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Arena - the Power of Community

Arena is a Church Ministry System that empowers your staff and your ministries by:

e« An easy-to-use and centralized method for your members to contribute (financially and
physically) to ministries

o Keeping accessible, accurate, thorough, and integrated member records

o Organizing records by levels and layers of grouping schemes

e Tracking members’ physical and spiritual needs and activities

o Coordinating ministry events through promotions and Arena-managed websites
e Providing an effective means of personal and mass communication

This makes Arena a true ChMS product. It focuses on Communication, Coordination, Connection,
and Creativity. Because the Arena philosophy is people oriented, it begins with the end in mind and
not let people slip through the cracks. Open the front door wider and close the back door tight.
Take advantage of every touch point with a "wow” experience. Arena empowers you to invest
more of your time and talent in the calling, less in the managing. Arena puts the power at your
fingertips.

Users can access Arena via any browser (e.g., Internet Explorer®, Google Chrome®, Safari,
Firefox®, etc.). For day-to-day access, any browser works with Arena as long as the browser is
current and certified for Arena. Check with the Arena Support for version validation and if
compatibility view is required. For some specific functions, Internet Explorer® is required such as
click-once applications like Check-In, Mailing and Family Registrations (Self-hosted only). This is
due to the .NET framework.



Information relevant to Arena Administrators is included in this help file. This help file also
encompasses all information related to self-hosted and hosted Arena clients. Anything applicable to
only self-hosted or hosted clients is duly noted or noted in parenthesis i.e. (Self-hosted only).
While this help file serves as a guide for overall understanding of Arena’s functions, you can also
access additional information on the Arena Community website.

Qur Mission

Shelby Systems exists to supply the software and services needed to help ministries and
organizations around the world thrive.

Trademarks: Certain brand names and product names used in this publication are trade names,
service marks, trademarks, or registered trademarks of the respective owners. Shelby Systems,
Inc. is not affiliated or associated with any product or vendor mentioned in this publication.

The Shelby Education Department is responsible for Arena Help files and we welcome your
feedback. Please email feedback and suggestions to educationdepartment@shelbyinc.com.

Compiled 10/15/2020 2:42 PM - Version 2400.1.100


http://community.shelbysystems.com/arena/
mailto:educationdepartment@shelbyinc.com

The Community

The Community is available to all Shelby v.5 and Arena Administrators and maybe a member of
your finance and web teams. This website is a central place for Arena Administrators and Arena
Staff to share ideas of how they are leveraging Arena for their organization and where we post
announcements. (Contact the Arena Project Manager regarding access.)

Use the top filters to narrow results. Use the My Subscriptions tab to subscribe to topics of
interest to you. Once you subscribe, emails are sent to you as new threads are posted.

Arena ShelbyNext v5 Add-Ons Other About My Subscriptions

Arena
+ MNew
Forums hd

Documentation  Videos Downloads Arena Developers More

Search - Use this field to search for specific content. Use the product filter to narrow results.

l Search

e

shelby Arena

Arena

m Add-Ons

Aedd-ons

@ Other
X ShelbyMext

Forums - Use this page to search for topic specific information posted by other Arena
organizations and Shelby Arena staff.


http://community.shelbysystems.com/arena/

Arena Administration e n ‘\ ‘@ o

Most Recent Reply: Restrict who can see groupings of members

Arena Agents 0 e e‘ @ &

Most Recent Reply: Future Send & Agent

Arena Financials 0 0 ﬁﬂ‘ e @

Most Recent Reply: Arena Donation Kiosk

After selecting a topic, a list of current threads display. You can select any thread to read all thread
posts or add your own thread post.

Delays opening new promotion request... RichardS
L Thu, Sep 10 2015 1:23 PM
SReplies  Started On: Thu, Sep 1020159:20 AM By RichardS

MapPoint Alternative (Area Mapping) % dwilliams7

4Replies  Started On:Wed, Aug 52015222 PM  By: dwilliams7 Thu, Sep 10 2015 11:52 AM
User Tracking p josht

3Replies  Started On: Wed, Aug 192015 1:00 PM  By:- SandraDR - Fri, Sep 42015 4:24 PM

Select the Documentation tab to download documents such as manuals from previous releases
and table layout files.



Arena Premium

2200.3

2200.3.100 Release Notes
Arena Online Help

Arena Documentation Manual
2200.3.100 File Changes
2200.3.100 Database Changes
Arena Database Table Layout

2200.2

2200.2.100 Release Notes
Arena Online Help

Arena Documentation Manual
2200.2.100 File Changes
2200.2.100 Database Changes
Arena Database Table Layout

Arena Select

2200.3

2200.3.100 Release Notes
Arena Online Help

Arena Documentation Manual
2200.3.100 File Changes
2200.3.100 Database Changes

2200.2

2200.2.100 Release Notes
Arena Online Help

Arena Documentation Manual
2200.2.100 File Changes
2200.2.100 Database Changes

Select the Videos tab to access training videos.

Help Videos Tutorials Quick Tips
Membership Adding a Record Data Entry Topics PDF Doc
Add New Family Advanced Public/My List Quick Search View
Merging Records Background Checks Add Existing Record to Family View
Person Bulk Update Bulk Update Verify and Edit Existing Info. View
Editing a Record Calling Campaigns Add and Edit Phone Number-SMS ~ View

Select the Downloads tab to access download files such as updates, technical papers, reports,
and shared modules.
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As a Developer client, you can access developer forums and files.

™ -

|
@ Updates / Files Il Tutorials

L ‘L -l

[ Email digest options

Recent Conversations

Creating an agent from scratch rlash

TReplies  Started On: Wed, Aug 192015 1:37PM By flash Thu, Aug 202015 2:21 PM
Customizing the Check In App a beox

9 Replies  Started On: Mon, Jul 20 2015 3:25PM  By: jvarughese Wed, Jul 222015 1:46 PM
Questions about becoming a developer . rrichardson

OReplies  Started On: Fri, Jun 26 2015 10:41 AM  By: richardson Fri, Jun 26 2015 10:41 AM

Under the More tab, you can access the Arena Vote page where you can access feature
requests, review known issues, update your information and submit a feature request. Be sure to
read the guidelines for feature requests on The Process page.



WEIeA Arena

Arena ) )
Forums Documentation Videos Downloads Arena Developers More

Arena Vote

shelbysystems | Arena Vote Site

Home The Process Feature Requests Known Issues Update Your Info Submit A Request




Shelby Arena Support

shelbysystems,

(888) 697-4352
Monday-Friday
7am-6pm (Central Time)
fax (901) 259-3018

arenasupportemail@shelbyinc.com

community.shelbysystems.com

To provide you with the best assistance possible, please provide us with the following information
when contacting support:

e The version of your operating system (e.g., Windows 10) including service packs.
e The browser you are using to access Shelby Arena (e.g., Internet Explorer 11).
e The sequence of your actions leading to the problem.

o Please try to mention as many relevant details as possible.


http://www.shelbysystems.com
mailto:arenasupportemail@shelbyinc.com?subject=Support%20Request
http://community.shelbysystems.com

Dashboard

Arena’s default home page consists of several navigation bars allowing users access to specific
features. The navigation area may vary by user. Even though Arena’s home page consists of
several default navigation bars, your Arena Administrator can add additional elements to easily
provide information to you such as staff birthdays and organization statistics.

shelbyarena

Refresh Cach ‘
ﬁ Membership < Home efresh Cache
My Details
<

# Groups
Home

Module Settings
W Tags N Arena ChMS Home Page g

Print Page

= Dashboard Sdpscribed Tags About

Use this area to display various information such as Subscribed Groups

O® Volunteer Tracking

1 Promotions

@ Sports " Logout
ports organization statistics, upcoming birthdays, YTD giving,

2% Communications < and other various data.
) Prayer
&5, Web Content
w Check-In
Contributions
Remittance
i= Assignments
Q Missions
Headquarters

G Administration

Top Navigation:

. shelbyarena Click "shelbyarena" to return to the home page at any time.

. Click the menu icon to collapse or expand the the Left Navigation Menu.
. Enter your Quick Search criteria.
. Subscribed Groups - The first number following each Group name represents “In

Process” status group registrants. The second number represents “"Connected” status group
registrants.

. Subscribed Tags - The first number following each Group name represents “In
Process” status group registrants. The second number represents "Connected” status group
registrants.

The first number following a Ministry Tag represents “In Process” status tag members. The



second number represents “"Connected” status tag members.

The first number following a Serving Tag represents the serving tag members with specified
Tag Status for prospective volunteers. The default is No Contact but can be customized for
your organization. The second number represents prospective serving tag members where
the tag status has not been changed in the specified humber of days. Specified days are
Organization Settings set by your Arena Administrator. The third number presents the
number of serving tag members that have the "Connected” Tag Status. Connected Tag
Status is considered to reflect tag members whom are currently engaged and serving in the
respective position.

e Click the "User Icon" to access the following:

o Refresh Cache - Refresh Cache is a process that updates stored system values
within Arena, such as security rights, lookup values, module settings, etc.

o My Details - Opens your Profile Information page.
o Module Settings - Quick link to module settings.
o Edit Page Details - Quick link to page settings.

o Print Page - Prints the active page.

o Help - Link to online help for the content on this page. This can be installed from the
Help Topic URLs found in the Arena Hub under Administration.

o About - Displays product version information.
o Logout

Breadcrumbs: Provide a trail for you to follow back to the starting or entry point. While
reverse navigation using breadcrumbs is recommended, on some pages you can elect to click
the browser back button.

Left Navigation Menu: Displays primary features of Arena. Click any feature button to display
child pages for that features. Available pages may vary by user.

Right Navigation: Provides user-specific links to Groups, Tags, and Assignments. Click the link
of any Group/Tag to display that Group/Tag. Click the Assignment link to display the
assignment details. Groups and Tags links include numbers that represent participant status in
the respect Group/Tag.

@ Customized the Dashboard to display a variety of information such as staff birthdays and
organization statistics.

Dashboard ldeas

Use the home page of Arena, or any other page to provide organization wide or ministry specific
information. While the opportunities are vast, security can be set so that specific staff have access



to specific information. The following are some examples, using the available modules.

e This is an example of using the 2-Dock Container module with two separate Report Grid
from Query modules to display specific information and statistics.

Passage Stats [=] Staff Info [=]
Item Humber Photo  Name Primary Email Cell Phane Home Phone Extension
Days using Arenz 1552 days (or about 4.3 years) Peq Adams (801) 555-5555

Attendance - total recorded in KP and LG in past year 114 (2 avg. per week) Charlotte Moore (301) 9556-2321

Average Age at Passage 48 years old (54 # counting just adults) Seaborn Ormond (301) 386-2411

Average Age of Passage Staff 46 years okd Robert G Polk (501) 581-1898

Average logins per day 3 Chad Sample chad@gmai.com (301) 7572372

Background Checks past year 13 Debra Sample (801) 757-2372

e’ ribic in nast vear 211 Echward Samnls {301) 757-2372

e This example uses the Dock-3 Container module, Pages as Tab module and the Report
Viewer module to organize reports by ministry. You can apply security to each tab so that
staff can access the specific reports based on area of ministry.

Community Reports (Pages as Tabs) |

This is a new page.
‘;\li-

Admianistra thon Attendance Reports CheckIn Reports Communicabon Reports Contribution Reports |

=3 Adminstrator Repors
‘ Persans in Roles Report by David Elis
‘® Roles on Persons Report by Davd Els
,‘I Security Attrbutes by Trey H
‘¥ Securty Person Template Report 2 by Dawd Els
-® Security Report USE THIS ONE
(<@ staff Phone List by David Tumer
,‘ Tags Without Admin Accass by David Ells
|- User_History By Czameck
‘ Users Logged In by Kyle Baker

e This example uses the 3-dock container module and several of the Social modules to
provide individual information.

Customize,..
My Serving '| My Groups _'| My Giving '|
Early Service Coneheads C & C-College & Career Class o il rma
d 21242 £200.00 Additiona| Datails
Leader: The Wife Johnson 1 fg-'ﬁgﬂ f'gg 00 Mﬂitic:al Details
= 4 f L35 2 #oO0.H - godibons HEtAdE
Date Active: 4/30/201 Ll![% T Wik Jobs 11202013 %5.00 Additional Details
eader: The Wife Johnson ! 3 $10.00 Additipnal Detail
Greeters Mext Meeting: 5/1/2014 6:00 PM :5.;..;...;; Additipnal Details
Leader: The Wife Johnson
Date Active: 4/30/2014
My Assignments -
My Missions -
My Aszignments
2014 Sao Paulo Chapel Mission Trip Arena Training
Coordinator: I
Q/20/2014 - 9/27/2014 Heeds tg kngw Assign  9/8/2013 The Wife
Requirements not yet met maore abgut Worker Jghnson
Amount Due: 51,200.00 Arens Events

e This example uses the Advanced HTML module and Hyperlink Manager within the module
to create links to documents.



Document Hyperlinks

This is a new page,
Arena End User Manual
. )
e This example uses the Chart from Query module using a Stored Procedure SQL query to

display a Pie Chart. The query is required to return a single table with x_value (text value), and

y_value (numeric value).

Member Status Breakdown “v’

)/

® Attendee @ Member Unknown @ WebProspect

Example Chart SQL:
CREATE PROC cust_a91114_chart_members AS
BEGIN
SELECT L.lookup_value AS [x_value], COUNT(P.person_id) AS [y_value]
FROM dbo.core_person P
INNER JOIN dbo.core_lookup L ON P.member_status = L.lookup_id
GROUP BY L.lookup_value

END



Quick Search

The Quick Search box is located in the upper left-hand corner. It can be used to search for a record
by any part of the first name, nick name, last name, previous name, company or Arena record ID.
Companies use only the last name field. Arena searches for any active or inactive record.

Enter your search criteria in the search... box and then press the Enter key.

Anderson, J| ADVANCED

NOTE: Use a comma to search for first names. (e.g. ",James" or "Anderson, James"). Use the
percent (%) wild card in replacement of several characters and the underscore (_) wild card in
replacement of any single character (e.g. "A%son", "%son", or "A%s_n"). Wild cards can be used
individually or together.

The results are listed below in a grid. Hover over a name to see a quick view.

Did you mean: Joe Anderson

Name Status Gender Age Home Phone Distance Small Serving E-Mail
from ArenaChMS Group

[Ea] Anderson, Jame Address 7345 Goodlett Farms Pkwy - - JimAnderson@Example.com

Anderson, Jim n Cordova, TN 38016-4990 = - andersonj@myhome.org
=5  FamilyRole Adult

Anderson, Little Jof ¥ .}
o ‘ Record Status Active
Page: 1of 1 Page Size: 2 3 : ]
g g } ‘/‘ Marital StatusMarried m | [P .- <] @

The following columns are displayed on the page:

« Name: Click the Name link to open a record.
o Status: displays the person’s member status.

e Campus: If using multi-campus, the column displays the Campus of which the person is
associated.

« Gender: Displays Male, Female, or Unknown.
o Age: Displays the calculated age based on the birthdate.

« Home Phone: Displays the person’s main/home phone number. For records with no land
line, it is common practice to enter the main cell in the family main/home phone field.



o Distance from <Organization name>: Displays the distance of the person’s primary
address is from the organization. Distance is a straight line, not directional.

