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1.
Introduction

1.1
Purpose

The purpose of the NCMB project has been to create a website that met the internal and external needs as requested by the customer. The outcome is a pleasurable web experience for visitors to the site that provides church information and promotes the activities and ministries of the church. Included in the solution is an internal data management system for collecting and managing church member information within a secured member’s only area. This area provides functionalities for collecting and reporting information for those church members with authorized access. The secured area contains built-in administrative tools that allow administrators and other authorized individuals to manage the content and pages within the website from any Internet connected location. 

The focus of New Covenant Missionary Baptist Church Web Site User’s Guide is to provide instruction to the users of this web site. The users include the public users of the unsecured pages of the web site.  The church’s user community will also be able to use the secured pages and the secured data on the web site.  These church users will include: 1) church members, 2) department managers, and 3) the web site administrator.  This document will be a very important tool for the church user community, as they will not have access to the developers, the CSCI 680 Spring 2006 class of Winthrop University, after the semester’s end.  This document will be the user’s sole source of reference for information about using the web site.

1.2
Scope

The NCMB project produced a website named “www.ncmbchurch.org” for the New Covenant Missionary Baptist Church located in Rock Hill, South Carolina. The church will benefit from the public exposure of the church’s activities and ministries. The newly designed website may also benefit the church as a potential source for recruiting new church members. The completion of this project will consist of an external Internet website that satisfies the customer’s requirements as listed and agreed upon in the requirements document. The lifecycle for the project will consist of standard analysis and design, development, testing, production methodology (SDLC). The impact of the project will be immediate exposure of the activities and ministries of NCMB to the public. The site will be hosted on a contracted web server and will be managed using self-included administrative web pages. The goal of the project is to provide a web site that communicates the church’s information while providing a secure member’s area for collecting and managing member information. The member’s area will provide a tool for collecting member data that can be used for reporting purposes. The design should require minimal or no external development tools for the end user. 

1.3
The User’s Guide Organizational Approach

This web site will be presented to its users in this User’s Guide in a layered approach.  We will start by describing the outermost layer (i.e. the public users) and end with the innermost layer (i.e. the web site administrator). Also, we will use the convention of underlining all links that are referenced in the text.

1.4
Dedication

We, the CSI 680 class of Spring 2006, dedicate the New Covenant Missionary Baptist Church Web Site to the greater glory of God.

2. The Public User

The public user is an individual who is not a member of the New Covenant Missionary Baptist Church and does not possess a valid website username and password. This user can only access the unsecured and active web pages made available for public viewing. To access the website the user should request “ www.ncmbchurch.org”, the website’s home page will be displayed.

2.1 The Home Page
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Vital information about the church is displayed on the home page.  The News and Events area on the home page displays incumbent information. The user can access other pages for different and more detailed information by clicking the various links on the home page.

2.1.1 Request Access

Web access is reserved for church members. If the user is a church member and would like to request access to the site, click on the “Register?” link, following link page will be displayed:
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The user will then complete the form and then click “Send”.  The following page will be displayed:  
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The user can click another link or “Home” to return to the home page.

2.1.2 About Us 

Click on the “About Us” link and the following page will be displayed:
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The About Us page displays information about the church’s history, worship styles, beliefs and ministry information.

2.1.3 Announcements

Click on “Announcements” the following page is displayed:
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The church’s most current announcements along with a short description can be found on the Announcements page. 

2.1.4 Calendar

Clicking the “Calendar” link allows access to the church’s yearly calendar in Portable Document Format (PDF). 
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The user can print or save the calendar from this page. Click on the back button the return to the previous page.

2.1.5 Sermons 
Click on “Sermons” and the following page will be displayed:
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The sermons page displays a list of current sermon topics followed by a brief summary of the sermon. Click on “ Printer Friendly Version” to get the full sermon. Below is an example of a full sermon text:
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Click on “X” in the upper right corner of the screen to close it.

2.1.6 Departments

The “Department” link points to a drop-down menu of sub webpage links. Roll the mouse over the department link and the following will be displayed:
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Each link in the drop-down menu, points to it respective sub web page. For example, click on “Boards” and the following is displayed:
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2.1.7 Photos

Click on the “Photos” link and the following page is displayed:
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The Photos page shows a list of church photos and brief description. The user can click on “View Full size Photo” to view a picture in its full size.

