘E| U_shers
Jer'r'riA..er-_Lav‘ {I'm I Ll e iRy :”I,:'Sltol': 'Fc':'low 4 P
Thankful), Mon 19 Hov add to my friends... =R EEI-EII'I,C.E.I"l'e s S B
< 1 s
[5~ Done myflock2.com & & 4. ©

Reserved Group Names

The following group names are created automatically by the system and
should not be renamed or deleted:

Prayer Team - the system uses this group to automatically notify members
that have elected to be a part of the prayer team whenever a prayer request
is posted on the prayer board.

Forum Admin - the system uses this group to identify those that have
administration priveleges in the forum.

Visitor Follow Up - the system uses this group to identify those that are on
the visitor follow up team within the Outreach tools.
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Track Attendance

You can track the attendance to any event. You first add the event, then edit
the event to track attendance.

Alive Church Attendance

Please Select a Group

Groups

Foundation 03/28/11

Foundation 04/11/11

G Group Leaders

Life Group Agnew eCreate New Event
Life Group Alvord 0 () Attendance Reporting
Life Group Ballenger

Life Group Bauman

Life Group Clinkingbeard

++ Communication Lite Giroup Coble 4
2 Life Groun Coy 1
enter
- Member Manager Events':: Graups

6/3/2011 :: Life Group Gray

OV 01/01/11 5:00 Saturda :: OV Under The Sea
+# Contributions OV 01/01/11 5:00 SATURDA :: OV Kindergarten
OV 01/01/11 5:00 Saturda :: OV In The Jungle
OV 0L/0L/11 5:00pm Satur :: OW Junior High
OV 01/02/11 11:00 Sunday :: OV Under The Sea
OV 01/02/11 11:00 Sunday :: O% In The Jungle
OV 01/02/11 9:30 Sunday :: OV Kindergarten
OV 01/02/11 9:30 Sunday :: OV In The Jungle
OV 01/02/11 9:30 Sunday :: OV Under The Sea
OV 01/04/11 7:00pm Tues @ OV Junlor High

av 01/08/11 5:00 Saturda :: OV In The Jungle
OV 01/08/11 5:00 Saturda :: OV Under The Sea
OV 01/08/11 5PM SATURDAY :: QW Kindergarten
OV 01/09/11 11:00 Sunday :: OV In The Jungle
OV 01/09/11 11:00 Sunday :: OV Under The Sea
OV 01/09/11 11AM SUNDAY :: OV Kindergarten

01/23/11 9:30AM SUNDAY :: Teachers bables- 4th grade m

[ Enter/Update Attendance... j

OV 01/09/11 9:30 Sunday :: OV Under The Sea i
OV 01/09/11 9:30 Sunday :: OV In The Jungle -
8 Qrder by Event OOrder by Group

Select the desired group, then select “"Create new event” and click “"Continue”
to add an event. The screen below will appear.
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| mﬂf@ﬂ‘- oo

Add Alive Church Event
Group: Life Group Agnew

Add Event: IPutluck Sunday ]

- Communication
enter

-+ Member Manager

Enter the event name and press submit when finished. You may enter any
event name.

The event will be created and you will have the option of recording
attendance for this event or returning to the attendance home screen.
When you select the “record attendance” option a screen similar to the one
below will appear.
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L L

- Alive Church's Attendance

,4': | Upload Logo Add a member (=) Printer Friendly Version

%ﬂwtmmu _

_ Group: Life Group Agnew

- | Announcements Event: | Potluck Sunday Delete Event

e (" Record Attendance | ( Reset )

ﬁ S L v

=4 Last Name|First Name |Pic? Attended?
Agnew Missy ADD Pic g
Agnew Phil ADD Pic O
Hayes Patty ADD Pic O
Hayes Rick ADD Pic O
Kovacs John See Pic =
Kovacs Karen See Pic =
Ligtenberg |Mark ADD Pic g
Ligtenberg |Laura ADD Pic g
Tucker Jodi ADD Pic O
Tucker Ken ADD Pic O

| Record Attendance ; { Reset }

Add a member

In the example above, simply check the boxes for those in attendance and
when complete, hit the "Record” attendance button. You also have the
ability to rename the event if you desire prior to recording the attendance.
A printer friendly option is also provided if you wish to print the page and
take it to the event to record your attendance on paper prior to recording
your attendance in the system.

To report attendance on any group, simply select the group and choose the

“Attendance Reporting” option and select “"Continue”. A report similar to the
one below will be presented.
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Add a new event

" Print )

Mame

ov
06/04/2011
Sat 5pm
Edit

oV
5/7/2011
Sat S5pm
Edit

ov
3/06/2011
Sunday
9:30

Edit

ov
272072011
Sunday
9:30

Edit

ov
2/20/2011
Sunday
11:0

Edit

ov
271972011
Spm
Saturda
Edit

- A

Alger,
Ethan

Allen,
Brielle

Beawvers,
Cindy

Bondi,
Jake

Brown,
Josh

Crabb,
Jasmyn

Franklin,
Kiah

Franklin,
Olivia

French,
Ava

Greear,
Logan

Hime,
Madelyn

Hime,
Jackson

Hoculi,
Olivia

Kelly,
James

Kolter,
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You can also edit the attendance records of any event by selecting the “edit”

link on any listed event, or you can return to the main attendance home
screen and select the event and group from the listing as shown below.