« Small Group: Displays the Small Group ﬂ icon if the person is in at least one group. Click
this link to display the first group listed on the Person Detail page.

o Class Level: If using, the Class Level column displays the ‘class’ the person has
completed. If using the Class Level, create a Tag for the ‘Member Class,’ add the Tag ID to
the Class Level Organization Setting, create an Attendance Type Category and Attendance
Type(s) for each class. Class Levels are determined by Attendance Type order for the
Attendance Type Category with the highest-level class being the entry-level class and the
lowest being the final class.

» Serving: Displays the Serving == icon if the person is in a serving tag. Hover over the icon
to display the number of hours the person is currently serving.

o E-Mail: Displays the preferred email address.

Click the column header of any underlined column header to sort by a single column across all
pages. An Ascending ! icon or Descending !: icon displays to indicate your sort choice. Click
multiple times to toggle between ascending and descending order for any single column.

The Page Size field displays the number of items to display on the page. The default page size is
20 items. Change the page size by entering the number of items to display and then click the
Refresh button. The number to the right of the Refresh button displays all records that meet the
search criteria across all pages if the items exceed the page size.

Page: 1of 1 Page Size:| 20 Refresh = 3 Member(s)

Selecting Records

Use the check boxes to select records to use with the Word® Merge, Bulk Update, Merge
Members, Email, SMS or Excel® export icons on the bottom right of this page.

O 8 a = o)

If you do not select any records, then all records across all pages are used. Select the top box to
the left of Name label to select all records on that page.



Did you mean: Boteler Select All
g

¥ Name Status Gender Age Home Phone Distance Small Serving E-Mail
from ArenaChMS Group

L4 Butler, Bobbye N Member F 80 (901) 373-3446 ﬁ;

#| [zl Butler, Diane Member F 33 = = DianeButler@Example.com
#| [zl Butler, Jack Unknown M 3

#| [a] Butler, John Member M 31 - - JohnButler@Example.com
# [Zal Butler, Lisa Unknown F 4

Page: 1of 1 Page Size:| 20 Refresh | 5 Member(s) m i: L @

NOTE: To select specific records across multiple pages, change the page size to display all records.
(Page size is user specific and applies to all pages, until you change the page size again.)

After selecting names, click one of the icons at the bottom of the page to initiate the
corresponding options. The options are listed below:

e Click the Word m icon to mail merge selected records with an available document. (Your
Arena Administrator can modify the list of available documents.)

Ll
e Click the Bulk Update t& icon to update all selected records through Person Bulk Update.
« Click the Merge Member & icon to merge selected records into one record.

« Click the Send Email 2% icon to send an email to selected records through Arena
Communications.

e Click the SMS Message & icon to send a SMS Message to selected records.

e Click the Excel icon to export selected records to Excel. When exporting to Excel, all
fields from the active page exports in addition to default fields. Required fields are set in List

Configuration.



Membership

The Membership section displays several pages where you can execute an advanced search, enter
new individuals, families and companies, bulk update records, merge records, view the Person
Detail page of the current user, run a calling campaign, display metrics, run reports, manage
background checks, and create and view lists. If necessary, click Advanced Search to display
additional search criteria options.

White Pages Advanced Search

Use White Pages to search for records using advance search criteria. If your organization is
multi-campus, you can Filter by Campus. You can also select to Include Inactive and Pending
Records. In addition to these filter options, you can search by one additional criteria on this page.
Use Lists to search by multiple criteria. Records that match any single search criteria display on a
Search Results page. Consider using the "%" and "_" wild cards for unknown multiple or single
characters.

NOTE: You can control which filters appear by clicking the Edit Settings... link in the upper
right-hand corner.




Home / Membership / White Pages

White Pages

Person Search

Global Options

[ Include Inactive and Pending Records

By Name

First Name

Last Name

By Member Status By Email

Member Status ‘ Email ‘
By Phone By Address

Phone ‘ Address ‘
By Proximity By Ministry Tag

Ministry Tag

23

Proximity I:l (not set)

Miles from address

State / Postal Code

By Serving Tag By Events

Serving Tag (not set) Events (not set)
¥ Only Connected

I




Search by Campus and by Record Status in addition to one advanced search field.

Use the Last Name field only to search by individuals and businesses. Businesses use the last
name field.

Use the Member Status drop-down to search by a specific status. Use Lists to search by multiple
member statuses.

Use the Email address to search for records by any part of any email address. You can enter a
complete address or the domain. Arena displays all records that have any email address that
match the entered criteria. Keep in mind the search results page displays the preferred email
address.

Use the Phone Number field to search for records with a partial or complete phone number.
Arena accepts domestic and international phone numbers. If you enter a partial phone number, the
results display all records that contain any phone number that matches the criteria you enter. For
example, if you enter 901", Arena displays all records where an active phone number contains
901", (e.g., 623-901-0000, 623-590-1423, and 901-757-2372). Keep in mind the search
results page displays the main/home phone number. If the records do not display the entered
phone number in the main/home phone column then the criteria matches another number on the
person’s record. Consider entering area code followed by the underscore (_) wildcard in order to
display all records with a specific area code.

Use the primary address field to search for records by any part of the main/home street address
(e.g., 7345 Goodlett Farms Road). You can enter the numeric portion and/or any part of the
street name. For example, enter “"Farm” to search for records where the main/home address
contains “Farm” in the street name. The search includes street names like Goodlett Farms,
Blackberry Farms and Farmland. Make note of abbreviated addresses such as Trc for Trace, Ln for
Lane, St for Street and CV for Cove.

Use the Proximity option to search for records that are a specified distance from the address you
enter, based on geocoded addresses. For example, if you want a list of records that live within five
miles of your organization or a group leader’'s home, enter "5” in the Proximity box and enter the

complete address of your organization in the address boxes. The results display any record with a
main/home address within five miles of the address you enter. If you want a list of people who are
exactly five miles, use the column sort options on the results page.

Search for people by a Ministry, Serving, or Event Tag. Click the Search - icon to search and
select a Tag.

Search for people by a specific Spiritual Gift. Options vary by organization.

Search for people by entering the Birth Month/Day. Click the Calendar [£] icon or enter a
birthdate in MM/DD format.

Search for people by entering a Birth Year (e.g., 1980).



Search by a specific Arena Login ID or Alternate ID. A user with applicable permissions can set
the Login ID and Alternate ID on the Security tab of the Person Details page. Alternate field is the
Person ID on the Security tab. This field is static for all users with access to this page.

Add New Family

This page allows you to add new people or businesses to Arena. Prior to adding a new record, we
recommend you first search the database to verify the record does not currently exist. Use Quick
Search to search by name or the White Pages/Advanced Search page to search using
additional fields.

Prior to using the page, your Arena Administrator may want to review the below customization
options:

Review all associated Lookups.

Consider changing the order of applicable Lookups in either alphabetical order or by most used.

Add a New Person/Family or Business

1. From the Membership menu, click the Add New Family option.

2. Click the Add New Person link to add each family member. Click the Add Existing Person
link to search and select for an existing record. The icon to the left of the person’s name
denotes a new & or existing @ record. Data entry time is shorter because certain fields
such, as address, propagates to all records.

3. Enter fields on the Family Members tab. Permission to all fields can vary by user. For users
with no permission to update birthdate, the field is disabled and gender defaults to unknown. A
complete date format MMDDYYYY is required. If the year is not available, consider using a
default year such as 1900.

Users with full permission



Family Name ® Parson Business

Family Members

Marital Anniversary
Title First Nickname Middle Last Family Role Birth Date Gender Status Date
&+ . Jim i ; Adult 5/28/1972 IMale IMarried 6/9/2008 i
&+ Lynn H Adult 12131197, Female Married 6/9/2008 i}

Add Mew Person Add Existing Persen

o [

Users with limited permissions

The following fields will display as grayed out and inactive if a user does not have permission to
them.

« Title: This field is not required but Arena uses this optional field with mail merge features.
o First Name: Enter the person’s first name. This is a required field.

 Nickname: If available, enter the person’s nickname. If you do not enter a nickname, Arena
propagates the first name to the nickname field.

o Middle name: Enter the person’s middle name.

« Last name: Enter the person’s last name. This is a required field. Arena uses the last name
of the first person to auto populate the Family Name field.

« Family Role: Select the person’s family role. Arena allows one adult male and one adult
female per family. Use Relationship to identify other adult family roles. This is a required
field.

« Birthdate: Enter the complete birthday in MMDDYY or MMDDYYYY format or click the
Calendar [ icon to select a date. If the year is not available, consider using a default year
such as 1900.

e« Gender: Enter the person’s gender. This is a required field.

ADMIN NOTE: Click the Module Settings link in the upper right-hand corner (After clicking the
User Initial Circle) to access the Module Settings window. You can set the Gender Neutral
Setting to allow two adults of the same gender to be in the same family. The default setting is
"False".




Gender Neutral Setting True '™ False

Allow maore than ane adult male ar female

in a family (default: false)

« Marital Status: Enter the person’s marital status. This is a required field.

« Anniversary Date: Enter the person’s wedding anniversary date. A complete date in
MMDDYYYY format is required. If the year is not available, consider using a default year
such as 1900.

4. Click the Next button.

5. Complete fields on the Record/Member Status tab.

Family Mame Anderson Family ® Person Business

Record/Member Status

Record Status Member Status
&+  Jim Anderson Active Member
- Lynn Smith-Anderson Active Member

Cancel Previous m Finish

« Record Status: Select the person’s record status. Record status denotes the person’s
relationship to the database. New records have the active status. This field is required.

« Member Status: Select the person’s member status. Member status denotes the person’s
relationship to your organization. Options vary by organization. This field is required.

o Inactive: Select this option when changing a record to inactive. This field is required for
inactive records.

« Campus: Select a campus, if applicable. (This is available only if you have campuses
enabled. The Require Campus module setting determines if this is a required field during
family creation.)

o Assign Envelope: Check this box to auto-assign the next sequential envelope number. If

your organization does not use envelopes, this field can be set to not display.

6. Complete applicable fields on the Contact Info tab.

« Main/Home: Enter the main/home phone number for the family for the first family



member. Arena propagates this number to all family members. Enter 10-digit phone
numbers without formatting (no spaces, dashes, or parentheses). You can enter
international phone numbers with formatting. If the family is not using a traditional land line,
consider entering the primary cell phone number in this field in addition to the cell phone
number field for the individual.

« Business: Enter the person’s business phone numbers. Enter 10-digit phone numbers
without formatting (no spaces, dashes, or parentheses). You can enter international phone
numbers with formatting.

o Ext: Enter the business phone number extension, if applicable.

o Cell: Enter the person’s cell phone numbers. Enter 10-digit phone numbers without
formatting (no spaces, dashes, or parentheses). You can enter international phone numbers
with formatting.

« Email: Enter the person’s email addresses.

Family Mame Anderson Family ® Person Business
Contact Info
Main/Home Cell Business Email
&+ Jim Anderson (901) 55 ext. JimAnderson@Example.com
&t Lynn Smith-Anderson (901) 55! ext. DonnaAnderson@Example. ct

7. Click the Next button.

8. Enter the Main/Home Address for the family. The address propagates for the Main/Home,
Family Alternate Address Type and previous addresses. If the zip code is unknown, enter the
city and state. Click the Standardize Addresses link and Arena attempts to standardize,
adding the zip+4 zip code, if available.

Address Tab with a Domestic Address



Family Mame Anderson Family ® Person ' Business

Address
IMain/Home Address
Primary  Address City St Postal Code Country Override
&+ Jim Anderson v 7345 Goo | | Cordova ™ 38016-49' | | United States - o
&+ Lynn Smith-Anderson @ 7345 Goo | | Cordova ™ 38016-4% | | United States - o

Standardize Addresses Family Mowved

Cancel Previous MNext

Address Tab with an International Address

Family Mame Anderson Family ® Person ' Business
Address
Main/Home Address
Primary  Address City St Postal Code Country Override
&+ Jim Anderson “ 9C Tulidel | | Dundee.: | GB DD2 2PW | | United Kingdom © | = i
&4+ Lynn Smith-Anderson @ 9C Tulidel | | Dundee.: | GB DD2 2PW | | United Kingdom © | = i}
Standardize Addresses Family Mowed

Cancel Previous Next

If applicable, enter an alternate address. On the same tab, you can enter alternate addresses for
the family or an individual family member. Use the drop-down list in the top right corner to select
an address type for the person/family or business. If you enter more than one address, you must
select Primary for one address. The Primary address is used for lists, reports and mailings. Select
the Override check box to indicate to the program “this is the correct address and there’s no




need to standardize and geocode this address.”

Family Name Anderson Family ® Person Business

Address

ﬁ Main/Home Address

Primary  Address City St Postal Code Country Override
&+ Jim Anderson - 7345 Goo | | Cordova ™ 38016-49 | | United Staies o
&+ Lynn Smith-Anderson 7345 Goo || Cordova ™ 3801649 | | United States i
Standardize Addresses Family Mowved

Cancel Previous m Finish

e Primary - Indicates the primary address for the family or individual family member.

o Override - Indicates no standardization or geocoding needed.

e Click the Finish button. If the new record address matches an existing record address,
Arena displays the Multiple Families at Same Address page. From this page, you can
combine records to one family record keeping in mind Arena supports one adult male and
one adult female per family. Use Relationships to identify other adult family relationships. If
the new record address does not match an existing record, the Person Detail page displays
for the first person you entered. Arena saves the record once you click the Finish button.



Family Name Anderson Family ® Person ) Business

Contact Info Address Member Path

MNOTICE: Multiple Families at 5ame Address

One or more of the home addresses you've entered for this familiy are already associated with one

the families and their members that have the same home address. Select any of the members below to merge them with the current

family you are editing.

MNOTE: If you only select part of another family's members, you will split the family into two families.

[Z) Hascher Family
) Matthew Hascher: Unknown; Adult Male; Unknown; Age: 39
Main/Home Address: 7345 Goodlett Farms Pkwy Cordova, TN 38016-4390

Cancel

Membership Details

or more other families. Below are

e
3
(=}
G

e [ o

Duplicate Records

If you enter a new record and Arena detects the new record may already exist, warning text
displays below the Edit Family Wizard. If duplicate records do exist, use the Merge Members page
to merge the duplicate records. Arena does not detect duplicates on name alone but increases
duplicate detection when you enter a complete birthdate or email address and the existing record

has a complete birthdate or email address.

Family Name Nicoletti Family ® Person ) Business
1| have reviewed all the Possible Duplicates
Record/Member Status Contact Info Address ember Patl
Record Status Member Status
&  AlexNicoletti Active NewMember
* Possible Duplicates record(s) for Alex Nicoletti _
Cancel

Membership Details

Campus

Previous




To Check for Duplicates

1. From the Edit Family Wizard page, click the Possible Duplicates Name link to display the
two options.

2. Choose to either open the Edit Family Wizard to make changes to the existing person or view
the possible duplicate record in a new browser window.

Possible Duplicate Records

Name Birthdate Home Phone E-Mail
[Ea] Micoletti, Alex 1/3/1981 @shelbyinc.com E:f
Micoletti, Alex 1/3/1981 @shelbyinc.com [:f

* Click Their Name To Open Their Details
* Click Edit To Load That Family For Editing

3. Click the Name link to open the Person Detail page in a new window so you can evaluate.
Close to continue entering the new record.