2.1.8 Prayer Request

To send a prayer request, click on “Prayer Request.” The following page is displayed:
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Complete the name, email address, phone number, prayer request fields, and click “Send”. Upon clicking the send button, an automatic acknowledgement, “Your prayer request has been sent successfully.  Our staff will remember your needs in our prayer services” will be displayed.  If an email address was entered, a prayer request acknowledgement will also be sent to the user’s email address.  The user can send an anonymous prayer request by leaving the name, email address, and phone number fields blank. 

 2.1.9 Contact Us 

To send a question/comment, click on “Contact Us” the following page is displayed:
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A list of the church’s contacts is displayed on this page. Click on the “Click here to send us an email using our contact form” link to send an e-mail using the contact form. The following page will be displayed: 
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Complete the full name, e-mail address, phone number, and Comments fields, and click “Send”. Upon clicking the send button, an automatic acknowledgement, “Your comments have been sent successfully to the administrator@ncmbchurch.org” will be displayed.  An acknowledgement message will also be sent to the user’s email address.   

2.1.10 Guestbook
Upon clicking on “Guestbook,” the following page appears:
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Here the user can acknowledge visiting the site without requesting any further actions by the church.  To sign the guestbook, complete the requested information and click “ ​Submit”.

Upon clicking submit, the following acknowledgement message will be displayed, “Thank you!  Your entry has been added.”   To view the guestbook, click on the “​Click here to view what others wrote.”

3. The Member
The member is an individual who is a member of the New Covenant Missionary Baptist Church and possesses valid username and password.  The member can perform all the actions the public user is allowed, but also has access to some secured web pages after a successful login. If a church member does not possess a valid username and password and would like to access the site, the member can perform the actions described in the Section labeled, “Request Access” above.  An approved access request will result in a new username and a new password sent to the member’s email address.

3.1 Login 

The member enters username and password in the login area on the home page and clicks “Login”.  A successful login will display a welcome message along with the member’s first name as shown below:
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An additional link called “Members Only” is also displayed. 

3.1.1 Problems Logging On

An unsuccessful log on will result in the following page:
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If you have forgotten your password, click on the, “Forget Password?” link, and perform the actions described below. Otherwise, try again with the correct username and password.

3.1.2 Forget Password 

The forget password mechanism allows for the creation of a new password. Click on the “Forget Password?” link. The following page will be displayed:
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Enter a valid email address and click on “Email New Password”. A message will come back that says, “Your password has been changed successfully for the next time you log in!” A new password will be sent to the email address provided.

3.2 Members Only 

Roll the mouse over the “Members Only” link, and the drop-down menu will be displayed: 
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These links represent additional tools that members can use to manage their information.

3.2.1 Member Information Management

Member information management allows a member to manage his/her profile. Members logging on for the first time will need to use this tool to update their information. To update your profile click on “ Member Information Management”, the following page will be displayed:
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The Member Information Entry form has been populated with the member’s information.  The user can make desired changes and click the “Update” button at the bottom of the form.  To clear the member information entry form, click the “Clear” button; however, it is required that the name fields are complete before clicking “Update”.  Optionally, the member can download the member data entry form by clicking on the “Click here to download the member information entry form in PDF format”. The following will be displayed:
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Click on the printer icon to print this form.  The completed form should be mailed /delivered to the stated address and the website’s administrator will set up your profile. Click on the Back button to return to the previous page.

3.2.2 Change Password
To change password, click on the “Change Password” link under the Members Only link. The following page will be displayed:
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Enter current password in the “Old Password” text box; then type new password in the two “New Password” boxes.  Click the “Change” button and an automatic response. A message comes back verifying that her password has been changed to the new password.  (Password guidelines should be put on the above screen.)

3.2.3 Member Pledge Data Entry

The member can enter a personal pledge to the church by clicking on the “Member Pledge Data Entry”. Enter the pledge amount and pledge designation, and click the “Submit” button.  In addition, a pledge report is available on this page to show the member’s pledge history. Select the report criteria and click, “Run Report,” and the report will appear on the screen. Finally, the member can then click on “Click here to download and print the pledge form in PDF format” link on the Member Pledge Data Entry form.  The member accesses a read-only PDF version of the pledge form as shown below:
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From here, the member can “Print” to get hardcopy.  If the member wishes, the member can fill out this pledge form and submit it to the church for processing by the administrator.
3.2.4 Member Reports
When the member clicks on the “Member Reports” option, a report generation page will be displayed. The member can click on the arrow to see a drop-down list of available reports as shown below:
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The member can then select the type of report to be created.