=

Alive Church Attendance

Groups

01/02/11 1st Time
01/02/11 2nd time
01/09/11 1st time
01/16/11 1st Time
01/23/11 first time
01/30/11 1st time
02/06/11 1st time
02/13/11 1st time
02/20/11 1st time
02/27/11 1st Time

BCreate New Event

() Attendance Reporting

Events :: Groups

OV 02/20/2011 11:00 am 5 :

: OV Kindergarten
OV 02/20/2011 9:30am Sun ::
OV 02/26/201L 5:00pm Sat ::
OV 02/27/2011 11:00am Su ::
OV 02/27/2011 9:30am Sun ::

OV Kindergarten

OV Under The Sea
OV Under The Sea
OV Under The Sea

OV 03/05/2011 5pm Saturd :: OV Under The Sea

OV 03/05/201L Spm Saturd :

OV 03/06/201L 11:00am Su ::
OV 03/06/2011 11:00am Su ::
OV 03/06/201L 9:30am Sun ::
OV 03/06/201L 9:30am Sun ::
awv 03/12/2011 5pm Saturd ::
OV 03/13/2011 11am Sunda ::
OV 03/13/2011 11am Sunda ::
OV 0371372011 9:30am Sun ::
OV 03/13/2011 9:30am Sun ::
OV 03/19/2011 5pm Saturd ::
0OV 03/19/2011 5pm Saturd ::

OV 03/20/2011 11am Sunda
OV 03/20/2011 11am Sunda

%) Order by Event

: OV Konnect

OV Under The Sea
OV Konnect

OV Konnect

OV Under The Sea
OV Under The Sea
OV Konnect

OV Under The Sea
OW Under The Sea
OV Kannect

OV Konnect

OV Under The Sea
11OV Konnect

©1 OV Under The Sea

[

e

Ld

() Order by Group

[ Enter/lUpdate Attendance... j

Export/Mail Merge

To get a file of all the people in your flock and their associated information
press Export/Mail Merge under Member manager. A screen like the one

below will appear.
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Admin Control Panel

; "*iﬁlrff"}mclr. com

Select Page Design

Site Manager

Upload Logo
Enahle/Disahle Features
Announcements
MNewsletter

Mail Merge Database Options

O Al Alive Church mermbers

O Alive Church families

O Only Selected Alive Church Groups Checked Below
O Include non-Members

O Include Qutreach Individuals

EBX

Y

Gl !
| Survey Administration
[0 1st Grade
O2nd Grade
[0 3rd Grade
Q Email Church Memhers [4th Grade
()| Email Newsletter [5th Grade
¢ 4| Phone Caller Ol Alive East
7. | Greeting Card Mailer Eg“\;? STAFF
- i abies
F Administrate
' Pmm - ¥ [1Eaptized
il CIBELONG Mernbership Class
f| Event Management CBoard of Trustees
;| Upload Files/Forms CIChurch Leadership
O Class 201
Memhber Manager OClass 301
| Ll Class 401 3
| A43 Maossharv'cl i P O PO 'Y

Done

myflockZ.com %

Select who you would like to include in this list (see Phone caller for more
help). Now click continue and a screen like the one below will appear.
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%D https:fimyflock2.com - MyFlock - Control Panel - Mozilla Firefox D@|E|
Admin Control Panel = CLOSE [¥]|”

my!/flock.com

m

Select Page Design Mail Merge Database Created

_}, Site Manager Lse your favorite program {such as Microsoft Word) to create mailing labels, form letters,

4| Upload Loge etc. Download your database of member information to your hard drive then use the Mail

Eij Enable/Disable Featmres| 12108 function in Microsoft Word and choose to “import data from another file" and select
the " csy" text file you have downloaded.

fL: Announcemenis
#| Newsletter Right click ("save target as..") here to download your comma separated value [csv)
@ Calendar database of your members.

5 e
g Earen The file you download is formatted with the first rove of data as field names with fields
delimited with commas.

A sample file is formatted as follows:
Email Church Members

Q Email Newsletier LAST_NAME, FIRST_NAME ADDRESS, CITY,ZIF, PHONE, EMAIL MEMBER_ID
Jones, man, 803 W Elm, Austin T, 73435 512-097-41 29 mandones@mflock zzn com, 23

G o Caller klondike, joseph, 892 E. Main, Austin, TX 78435, 512-889-4379, klondike(@ao! com, 24

Greeting Card Mailer

Forum Adminisirators Return to Admin Panel ]

Prayer Board

Frent Management

TUplead Files/Forms

Member Manager

myflocks. cam

Follow the instructions on screen to create and download your list to your
computer. Once downloaded to your computer, you may use popular
programs to create mailing labels, letters, form letters, etc. using the mail
merge function within that program. Microsoft Word is a very popular tool
for mail merge functions.

Contributions
Record/Edit Contributions

To edit and record individual contributions press Add Donation under
contributions. A screen like the one below will appear.

79
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Admin Control Panel

CLOSE [X]|"

mvT{-’}lnck.cnm "ﬁ’?‘ g TRIRS

m

| Select Page Design
Site Manager
] Tplead Loge
| Enable/Disahle Features

8

A

(1.

'{ Anmouncements
&,

A

Newsletier

Calendar
A Survey Administration

| Email Church Members
Email MNewsletter
Phone Caller

| Greeting Card Mailer

| Forum Administrators

:: Prayer Board

- Frent Management

=l Upload Files/Forms

Member Manager

View/Edit Financials

Enter Administration Financial Password: =

Change Administration Financial Password

myflocks. cam

You may change or set the financial password by clicking on the "Change
Administration Financial Password” link. Type in the financial password and

then press submit.
the right password.

A screen like the one below will appear if you entered

To add new contributions press “Record/Edit Unposted Contributions”. A
screen like the one below will appear.
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Add a Donation

Please fill out each of the following:

Donation Type Cash
Check
Credit Card

Check Number (optional)

Credit Card Number
(optional)

Amount

Fund ]
Member #

Date DATE

Optional Comment

Submit

Enter the check number of the check and then press tab to go to the next
line or just click the line below. In the Amount line type in the amount of
money that was donated (do not enter any special characters). Then tab to
the next line and choose the fund you wish to record the contribution
toward.