4. Click the Edit & icon to stop entry of the new record and open the Edit Family Wizard page
for the existing record.

If you are not entering a duplicate record, select the I have reviewed all the Possible
Duplicates check box. Once selected, you can continue to enter the record. You must resolve all
duplicate record messages prior to advancing.

Remove Someone from a Family and Keep the Existing Record

Locate the family.

1. From the Person Detail page, click the Edit link on the Family section.

Sample Family: Edit
Johnny Sample Adult  Member (Inactive)
Jane Sample: Adult  Member

2. Click Delete # icon to the right of the person’s name you want to remove from the family.
You remove the person’s record from the family, not from Arena.



Family Members

Title First

& M Jame: Jim

& Donne Lynn

Nickname

Middle

Micheal

Last Family Role

Ander Adult

Smith- Other ¢

Birth Date

5/28/1972

Marital

Gender Status

Male Married

Anniversary

Date

6/9/2008

m| o

12/311197: Fema A—G——————————— [

3. Click the Finish button.

4. Review both records for any changes such as address or phone number.

Person Bulk Update

Use this option to update information for several individuals at the same time.

1.

2. Click Add and choose the individual(s) to update.

From the Membership menu, select the Person Bulk Update option.

3. Specify the information on each card that you want to bulk update.

Membership Details

Member Status

Record Status

Staff Member ' Yes ) No ') Unchanged

Grade Class of

Phone Information

Main/Home ! Enable 5M5 ' Disable 5M5 ) Unchanged
Cell ! Enable 5M5 ' Disable 5M5 0 Unchanged
Personal ' Enable 5M5 ' Disable SM5 2 Unchanged
Business ' Enable 5M5 ' Disable 5M5 0 Unchanged
FAX ' Enable 5M5 ' Disable SM5 2 Unchanged
Other Phone ! Enable 5M5 ' Disable 5M5 ) Unchanged




Contribution Information

Contribute Individually Yes Mo Unchanged

Print Statement Yes ) Mo '~ Unchanged

Email Statement Yes ) Mo W) Unchanged

Email PIN Unchanged Update using last 4 of
Member Path

How Received
Date Received
MNew Members Class Completed
Date2

Date3

Date4

Date5

Dateb

Date7

Date8

Dated

Datel0
Member Of
Source

Special Profile

B B 8 &8 @& @ 8 @ @8 @ &




Check-In

Allergies

Medical Situation
Potty Training
Custody Situation

Special Note

Member Security

Privacy Policy

Education

School

Employment

Employer
Department

Position

Sports

Uniform Size

Birth Certificate
Code of Conduct




Volunteer Information

Mame Tag Issued
Volunteer Application
Background Check
Food Handler Card
Visit Dates

First Visit
Second Visit
Third Visit
Membership Details

Date Joined

Baptism Date




Ministry Tags

© Add To © Remove From © Update Existing

Ministry Tag
Status

Mote
Pending

In Review
Active
Dormant
Activity

Activity Note

(not set)

&

&

Serving Tags

© Add To© Remove From © Update Existing

Serving Tag

Status

MNote

Reason

Hours/Week

Prerequisites Met
Pending

In Review
Active
Dormant
Activity

Activity Mote

(not set)

(*}-Reguires a reason

If placing elsewhere,

be sure to include the name of the new ministry.

37




Events

Add To ') Remove From ' Update Existing

Events ot

Status

Mote

Small Groups

Add To Remowve From Update Existing Small Group
Small Group

[No Small Group at this Level]

Role

Status

Spiritual Gifts

Spiritual Gifts MNone

4. Click Update.

Merge Members

The Merge Members page allows you to merge two or more records including their associated
data and relationships into one new record. Follow the steps below to merge records.

1. From the Membership menu, select the Merge Members option.



a Membership
&, White Pages
&£l Add New Family

#  Person Bulk Update

& Merge MemberS{hj

2. Click the Add Records link.

AddRecords
Nué Er of records selected O I

3. Enter search criteria such as the Last Name and then click the Go... button.

By Name

First Name | | Last Name |I:|aker | Gn.[.

4. Check the names that you would like to combine and then click the Select button.

First Name:

Last Name: baker Search Again
Distance
) Select  Mame Status Gender Age Home Phone from ArenaChMS
] Baker, Christopher Unknown M 1
[w#] Baker, Elizabath Mamber F
|w#| Baker, Liz Unknown F 36
J Baker, Philip Urnknawn M 18

SEIfEt |SE|E|:t and Search hgain| |Cance||

5. The records selected appear on the Merge Duplicate Members page. Click the Remove link if
you have selected an incorrect record. Otherwise, click the Next button to continue.



Number of records selected 2

Active Person

Address

Hame Birth Date Address Meter Last Modified Last Modified
Elizabeth Baker 1f1/1900 0 11/10/2016 11/10/2016 Remove
Liz Baker 4/22/1980 0 1110/2016 11102016 Remove

Once you have selected the records to be merged, click Next below.

6. A comparison listing appears and displays the values for each individual. Select the values to

retain and then click the Next button.

< Back | | Maxt,>

L5

Finizsh

NOTE: The names to merge are listed as column headers. Click on a column header to view that

record in another tab on your browser.

Below are the values from the records you are merging. Please select a value from each group to use for the new record.

Elizabeth Baker

Last Updated - Person ID 11/10/2016 - 13

Title ' Mrs.
Nick Name

Family Members

Member Status  ® pember
Birth Date

Marital Status ' Unknown

Preferred Email @ | jzpaker@Example.com

Cell Phone '® (901) 555-2310

Liz Baker

0/2016 - 14

59
LIfL

& Miss

@ Lz

®' Philip Baker, Christopher Baker
" Unknown

&' 4/22/1980

'® Single

< Back

Mext =

Finish




E Merging SubDonor Information

When merging two records that both contain SubDonors, there is an option to
select the default SubDonor. It is labeled as Gift On Behalf Of.

Gift On Behalf Of ® 5|20 [icolett Jim Anderson

After the members are merged, both SubDonors are listed on the Person
Detail page for the combined member. The one that was selected on the
"Gift On Behalf Of" option is notated as the Default SubDonor.

Gift On Behalf Ofs Edit
£| Alex Nicoletti (Default)
Jim Anderson

The Gift On Behalf Of |label can be changed to "Default SubDonor" or
whatever description best fits your organization. To change the label
name, select the Organization option under the Administration menu.
Click on the ContributionSubDonorTitle link and then change the Value
field. Click the Update button when you are finished. (Don't forget to
Refresh Cache.)

7. The Confirmation message appears. Review the message. Click the Back button to review or
make changes to your selections or click the Finish button to merge the records.

Merge Duplicate Members
Confirmation
You are now ready to merge 2 records into one new record under the name of "Elizabeth (Liz) Baker".

To complete the merge process and view the new record, click Finish below.

8. When the records have finished merging, the new "merged" record displays for your review.



Home : Membership :» White Pages > Person Deta
Liz Baker
Person Detail
Individual . )
- = Security Person Viewed
& Profile
Personal Information Edit
Person/Foreign ID: 17/0
SS5N:
Member Status: Member
Record Status: Active
Staff Member: Mo
Mame: Miss Elizabeth (Liz) Baker
Birth Date: 4/22/1980
Age: 36 ¥rs, 6 Mos, 19 Days
Gender: Female
Marital Status: Single

Me (Person Detall Page)

The Person Detail page displays information for an individual and is divided into several tabs.
Depending on what security settings have been set by your administrator, you may or may not
have all of the tabs listed below.

Individual Information More -

Individual Information Tab

Security Tab

Person Viewed Tab

Contributions Tab

Prayer Requests Tab

Volunteer History Tab

Counseling Tab




Individual Information Tab

This section displays demographic and individual information for member/business records. The
fields reviewed in this section are default fields. Arena has the option to add custom fields such
date fields, check boxes, URLs, text boxes and the ability to upload documents. Access to sections
and fields can vary by user. A field that is populated displays. Click the Edit link to display all
available fields in a section.

Profile Section

The Profile Section of the Individual Information tab contains Personal Information, Family
information, Relationships, Peer Network information, Contributions, Photo, Check-In, Counseling,
Phones, Email addresses, Person Attributes, and Address information.

Personal Information

The Personal Information section displays the following fields of information.

e Each record has a Person ID and converted records have Foreign ID. The Foreign ID is the
Shelby v.5 alternate ID.

« The SSN filed displays the person’s social security humber. After entering and updating the
section, Arena displays the last 4-digits.

o Every record has Member Status that represents the relationship to your organization.

o Every record has a Record Status that represents the relationship to the database.

o If your organization is multi-campus, you can identify the Campus for the record.

e Use the Staff Member to identify staff of your organization.

« The Name field displays the person’s title, first, middle, nick, last names and suffix.

« The Previous Last Name field displays the person’s previous last nhame.

o The Age field displays the person’s complete birth date and age. A complete MMDDYYYY
date format is required for the age to display. If the year is not available, consider using a
default year such as 1900.

« The Gender field displays the person’s gender. Options are male, female and unknown.

« The Marital Status field displays the person’s marital status. Options may vary by
organization.

« The Anniversary Date field displays the person’s wedding anniversary date. A complete
MMDDYYYY date format is required. If the year is not available, consider using a default
year such as 1900. Add the same date to both spouses.

o This Grade field displays the grade and graduation year. Update this field annually using the
Grade Promotion Organization Setting.

o The Medical Info field is a text box to capture medical information.

« The Date Added field displays the date the record was added to in Arena.

« The Date Modified field displays the date the record was last updated.

« The Date Last Verified field displays the last verification date of the record. This is an



effective option to verify all contact information as users access the records. Once
information is verified, click the Verify link to add the current date.

Example of a Child Record

Profile Information

Personal Infarmation (&
Person/Foreign ID 1723/0

55N

Member Status Child of A Member

Record 5tatus Active

Staff Member Mo

Mame Miss Laura Elizabeth Anderson
Birth Date 7/4/1999

Age 18 ¥rs, 1 Mos, 17 Days

Gender Female

Marital Status Single

Anniversary Date

Grade

Medical Info

Date Added 8/21/2017

Date Modified 8/21/2017

Date Last Verified /2172017 Verify

Example of an Adult Record



Profile Information

Personal Information

Perzson/Foreign ID
S5MN

MMember 5tatus
Record 5tatus
Staff Member
Mame

Birth Date

Age

Gender

Marital Status
Anniversary Date
Grade

Medical Info
Date Added
Date Modified

Date Last Verified

4

1721/0

Member

Active

Mo

Mr. James (Jim) Micheal Anderson
5/28M1972

45 Yrs, 2 Mos, 24 Days

Male

Married

6/9/2003 (9 Years)

/2172017
3/21/72017

3/21/2017 Verify

Family Information

This section lists the person’s spouse and/or children, their family role and membership status.
Family members are listed by family role and then by age. The head-of-household function orders
by Family Role and then by gender. The oldest adult male is considered the head-of-household. If
no adult male exists in the family, the oldest adult female is considered the head-of-household.
Arena allows one adult male and one adult female per family. Use Relationships to identify



extended family members.

NOTE: There is a "Gender Neutral Setting" in the Module Settings of the Edit Family Wizard page.
Selecting "True" on this setting allows you to add more than one adult of the same gender to a

family.

Anderson Family (&
Jim Anderson Adult Member
Lynn Smith-Anderson Other

Adult Member
Laura Anderson Child Child of A Member

Mike Anderson Child Child of A Member

Relationships

Use Relationships to identify relationships outside of the immediate family such as grandparents,
aunts, uncles, etc. If your organization uses Arena Check-In, any Relationship Type containing
the phrase "can checkin" (case insensitive, no quotes) permits this action. If no Relationship Types
exist, they can be added under Administration -> Relationship Types. (When relationships are
changed or added, the changes display under the History tab on members Person Detail page.)

Relationships (&

Elizabeth Johnson Cousin

Apply a Relationship to a Record
Before you begin, be sure to consider the record currently displayed. After selecting a record, you
select the Relationship the person is to the record currently displayed.

1. Click the Edit link for this section.



Relationships %

2. Click the Select Person link to display the quick search pop-up window.

Relationships

% +

Done

3. Search for an existing record. Click the Name radio button then click the Select button.

Select Person

Name / Person 1D johnson

Johnson, Eliza F 105 Unknown (987) 654-1230 1 Johnson Ave 23659
®  Johnson, Elizabeth F Unknown
© Johnson, Howard M 52 Member 555-5997 11396 Sycamore Farms Rd ~ 38017-9328
© Johnsan, Jeff I 57 Unknown (901) 555-4999 6027 Apple Tree Dr 38115-2652
" Johnson, John - Unknown
© Johnson, John W M 63  Member (901) 952-9232 934 Cully Rd 38018-6450
© Johnson, Karen F 59 Member (901) 327-0303 917 Robin Hood Ln 38111-5633
© Johnson, Lady F 105 Unknown (865) 984-7125 36 LBJ Bhd 65001
12

Cance

4. Select a Relationship from the drop-down list. Available Relationships vary by organization.



Cousin

Auntiincle

Child\Parent

Divorced Parent/Child High
GGrandparent\GGrandchild
Grandparent\Grandchild

Sibling
Uncle-Aunt/Nephew-Niece High
Divorced Parent/Child Low
Uncle-Aunt/Nephew-Niece Low
Farent

Child

5. Click the Done link. The inverse of this relationship automatically displays on the other person's
record. Be mindful of relationships types that are the same such as sibling.

Relationships

Johnson, Elizabeth [ ... Cousin +

D{JHE@

Peer Network

The Peer Network module exposes relationships between people that would otherwise be
somewhat hidden in the depths of the Arena database. Peer Network scoring is calculated based
on the Relationship scale setting in Groups and Tags to which the people belong. The arrows
represent most recent connection trends. A Trend Up @ icon or Trend Down ¥ icon represents
the most recent connection trends the person has with records. Click the View Details link to
view all connections.



Peer Network View Details

g] Pete Coleman: 17,940 |
EJ Katie Mac Coleman: 16,890 ! |
| val Coleman: 12,000 &
Chris Arnoult: 11,980 |
Magqgie Bodie: 11,900 L
Lala Clem: 11,900 |

Contribution Information

This section contains default and custom fields used for Contributions. Use this area to denote if
sending contribution statements via email or snail mail. Contribute Individually, Print Statement
and/or Email Statement must be the same for couples wanting a joint statement. In the case of
printed statements, both records should have an active primary address and in the case of more
than one active address, at least one must be marked Primary. In the case of email statements,
the head of household should have an active email address on their record.

o Last Contribution Date: This date is the most recent contribution the person made.

« Contribute Individually: Check this box to indicate if the person contributes individually.
Leave blank if contributing with a spouse so that contributions display on both adult records.

« Print Statement: Check this box to indicate the person wants a printed contribution
statement. You can select both Print and Email Statement options, which result in including
record in both printed and emailed statements.

« Email Statement: Select this check box to indicate the person wants to receive
contribution statements via email. This can only be selected if the record has an email. PIN
number is required. You can select both Print and Email Statement. Using this option, Email
Statement should be selected on all family members where Contribute Individually is not
checked.

e PIN: Use this field to enter the PIN number (up to 10 characters) in order for a contributor
to receive an email contribution statement. Statements are emailed as secured PDF
documents. A PIN number is required in order for the contributor to open a contribution
statement sent via email. To enable the PIN number field, check the “Email Statement” box.