3.2.4.1 Birthday Report

From the Member Reports page shown above, select the “Birthday Report” option of the dropdown Report Selection menu.  The following screen appears:
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Select the birthday report criteria and click “Run Report”. Below is a sample of a birthday report by month:
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Clicking “Printer Friendly” can generate a printer friendly version of the report.

3.2.4.2 Member’s Directory Report

From the Member Reports page as shown above, select the  “Member Directory” option of the dropdown Report Selection menu.  The following screen appears:
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Choose desired selection criteria and click “Run Report”. Below is a sample of a Member’s Directory Report: 
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Clicking “Printer Friendly” can generate a printer friendly version of the report.

3.2.4.3 Organizations, Talents, and Interests Report

From the Member Reports page above, select the Organizations/Talents/Interests Report option of the dropdown Report Selection menu.  The following screen appears:
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Using “check boxes,” select the “Organizations” or the “Talents & Interests” to be displayed on the report and click “Run Report”.  Below is a sample report: 
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Clicking “Printer Friendly” can generate a printer friendly version of the report.
3.2.4.4 Wedding Anniversary Report

From the Member Reports page above, select the Wedding Anniversary Report option of the dropdown Report Selection menu.  The following screen appears:
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Select the anniversary report criteria and click “Run Report”. Below is a sample of an anniversary report by month:

[image: image32.png]2 Member Reports :: New Covenant Missionary Baptist Church :: Rock Hill, SC - Microsoft Internet Explorer

e Q@ - 7 adess [ mapipmmncnbehurch.orgireportshman.asp# 8 we q¥
- .|
Dr. Garrison, Pastor

Welcome Keneisha | Click here to logout
Homs
About Us
Prnouncements .

Report Selection: 4
Calendar
Sermons Wedding Anniversaries Celebrated This Month
Departments
Photos Printer Friendly
Prayer Requsst )

april
Contac{EH} 4/19/2005 1vears Hill, Chip ajoe@new.com
Guestbook
Administration 4/13/1980 26 Years Dumas, Brenda dumasb@winthrop edu
Members Only

4/14/2006 0 Months. Brown, Paul

@ Internet





Clicking “Printer Friendly” can generate a printer friendly version of the report.

4. The Department Manager
The department manager is a church member who has a valid username and password.  The church department manager can log on to the secured area of the web site and do all the member functions.  In addition, the church department manager can also access some of administrative functions.

4.1 Department Manager Home Page
When the church department manager successfully logs on, the Members Only link and the Administration link are added to the Home Page.    Rolling over the Administration link with the cursor causes the secured administration links available to the church department manager to be displayed.
4.2 Department Manager Sub Web Page Content Management

When the web site administrator assigns a department manager to manage a specific sub web page, that Department Manager can update content of that sub web page.  When the Department Manager clicks on this Manage Sub Webpage Content link under the Administration tab, the Sub Web Page Content Management Screen only makes this Department Manager’s sub web pages available.  This form allows the Department Manager to manage the content on sub web pages that were assigned to this manager by the administrator. Therefore, the sub web page selection list will only have sub web pages that the administrator has authorized the Department Manager to change. This tool will allow the Department Manager to add, change, or delete an image on the sub web page. The tool will allow text content management for the body of the sub web page using a rich text editor tool. The tool will allow the selection of a point of contact and contact information to be displayed on the sub web page. The page status can be set here to available/unavailable on the web and secured/unsecured. The administrator can access this form but is not limited to assigned sub web pages. The administrator can manage all sub web pages.  Please go the “Sub Web Page Content Management” Section under Administrator to see a picture of the screen and get further details on how it operates.

5. The Web Site Administrator

The web site administrator will have full access to all functionality within the web site.  He will possess tools to allow for content management, sub web page management, access level management, member data entry, reporting functions, data entry tools.  To access the administrative module, the administrator will perform the login procedure as described in the Section labeled “Login” above. After a successful login, the Administrator’s home page will be displayed.