Press tab or click the next line and use the up and down arrows to select the
member that made the contribution. You may also jump within the list by
typing the first letter of the last name of the person. You can also begin
typing the name in the list and it will jump to that name.

After choosing name press tab or click on the Comment box. Enter a
comment if you wish. When complete, press “submit” to record the
contribution.

View Donations
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To view existing donations in a list, select the “View Donations” link on the
admin panel. A screen similar to the one below will appear:

Contributions

Donations from Jan 2011 to Dec 2011 (click o edif) Refresh this page

$50.00 || General Fund 08/06/2011 - Lacy, Steve #108
cooler donations
$150.00 || General Fund 08/06/2011 - Bradley, Tom #0

good stuff

08/06/2011 - Love, JeffreyAllen #114
07/26/2011 - Lacy, Steve #108

$99.00
$88.00 ][Genera| Fund

|
|

$88.00 | General Fund
|

|
[$190.00 General Fund
|
|
|

|
|

General Fund  |[0712612011 - Bradley, Tom #0
][07,‘26!2011 - Love, JefireyAllen #114

Total: $665.00

to View Donations

You can edit any of the existing contributions by clicking on the contribution
line you wish to edit.

You can also filter the list using the filter options at the bottom of the screen.
For example, you can enter a date range, select a fund or member, or any
combination thereof. Hit the view donations button to see matching
contributions.

Manage Funds
If you would like to add a new fund or edit or delete an old one press

Manage Funds. A screen like the one below will appear in a separate window
if you press “Manage Funds”.
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Manage Funds

Add Fund Refresh this page

|

[Generel

[Alternetive Missions

[Benevolence Fund

[Building Fund

[Childrens Ministry

[Dream Center

[Ezzard, Missions View
[General Fund View Ed|t][De|ete
[Henduras View Ed|t][De|ete

[Honduras - Building Addition

[Hendures, Joe Morris

[Hendures, John & Dana Curtis

|view ) |
| view ] Ecit) Deite |
| view  Eat | Dette
| view ) Ect et
| view ] Ecit) Deite |
| view ) it Dette
[Easter Offering ][Vlew][ Edit ][ Delete]
][ ][Edn][Delete]
|view] |
|view) |
| view ] Ecit Delte |
| view ) Ect et
| view ] Ecit) Delte |
| view ) et

[Henduras, Small

To add a new fund, select the “"Add Fund” link. The screen below will
appear:
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New Fund

Create Fund

If you would like to edit a fund press the edit link next to the fund you would
like to edit. The fund will appear in the Fund name box for editing. When
complete, press the button to save your changes. To delete a fund press the
delete button and confirm that you wish to delete the fund.

Manage Pledges

Click on “"Manage Pledges” to open a screen that resembles the one below.
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Add a Pledge

Please fill out each of the following:

Pledge Recurrance Weekly

Monthly

Yearly
Amount
Fund N
Member -
Start Date DATE
End Date DATE

Optional Comment

Submit

Select the frequency of the pledge, enter the amount, select the fund and
member and select the start and end dates as well as the optional comment.
Hit Submit when complete to record the pledge.

View Pledges

To view and edit existing pledges, select the “View Pledges” link. A screen
similar to the one below will be displayed:
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Pledges

[ Pledges between Jan 2011 and Dec 2011 (click to edit) Refresh this page

$100.00 | Weekly Aug 2011 to Jan 2012 - Lacy, Steve #108
gonna do it!

$75.00 | Weekly Aug 2011 to Jan 2012 - Bradley, Tom #0

$80.00 | Weekly Aug 2011 to Jan 2012 - Love, JeffreyAllen #114

~$13,515.00 /year
~$1,041.25 /month
~$259.90 /week

*Estimated totals assume 1-year recurrance

| =l

Select a pledge to edit a particular pledge. You can filter the pledges using
the controls at the bottom.

Contribution Charts

To view contribution reports, select the “View Charts” link on the admin
panel and a screen similar to the one below will appear:
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Reports

to Load Chart

2005 Weekly Contributions (rounded)

= Contributed
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R SETE VR L 5 ] b <8 TF 25 =5 o8 =8 of b o
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You can manipulate the filter options to filter based the various options (date
range, donor, and fund). You can also select options to report based on a
weekly, monthly, or annual period. The system will calculate and display the
report based on the period selected. You can also choose the display option
for distribution and the chart will update to display the funds and the
amounts per period per fund.
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Reports

[ By Week j][ Distribution j] [ All Donors j] [ All Funds j]

[ 2005-01-01 ] to [ 2005-12-31 ] [ Load Chart ]

2005 Weekly Contributions (rounded)

o7
14

wlﬂa&zp Jul 11
wlﬂé;‘l 3’8 Jul 18
il fo 25

w&&ﬂn‘éﬂ Ferh 21
g
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Donor Ranges

The Donor Ranges report will allow you to view the ranges of donors based
on a monthly donation average. The report will allow you to specify a date

range as well as a monthly average donation amount and show you the
results by donor as shown below:
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Donor Ranges

Average Monthly Donations from Jan 2005 to Dec 2005
(between $1,000.00 and $10,000.00)

(Bradiey, Tom ||$1.559.09 ]
[Burrows, Tony ][53234.09 ]
| Chervenka, Dan |51.067.64 |
[ Duncan, Terry |[s1.240.82 ]
(Elliott, Todd |[s1.786.45 ]
| Gray, Mike |[51.087.82 ]
(Lacy, Steve | 52.131.01 ]
[ Norris, Mack Jr |[51.565.45 ]
Steele, Mike || 51.442.36 ]

to

to View Donations

Click here to see all members who haven't donated yet!

The system also provides a link to show all members that have never
donated.