« Envelope Number: Select the Assign check box to assign the next sequential envelope
number automatically. You can also manually enter the envelope number. Click the Include
in File check box to include or exclude the number with an export file for your envelope
vendor.

o Contribution Note: Use this field to enter contribution notes. These notes display when
contributions are being entered manually.



o« Sub-Donor: Use this field to associate this record with another record. When posting
contributions, this person’s name displays with the contributor. The "sub-donor" (or the
customized field name for your organization i.e. “"Co-Donor” on screen shot on previous
page) is a way to associate a gift with another record without actually giving them
tax-deductible credit for the gift.

Contribution Information
Last Contribution Date: 4/28/2014

;:l?:;li:rrilttilllllitlllaly:
Print Statement:
Email Statement:
PIN:

Envelope Number: [l 1ndude in FAle

Contributions Nofte:

Co-Donor: (not set) E

Save Cancel

Check-In

This section contains default fields used to record special information that pertains to Check-In.
Using Arena’s default Child Tag, an alpha value prints for any fields that contains data- CAMPS. C
for Custody Situation, A for Allergies, M for Medical Situation, P for Potty Training and S for Special
Note. Consult with your Arena Administrator to customize this section.

Check-In Edit
Allergies: Peanuts
Medical Situation: Carries EPI pen
Potty Training: Just about there
Custody Situation: Lives with Mom and Dad
Special Note: I= new to the church
Photo

Use this section to upload and view a single photo for the individual. The photo sizes must be at
least 200 x 200 pixels for the pictures to display properly.

Add a Photo

1. Click the Update Photo link.



Photo ®ﬂ

2. Click the Choose File button.

Upload Photo

Choose File | No file chosen
L

Close Upload

3. Find the photo and click the Upload button to save.

Upload Photo

Close Upload “

Counseling
This customizable section displays restrictions set on the Counseling tab. (See your Arena
Administrator regarding the customizable options.)

Pastoral Restrictions
Restricted From: See Pastor Ben

You can identify specific records with specific Counseling Restrictions so that the record always
displays with [R]. (See your Arena Administrator for additional information.)



D Hame Status

|:| Smith, Adam Child of & Member
|:| Smith, Andrew Member
[] Smith, Angela Joyce [R] Member

Page: 1 of 1 Page Size: |1Er Refresh | 3 Member(s)

Individual Information Security Person Viewed

9 Profile

RESTRICTIONS

Personal Information

Person/Foreign ID: 1176/1183

SSN: wHE_EE_QQQQ

Member Status: Member

Record Status: Active

Campus: Main Campus

staff Member: Mo

Name: Miss Angela (Angela Joyce) Joyce Smith
Phones

This area displays phone number for the individual or company.

Phones @?

Main/Home (901) 987-6543

Update or Add a Phone Number

1. Click the Edit link for this section.

2. Enter the phone number in the first field, an extension number in the second field (if applicable),
indicate if Unlisted or is SMS capable. No formatting is necessary when entering 10-digit
phone numbers. They automatically format when you press the “Tab” key. International
phone numbers do not format. If you select SMS, you must select a provider from the
drop-down. Only users with view permission can view the unlisted phone number(s).



Phones

ME]H;"HDmE (9‘}1) 987-55473 ext,
Il Unlisted L 5M5

Cell Phone ext.
) Unlisted L) 5MS

Site B ext.
) Unlisted L) 5MS

Cell ext.
) Unlisted L) 5MS

Personal ext.
) Unlisted L) 5MS

Business ext.
) Unlisted L) 5MS

FAX ext.
) Unlisted L) 5MS

Other Phone ext.

L Unlisted U 5M5

Save Cancel

3. Click the Save button. The Send Text Message 9 icon indicates you can send an SMS (Short
Message Service). If you click the Send Text Message icon, a new communication page opens.

Email Addresses

This area displays email addresses for the individual or company. The email address at the top of
this section is the preferred email address. Emails sent using Arena Communications include all
active email addresses.



Emails (&

limAnderson@Example.com (Preferred) (Bulk Email Allowed)

Add or Edit Email Addresses

1. Click the Edit link for this section.

Emails

note: some functionality is based on the preferred email

Email JimAnderson@Example.com

¥ Active ¥ Allow Bulk Email

MNote

M Email

¥ Active ¥ Allow Bulk Email

MNote

Save Cancel

2. Enter the email address.
3. Enter Notes such as indicating work, personal, etc.

4. Select Active to indicate the email address should be used. New Communications are sent to
all active email addresses.

5. Select Allow Bulk Email to indicate if this email address should receive bulk email
communications. This field works in conjunction with the “Check here if this is a bulk email
message” on the New Communication page. When sending emails where this is checked, a



link is added to the email allowing recipients to opt out of receiving future bulk emails. Arena
un-selects this box for that email address.

6. Click the Preferred Email 4 icon to move any email to the preferred position. The address in
the first position is the preferred email address.

7. Click the Save link.

Person Attributes
Add a Document Type to a Person Attribute

1. From the Administration menu, click the Person Attributes option located under the
CUSTOMIZE heading.

2. Click the Add New Attribute =} icon and then enter a Group Name.

Group Name Member Documents

Display Location

Add to Lists? 5

3. Next, select the Display Location and then click the Update button.

Group Name Member Documents

Display Location Profile Bottom Right

Add to Lists? =

4. Click the Attributes link for the new Person Attributes.



ID Display Location System Group

15 Member Path Attributes Activity Top Right v Q, 4+ =
16  Check-In Attributes Profile Bottom Left v Q, 4+
23 Member Documents Attrib@es Profile Bottom Right Q ++ [F a
20 Spiritual Gifts Attributes MNone Q¢ t-I-b ¢ m

5. Click the Add link.
Ry

6. Select the Group. Enter a Name for this attribute. Select a Document Type. Select a
Qualifier. (This drop-down lists all Document Types marked to Show on the Person Details
page.)

Group Member Documents

Name

Type Document

Qualifier

Visible [+

Read Only o

Reguired O

Enable History o
Mumber of 0
Previous Values

Enter O to keep track of all previous values

Add to Lists? =

7. Make additional selections.

e Visible: Check this box for the uploaded documents to be visible.
« Read Only: Check this box for the attribute to be Read Only.

« Required: Check this box if users are required to upload a document, when editing this



attribute.

« Enable History: Check this box to enable history for Arena to track when the attribute is
changed.

« Number of Previous Values: If you Enable History, enter the number of previous values to

track.

8. Click the Update button.

Updatewh Cancel

Address/Previous Address

This area displays addresses for the individual or company and the distance to your organization.
Address display order is based on the order of the Address Type Lookup. If your organization has
more than one campus, the distance is to the main campus.

Addresses (&

Main/Home Address (Primary)

7345 Goodlett Farms Ploary
Cordova, TH 38016-4990
35.1712 -89.8224 O

Map Get Directions

1. Click the Map link to display the address location in Google Maps in a new browser window.

2. Click the Get Directions link to get directions, via Google Maps, starting from the person’s
address to the organization, an existing record, a group, a tag or a campus.



Get directions for Matthew Hascher to/from
Shelby Systems  Person.. Group.. Tag.. Campus.

Close window

Background Section

This section displays the person’s background check information. If permissions allow, you can also
access existing background check reports or initiate a new request.

& Background Checks

Result Type Status Updated Requested By
Processing Basic - OLD 3/31/2010 The Wife Johnson

Request Mew Background Check

Activity Section

The activity section displays how the individual or company connects to your organization in
respect to health meter, area, groups, events, member data and tags.

e Activity: This field displays a numerical value that represents the person’s overall activity,
with the strongest activity = 100. This value generates automatically and calculates using a
customizable stored procedure.

e Area: This section displays the person’s assigned geographical area. Their address is not
required to be within a boundary area.

« Small Group Information: This section displays all groups where the person is a member,
leader or pending registrant. If they are not in a Small Group, this area displays “"Not in a
Small Group.” Groups display in Group ID order.

« Events: This section displays the Event Tags where the person is a registrant.

e Sports: This section displays sport teams where the person is a coach, player, or assistant



coach. You can customize roles.

Volunteer Information: This section displays the person’s volunteer information. All fields
are independent fields, which your Arena Administrator can customize. Background Check
data is independent from Arena’s Background module.

Member Path: This section displays the person’s member data.
Visit Dates: This section displays the person’s visitation dates.
Membership Details: This section displays additional member data.

Serving, Personal and Ministry Tags: This section displays all tags where the personis a
member and their status. When hovering over a Tag, the tag hierarchy displays.



Activity

Activity Member Path 4

Meter Level 0
Active Meter History

Visit Dates (E4
Small Group Information £
Mot In a Small Group Membership Details @
Show Only Active Groups
Serving Tags 24

Team Information £

Show Only Active Serving Tags
Show Only Active Groups

Personal Tags 24
General Events £
Show Only Active Personal Tags
Sunday Seminars £
Ministry Tags 4
Camps £

Show Only Active Ministry Tags

Area Information

Area
Sports £
Volunteer Information £

Security Tab

At the top of the Person Detail page, click the Security tab to display the Security information for

60



the person or company. Click the Add New Login ‘@ icon to add IDs. Access to tabs on the
Person Detail page may vary by user. Family and Alternate IDs work with the custom CCV
Check-In. The Person and Alternate IDs work with Arena default Check-In. Alternate IDs should not
start with an “"R”, "C”, or "M”, as these are reserved for Check-Out.



ndividual Information Security Person Viewed Contributions Prayer Requests Volunteer History

Arena Logins

Active Login Authentication Type Last Login Last Login IP

o MHascher Database 8/21/2017 12:21:57 PM 10.10.40.65 &

Page: 1 of 1 Page Size:| 100 Refresh | 1 Login(s) l

Arena Roles

Role Notified Sync Sources

Arena Administrators & ﬂ

Page: 1 of 1 Page Size:| 100 Refresh | 1 Role(s)
Add Person to Role | Aftendance Access ‘ Add

Person IDs

Alternate ID

There are no results to display.

Page: 1 of 1 Page Size: Refresh | 0 Alternate 1D(s) 3

Family IDs

Alternate ID

There are no rasults to display.

Page: 1 of 1 Page Size: Refresh | 0 Alternate ID(s) a

Manager IDs

Alternate ID

There are no results to display.

Page: 1 of 1 Page Size: Refresh | 0 Alternate ID(s) a

Person Viewed Tab




The top section of this tab displays the people who have viewed your record. The bottom section
of this tab displays the records that you have viewed. Both sections display the first view and last
view dates along with how many times the current user has viewed the record.

Person Viewed

People Who Have Viewed Matthew

Name Last First Times Status Gender Age Home Phone E-Mail
Viewed Viewed Viewed
[Za] Hascher, Matthew 8/21/2017 8/18/2017 17 Unknown M 39
Flippen, Josh 8/18/2017 8/18/2017 2 Unknown
Page: 1 of 1 Page Size:| 100 Refresh | 2 Member(s) m <]

People Matthew Has Viewed

Name Last First Times Status Gender Age Home Phone  E-Mail
Viewed Viewed Viewed

[al Hascher, Matthew  8/21/2017 8/18,/2017 17 Unknown M 39
Anderson, Jim 8/21/2017 8/21/2017 4 Member M A5 JimAnderson@Example.com
Anderson, Jim 8/21/2017 &/21/2017 2 Member M 62 (901) 555-5664
Johnson, Elizabeth 8/21/2017 8/21/2017 2 Unknown F
Anderson, Laura 8/21/2017 8/21/2017 1 Child of A Member F 18 LauraSmith@Example.com
Page: 1of 1 Page Size:| 100 Refresh = 5 Member(s) m DA

Contributions Tab

The Contributions tab on the Person Details page displays individual contribution information
from open and finalized batches. The tab is in three sections - Pledges, Repeating Payment
profiles, and Contribution History.

Pledges Section
Pledges entered from Pledge Quick Entry display in this section. You can also add, edit and delete
pledges from this section. Permissions by user may vary.



Individuzl Information Security Person Viewed Contributions Prayer Requests Counseling

%) Pledges

Responsible Expected Payment
Fund Person in Date End Date Amount Frequency Contributions Balance asof 11/21/2013
GENERAL for Pledges The Wife 8/12/2013 12/31/2013 $8,000.00 $505.00 $7,495.00 £0.00 ? x
Page: 1 of 1 Page Size: |5 1 Pledge(s)
Add Pledge: [BENV v| [Add

Edit a Pledge

1. Click the Add button. This creates a placeholder for the pledge.

%, Pledges
Responsible Expected Payment
Fund Person Begin Date End Date Amount Frequency Contributions  Balance asof 6/19/2013

There are no results to display.

Add Pledge: Ger)_eraET_itHil_'lg E[
2. Click the Edit & icon.
%, Pledges
Responsible Expected Payment
Fund Person in Date End Date Amount Frequency Contributions Balance asof 6/19/2013

General Tithing  Linda 6/18/2013  8/31/2099 £0.00 IM/M j i

Page: 1of 1 Page Size: !?4 1 Pledge(s)

3. Enter the begin date, end date, pledge amount, and frequency. The payment gateway
provider determines frequency options.

Exjeaing
) Pyt
Rersspres b f-Ec
Edimd Persom Hegin Date End Date Amount Erequency Comributions Balapoe §/19/ M3
Ganeral Tithing  Linda Lr2rnn L2FTLH0L (Onge o Montn BN 0 000 wmn Gig M
= =

4. Click the Update @ icon. Pledges are retroactive, so if a contribution falls within the pledge
date range it counts towards the pledge amount.

Repeating Payment Profiles

This section displays the person’s repeating payments created through online giving or manual
entry. If permissions allow, you can also add a new Repeating Payment from this page. (See your
Arena Administrator regarding permission to add a repeating payment. An Arena-supported
payment gateway is required.)



' @ Repeating Payment Profiles

o Identifier Set up between E and @
\f Amount From To
Frequency [z|
I”] show Active and Inactive
.Identi'ﬁer M Date Set Up First Payment Number Payments Method Status Amount _
| RT0000000143 One Time 5/8/2013 5(9/2013 1 Visa Active sw00.00 S
2888597 Every Three Months 4/9/2013 4/10/2013 Until Cancelled Visa Active $10.00 x
Page: 12 34 0of 4 Page Size: I2 8 Repeating Payment(s) a @
Add a Repeating Payment
1. Click the Add Repeating Payment & icon.
Repeating Payments
List of all repeating payments
@) Frstame T — P —
b
\,f Last Name| | Amount From | | To | |
Identifier | | Frequency | V|
[ ] show Active and Inactive
Identifier Hame Freguency Date Set Up First Payment Number Payments Method Status Amount

There are no results to display. \
Page: 1 of 1 Page Size: |5 0 Repeating Payment(s) B

Query | PDS ACH | for missing profile: | || Query...

2. Search and select an existing record.

First Name: geo
Last Name: sam

Name Status Campus Gender Age |
- Sample, George Unknown Main Carmpus M 23
| Select | | Add New Person I | Cancel

3. Enter any missing information.



Contact Information

Please confirm your contact information below.

First Name ‘Geo rge ‘

Last Name ‘Sample ‘

E-mail Address ‘geo rge@gmail.com ‘

Home Phone [901-757-2372 \

Address ‘7345 Goodlett Farms Parkway ‘

City/State/Zip |Cordova |, [TN | |38016 |

Country ‘United States v‘

Next Cancel

Enter giving profile information.