5.1 Administrator’s Home Page
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The additional administration link points to a drop-down menu of links to administrative functions. Roll the mouse over the “Administration” link and the following will be displayed:
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5.2 Category Lists

Category list allows for the management of categories for member descriptions.  Click on “Category Lists” and the following page will be displayed:

          [image: image35.png]Flo Edt View

Favorkes Tools Help

358 Hampton Street Rock Hill, SC 29730 (803)328-
3854

Dr. W.E. Garrison

Welcome user | Click here to logout

Home CATEGORY LIST MANAGEMENT
About Us © Organizations|[Name
announcements € Talents Desaripton
Calendar  Interests Status: & active © In-Active
Sermons  Join Church Add New_| Reset
Departments {Status - Category}
Photos &~ Boy Scouts of America

4 - Deacons
Prayer Request 4 - Rotary Club
Contact Us
Guestbook

Administration

Members Only





A category can be a/an organization, talent, interest, or join church method. “A” represents “Active”. A category with an “Active” status will be made available on the NCMB Member Information Entry Form described in the Section labeled “Member Information Management” above. Conversely, “I” represents “Inactive”. Each Category has a subset of categories. The Organizations radio button is currently checked, therefore a subset of organization categories are displayed. For illustration purposes, if the “Talents” radio button is checked the following will be displayed:

          [image: image36.png]Fle Edt View Favortes

Tools

Help

Welcome user | Click here to logout

Church

358 Hampton Street Rock Hill, SC 29730 (803)328-
3854

Dr. W.E. Garrison

Administration

Members Only

Home [CATEGORY LIST MANAGEMENT
About Us " Organizations [Name

Announcements @ Talents D= EbHBiL

Calendar Clnterests  |[Statusi | € active O In-active

Sermons © Join Church Add New | Reset
Departments [ {Status-category} |
Photos

Prayer Reausst

Contact Us,

Guestbook





5.2.1 Add New Category

To create a new category, fill in the requested information, to make the category available on the Member Information Entry form select the “Active” radio button, otherwise select “In-Active”.  For illustration purposes, to add dancing as a talent, complete the fields as follows:
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Click “Add New”; the Add New button changes to Save. Then, click “Save”. Dancing is immediately reflected as subset of Talents categories and is also made available as a new category on the Member Information Entry form (See picture below).
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5.2.2 Update A Category

To update a category, click on the “Category Lists” link. Select on the Category type (Organizations or Talents, etc). In the sub categories list, select the category to be updated. Make the necessary changes and click “Update”. For illustration purposes, change the status of dancing to “In-Active”. Select Dancing from the Talents category as follows and select “In-Active” (see picture below).
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Click “Update” and changes will be reflected in the sub categories list (see below). 
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Dancing will no longer be available on the NCMB Member Information Entry Form.

5.3 Event Lists
Event list allows for the management of events to be made available for general public viewing.  Click on “Events Lists” and the following page will be displayed:
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An event can be an announcement, a news item, or a sermon. “A” represents “Active”. An event with an “Active” status will be made available for public viewing on its respective Announcements, Sermons, or the “News and Events” window on the home page. Conversely, “I” represents “Inactive”.  Each Event has a subset of events. The Announcements radio button is currently checked, therefore a subset of announcement events are displayed. For illustration purposes, if the “Sermons” radio button is checked the following will be displayed:
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5.3.1 Add New Event
To create a new event, fill in the requested information, to make the category available on the Announcements page for public viewing select the “Active” radio button; otherwise select “In-Active”.  For illustration purposes, to add a news event, complete the fields as follows:
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Click “Add New”, the Add New button changes to Save. Then, click “Save”. Acceptance Testing is immediately reflected as subset of News events and is also made available for public viewing in the “News and Events” window on the home page (See picture below).
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5.3.2 Update An Event

To update an event, click on the “Event Lists” link. Select on the Event type (Announcements, News, or Sermons). Select the event to be updated, from the sub events list. Make the necessary changes and click “Update”. For illustration purposes, change the status of the acceptance testing event to “In-Active”. Select “Acceptance Testing” from the News category as follows and select “In-Active” (see picture below).
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Click “Update” and changes will be reflected in the sub events list (see below).
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Acceptance testing status has been changed to “In-Active” and is no longer available for public viewing in the “News and Events” window on the home page.