Donation Statements
The donation statements link will allow you to print your annual giving
statements for your members. Simply select the year, the donor and click

the “View Statement” button and a screen similar to the following will
appear:
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OFFICIAL RECEIPT

Pursuant to the Internal Revenue Code requirements for substantiation of charitable contributions, no goods or services were
provided in return for the Tax Deductible contributions.

Envelope #20
6065 N. Cmo. de Sotomayor
Tucson, AZ 85741

Alive Church

9662 N. La Cholla Blvd
Tucson, AZ 85742
520-544-7638

[ Date [ Check# ][ Amount || Fund I Comment
2004/01/11 8945 $800.00 General Fund
2004/01/18 8951 $800.00 General Fund
2004/02/22 8967 $800.00 General Fund
2004/02/22 8987 $800.00 General Fund
2004/03/14 9008 $800.00 General Fund
2004/03/21 5966 $1200.00 Honduras
2004/03/21 5966 $600.00 Ezzard, Missions
2004/03/21 9025 $800.00 General Fund
2004/03/28 9040 $25.00 Honduras - Building Addition
2004/03/28 9041 $800.00 General Fund
2004/04/04 9064 $25.00 Easter Offering
2004/04/11 9068 $800.00 General Fund
2004/04/25 9079 $800.00 General Fund
2004/05/02 9091 $100.00 Youth Trips
2004/05/09 9109 $800.00 General Fund

Sermons/Media

Upload Sermon Notes

To upload and delete sermon notes click Upload Sermon under Sermons. A
screen like the one below will appear.
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& MyFlock - Control Panel - Google Chrome o= B
|5 ‘ ﬂ https://myflock2.com/cgi-bin/notes_upload.pl?churchid=church3562
Admin Control Panel

CLOSE [X]|~
" my/nock.com

Display Cover Flow

Add New Media/Sermons

Help

#: Site Main

1 Select Page Design
Site Manager

{| Upload Logo
‘Enable/Disable Features Enter media URL: 1. | upload new media

2. ¥ selact uploaded media

Announcements
or ¥ selact previously uploaded streaming files here

Newsletter

| (‘F‘; Calendar Alburm Art: JE'
/| Survey Administration 1 upload custom Artwark

Media/Sermon Title:

Select Recorded Service Date: | Jul 12E 2U12

m

% Communication Center

%/ Member Manager

P
| Descriptio
| % Contributions
r

- - B
E >~ Sermons/Media
E Keywords:

_ (comma separated - max 300

char

% Manage Admin Delete Existing Sermons

Delete?

?“t’ !mm!dd,|ﬁtle ‘Downlnid‘Edit |

= 2012007010 loian & .l i

There is a new feature that allows you to decide whether you want the cover
flow to display on your admin control panel. In the screen shot above the
cover flow is hidden. Clicking the button that says “Display Cover Flow"” will
show the cover flow like in the screen below.
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& MyFlock - Control Panel - Goagle Chrome

|j https://myflock2.com/cgi-bin/notes_upload.p
Admin Control Panel : CLOSE [X] *
my 'ilock.conn

Help

Select Page Design

Site Manager

‘| Upload Logo
U‘il Enable/Disable Features
L Announcements

Newsletter

Calendar

Survey Administration

| Disable Cover Flow |

Add New Media/Sermons

Enter media URL: 1. U upload new media
2. ¥ select uploaded media

or ¥ select previously uploaded streaming files here

|
Album Art:
Lu U upload Custom Artwork

Media/Sarmnn Title:
. F

Clicking “Disable Cover Flow"” it will become hidden. If you are using Internet
Explorer, the cover flow tool will not appear, for all other browsers you will
see the cover flow tool if you wish to display it.

To upload sermon notes or other media either enter the media URL or select
the “1. Upload new media” link. If you are uploading new media, a window
as follows will appear.

T -
§ Upload Sermon Media - Google Chrome = ﬂ_hj

1 httpe:/myflock?. com : I t |

+ Select files

Agdmes to the upload queus and cick the stam bulton.

Filename Size Status |

&) Add files || & Startupload 0k 0%
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Select “Add files” and navigate to the location of your file on your hard drive.
Once located, click the “Start upload” button to upload your content. Please
note that your file should be less than 100 Mb and be in Microsoft Word,
PowerPoint, pdf, mp3, mp4, wma, wmy, or html format. Once uploaded close
the window.

Next select “2. Select uploaded media” or you could select “Select previously
uploaded streaming files here”. A screen like the one below will pop up.

.
E € Sermon Admin - Choose Sermon Media - Geogle ... | = | E &]

g8 https://myflock2.com/cgi-bin/notes_choose_media.pl?churchid=chu

Select Sermon Media File

Sermeon Media File | add_family. mpd E Select...

RELOAD

-

Select the media you want from the drop down menu and click the Select button. The
window will close and the URL for you file will appear in the URL block.

Depending on the type of file uploaded, default artwork for the media content will appear
once the file is uploaded. If you prefer to upload your own artwork, you may do so by
clicking the “upload custom artwork” link. A window similar to the one below will appear.
Your custom artwork should be 150 x 150 pixels and in the jpg, gif, or png
format.

& MyFlack - Control Panel - Google Chrome |ﬂk£—hj

=] https://myflock2.com/cgi-bin/notes_art.pl?churchid=church3562 &file_url=http

Upload Artwork
Enter artworls file name*: | Choose File | Mo file chosen

* - Album artwork should be Jjpa. .gif. or .pnag format. The artwark should be
150px X 150p=.

Upload

Navigate to the location of your artwork on your hard drive by selecting the
“Choose File” button and select your artwork. Hit the “Upload” button to

93



upload your artwork. Once uploaded, click the link that says “click here to
continue” and the window will close. Your artwork will be previewed on your
media upload window.