« Profile Name: Arena assigns a default giving profile name which you can change

« Frequency: Select the payment frequency for the repeating payment. The payment
gateway provider determines frequency options.

« Begin Date: Enter the date you want the repeating payments to begin. The date must be a
future date.

« Number of Payments: Select the top radio button to enter a specific number of payments
or leave the default Pay Until Further Notice radio button selected.

Giving Frequency and Amount

Enter the frequency and amount that you'd like to give.

Profile Name |My Giving Profile

Frequency |Every Week V|

Begin Date [9/27/2013 |

Number of Payments
(®) Pay Until Further Notice

Is this gift in honor of someone? [ ]



5. If using Honorariums, select the check box for Is this gift in honor of someone? You are
able to make a specific selection below. If not using Honorariums, skip this step.

6. Enter payment information.

Is this gift in honor of someone?

Fund Amount Honorarium
General Giving g 50.00| | v/
Offerings-General Non Pledge | | v
Time to Build g | v|
Missions General  §| | v
Benevolence g | v|
School Computer Lab 3| | v/
Emergency Relief g | v

Memorials § 100.00 Memorial for Everett Sample g

7. Click the Next button.

8. Select the Payment Method. This page varies based on payment gateway provider.

Payment Information

Enter how you would like to make your automated contribution.

Payment Method @® Credit Card O Bank Account

Credit Card Information

You will be redirected to a secure Ministry Ling site. For more information about
the redirect, click here.

Previous Next Cancel

9. Enter the bank account information.



Payment Information

Enter how you would like to make your automated contribstion.

Paymeivl Metbod Credit Card
Badrh Acoainmt Dirlarmation
Bank Mame
Account Type. & Chedking
Routing Humber
Accounl Mamber
e O

Srrnm Fiar

"”“El"’;@

e

Fme- Sowrr ahwrbos i Qo T cfech surrder & e Sestisr vl e rowdng el aoours
wirner Pess Jig i e e cheds nambes

You will be redirected to a secure Payment Data Systems site. For more Infarmation about the redirect, click heres,

10. Click the Next button.

11. Confirm Information.

Caonfirm Information

Please confirm the mformaton befow. Onoe you have confrmed that the mfcemation s acourabe @nd haye read the On-Lne Greng Agroement ploase clck tha “Frish’

buttan to complete your transaction.
MName
E-mail Address
Home Phong
Address
City/'Staka/Tip
Courbry
Profie Name
Freguanoy
Begin Date
Husnler of Pepmants
General Fund from Early Servies
‘Worldside Missans
Tatal Cantnbutan:
Payment Methad
Biank Name
ADCOunt Type
ACCouns Ml
Roubng Murmbar

By chckong the Tnish' button befow 1 agree to allow Your Church Descrpbon to debit the amownt above from my account. | admowledge that | may updake the

& Eank Aocount

! Saings

John Samphs
jsammple®gmail.com
901-7572372
P45 Goodiett Farms Parkways
Cardowva, TH 3B016
Undtad States

My Giving Profile
Omce a Month
afrzfa011

Wil Fusther Hotios
450,00

$325.00

7500

Bank Accounl

lirst national bank
Chacking
123456709
555555550

trameacbhon mformatian at any tme by returreng to thes website, ar by caling the Snance Office.

12. Click the Finish button. The below Confirmation page displays.



Confirmed

Thank-you for your automated contribution. Below is vour confirmation number.
Please do not use your browser's Back button as you may be charged again.

Confirmation Number: 110811130748FEN

View Existing Profiles
View Contributions
Go Back

Contribution History

This section displays all contribution and online giving history for the individual or company. Use the

filters to filter contributions by date range, fund, type, or transaction number. Click the Reassign

Person link to associate a single or multiple contributions to a different person. Select the Show

Memo check box to display memos enter during contribution processing. Select the Show
Images check box to display scanned checks.

Contribution History

Through H

‘i From 1/1/2012 [ Fund
S 5

Transaction

Prayer Requests Tab

Cat?tg;:?izm - American Express =]
Test Fund with Project Code E_—Check
test pledges Visa ¥
Bethesda Fund 2 -~ Mastercard

Project

S
Alan Parsons Project =]
Another new project
Lorem Ipsum
Manual Auto Assign Project Test

4

Contribution

Date

4/24/2013
4/10/2013
4/9/2013

3/1/2013

2/26/2013

Name

£ Doe, Marv
g] Doe, Mary
g] Doe, Marv
g] Doe, Mary

g] Doe, Marv

Contributions I‘ Fund Summary u Project Summary |

Contribution Total $380.00

Fund Total $380.00

Transaction

' Detail Batch

[ [Nonel 14989 Test

A 1304100347061388 Import from Gateway

] [Nonel Test def proj code 2

m 157 Testing Refunds

| Nonel Refunded

Page:12340f4 Page Size: |5 17 Contribution(s)
Reassign Person...

@ show Memo [ show Images
Type Amount Fund(s)

£10.00 General Tithing: $10.00
Visa £2.00 Test fund: $2.00

$12.00 Bethesda Fund 1: $12.00

E-Check $20.00 test1112 fund: $10.00
DW Mission Fund: $10.00

{510.00) BUILD: ($10.00)

W 2 © [

The Prayer Requests tab displays any prayer requests entered for you or another person.



Prayer Requests

Date Request Approved Prayer Source Category
Count

8/21/2017 Prayer for safe travel Ev 4 0 Friendship Card Travel

Page: 10f 1 Page Size:| 20 Refresh 1 Prayer Request(s) ﬁ =2

Click the Add New Prayer Request ‘@ icon to add a new Prayer Request for you or another
person.

Click the Request link to view the Prayer Details.

Add a Prayer Request

1.

2.

Click the Add New Prayer Request ‘@ icon.

Enter First and Last Name, if not automatically populated. Enter your name or the person
you are praying for.

Enter Email, if not automatically populated.
Select a Prayer Category.

Select the Request Response check box if the requester would like to receive an email
response.

Select the Private check box if this prayer request should only be available to prayer team
members who have the permissions to view private prayer requests.

Select a Content Category. This drop-down option is applicable when entering prayer
requests from the Arena-managed website.

Select a Source. This field is to identify the method of obtaining the prayer request. Default
Status is active.

Approve the prayer request if you have permission. (See your Arena Administrator regarding
permission options for prayer requests.)

10. Enter the Expiration Date for this prayer request. Renewal option is available.

11. Enter the Prayer Request in the Request field.



New Prayer Request

First Name

Last Name

Email

Prayer Category

Reguest Response

Private

Request

Answer

Save

Matthew

Hascher

matthewhascher@example.com

General

()]

&

Pray for upcoming surgery

Save & Clear

12. Click the Save button.

Person

Content Category

Edit Sections on Person Detail Page

Edit Area

1. Click the Edit link for the Area section.

Area Information

Area:

2. Select an Area.

Area Information

Area:

Status:

Cordova
Groups Information (Acti| Germantown

Memphis MSA
| Northwest Memnhis

3. Click the Save link.

| Cordova i /

Matthew Hascher ]| .

Arena

—3  Edit

Source Friendship Card
Status Active
Approved % (8/21/2017)
By Matthew Hascher
E)(piration Date 8/31/2017
In 4 Groups

Save Cancel

Edit



Add Someone to a Group from the Person Detail Page

1. Click the Edit link.

Groups Information (Active Groups Only)

Status:

In a Groups

Edit

Sunday School \ Singles \ Singles: Men \ Men (Ages 20-29) (Member)

2. Click the Assign Groups link.

Groups Information (Active Groups Only)

Status:

In a Groups

Sunday School \ Singles \ Singles: Men \ Men (Ages 20-29)

{Member)
Show All Groups

» Assign Groups...

3. Expand the Group Tree to select the Group(s).

Group Browser

Filter:

Arena Groups:

| Filter I

[E-=g ABF Groups
—:3—-: MNew Group Collection
- 3 Women's ABF Group
Ei-: Life Groups
5_-¢ Women's Ministry
Ei-= Discipleship
3 [[] Discipleship: Spring 2009
E;“'¢= Flying Solo
:-_i_-j‘: Just Moved
iﬁ-= Monthly Groups
&';»-: New Merdes

[Group:408]

4. Click the OK button.

S

/

Add Someone to an Event Tag

1. Click the Edit link.

7



General Event s > Edit

2. Click the Assign Events link.

General Event s

Show All >  Assign Events... Done

3. Expand the Tag Tree to select the Tags(s).

Tag Browser

Filter:
Events :| | Filter |
Event Tags:

=-J Events
El Assimilation
EI Best Event with Sub Events
Best Class in the World
- ] children's Events
El 2012 Children's Events
- 2012 Back to School Outin

[T

: 2012 Summer Camp

f.. ] 2013 Children Events
Couple Retreat at Bonne Terre

- [ Discipleship

Women's Ministry Events

4. Select Status.

5. Enter a Note, if desired.

Status: MNote:
In Process EI
| oK | Cancel

6. Click the OK button.



Update Sports Information

1. Click the Edit link.

Sports s

2. Select and/or enter data.

Sports

Uniform Size YM
Birth Certificate l#
Code of Conduct |«

3. Click the Save link.

Update Volunteer Information

1. Click the Edit link.

Volunteer Information ﬂ (&

2. Enter dates in MMDDYY or MMDDYYYY format or click the Calendar i icon to select dates.



Volunteer Information

MName Tag Issued
Volunteer
Application

Background Check
Food Handler Card

3. Click the Save link.

Update Member Path Information

1. Click the Edit link.

Membership Details ﬂ 4

2. Update all fields, as desired.

Membership Details

Document Test (not set) | Change. ..

Date Joined

Baptism Date




3. Click the Save link.

Update Visit Dates

1. Click the Edit link.

Visit Dates

2. Update all fields, as desired.

Visit Dates
First Activity
First Visit
Second Visit
Third Visit

3. Click the Save link.

Update Membership Details

1. Click the Edit link.

Membership Details

2. Update all fields, as desired.



Membership Details

Document Test (not set) | Change...

Date Joined

&}

Baptism Date

3. Click the Save link.

Add Someone to a Personal, Serving, or Ministry Tag

1. Click the Edit link.

Serving Tags ﬂ 4

2. Click the Add Tags link.

Personal Tags

Add Tags...

Done Show Only Active

3. Click the Tag Filter to select the tag type.



Filter: /

| | | Serving Tag V| Filter

Serving Tags:

- Serving Tag

- [ ] Children's Mini eers
Teach Volunteers

]

----- |:| Meals on Wheels Volunteers
- |:| Weekend Service Volunteers

- [_] worship Volunteers

4. Then select the tag to which you want to add the person.
5. Select Status. Selected Status applies to all selected Tags.
6. Enter a Note, if desired. Notes apply to all selected Tags.

7. Click the OK button. If selecting multiple Tags, the status and note applies to all tags.

Status: MNote:
[npocess | |
| QK | | Cancel |

Attendance Section

This section displays the person’s recent attendance. The left side displays all attendance. The right
side displays attendance for Attendance Types marked “"Weekend” The default attendance history
is 24 months. See your Arena Administrator to customize the months of attendance to display.



m Attendance

Recent Attendance
Kindergarten - Daily:
Kindergarten - Daily:
Kindergarten - Daily:
3rd Grade - Daily:

Saturday Night Service - Saturday Service:

More...

9/13/2013
9/11/2013
9/4/2013
9/3/2013
8/12/2013

Attendance Rate

16

12

Attendance Rate
@

9/1/2011

BN N NN NN MMM M
T e o s T v e o T e e
cocoooooOo [=R=ReNolml=]=]
NN NNNN NN NN
e S L e e e e o, T T T,
gogddddg godddag
NN Y~ MmO~ oO

Kindergarten
) 3rd Grade
@ Saturday Night Service
@ Adult Small Groups

Notes Section

You can add notes to a person’s record from this section. You can view the notes in this section

and display the note at the top of the Person Detail page.

& Notes
Display Display at Top Last
User Notes at Top Expiration Private Updated Created By
Private + Security template + display note v 4 v 4 8/12/2013 5:09 PM The Wife Johnson g a
This is an example of a displayed person note v 4 8/12/2013 5:07 PM The wife Johnson - Q x
Add New Mote
Note Checked to Display
Person Detail
Individual Information Security Person Viewed Contributions Prayer

This is an example of a displayed person note

| - EE—
3 Profile

Add a Note

Search and select the record you wish to add a note.
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1. Click the Add New Note link.

& Notes
Display Display at Top Last
User Notes at Top Expiration Private Updated Created By
Private + Security template + display note ¥4 9/25/2013 12:11 PM ife Johnson ':? a
This is an example of a displayed person note LY 4 8/12/2013 5:07 PM The wife 50N - f? x

Add New Note

2. Enter the desired note, making any additional selections.
« User Notes: Enter the note in this field.

o Display at Top: Check this box to display the note at the top of the record. Displayed
notes list in order, with the most recent note entry at the top of the list.

« Display at Top Expiration: Enter or select a date for a displayed note. When the displayed
note expires, it still displays in the Notes section.

o Private: Notes marked private display only for the user that marks the note private.

e Security: This is a customizable Security Template. Each security template can include
various users and security groups. You can mark a note to display and private. In this case,
only the current user is able to view the displayed note. See your Arena Administrator for
additional information.

3. Click the Update @ icon.

Applying Security Templates to Person Notes

With a Person Note Security Template available, users can add the security template to a person
note allowing other users access to notes marked private. Refer to the User Online Help for more
information regarding creating Person Notes.

Eplay o st
ration Frivat Ipdated Created By

x| A Security: | Confidential j»] $1/3/2008 1:54 PM  Caleb Tucker I-X 4

11/3/2008 1:38 PM  Caleb Tucker S = it
11/2/2008 1:28 PM  Caleb Tucker Sg = it

i

Personality Section



Spiritual Gifts and DISC Profiles are both optional settings to be determined by your organization.
DISC Profiles are based on the DISC profiling personality trait system. Spiritual Gifts can be setup
to display individual gifts. DISC stands for Dominance, Influence, Steadiness, and
Conscientiousness. Several organizations offer this testing. Arena tracks it for you if you choose to
implement it. Click the Spiritual Gift link to display a list of the other records that have the same

gift.

al Personality

Spiritual Gifts Edit DISC Profiles Edit
Facilitating
Team Building
D I S C
@ Primary

@ DISC External Profile

« Spiritual Gifts - Your organization can customize this section to display spiritual gifts. Click
a Spiritual Gift link to display a list of records that have the same gift.

o DISC Profiles - This section displays specific value from the DISC assessment.

History Section

Check the View History box on the right side of this section to display the person’s history that
pertains to person updates, person attribute updates, email communications, security changes,
small group changes, tag changes and web activity. Each subsection has a drop-down box to view
the last 5,100, or all actions. Arena honors security for this section. For example, if a user does
not have permission to view security history, Arena does not display this section.



~'u-l° History

Person Updates

Previous Address Address changed from '1248 Eagle Nest Ln ...
Main/Home Address Address changed from " to '1248 Eagle...
Primary Address changed from " to 'Main/Home Address’

Main/Home Address Address changed from '1740 Meadow River Cv...