5.3.3 Delete An Event

To delete an event, click on the “Event Lists” link. Select on the Event type (Announcements, Sermons, or News). Select the event to be deleted from the sub events list. Then, click “Delete”. For example, select “Acceptance Testing” from the News category and click “Delete”.  The sub event “Acceptance Testing” disappears from the list.
5.4 Contact List 

The contact list allows for the management of the contact information on the Contact Us page. Click on the “Contact Lists” link. The following will be displayed:
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Name and List Order are the only required fields.  List order determines the order that the contacts appear on the Contact Us page. The forms text boxes are currently grayed-out, therefore no data entry can be performed.

5.4.1 Add New Contact

To add a new contact, click the “Add New” button.  Select the contact to be added form the drop-down list of member names (see below). This ensures that only registered members can be added as contacts.  
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Select the member’s name from lower right drop-down list. The table then will be populated with the member’s information. For example, to add Tony Bland as a contact, select Tony’s name from the drop-down list.  Enter Tony’s position and select the List Order. Use the Show column to check/uncheck member information to be shown on the Contact us page. The “Visible/ Not Visible” radio buttons determine whether the contact is available for public viewing (see below). 
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Click the “Save” button to add Tony Bland as a new contact in the third position on the list. 

5.4.2 Update Contact Information

Updateable contact information includes List Order, Description, and Visibility. Other contact information such as name, address et cetera can be updated from the Member Information Management form. Select the Contact to be updated, make changes, and click “Update”.

5.4.3 Delete Contact

To delete a contact, select the contact’s name and click the “Delete” button. This delete confirmation message will be displayed: “Are you sure you want to delete this contact permanently”. Click “Yes” to confirm, and the contact will be deleted.
5.5 Manage Worship Service

The administrator can use this tool to manage the schedule of worship services that appear on the home page.  Click on the “Manage Worship Service” link and the following screen will appear:
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List Order determines the order in which service times appear on the home page. An Active status means that the service time is available for public viewing. Conversely In-Active makes it is un-available.

5.5.1 Add New Worship Service

To create a new worship service, enter the requested information and click “Active”.  For example to create Tarry service enter the details as shown below:
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Click “Add New”; then click “Save”.  Tarry service has been created and is available for public viewing on the home page.
 

5.5.2 Update Worship Service

The administrator can update an existing worship service. Click on the service to be updated, make the necessary changes, then click “Update”. For example, change the status of Tarry service from In-Active to Active, select Tarry service, and then select “Active” (see below).
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Click “Update” and Tarry service is now available for public viewing.

5.5.3 Delete Worship Service

The administrator can delete an existing worship service. Click on the service to be deleted, and click “Delete”. 

5.6 Create Sub Web Pages

The administrator can create sub web pages for church departments as the need arises. Click on the “Create Sub Webpages” link. The following page will be displayed:
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5.6.1 Add New Sub Web Pages

To create a new sub web page, click “Add New” enter the requested information and click “Save”. For example to create a sub web page for the Youth department, click “Add New” enter the details as shown below:
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Click “Save”. 

[image: image55.png]Fie @ - rcress @] tpiinenbehurch.orgladinferestesup.asp VB ks
Welcome Keneisha | Click here to logout
Home
[About Us
Sub Web Page Management
Announcements
{Status - Avaiable - Securty - Description}
Calendar
/A~ AP - Accounting
Sermons 44 -P - Children SUb Wb paga Tite
S - -P - Choir
Departments. AP - Evangslists O available (4) ® Unavailable (U)
Photos [A-A-P -Mens Orublic (P) ©secured (5)
/A~ 4 -P - Pastor Cormer
Prayer Request [fl [~ -5 ~Rotary Club Oactive (2) @ In-Active (1)
A~ 4 -P - Stewardship
Gairtls A-U-P - Tony Page
Guesthook A~ AP - Youth Add New

Administration

Members Only

Aval

itle: Name displayed on page and in menu selection.

ble: Page is available on the web.

Secured; Requires 3 member to log in.

A

SC 29730

ve: Determines if a page can be made available for displal

| (803)328-3855

@ Internet




The Youth department page has been created and appears in the list of available sub web pages. The page is also visible in the drop-down menu of the “Department” link.