Enter a title in the Media/Sermon Title area and hit the “"Add Media to
Library” button to add your media. Once uploaded, your media will appear in the
cover flow tool.

Note that if you have less than 3 articles in your media library, the album
artwork may not display properly.

To delete sermon notes, click the check box next to the sermons you wish to
delete and press Delete Selected.

ey vniua,
(comma separated - max 300
char)

Add to Media Library

Delete Existing Sermons

Date "
Delete? Title Download | Edit
(yyyy/mm/dd)
2012/07/12 Add Family|download | & adit
2012/07/10 piano download | & adit
2012/07/10 Molly download | & agit
| Reset | | Delete Selected |

Upload Files/Forms

Click Upload Files/Forms under Sermons/Media to delete and add new files
or forms. A screen like the one below will appear.
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Site Manager
Upload Logo
Turn Features On/Off
Announcements
Newsletter

Calendar

Add a Poll

‘Manage Polls
- Church App Live

%Y Communication

% Member Manager

% Contributions

A Sermons/Media

Upload Sermons
Upload Files/Forms

Streaming Service

b

—— Wx]
- Hélp

Upload Files / Forms

# | Clickarrow to upload files!

Add New Folder...

% sep09,2013  MyFlock Admin_Guide.docx

% sep09,2013  MyFlock_Admin_Guide.odt
% Sep09,2013  MyFlock_Admin_Guide.pdf
% o0ct16,2000 MyFlock Presentation.ppt
oct 16,2009 Outreach_Overview.doc
oct 16,2009  Steve-Lacy.mp3
¥ Jan30,2014 StreamingChurch_Guide.pdf

sep30,2013 draft_form.doc

Click on the arrow folder at the top to upload new files. A new screen that
looks like the one below will pop up.

@ Upload Sermon Media - Mozilla Firefox

‘i U, & https://myflock2.com/plupload/sermon.php?filesforms=yes&prefix=

+ Select files

Add files to the upload queue and click the start button.
Filename Size Status
&) Add files || & Start upload 0b 0%

Close this window and refresh

-
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Select Add files to find any files you would like to add to the site and then
press Start upload. The file to upload must be less than 100Mb in size. You
may upload up to 50 files to this area. After 50 files have been uploaded,
you must remove a file in order to upload an additional file. To delete
existing files, click the red X's next to the files you would like to delete.

It is also possible to add folders within the file upload area. To create a new
folder, type the folder's new name into the text box directly below the upload
arrow, as shown below, and hit enter. To add files to a folder, click the upload
arrow placed next to the folder's name and follow the procedures for
uploading files. You can place folders inside folders by repeating the steps to
creating a folder inside the text box associated with the new folder.

& Click arrow to upload files!

Add New Folder

o X Testing Folder

Add New Folder

=]

To delete folders, click the red X next to the folder's name. Be careful;
deleting a folder will also delete any files saved inside of it. You cannot move
files among folders. To move files, they must be reuploaded in a different
location and the originals deleted.

You can copy a file's location by right clicking on a link and selecting Copy
Location/Link.

Every file uploaded will be available for download on your web site with a
link to each file in the Forms/Download area.

Streaming Services

MyFlock.com provides the ability to broadcast your services live on the web
using their web tools. MyFlock.com provides the web page for visitors to
view the service as well as the capabilities for your administrator to manage
the online viewing experience. MyFlock.com does not provide the video feed
for the video broadcast. You will need to contract separately with one of
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several video broadcasting services in order to transmit your video to a
streaming web server. One of the services we have experience with is
NetBroadcasting.tv. Although once you have contracted with a streaming
broadcast service for your video signal, you can display that live video feed
using the MyFlock tools.

Below is an example streaming service page:

r . -
& Alive Church Streaming Services - Windows Internet Explorer = | B e

| http:/fmyflock2.com/cgi-bin/streaming.pl?churchid=churchl vl

Alive Church Live Service ®

hide chat

GuestO387:
GuestO387:
Guesto414:
Guest0428:

o

Steve_Lacy:
Y

Steve_Lacy:

Send

Steve_Lacy: | Logout E

00:00 | W | il |

Hol.-l.rs Minutes Saconds = ﬁ];ke %Lay = 2‘. Join Alive's
3 : 26: 46 T e oiucls B &gy Online Community

Web Pastor
.. until the Next Live Web Service

_ Download Today's Invite a Friend to
Teaching Notes % the Service

& Intemnet | Protected Mode: OFf

The streaming service web page includes your video feed, an interactive chat
room where members and visitors to your service can chat and interact. The
system also includes a design template for the page, an area where you as
the administrator can update and post content, as well as an area that has
dynamic content that you as the administrator can update during the live
service. For example, you have the dynamic area update with various
messages, “pass the plate link”, buttons, or links as the service progresses
without requiring your visitors to reload the page.

To include the streaming service page on your MyFlock web site, simply
navigate to the “Site Manager” on the admin control panel and create a new
page and select the “automated page” option and select the “"Streaming
Service” automated page.
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When you select the streaming services link from the admin control panel, a

screen similar to the one below will appear:

& MyFlock - Streaming Admin Panel - Windows Internet Explorer

|§. https://myflock2.com/cgi-bin/strearming_admin.plfchurchid=churchl

my ‘-’}lnck.cnm

CLOSE [X]

Streaming

Player ~~Chat Area

Active Dynamic
Zone

._ ~ Static Zone

3 - 20: 23

Active Dynamic Zone: . d e .
.. until the Next Live Web Service

o update

"F E;:ﬁ gmau).’rch 's Do JoinAlive's
B A Web Pastor “@ Online Community

Static Zone:

_ Download Today's Invite a Friend to
% Teaching Notes ¥ the Service

& edit

Selected Design Template:

— & Choose a Different Desian

Done € Internet | Protected Mode: Off
Il

+,100%

-

m

At the top of the page, the system indicates the various zones of your
streaming web service page. As the administrator, you have control over the

page template design, the Active Dynamic Zone, the Static Zone content,

your service times, the video stream URL, as well as the type of video player

used on your site.