SSN Record Updated (Details unavailable due to security)

Person Attribute Updates

Teacher changed from 'False' to 'True’

First Visit changed from '11/5/2007" to '8/11/2013"
Hire Date changed from " to '11/5/2007"

Supervisor changed from 'Unknown' to 'Gary Johnson'
Department changed from 'Unknown' to ‘Arena’

Email Communications

Subject: ; From:
Subject: ; From:
Subject: ; From:
Subject: ; From:
Subject: ; From:

Security

Global Admins: Added to role

Global Admins: Removed from role

Arena Administrators: Added to role
Arena Administrators: Removed from role
Global Admins: Added to role

Small Group Member

9/25/2013 11:49 AM
9/25/2013 11:49 AM
9/25/2013 11:49 AM
9/25/2013 11:48 AM
9/25/2013 10:20 AM

9/25/2013 12:28 PM
8/12/2013 10:14 PM
8/12/2013 7:36 PM
8/12/2013 7:36 PM
8/12/2013 6:25 PM

9/25/2013 8:00 AM
9/24/2013 8:00 AM
9/21/2013 8:00 AM
9/19/2013 8:00 AM
9/18/2013 8:00 AM

9/5/2013 5:46 AM
8/20/2013 11:02 AM
8/20/2013 11:02 AM
8/19/2013 8:24 AM
8/15/2013 2:31 PM

The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson

The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson

View History

Display

Display

Display

batch_send_critical_serving_members
batch_send_critical_serving_members
batch_send_critical_serving_members
batch_send_critical_serving_members
batch_send_critical_serving_members

pisplay

The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson
The Wife Johnson

Display

Business Information

Businesses display in the same format as an individual record with the exception of the name
fields. The first, middle and nickname fields are not applicable.

Personal Information Edit
Person,/Foreign ID: 3440

Member Status: Member

Record Status: Active

Campus: Campus 1

MName: Shelby Systems

Date Added: 4f27/2010

Date Modified: 42772010

Date Last Verified: 42772010 Verfy

e Person ID/Foreign ID (Foreign ID = Shelby Systems Name ID if synchronized with Shelby
Systems Shelby v.5 software)

e« Member Status

» Record Status

e Campus

e Name

o Date Added (to Arena)

« Date Modified

o Date Last Verified (Click the Verify link to update when the record was last confirmed to be



correct.)

Volunteer History Tab

The Volunteer History Tab allows you to view the services and positions assigned to an individual.

1. Click the Menu : icon next to a column header to sort or filter the grid by the options listed.

Individual Infarmation Security Persan Viewed Contributions Prayer Requests Volunteer History Counseling

Service & -Team & -Position & n
[ oaE : TYFE i SERVICE STRRT  * SERVICE END

12 Sort Ascending
v SERVICE: COPY OF SERVING DEMO FOR US - VBS
1= Sort Descending
v TEAM: 9:30 SERVICE

= Clear Sorting
b A POSITION: GREETERS
[ /32017 102747 AM  Assigned to position by  1/29/2017 1 = Group By )0-00 PM
auto assign a% Ungroup
v SERVICE: SERVING DEMO FOR US - VBS i Columns »

X TEAM: 9:30 SERVICE .
T Show rows with value that

v POSITION: GREETERS NoFilter =
) 1132017 10:14:43 AM Assigned to position by 11572017 1 _.:0o0:00 PM
auto assign
[ 17372017 10:15:26 AM Attempted to send Email  1/15/2017 1 And -00:00 PM
MoFilter v
v TEAM: TEAM 1
A POSITION: USHERS
[ 17372017 10:25:21 AM Created 11572017 1 Filter | | Clear Filter -00:00 PM
v SERVICE: SERVING VIEW TEST
b4 TEAM: 9:30 SERVICE
b POSITION: GREETERS
[ 12/13/2016 3:50:01 PM  Assigned to position by~ 12/26/2016 12:00:00 AM 12/30/2016 12:00:00 AM
auto assign
W
|4 || « n b || B Page size:| 113 v & items in 1 pages

You have the ability to export the positions to both Word or Excel by selecting at least one position
on the grid and then clicking the Mail Merge or Export to Excel icons at the bottom.



Counseling Tab

The counseling feature enables your organization to record and secure confidential information for

the counseling ministry. Along with recording counseling notes, you can customize counseling

concerns, counseling restrictions and counseling statuses. Restrictions display on the Person

Detail page as a means to communicate with other staff when an individual should be restricted

from a specific area or subtlety flag a record. You can also customize the Counseling Status

Lookup to display a symbol or letter for flagged records.

Customization Options

Create a Ministry Tag consisting of existing records you want to identify as counselors. Add
this tag # to the Counseling Team Member Profile Organization Setting. You can obtain the
tag profile_id from the URL when you select the Tag

(http://arena/default.aspx?page=25&profile=171), or in the core_profile Arena SQL table.

Customize the CounselingRestrictionIdentifier Organization Setting. The default setting
[R] displays on a record where the “"Show Restriction” Lookup value is set to “True.” You
can change the default "R” value by entering the desired value, such as * in the Value field.

Customize Counseling Pastoral Concerns, Counseling Restrictions, and Counseling Status
Lookups. Add “true” to a Counseling Restriction to allow users to enter a note for the
restriction. Add “true” for Show Restriction to a Counseling Status to display the Restriction
Identifier for the status. Add “true” for Set End Date for a Counseling Status to allow user to
set an end date for the status.

Add a Counseling child page to the Person Detail page and set to not display in navigation.
Add the Counseling and Counseling Request modules to this page.

Set security for each module. Users with view and edit permission for the Counseling
Request module can create a new counseling request. Users with view and edit permission
for the Counseling module have full access to Counseling.

Add the new Counseling page as a tab to the Person Detail page, as shown on the next
page.

Customize the Counseling Request System Email.

Add a Counseling Request

1.

Click the Counseling tab on the Person Detail page.



2. Click the Add New Counsel & icon.

dual Information Security Person Viewed Contributions Prayer Requests Volunteer Histon Counseling

ID Status Requestor Counselor Start Date End Date Restrictions

There ara no results to display. \
Page: 1of 1 Page Size:| 100 Refresh | 0 Counsel(s) a

3. Select Pastoral Concerns. See your Arena Administrator to customize these options.
4. Enter Summary.

5. Select if the person is aware of the counseling request.

Add Counseling

Mame [za] Matthew Hascher

Pastoral Concerns ) Background Check History
) Emotionally Unstable
U Aggressive towards Leadership

) Struggling with Addiction

Summary

Was this person made aware [Choose]
of this counseling request?

6. Click the Create button. If the Counseling|Request System Email is configured, Arena sends an
email to the requestor and recipients in the CC and BCC fields of the systems email.

Process a Counseling Note

1. Click the Counseling tab on the Person Detail page or from the Membership menu click the
Counseling option.



Search

Home » Membership » Counseling List

E ~ SR T =
Main Campus V| This is a new page.
a Membership ID Status HName Requestor Counselor Start Date End Date Restrictions
4  Pending Adam Smith Debra Sample 9/26/2013
& white Pages Page: 12340f4 PageSre:[1 | Refresh | 4 Counsels) &
3 Me
2 Counseling List
2. Click the Status link for the counseling note.
Person Detail _—
Individual Informaticn Person Counseling
| ;)nﬁ’r
ID Status r Counselor Start Date End Date Restrictions
4 Pending A'r Debra Sample 926/2013
Page:1of1 Pageﬁae:l"fﬂ 1 Counsel(s) & [

3. Click the Edit link for any section.
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Person Detail

Individual Information Security Person Viewed Contributions Prayer Requests Counseling
Name a-_"]J Scott Clem [R]

Start Date 3/11/2011
End Date 8/11/2011

mLE
Case Notes t

Privat

1]
m
o

Facts M. ~dd Fact

1 8/11/2011 by Marie Sample at 8/11/2011 1:17:40 PM
Person is aware counseling request was submitted.

Name Date Created Type

There are no results to display.

T
m
(5]
(%]
(=]

1
m
(w1

Restrictions Pastoral Concerns

Status Information .
Requestor [ Marie Sample

Counselor

m

Summary

Status Standard

Return to List...

Name il_l Scott Clem [R]
Status Standard
Summary

Restrictions
Pastoral Concerns

Counselor

Requestor | Marie Sample
Return to List...

4. Enter details for each applicable field. See your Arena Administrator regarding Restrictions and
Pastoral Concerns options.



Earto

dCLs

Fact Date B
Fact

Observations

Observation Date iz

Observation

Restriction

w

Restrictions
O an campus events

] Membership

[ poesn't work well with children, please explain

[ other

Pastoral Concerns B prideful
[ pivisive

O gender biased

Assign the Counselor and change the Status, as desired.

Reguestor Linda Mbnsar

Counselor -

Sunmary

Status In Process =

Cramte Reguedt| | Cancel |

« Requester: This is the current user. You cannot change the contact person.

o Counselor: Select a counselor for this counseling note.

e Status: Select a status for this counseling note.



6. Click the Create Request button to return to the Counseling tab.

7. Click the Save button. If the Counseling|Request System Email is configured, Arena sends an
email to the Requestor and recipients in the CC and BCC fields of the systems email.

Active Campaigns

The Active Campaigns page displays all current campaigns. Click the Campaign link to open a
new window with the next family to contact. See your Arena Administrator if there are no
campaigns.

Before you begin to use this feature, review the below customization options:

The Campaign Family Status Lookup determines the options (buttons) available in the Calling
Campaign. The “Include” qualifier determines the number of calls for the specific category prior to
the call being marked complete.

Review Campaign New Family module where you can set to allow for Group Registration and
which Group Cluster Type, and if to make available Assignment Workflow.

Create campaigns on the Administration menu and the Campaign Administration option.
Review the Campaign Next Family module and customize as needed.

Review the Campaign Family Status lookup and customize as needed. This lookup determines the
call options and how many times a user can select the same result before the family is "Complete."

Each tab represents a family member, listed by age. On this page, you can update the personal
information of each family member, register someone for a small group, add an individual prayer
request, initiate an assignment workflow, add campaign notes, email an individual, and select the
result of the call.

Different callers can simultaneously access the same calling campaign. Arena displays the next
person to call for each caller. The same family does not display for more than one caller. Once a
family displays, they do not display again in the same campaign for one day, regardless of the
result, and even if you close the campaign window without selecting a result (unless the result
completes the campaign for that family, in which case the family does not show again in the
campaign at all).



Sample Family

Home Phone |(901) 757-2372 | Register for Small Group

Home Address 1740 Meadow River Cv | [ George

2nd Choice[Any V]

George [24]

Title Email Active | | =
First Name
Current Small Group Information
Nick Name Area: Memphis Area
Last Name Status: In 4 Small Groups
Small Group: Book of Job Study (Leader)
Role Small Group: Book of Job Study (Leader)
Gender Small Group: Bubba's Buds (Leader)
Marital Status Small Group: Finding My Career Member
Leader of:
Birth Date ﬁ Network Groups

Business Phone
Add Prayer Request

Cell Phone

|

Notes for Database Administrator:

Our database administrator will review all notes entered here. Please only enter a note if the administrator
needs to take further action to update this family. When entering a note, please give as many details as
possible. Thank-you.

I Mo Answer | | Left Message | | Inwvalid Number | | Complete

Call History
none

The below screen displays once the caller has gone through all the families in the campaign. If you
have no contact with anyone in the campaign, after one hour, those families display again and the
volunteer can attempt to reach the family again.



Campaign

There are not any families that need to be called for this campaign.

=
b
©
i 12
=
=
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Metrics

Use Arena Metrics to track and chart a variety of statistical data. You can manually enter the
metric data or use a SQL query to generate data automatically. Use Child Metrics to organize
different metric charts and display metrics in either an area, pie chart, multi-line, area stacked, or
line chart format.

Pie Chart Metric




The values colliected for the "Church’ metme

Chasreli

B e W ovees
Chid Metbrics Cietallz = Recent Values
il L—: Sr2E G0

e Collection Preguency Dy S/2E/20I0 3B
Fakss 2402000 317
Source Sammary Child Msinos S/PII0I0 A0S

o 5/18/20E0 JOF
SOA (uery select courti | from oone_person cii7a0:n 306

TR | 08

e [ onture. | 5112010 3B

5a2010 399

Line Metric

The values collected for the 'Females' metric.

Females

50—
45 |

40+ /’/

35

30
25
20
15
10

I | I I 1
112007 132007 112010 SMTEZ010 212010 282010

Add a Metric

1. From the Membership menu, click the Metrics option.



2. Click the Add button.
Metrics
Metric List

Church

Number Of ords

Add

3. Enter a Title for this metric.

Metric Title ||

4. Click the Add button.

5. Select the Metric from the list.

Metric List

Mumber of Total Records

Mew Records in last 14 davs

Church Members by Gender

Recent Contributions

Mumber of Total Records

Add

6. Click the Edit button.

#a

Add

Cancel




Number of Total Records

Recent Values

Frequency Weekly Edit
En

Child Metrics  Details "»

Asdel Collecti

7. Enter the required and desired fields.

A
Parent Metric -
Metric Order 1
Graph Type Line -
Metric Title Number of Total Records
Series Caption Records
# of Records -

Description

Source Summary
Collection Frequency Daily -

Collection LastDate =

zelect count(*) from core_person -
Collection SqlStatement

Numeric XValues ]

Save ” Cancel

« Parent Metric - Select the parent metric if this is a child metric.

e Metric Order - Enter 1 if not using child metrics.

« Graph Type - Select graph type.

e Maetric Title - Enter a title for this metric to display above the graph.

o Series Caption - Enter a caption for this metric to display below the graph.

« Description - Enter a description to display above the graph.



e Source Summary - Enter a source summary for this metric.

« Collection Frequency - Select the frequency the data should be collected.
o Collect Last Date - This is the last date data was collected.

o Collection SQL Statement - Enter the SQL statement for this metric.

« Numeric XValues - Check this box if you would like to display the X-axis values for this
metric.

8. Click the Save button.

9. Click the Security = icon to set security for this metric.

Details S «s\\

Collection Frequency Weekly

Source Summary Child Metrics

Add a Child Metric

Select the Metric to which you would like to add a child metric.

1. Click the Add button.

Child Metrics Details e Recent Values

6/17/2011 1,596
6/15/2011 1,596

P Collection Frequency Daily

SQL Query sclect count(*) from core_person

2. Enter a Title for this Child Metric.



I

Metric Title Male Records

[ Add J[ Cancel

3. Click the Add button.
4. Click the Child Metric link.

Child Metrics Details e
Male Records *—-E;;:Et-;u

S SQL Quel

5. Click the Edit button.

Child Metrics  Details e Recent Values
kel Collection F uency Weelkly

6. Enter the appropriate fields, including the SQL statement for this metric.



e

Parent Metric --Mumber of Total Records -
Metric Order

Graph Type Line -
Metric Title Total Female Records

Series Caption
Description

Source Summary

Collection Frequency R -

Collection LastDate ﬁ

zelect count(*) from core_persan where gender =+
Collection SqlStatement = 2

=

Numeric XValues O

[ Save H Cancel

7. Click the Save button.

New Background Check (Optional)

Arena integrates with Protect My Ministry. Use the following steps if your organization uses Protect
My Ministry for background checks.

Request a Basic Background Check Using Protect My Ministry

From the Membership menu, click the New Background Check option or Request New
Background Check on the Person Detail page to open the page to request a background check.

Background Check Request from Person Detail Page



Background Checks b

Background Check Request from the Navigation menu

1. From the Navigation menu, select the New Background Check option.

Mew Background Check

Background Checks

2. Search and select an existing record.

MNew Background Check Request

Person Anderson, Jim | .