5.6.2 Update Sub Web Pages

The administrator can update the status of the sub web page.  Available/Unavailable means that the page has been created and is on the web.  Public/Secured describes whether the page is available for general public viewing or it requires login for viewing.  Active/In-Active means whether the page is available for public viewing. For example, if the page is under construction, the administrator can change the page’s status to “In-Active” until construction is complete.  For illustration purposes, change the status of the Youth sub web page to In-Active.  Click on “Create sub web pages”, then click on the page to be updated, in this case Youth. Check the “In-Active” radio button (see below).
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Then click on “Update”. The Youth’s page status has been updated to “In-Active” and it is no longer available for public viewing.

5.6.3 Delete Sub Web Pages

To delete a sub web page click on the “Create Sub Web pages” link.  Then, click on the sub web page to be deleted; finally, click “Delete”. A confirmation delete message appears. “Are you sure you want to permanently delete the selected sub web page?” Click “Yes” to confirm the delete, and the page will be deleted.

5.6.4 Department Manager Access

The administrator can assign a department manger to manage the contents of sub web page(s). To assign a department manager, click on the “Department Manager Access” link. The following will be displayed:
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Currently, there are ten active department mangers (in alphabetical order), but the administrator can grant/revoke the Department Manager access level; this will be discussed in the “Member Information Management for Administrators” Section below. To assign sub web page(s), click on the department manager’s name, then click on the page(s) under the Web Pages heading, and finally use the greater than “>” sign to add assigned page(s).  Use the less than “<” sign to remove assigned page(s). Use the double greater than “>>” sign to assign all pages and the double lesser than “<<” sign to remove all pages.  clicking “Update” makes the changes permanent. For example, to assign the Youth page to “John Rouda”, click on John Rouda (see below):
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He is currently assigned the Children, Boards, and Mens pages. Click on Youth, click the greater than “>” sign. The following will be displayed:
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Click “Update” to complete the assignment process.

5.7 Manage Sub Web page content

The administrator can manage the content of an assigned /unassigned web page. To manage the content of a sub web page, click on “Manage Sub Webpage Content”. The following will be displayed:
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Select the sub web page to be updated from the drop-down list as shown below:
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For example, select the Youth page (see below).
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To insert/change a picture click on “Change Display Image” the following will be displayed:
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Click on the “Browse” button to locate the photo to be displayed (size the photo before executing the upload) and click the “Upload Image” button. Fill in the requested pages. Then click “Save Changes”.

5.8 Manage Core Sub Web Page Content

This page allows the administrator to manage the contents of the Home Page, the About Us Page and the Contacts. Click on the “Manage Core Sub Webpage Content”. The following will be displayed:
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Click on the drop-down list and the following will be displayed:
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5.8.1 Manage Home Page

To manage the contents of the home page, select “Home page” from the drop-down list shown above. The current content of the home page will be displayed as follows:
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To change the picture, click on the “Change Display Image” click the “Browse” button to locate the photo and click “Upload”.  Make desired changes to the text, and click the “Save Changes” button.  

5.8.2 Manage About Us 

To update the contents of the about us page, select “About Us” and the following will be displayed:
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Make desired changes and click the “Save Changes”.

5.8.3 Manage Contacts (Maplink)
The administrator can manage the map link displayed on the Contacts page that gives directions to the church. Select “Contacts” from the drop-down list. This page is displayed:
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Enter the map link. For example www.mapquest.com (see below):
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Click “Save Changes”.

5.9 Manage Photos

The administrator can add/delete photos, edit their description, and set their availability status. Click on “Manage Photos” and the following page will be displayed:
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5.9.1 Insert New Photo

The website does not size the photo; therefore, size the new photo first.  Now, to insert this new photo, click on the “Insert New Photo” link. The following page will be displayed:
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Click on the “Browse” button to locate the photo and click the “Insert Photo” button.  To make the photo available for public viewing set the Active status to “True”. “False” will make it unavailable.

5.9.2 Delete a Photo

To delete an existing photo, click on the “Delete” link of the photo.  A delete confirmation message that reads, “Are you sure you would like to delete this photo?”  Click “Yes” to confirm, and the photo will be deleted. 

5.9.3 Edit Photo Description

To edit the description of an existing photo, click on the “Edit” link of the photo. Change the descriptions and click “Update Photo”.