Selected Design Template
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You can select from an ever growing list of streaming service web site
designs by selecting the “"Choose a different Design” link. A window similar
to the one below will be presented:

& MyFlock - Control Panel - Windows Internet Explorer =] 5

|§. https://ryflock2.com/cgi-bin/streaming_design.pl?churchid=churchl = % |

Please Select a Design:

Sort By: 0 Mame Newest Design

i

Done 9 Internet | Protected Mode: Off & 100%

Your currently selected design template will be preselected. In order to
change to a different web page design, simply select the radio button below
the desired design and hit the submit button. You may also navigate to
other pages of designs by selecting the appropriate page numbers. Once a
design is selected, new visitors to your streaming services page will see that
particular design. If you need a custom design created, we can provide that
for a small fee (contact Steve@myflock.com).

Add Service Times

To add a streaming service time, enter the appropriate information in the
service time area as shown below:
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Day Time fone

=
adit @ deleta

Sunday 9:30 AM pacific e

Sunday 11:00 AM pacific & adit i deleta
Service Times: | Saturday 5:00 PM pacific & adit il delete

Saturday 6:30 PM pacific & adit i deleta

Sunday v 1 v .00 v ﬂ paciic ~ |Add

And hit the “"Add” button. The service time will be added. To edit or delete a
service time, select the appropriate icon next to the service time you wish to
modify.

Streaming Player
You have the option of selecting one of many video players on your web site.
There are both Windows Media Player based players as well as Flash based

players to choose from. Simply select the “edit” link next to the player and
the following window will open:
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& MyFlock - Dynamic Selection Panel - Windows Internet Explorer |E|EI&J

|g https://myflock2.com/cgi-bin/streaming_player_select.pl?churchid=churchl - %|

Streaming Players

close window

| Update Player |

5 Windows
Media
Player

m

Flash
Player
A

| Update Player | -
Done @ Internet | Protected Mode: Off H100% -

Select the desired player and hit the “"Update Player” button to update your
player. Please note that the Windows Media player is compatible with
Windows Media streams and the Flash players are compatible with Flash
formatted video streams. You should ensure that you select the appropriate
type of player for your video stream.
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Video Stream URL

Enter the URL provided by your streaming video service provider. If you are
using a flash based streaming service provider, be sure to append the URL
with the streaming file name information as follows:

rtmp://your_video_stream_URL/&file=your_streaming_file_name.flv

Static Zone
You have editorial control over the static area of the streaming web service

page. To edit this area, select the “edit” link and the following window wiill
appear:
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& MyFlock - Control Panel - Windows Internet Explorer SHACIHL X

|s$; https:// myflock?.com/cgi-bin/strearming_static_edit.pl?churchid=churchl - % |
Static Area Content
i
B E e [} ¢ v
P R | T I A -0 e =
SlS S S aha T @ | [Z] Source .
=§:St_l,lle ~ | Format * | Faont - | Size
NENES =

Mike Gray ol ST
: ' == Join Alive's
Alive Church’s &g Online Community

Web Pastor

m

Download Today's Invite a Friend to
Teaching Notes » the Service

[ Update Content ‘

Your content should fit in this editor window without scrolling (475 x 140 pixels max)

Done @ Internet | Protected Mode: Off H100% -

You can enter information into the Static Area Content editor as you desire.
You can use the editor to input links, buttons, graphics, text or whatever you
desire to appear on this area of your streaming service web page. Please
ensure that the content in this area is no larger than 475 x 140 pixels (if you
keep your content to fit in the window without scrolling, you will be fine). If
your content exceeds these dimensions, it may be necessary for your
viewers to scroll to see the content. When you have completed the edit of
this area, hit the “"Update Content” button to save the information. The
information will be automatically posted to your streaming service page
when new visitors arrive at that page.

Active Dynamic Zone
When you select the Active Dynamic Zone edit button, the following screen

will appear:

103



@ MyFlock - Dynamic Selection Panel - Windows Internet Explorer - =HACIHL X

E | https://myflock?.com/cgi-bin/streaming_active_select.pl?churchid=churchl g |

Dynamic Area Content

close window

[ Activate Selected ]

m

We believe that giving is a form of worship. “You can
conveniently give online using this link

You can
g% Donate Online

=
6-') adit @ delete area 13

Make sure you check out our recorded teachings if
you're not able to join us during one of the weekend
services

& ‘._ Check out our

"' ' Recorded Services

p B
& adit @ delete area 11

Worship!

Worship the

Lord!

Done & € Internet | Protected Mode: Off £ 100% -

This window contains all of the dynamic content blocks that you have
created. To edit an existing dynamic content block, select the edit link and
another window will open with that content in the online editor. You can edit
that content to add links, text, insert graphics, etc. To delete an active
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content block, select the delete link. The system will ask you to confirm the
deletion, then it will permanently remove that dynamic content block. To
add additional dynamic content blocks, hit the “add new active content” link
at the bottom of this page.

To activate a new dynamic block on your streaming services web page,
select the radio button adjacent to the desired block you wish to activate,
and hit the “Activate Selected” button at the top or bottom of this page.
Once activated, the streaming services web page will automatically update
the web page with this content (without requiring the viewer to refresh the
page). This dynamic content area is useful to update during the live service
in order to “pass the plate”, or identify worship songs, or provide the ability
to download sermon notes, etc. You can have as many dynamic content
blocks as you desire and can update them as often as you like during the live
service.