Background Check Type

Request Type ® Consent Already Received

Send to Applicant

3. Select the Background Check Type. The default type options are Basic and Plus. (Consult
your Arena Administrator regarding additional options.)

4. Select the Request Type: Consent Already Received, or Send to Applicant

5. Complete applicable fields on the background check request page and click Submit.



Membership / New Background Check

New Background Check

Background Check Request Entry

Background Check Information National Criminal Database Search

No additional infarmation required
Changes to person fields will update the person record!

Person Reuben Stanley

First Name P National Sex Offender Registry

Middle Name No Middle Name - .
No additional information required

Last Name Stanley

Social Security 111-11-1111

Number SSN Verification & Address History

Gender Male

N No additional information required

Birthdate 1/1/1980 ‘ ‘

Residence 193 Man

City State Zip Manatee | ‘ FL ‘ ‘ 34201

Email josh flippen@shelbyinc.com

Background Check Protect My Ministry - Basic

Type

Alias or Maiden Name ‘ ‘

(First/Middle/Last)

AKA. Additional Charges May Apply
Position
Reference Code

Invoices will be subtotaled by this code

Other Information

Send Copy To [w]
Applicant

PIN

Rush Process =]
Consent Form is on =]
file

Cancel Background Check List

6. The following message displays. See Background Checks > System Emails to configure Emails
if needed.

99



Membership / Background Checks

Background Checks

Reguest and Review Background Checks

Your Background Check has been submitted for processing. Reference Number: 7590807

T Filter

) Rejected &) Requested (<) Processing (&) Received & Completed &) UserSubmitted

Requested On Requested By Status Results Date Created Date Last Modified
Reuben Stanley = Arena Support Processing 3302020 3/30/2020
Page: 1of 1 Page Size:| 20 Refresh | 3 Background Checks ‘ [x 5

Plus Background Check by County/State

Court Search
Type County

County

State Alabama

Special Instructions

« Add Additional Court Check: Click this link to add additional court searches.
o« Type: Select the county.

e« County: Select the county.

o State: Select the state.

o Years of History: Enter the years of history to check.

o Special Instructions: Enter any special instructions.



Plus Background Check by State

Add Additional Court Check

Court Search

Type Statewide

E2
State Alabama [=]

Years Of History

Special Instructions

Type: Select the statewide.

State: Select the state.

Years of History: Enter the years of history to check.

Special Instructions: Enter any special instructions.

NOTE: Under Module Settings for this page, you can link the date of this approved background
check to a person attribute field.

Background Check

Review and manage submitted background checks.

From the Membership menu, click the Background Checks option to research the status of a

background check.
This Section Includes:

Review Background Checks

o Filters

o Background Check Information

Process Background Check Requests

Resubmit a Background Check

Approve/Reject Background Checks

Page Update



Review Background Checks

Filters
Apply the filters to view the desired background check results.

1.

7.

Y Filter

Status Rejected Requested Processing Received Completed UserSubmitted
Approved

Requested By

Requested On

Date Created From To

Select the desired Status: You can filter a single or multiple background check status.

« Rejected: This status applies to rejected background check requests.

« Requested: This status applies to background check requests that need approval or

rejection.

« Processing: This status applies to background checks the provider is processing.
 Received: This status applies to background checks that have a report ready to review.
« Completed: This status applies to completed background checks.

o UserSubmitted: This includes those background sent to and submitted by applicants.

Approved: You can filter by approved (Yes) or not approved (No) background checks.
Requested By: You can filter by the background check requester.
Requested On: You can filter by the background check applicant.

Date Created From: Enter the first date in the date range of background checks you are
searching for.

Date Created To: Enter the last date in the date range of background checks you are
searching for.

Click Apply Filter to continue.

Background Check Information



1. Click a persons nhame to view the Background Check Information.

Reguested On Regquested By Status Results Date Created Date Last Madified
&) Arena Support Received MPLETE - NO R RL 3/30/2020 3/30/2020
Page: 1 of 1 Page Sizes| 20 Refresh | 2 Background Checks b

2. Click the Save button.

Mipw Background Chack

Background Check - Reuben Stanley

Background Chack Type: Pratect My Mirsttry - Bage

Backgreund Check Information Check Infarmation

Person Reuben 5t Type Protect My Ministny - Basic
First Mame Reuben Requested By =

Biddlle Mams Approved By a T Ton 33072030 2205 PM
Last Mame Stanley Rederence TSH0E0T

Soclal Security w1 Consent Form Mot Cordfumed

Bluamber

Geenichier Kals

Birthcate 11,1580

FPasidence 123 Main Manates. FL 34201 Ramults

Ernail

Externsd Retult
Status

m Cancel Background Check Lt

NOTE: The results are also available on the Person Detail page of the individual, which displays a
background check status, the type of background check, the date of the background check and a
name link of the requester. The Result could also indicate Failed.

Background Checks +
RESULT TYFE STATUS UPDATED REQUESTED BY
Passed Protect My Ministry - Basic 313072020 Arena Support

e Processing: This status means that the background check has been submitted.




« Received: This status means that the search has been reviewed and the results returned.

« Passed: This status means the individual has passed the background check process. This
status is only available on the Person Detail page.

« Completed: This status means that the background check has been passed and only
displays on the Background Checks results page.

Process Background Check Requests

If your organization has security permissions set so that all background check requests require
approval prior to processing, the person responsible for approving must either approve or reject
the request. Once the background check request is approved, Arena emails the requester with an
update to the person’s request.

1. From the Membership menu, click the Background Checks option.

2. Select Status filter "Requested".

Y Filter

Status Rejected ¥ Requested Processing Received Completed UserSubmitted
Approved

Requested By

Requested On

Date Created From To

3. Click Apply.

4. Click the Name link for whom a background check is requested to open and review the

request.
i Requested On Requested By Status Results Date Created Date Last Modified
Reuben Stanley B2l Arena Support Requested 3/30/2020 3/30/2020
Page: 1of 1 Page Size:| 20 Refresh | 1 Background Check &

5. Approve, Reject or Edit as needed. Users with approval permissions can edit all fields.



Person

First Name
Middle Name
Last Name

Social
Security
Number

Gender
Birthdate
Residence

Email

Background
Check Type
Position
Reference
Code

Other
Information
Send Copy To
Applicant
Rush Process
Consent Form
is on file

Background Check Information

Reuben Stanley

Reuben

Stanley
wEx_wE_1111]

Male
1/1/1980
123 Main Manatee, FL 34201

Protect My Ministry - Basic

Invoices will be subtotaled by this code

No

Reject Edit Cancel

National Criminal Database Search

Mo additional information required

National Sex Offender Registry

Mo additional information required

SSN Verification & Address History

Mo additional information required

Background Check List

6. Once the request is approved, Arena sends the background check request to the provider to
be processed.

& Background Checks

Result
Processing

Type
Protect My Ministry - Basic

Status Updated Requested By
11/14/2012 Mr Stewie Administrator

Request New Background Check

Resubmit a Background Check

You can also "Resubmit" a background check. This is done when an existing background check has

passed X months (default is 24 months) on the "module setting on the Background Check List

page". At which point, a check box will appear next to the Requested On name. User can check the

box(es).

1. Click Resubmit Request. It will automatically send a new request to PMM/SSF to process
without having to reenter any information.



Membership / Background Checks

Background Checks

Reguest and Review Background Checks

Y Filter
@ Received
#¥  Requested On Requested By Status Results Date Created Date Last Modified
3] Reuben Stanley Received COMPLETE - NO RECORD 1/17/2019 6/13/2019
-

Page: 1of 1 Page Size: Refresh | 1 Background Check
Resubmit Request

2. Click OK to resubmit this background check.

Resubmit this background check?

Cnginal Submit Date
11772019 10:04:34 AM

Middle Mame Last Name
Stanley

First Name

Feuben

3. Click OK on the resubmit Results screen.



Resubmit Results

Mew Reference  Criginal Reference First Mame Last Name Status Message

7592154 6082097 Reuben Stanley Submitted

Approve/Reject Background Checks

1. To view the Background Check report, click the Requested On link. The status must be
“Received.”



Background Checks

Background Checks
Request and Review Background Checks
T Fiter
Status Rejected Requested Processaing = Received Compleled UserSubmitted
Approved
Requested By
Requested On
Cate Created From B T m

Apply Fifler

Regquested On Requested By Status Results Date Created Date Last Modified
& Arena Support Received MPLETE - N F 3/30y2020 33072020

Page: 1of 1 Page Sizez| 20 Refresh 2 Background Checks a E_I

2. Click the External Results link to view the report. This is a link to the report located on the
provider’s secured servers. Once the report displays, you can also save it on a local location.

Results

External COMPLETE - NO RECORD
Result

Status

Refresh Status

3. View the Report.
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4., Select “Pass” or “Fail” for the Result.

Results

External COMPLETE - MO RECORD
Result

Status

Pass
Refresh Status Fail

5. Once you select “Pass” or “Fail”, the below page displays, the status changes to "Completed”,

the record updates with the Result of Passed or Failed, and an email is sent to the requestor
with an update to this request.

Page Update

The Background Check has been Updates.

Background Check View

¥  Requested On Requested By Status Results Date Created Date Last Modified
Reuben Stanley B2l Arena Support Completad COMPLETE - NO RECORD 3/30/2020 3/30/2020
Page: 1 of 1 Page Size:| 20 Refresh | 1 Background Check s

Resubmit Request

Person Detail Page View



Background Checks -=

RESULT TYPE STATUS UPDATED REQUESTED BY

Passed Protect My Ministry - Basic 330/2020 Arena Support

Reports

Several reports are preloaded in Arena. Following is a list of the pre-loaded Membership Reports.
These Reports are created using Microsoft Reporting Services. Most reports have Parameters
that act as filters. The next sections list some of the preloaded Membership reports, a brief
description, and the available parameters. Microsoft Report Viewer is required.

Reports

Membership Reports from Reporting Services.

Run Report Builder...

¥ Membership
- @ ActiveAdults

""" ® Anniversary

- @ Birthday

Active Adults

The Active Adult report displays all adults based upon membership status. (Options may vary for

your organization.)



MembershipStatuses | |1]

Anniversary

These parameters return records limited by the wedding anniversary date and the number of years
the couple has been married. Years married calculates from the wedding anniversary date and the
system date on your server. (Enter the date in MMDDYY or MMDDYYYY format or click the
Calendar i icon to select the Start and End dates.)

StartDate \8/1/2017 (& EndDate 18/31/2017 |

StartYearsMarried |IJ | EndYearsMarried |1IJIZI |

e ]

4 4t Jofr b bl @ [ |FndiNes v %
Birthday

These parameters return records limited by date of birth. The start and end dates limit the results
by age of the person. A person’s age calculates by using the birthdate field and the system date on
your server.

Start Date [g/1/2017 (& EndDate [g31017 |

Start Age |u | EndMe |12D |

——

WA Jerb b e [ v B @

First Time Visitors

First time visitors are those records with a date in the First Visit field in the Visit Dates listed on the
Person Detail page. Use the parameters to limit the date range for the report.

Start Date |a/1/2017 |ﬁ End Date |g/31/2017 |ﬁ
Start Age g | EndAge |1y |

]
14 4t Jefr b pi @ [ |Fndines - i

Head of Household

This report displays the Head of Household records as they pertain to a selected Member Status.
Arena determines head of household by the oldest adult male in a family. If an adult male is not



present, the oldest adult female is the head of household.

MemberStatus  pey,Member View Report
.
4 4 1 of2 b Pl @ Fnd | Mext b~ ()
Members

This report enables you to group records by member status, record status, city or state.

Group BY member Status View Report
(—

4 4 |1 of44 p Pl @ Fnd | Next G~ (%

Membership Chart by Status

This report displays all active records by member status in pie graph.

4 4 1 of1 [ bl < Find | Mext b~ (%

Membership By Status

I Member

I visitor

I WebProspect

[ Attendee

[ Farticipant

I nknown

[ Associate Member
[ Out Of Town Member
[ Inactive Member
I MewMember




NCOA Moved Addresses (Optional)

This report displays all records identified by the MOVE Agent. There are no parameters for this
report.

14 42 Jofr b bl @ [ |Fndinex - 5
Addresses Moved by MOVE Agent

Stewie Administrator

MNew Address Old Address
7345 Goodlett Farms Parkwy 133 N Bellevue Blvd
Cordova, TN 38016 Memphis, TH 38104-7223

New Members

This report identifies new records based on the date entered. Use the Start Date and End Date to
narrow your search.

StartDate |g/>3/2017 EH  EndDate [g;30/2017 |

]

4 4t Jofr b bl @ [ [Fndinex - %

Personal Activity Meter

Use this parameter to select a person’s name from the list and to see a graph of the person’s
Personal Activity Meter (Health Meter).

Person  -celact a Value>

Top Givers

After entering values for all available fields, this report displays the contact information for each
giver across the five-year period.



@ Top Givers - Windows Intemnet Explorer - =

Mumber Of Givers |25 | Current Year Start Date ﬁ E
Current Year End Date m Current Year Funds

Last Year Funds Two Year Fund List i

Three Year Fund List hd Four Year Fund List hd

Five Year Fund List hd

4 4 [t Jof2 b bl

[100% v

| Findt | Next

Select a format W | Export

a 3

MName
Mr. Robert Glover

Mrs. Jenny Kelly

Address Info

6726 Whitten Pl

Memphis TN, 38133-6012

1255 Poplar Ave
Memphis TN, 38104-7242

Email

Phone Number
Cell:
Home: § (301) 555-9812

Cell:
Home: & (301) 555-7565

Current
Year
Giving

$10000.00

2012 2010 2009

$31300.00

20m

$9150.00 $15375.00

2008

Report Options

There are several options associated with viewing or printing reports. These options are listed
below:

Navigating Through the Pages

You can use the single or double arrows to navigate through a multi-page report. Click the First,
Previous, Next, and Last page arrows to move between the pages of the report. You can also
enter the desired page number manually. The number listed after the box is the total number of
pages in the report. Remember, this is the number of pages displayed on the screen, not
necessarily printer pages.

I

4 4 |1 of 1 [ bl @ Find | Net b - (%

Find/Next

Enter the information you would like to search for in this report, and click the Find button. Arena
highlights the text, when found.

Find | Nesxt I

Exporting

Once the desired report displays, select the export format. This creates a file you can open and
print using a multitude of programs. Values for this list may vary and are definable under Report

Services.



XML file with report data

C5V (comma delimited)
B ]

MHTML (web archive)

Excel

TIFF file

Word

Refresh

Click the Refresh % icon to rerun the report.

Family Registration

(This feature is only available for Self-hosted clients.)

The Family Registration application is a .Net click-once application, meaning it is a Windows
workstation-based application. It is designed to be a manned-station where the user (volunteer)
can easily search the database to verify the visitor is not an existing record. Once the volunteer
determines the record does not exist, the new record/family can be entered and properly checked
into the appropriate class. This feature requires the workstation/computer/tablet to have .Net 4.5
installed and Microsoft Report Viewer, which are both available at no cost.