5.10 Upload Calendar
The church’s calendar will be displayed in Portable Document Format (PDF). The administrator can upload new calendars as the need arises.  Click on the “Upload Calendar” link, and the following page will be displayed:
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Click on the “Browse” button to locate pdf file to be uploaded, select the calendar file, and click the “Upload” button. 

5.11   Manage Guestbook

To monitor the guestbook, click on the “Manage Guestbook” link. Then click the “Next” button. The following page will be displayed:
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Check the record (s) to be deleted, and click the “Delete Record” button.

5.12  Church display information

The administrator can manage the main church contact information displayed on the home page. To manage the display information, click on “Church Display Info” and the following page is displayed:
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Make the desired changes, and click “Submit”.

5.13  Web Mail

Click on the “Web Mail” to be directed to the email login page as follows:
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Fill in e-mail address and password. Click “Check Mail” to look at e-mail.  Click “Manage Mail” to delete e-mail.  Click “Back” to get out of this screen.
5.14  Reset Password

The administrator can perform reset password for a selected member upon request at any given time. To reset a password, click the “Password Reset” link. The following page will be displayed:
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Enter the member’s Logon Id. Click the “E-mail New Password” button. A new password will be sent to the member’s e-mail account.

5.15  Members Only (Administrator’s Version)

The administrator’s version of the “Members Only” link provides the ability to view and gives total control over all member information.

5.15.1 Member Information Management / Access Level

This is very similar to the Member Information Management described above;  however, the administrator can select the member information to modified. For example, click on the “Member Information Management” link, then click on “bland, tony – A” under Existing Members and the following will pop up:
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Please note that this is the place where the administrator gets Tony Bland’s UserID (i.e. Logon Id) for use in Password Reset Screen. (Tony’s UserID) is directly above the Reset Password button.)  The administrator can edit a member’s information, change member access level, change member status (Active or In-Active), click the “Update” button, then click the “Save” button to make all the changes permanent.
5.15.2 Register Member

On the administrator’s version of the member information entry form, there is an additional “Add New” button to be used for adding new members in response a “Request Access” described above. To add a member click on the “Member Information Management” link, complete the required fields, select access level to be granted and click the “Add New” button. An automatic email containing a username and password will be sent to the email address provided. 

5.16  Member Pledge Entry

The administrator’s version to the pledge for allows the administrator to run pledge reports for a selected member or to submit a pledge on a member’s behalf.  Click on the “Member Pledge Entry” link and the following page will be displayed:
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5.16.1 Submit Pledge

Select the member name from the drop-down list as shown below:
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Enter the pledge amount, and the pledge designation. Click the “Submit” button. An automatic acknowledgement will appear on the screen. 

5.16.2 Run Pledge Report

The administrator can run a pledge report for a selected member.  Select desired start and end dates, check member status, and then click the “Run Report” button (see sample pledge report below).
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Click on “Print View” to preview and print the report.

6.
Error/Informative Messages

During execution of one of the functions of the New Covenant Missionary Baptist Church web site, a box may appear with no options, but to click “Cancel or Help”.  The messages in these boxes occur in response to some action the user has performed.  

6.1
Informational Messages

Some of these messages are informational messages.  These types of messages require no further action from the user.  Their only purpose is to provide information to the user.  Some of these messages come from the church web site while others come from the Internet provider.   For example, once a record has been deleted, a box will display which informs the user that a record has been deleted.  The user’s only option is to click on the “OK” button.  These messages are informational only and do not indicate a problem.
6.2
Warning / Error Messages

These types of messages let the user know that an error occurred that prevented his request from processing.  The user must go back and correct the information or exit the screen.  The error message coming from the church web site looks like this:
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There can also be error messages from the Internet provider.

6.3
Confirmation Messages

These messages confirm that the user wants to perform a certain function before it is executed.  The user has the option of following through with the action or canceling the action.  All of these messages come from the church web site.   

One example of a confirmation message is when the administrator asks to delete a member on his privileged Member Data Entry screen.  A message displays on the screen asking the administrator to confirm that he wants to delete the member.  The administrator must answer by clicking on “OK” or “Cancel” button to either execute or exit the function. 

6.4     Security Messages

These types of messages let user know that access to a secured page has been denied.  An authorized user must contact the administrator to resolve the issued.  
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