Also included in this area is a dynamic web service countdown clock. Once
you have entered your service times, the countdown clock will automatically
countdown to the next service. Once the service has begun, the countdown
clock will show that the service has begun. It will remain in this “service has
begun” mode for 30 minutes after the service has begun. It will then
automatically begin counting down to the next service.
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Outreach

Our outreach system is provided free of charge as part of the MyFlock.com
suite. It provides you with an easy-to-use, online visitor attendance control
panel, and makes keeping track of your ministry's visitors' attendance easy
and secure. The following pages will lead you through recording visitors and
attendance, and ultimately adding prospective visitors to the member
database, so they can take an active part in your MyFlock.com or
StreamingChurch.tv community!

Add Visitor

To use the outreach system, you must first record visitors in the database.
This will only have to be done once per visitor. After they are in the
database, they will remain there until membership. On the sidebar of your
admin panel, simply click Add Visitor, and you will be provided with a form
similar to the following:

Add Visitor to Database

To add a visitor to the member database, simply fill out the form below. The visitor will be added to the member database,
but will not be able to login until provided with a password.

Personal

Gender

Address

This system is built under the assumption that you--the church
administrator--already have a means of recording new visitors at your
church. Many churches have sign-in sheets for visitors, or contact cards, or
the like. This outreach system provides a means for you to digitize your
current system, and phase each week's data into the MyFlock.com servers.
From here, we provide means of tracking follow-ups.
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Fill out as much information as you know. Most fields are not required, so
don't worry if you don't know the visitor's entire life inside and out. This

information will solely represent the information you collect at your church
already.

Assign a Visitor Follow-Up

Assigning a staff member to follow up with a visitor is easy.

Below, you will notice all recent visitors, and the staff members who are assigned to meet up with each of them. If you do not
want to assign a staff member to a visitor, or if you want to remove an assignment, you can simply set the assignment
accordingly.

To remaove a visitor from the database, press the red "X" beside the visitor's name. Be wary, though: this cannot be undonel

12 3 Llast»
X Assign fo: [

View Info »
X Assign fo: [«]

View Info »

Follow Ups

To assign a volunteer to a visitor, click Assign Follow-Up on the sidebar to
your left. A form similar to the following will appear.
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Assign a Visitor Follow-Up

Assigning a staff member to follow up with a visitor is easy.

Below, you will notice all recent visitars, and the staff members who are assigned to meet up with each of them. If you do not
want to assign a staff member to a visitor, or if you want to remove an assignment, you can simply set the assignment
accordingly.

To remove a visitor from the database, press the red "X" beside the visitor's name. Be wary, though: this cannot be undone!

12 3 Llast»

X Assign to: [+
View Info »

X Assignto: [+]
View Info »

Simply assign each visitor to a volunteer, and then rest easy! The volunteer
will do the rest. Once a volunteer is assigned to a visitor, all of that
volunteer's assignments will be visible on the View Visitors portal.
Additionally, these visitors will be coupled with every follow up they have
been given, every recorded visit to your church, and various comments that
have been recorded. The following page demonstrates an example View
Visitors page.
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View Visitors

Allvisitors are listed below, and each is coupled with the follow-ups made with him or her, as well as her or his attendance
report. To view the personal information for a visitor, click her or his name.

To delete a visitor, click the link under her or his name. Be careful, though, as this cannot be undone, and so should only be
done when absolutely necessary.

:

12 3 » Llast»

Bond, James % He has experience working in many foreing countries, and can speak 43
Follow-Up Count: 2 languages. He is not very friendly, but that's probably because he's just
Visit Count: 4 awesome. Be careful when talking to him!
Delete

Record another attendance or follow-up!

Name: James Bond
X 2007-10-14 4" service Attended

Gender: Male
Age: Unknown

Address
1234 Oro Valley
Tucson, AZ 85704

X 2007-09-25 In-Person Visit
Email: Double_07@gmail.com

Home Phone: 520-555-4321
Cell Phone: 520-555-9876 , , S , ,
Work Phone: 520-555-5432 He explained that he is considering joining the church band, and is becoming a huge

fan of our church! This represents great progress.

X 2007-09-23 3™ service Attended

As you will notice in the above screenshot, there is a link that says "Record
another attendance or follow-up!" This link will only appear when the visitor
is due for another follow-up. By default, a visitor will be due for a follow-up
once every 7 days. Furthermore, they will be flagged as ready for
membership after 3+ follow-ups. As an administrator, however, you can
change these settings.
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Outreach Settings

Time Limits

Save Settings

For a volunteer or administrator (administrators are also able to follow up
with visitors, if they want to) actually recording the follow up is very simple.
Simply click on the "Record another attendance or follow-up!" link as it
appears. A form similar to that on the following page will appear.

Simply enter any comments regarding the follow-up that are worth noting.
Also, for the sake of record-keeping, indicate the type of follow-up that was
made, and the date that the actual follow-up occurred. This may not
necessarily be the same as the date which the record was made. Submit the
form, and you're done!
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Attendance / Follow-Up Report

If you have followed up with a visitor, or if a visitor has recently attended church, then fill out the form below to record it. If you
are recording a follow-up, Simply explain how you made contact with the visitor, and how the follow-up went. If anything
noteworthy occurred, write it down.

Ideally, you should also provide the date that the attendance or follow up actually occurred, not just today's date.

Marilyn Monroe

| called Marilyn, and she explained that she was very interested
in attending church next week, and that the only reason she
hadn't showed up for service this week is because she was that
she had to take an extra shift at her job last-minute

Membership

The goal of this outreach system is twofold. Most obviously, it is simply to
help visitors feel welcome in the church, and to convince them to continue
attending. However, the ultimate idea is to convert visitors into members
that are capable of logging into your church site, and contributing as active
members.

After a visitor has been followed up with at least the minimum required for
membership (as designated in your settings) an option to make them a
member will appear on the View Visitors page. Once the option is clicked, a
form similar to the following will appear.
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Make David a Member

If you have communicated with David, and have decided itis time for her/him to become a member, simply fill out the
password fields below This will set her/his password, and also change David's status from "visitor" to "member "

Only do this when you are done following up with Dawvid!

David Hume

Assign a password for the visitor, and you're done! We assume you'll agree
on a password beforehand, but it can be something random that you expect
them to change after logging in for the first time. After this, the visitor will
no longer be a visitor, and as such, will not be accessible through the
outreach system.
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Visitor Trends

This page is the main reporting center for the church outreach system. You are able to see trends in visitor attendance and
follow-up reports, as well as other important information.
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Follow-Up Type Frequency (2007)

—Email = In-Person Visit = Phone Call — Written Letter — Other
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Visitor Trends

This page is the main reporting center for the church outreach system. You are able to see trends in visitor attendance and
follow-up reports, as well as other important information.

-

Follow-Up Type Frequency (2007)

—Email = In-Person Visit = Phone Call — Written Letter — Other
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Trends

We also provide a simple system for watching outreach trends. There are
163 different types of trends to view, though we do not expect you to need
them all. This is provided as a convenience, but is by no means necessary
for you to make good use of the outreach system.

Manage Admin

Manage Administrators

To manage administrators click "Manage Administrators” under Manage
Admin. A screen like the one below will appear.
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) http: //myflock2.com - MyFlock - Control Panel - Mozilla Firefox

EEX

Member Manager

Add Member(s)
Add Family

Announcements

Admin Control Panel y e CLOSE [¥X]|”
myflock.com o
—1] Select Page Design Manage Administrators
i}’ Site Manager [ ]
Add MNew Administratar
r load L

L/ ® e Checked items indicate view and update priviledges

[jll| Enable/Disahle Features

L Announcements

# | Newsletier . . " .

Site Design & Content Members Communication

i Site Design Add fember(s) Event Administration

= 5 Administratio .

& o " Site Manager Edit Members Email Church Members

Reports

Enahble Online
Contributions

Manage Pledges

[ Update Tom Bradley ]

ComminEnGE e Reset Member Password Phaone Caller
elinrrzh Hage Wember Spotlight Bulletin Board Maintenance
Email Church Memh Enable/Disabl 3
e e g NABIEISabie hember Profile Status Prayer Board Maintenance
Q Email Newsletter Functions
| Phone caller Update Newsletter hManage Groups email the Newslatter
¢
Greeting Card Mailer Update Calendar Track Attendance File Upload
B A min s Survey Administration Mlail Werge Outreach
Prayer Board Contributions Sermons Administration
Event Management Record/Edit Upload Sermaon MNotes [] Manage Administrators
Upload Files/Forms Contributions Change Church Info

[ I e

On this page you can add new administrators by pressing add new

administrator. A screen like the one below will appear.

Type the name, e-mail address, and password of the administrator you are
adding. By clicking on the boxes you can limit what this administrator is
allowed to do. When finished, press Add Administrator. The system will
automatically send the new administrator as well as the main administrator
an email with information for accessing the administration control panel.

To edit what an administrator may do or change his/her password, click
Manage Administrator and click the boxes of the boxes you want the
administrator to be allowed to do. When finished, press Update
Administrator.
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Change Administrators Info

To change your administrator information press "Change Administrators Info”
under Manage Admin. A screen like the one below will appear.

%3 http:/imyflock2.com - MyFlock - Control Panel - Mozilla Firefox |Z|E|E|

Admin Control Panel ) pRr—— CLOSE [¥]|®
my'/fiock.com kY

l‘ *Your email (or administrator's email); |steve @myflock.com

Select Page Design

i}’ Site Manager = %
/A Blhad Logo "Password: [ |
|"’i| Enahle/Disable Features
Announcements

Password (again); === |
Newsletter N 8

Calendar

BB saminiciation [ Feset ] [ Update Admin Info ]

Email Church Members
Email MNewsletter
Phone Caller

Greeting Card Mailer

| Forum Adminisirators
Prayer Board

4 Frent Management
=1 Upload Files/Forms

Member Manager

Enter the information you wish to update (administration email address
and/or password). When complete, press “Update Admin Info”.

Change Church/youth Info
To change your church/youth information (name, address, phone, etc.) press

“Change Church/youth Info” under Admin Management. A screen like the
one below will appear.
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) http://myflock2.com - MyFlock - Control Panel - Mozilla Firefox

EEX

Admin Control Panel ) CLOSE [X]|*
myflock.com
: * - required fields
“—| SeleciPage Design
E& Site Manager *Church Name: [Alive Church | display
‘;‘. TUpload Logo
[j| Enable/Disable Features Address 3662 N. La Cholla Bivd [ display
Tf;  Amnnouncements
# | Newsletier
= '. Calendar *City: |Tucsun | display
=#| Survey Administration
"State:| AZ v | @ display .
Email Church Members “Zip: 86742 | [ display
()| Email Newsletter
Phone Caller
e i ) Phane (x00-300¢0000): 520-343-7200 display
| Greeting Card Mailer
| Forum Administrators
| Prayer Board Type of church:| Non-denominational |
 Fvent Management
=1 Upload Files/Forms ; .
. ChurCh websgte URL'|hﬂp:,’jalivechurch.com |
(ig - httpodhanans mysite com)!
Member Manager
-3 Tagline: |Leading people to follow Jesus |
. Add Memher(s) {appears on frant page) [ display
Add Family oS

Fill in the blanks that you wish to change and click display on the lines you
wish to display. The fields checked to display will appear on each page of the
web site. When complete, press “Update My Church/youth Info”.

(MyFlock Only)
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