Below are some of the features and benefits of using this application:
e Volunteers can access the application from any computer on the network.

o Each volunteer can have a unique login. Therefore, it is an ideal application to use to allow
volunteers to do data entry work for your organization without going through the hassle of
setting them up as a new user on your network.

e The user interface of Family Registration puts most of the important fields for a record on
one page, eliminating the need for data entry personnel to navigate between multiple pages
to add or modify a record.

o The Family Registration application has a built-in control that can reduce duplicate records.
Below are some configuration steps for Family Registration:

o Review and customize Family Registration Application Settings such as default member



status, attribute groups, default campus, and allowing Check-In.
o Set the Small Group Category ID in the Family Registration application.

o Determine the process for volunteers and staff for entering visitor information to insure a
speedy check-in. Remember, additional information can be entered later.

o Establish the process for managing any duplicates that may be created.

o Install Microsoft Report Viewer 2008 and 2010 on all PCs that run Family Registration.

Family Registration Settings

1. From the Membership menu, click the Family Registration option. Enter your login
information.

2. Click the Application Settings ‘53 icon.

e AT

SRS |

[ -

10 Family Registration

Gamrr s & s e T
Fasi bgwe |

Ll Pl

et Clese

| Famub

3. Make desired changes.



o5l Application Settings

E Fingerpnnt Scanner
BioScanner|nstallationDirectory
BicScannerServer

EH General
Allow Check-In
Attribute Groups
Default Campus
Default Member Status
FirstTimeVisitAttribute
Image Fath
Cirganization
Prompt for Assigned Cards
Search by Security Code
Timeout Minutes

B Group O pbons

Category |0
Field Security Enabled
B Location Filtening Ophions
Enable Location Filtering
Oeccurrence Type (D
System D
E Printer
Frinter Horizontal Offset
Printer Margin Bottom
Printer Margin Left
Printer Margin Right
Frinter Margin Top
Frinter Mame
Printer Orientation
Printer Page \Width
Frinter Paper Height
Frinter Vertical Offset

Active Groups Only?

C:\Program Fles\BicPlugin

True
16

1
True
Falze
5

True
1

True

40
20

Active Groups Only?

The boolean value that indicates if only active groups should be displayed.

[ OK || Cancel

5. Click the OK button.

Use Family Registration

1. From the Membership menu, click the Family Registration option and login. (When opening




Family Registration for the first time on this workstation, you have the opportunity to save a
desktop shortcut.)

2. Enter Username and Password. (For users who already have an Arena Username and
Password, this is the same.)

User Login w

Login

Flease enter vour Username and Passwaord

|lsermname:

Password:

3. Click the Login button.

4. Select how Arena should flag First Time Visitors. The First Time Visitor report in Membership

consists of records flagged.

o

First Time Visitors

3 1 Should new people be flagged as first-time visitors?

If you are using this for a weekend service such as a children's or youth
service, please select Yes, If you are using this for an event other than a
weekend service, such as a sports or child-care event, please select Me.

Y¥es | ’ Mo

5. Use the Quick Search fields to first search for the record to be sure it does not already exist.



im Family Registrat'__j.on

Search By i@ Mame  (7) Security Code

First Name jane

Last Mame sample

Results

6. If the same name already exists, these records display for you to review. You can select any
record for additional information to display in the Person Details window.

7. Click the Add New button to enter information for the new person. You can enter children with
no adults.

8. Enter the First and Last Name, and Birthdate. If you enter a name and birthdate that
matches an existing record, the below error message displays. A complete date in
MMDDYYYY format is required. If the year is not available, consider using a default year such
as 1900.



.M‘“}r e T |z el

3 g
| v i s pansbin doplaains.
[ First Leat Bt Dl Ganda Foete
dans Sample [ 1003156 - Male & Female &
ePSaml = Male Fermaln
I

9. Click the OK button.

10. Click the Possible Duplicates & icon to view additional information of the records.

New Family m— et
f Adults [] I'have reviewed all the pessible duplicates
First Last Birth Dte Gender Xgihcatas
Sample 1070371566 ) Male @ Female

)
D 041172007 - kg_l Male [F_"_u Femals /

11.You can select any record and it displays in Family Registration or click the Close button to
enter a new record.

12. Click the I have reviewed all possible duplicates check box.

| Adults | have reviewed all the possible duplicates

First Last BithDate  Gender Al
Jane Sample [#]10/03/19658 v ") Male @ Female &

13. Click the OK button to proceed with adding the new record or family. You can enter children
without an adult.



 Possbe Duplicates =

i The following are possible duplicates for Jane Sample.
Phone Number Email
u Sample. Jane (501) 757-2372 lindza johnson@arenachmz com | 7345 Goodlett Famms Plowy

If the person you are adding is in this grid, double click their row to be taken to their details page

14. On the New Family page, fill in the first and last name for every family member. Arena allows
one adult male and one adult female in a family, so it is important to enter the appropriate
name in the corresponding line for the adults of a family. All other persons you add to a family
are with the role of “Child.” Enter a birthdate, if available. You must select a gender for each
person. Once you enter all family members, scan or swipe a check-in card for the family. The
card ID number shows as the Assigned Card number for that family. Click the OK button

when done.
T
Adults
First Last Birth D ate Gender
| R | [0 oe/3072003 @ Male O Female
| R | [0 oez0/2008 O Male & Female
Children
First Last Birth Date Gender Grade Clags OF
| B | [Foerz0/2008 O Male O Female | |
| | | [Eoerz072009 O Mae O Femae | |
| B | [Eoerz0/2008 O Male O Female | |
| | | [Eoerz07z009 O Mae O Femae | |
| | | [Eoerz07z009 O Mae O Femae | |
| | | [Eoerz07z009 O Mae O Femae | |
| | | [Eoerz072009 O Mde O Femake | |
| | | [Eoerz072009 O Mde O Femake | |
Assigned Card | | _ -
e e e e ——

15. Family members display as separate tabs along the top of the page in chronological order by
age. Arena generally considers the oldest adult member of a family the “Head of House”, so
the Head of House is the initial tab. Click any Name tab to view the specific information about
that person. Arena formats 10-digit telephone numbers. Editing the home phone or address



of an adult propagates for all family members. (See your Arena Administrator regarding
Relationships and the available Member fields.)

Sample Family

Johnny Jane Sam - 2 Jack Pete Kate £Add New Person
Personal Infomation Photo
First Name John Family Role [Mult v]
Last Mame Sample Gender [I'H'Iale v]
Mick Mame  Johnny Marital Status [I'u'larried v]
Birthdate 06/14/1948  + Grade/Class Of| - -
Contact | nformation
Eh"m (901) 757-2372 \Work Phone  (901) 785-4561
Cell Phone  (301) 757-7845 Other Phone
E-mail jsample@yahoo.com
Home Address
Street 7345 Goodlett Farms Plowy bk
CityiStZip  Cordova ., TN 38016-4550
Country United States -
Add to Group
Standardize
Relationships Cards Assigned
Membership Details i
Relationship: Date Joined 0441172011 @ ‘ =
[Neighbcr v Baptism Date Coar1201 @ 2
Visit Dates
First Activity | 03/08°2010 [+
John Test £
First \isit C]o41120011 @
Second Visit O 041172011 @+
[ 0K ] [ Cancel ] - =
4 | 1l | I

16. Check-In can use a barcode or magnetic strip card to make it easy to select the correct family.
When viewing the Family Information page, simply scan the barcode or swipe the card. This
enters the code in the Cards Assigned section. All cards you assign apply to all members of a
family. You can have multiple cards, if desired. Click the Unassign Card button to remove a
card.

17. Click the Save button. If your organization uses cards and you have not assigned a card to
the new person, the Add Card pop-up displays.



Add Card s

_"-.I Mone of the members of this family have a card assigned to them.

Do you want to continue without adding a card?

18. Click the Yes button to continue without assigning a card.

19. After saving the record, you have the option to Check In the person or Add to Group and
Check In. Arena formats 10-digit phone numbers. You can standardize U.S. addresses
without saving the record. If you enter an international address, you do not need to enter the
city, state and zip.

Home Address

Street 7345 Goodlett Farms Plowy —h G
City/StZip  Cordova ., TN 38016-4550

Country United States

Add to Group

Etendardize

20. If you select Check In, select the applicable Occurrence(s) for the person. You can optionally
select “Set check-in default selection” so that the next time the person checks in using Arena
Check-In, Arena associates them with the Attendance Type.

Checl-In
Aorailable Occurrences
2:00 AM General Attendance Type (Tropical Paradise)

Pager: Check In
Set check-in default selection




21. Click the Check In button. You can also set the default Attendance Type Occurrence for this
person.

This pop-up window also displays where the person is currently Checked In.

Cumenthy Checked Into

2:00 &AM General Attendance Type (Tropical Faradise)

Check Out

22. Click the Close button.
23. If you select Add to Group, you can select the Group Cluster and existing Group.

24. Select User Role and Status.



25. Click the OK button.

26. The Group Confirmation displays.

Added to Group

Jack Clem was added to the group.

27. Click the OK button.

Add Family Member Ta Group
Group Information
Category Groups
Group Cluster |—Cu|_qales: Ages 20-30 *]
Group | Newlyweds v
Leader
Active Yes
Age Range  Any
Location 735 Goodlett Farms Flowy
Cordova, TM 33076-4930
Description
Schedule
Motes
User Rale | Member - Status Iﬂ.c:t'l'u'e v|
L OK J | Cancel
\ G




Mailing
Mailing is a click-once application that runs off Shelby Mailroom where you can process bulk email

presorts for mass mailings, process printed contribution statements or process email contribution
statements.

Shelby Mailroom is a standalone Shelby product and a subscription is required for bulk mailings, but
not for emailing contribution statements.

(For self-hosted environments, this application requires the workstation/computer/tablet to have
.Net 4.5 and Microsoft Report Viewer 8.0 and 10.0 installed, which are both available at no cost.)

(For hosted environments, Mailroom can be installed on individual workstations where CASS
certification and Move Agent can be processed but does not post back to Arena.)

Administrative Setup

If using Mailroom, install the Mailroom Service on the Arena server. Technically, Mailroom can be
installed on the Arena server or a completely different server as long as the Mailroom Service is

installed and the Mail Room Server Organization Setting points to the server where Mailroom is

installed.

Customize Mailroom Application settings on the Application Settings page. (For Arena Hosted
install Mailroom on each workstation. Enter the server name for Shelby v.5 workstat folder in the
Mailroom Server Organization setting. We recommend using a mapped drive.)

If emailing contribution statements mark Email Statement and enter PIN humber on the Person
Detail page of each recipient. Shelby Mailroom is not required for this feature. Alternately, users
can use the Email Statements in Contributions.

If using Mailing for bulk mail, this requires a subscription to Shelby Mailroom. On the mailroom DVD
you need to install Mailroom on the server (if using Arena Hosted, install on individual
workstations) and the Arena Agent on the DVD. If you would like information about Mailroom,
please contact Shelby Systems at (800) 877-0222.

Install .Net 4.0 and Report Viewer (8.0, 9.0 and 10.0) on all workstations using the Mailing
application.

If launching Mailing from a network workstation, the below window displays.



7

¢l Arena Mailing =3 | =l . 22

Choose Achon

Flease select the action you want to take. tb
1 ; i@ Mass Mailing
o N

- You canoptonally combine family membars
w before sorting. Mootherepontsams

required.

=) Contnibution Statements

Those contrbuting as a family will b

combined automaticallybefors being sortad
for maifing.

If launching Mailing from a non-network workstation, the below window displays. You can install
Mailroom on each applicable workstation.

-~

Mailroom not installed

. Sinceyou have not selected a Workstation Install Path, Mailroom
_l_‘_«, canneot be installed and you will net be able to create bulk mailings.

oK

Manage Mailing Settings

1. From the Membership menu, click the Mailing option to open the click-once application.

2. Click the Settings link.



I |

¢l Arena Mailing

Choose Action
Flease select the action you want to take.

i@ Mass Mailing
You canoptonally combine family membars

before sorting. Mootherrepontsas
required.

(=) Contribution Statements
Those contrbuting as a family will b

combined automaticallybefors being sortad
for maifing.

A

< Baclk I Mext = I

| Cancel |

3. From this window, verify the Organization and Customer ID are correct.

Iy

a5l Application Settings

= @ = |

4 Contribution Report Documeni=
Contribution Report Location

4 Merge Documenis
Merge Document Location

4 Misc

Mailroominstalled True
4 Satori Mailroom

Customer 1D 91028

Customer Passwaord 37922

\workstation Install Path C-\Mail Room W orlcstat

fArena/ContributionsContributionStatement s

CA\Program Fles\Arena ChM5\Arena\Content M|

Contribution Report Locabon
Specify the location to the Contribution Report.

| oK

J [ Cancel

4. Click the OK button. You need to restart the application.
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Restart Mow? - LL_J

f@' You must restart Arena Mailing for the settings to take effect.
k.

Restart Mow?

v J[ N |

L J.-

Create Printed Contributions Statements using Mailing

All print contribution statement recipients must be an active record and have Print Statement
selected on the person’s record.

1. From the Membership menu, click the Mailing option.

2. Select the Contribution Statements radio button.

o = =
¢l Arena Mailing lilﬂlg
Choose Achon -,
Flease select the action you want to take. |

£} 1 Mass Mailing

e You canoptonally combine family membars
before sorting. Mootherrepontsas
requirad.

F @ Contribution Statements
Thosa contrbuting 2= a family willba
combined automaticallybefore being sorted
for maihing.

< Back [ Mept > i [ Cancel
e e

3. Click the Next button.

4. Select the Print Contribution Statements radio button.



i =
¢bl Arens Mailing BN 5

Choose Contribution Statement Type .
Select whether vou want to print or email contribution statements {

. L. () Email Contribution Statement
I'rl.l‘:![v}' Thiz will walk you through the stepsto Email

contnbution statamentsto allora hstof
people

:.,;:‘ @ Print Contribution Statements

i . % - - -
‘EP(‘ Thiswill walk you through the stepsto pant
| contnbution statmentsfor mailing

<Back || Net> | | Cancel

5. Click the Next button.

6. Complete all Filters.

' Bl
¢k Arena Mailing E@g
Filter -
Select Filter Options |

From 1/ 12012 E~ Through Ensi203 G-
Fund One GenemJGmng -
Fund Twe  General Missions Fund *
Minimum Gift 0 Minimum Gift Based on Dates
[ Include Pecple who Pledged but didn't give [~ Skip Sorting
| <Back || MNet> | | Cancel |

7. Select Certify and Sort options. When running the Move Agent, the current address is moved
to the Previous Address type for all family members.



-
¢li Arena Mailing

Certify and Sort

Flease complete the \Wizards and Press Mext

Run Move Agent
Cass Certify

Pre-Sort List Name  Quarterdy Statements|

[
[

<Back || Net> |

8. Click the Next button.

9. Select Sort Class and Piece Type.

'd

-
Presort Wizard - M
Sort Class and Piece Type i,—!

Select a presort class and type of mail piece. i
Machinable Postcands (Double) s Envelopes and other pieces that can be
Nonmachinahle Latters processed on F'nstE!1 SEWicv_a equipment
Norimachinabie Hate and meet the following requirements:
Package Service Parcels b
Pericdicals I'H'I'lnn'nu!n I'U'Iammu!'n |
Machinable Letters Width 3in 11-1/2in
Machinable Flats i:.IuLFSM “Iﬂ = HE-‘ight 11/2in E-1/%in
Machinable Fats (UFSM 1000)
Nonmachinable Letters Thickness 0007 in 1/4in
MNonmachinable Fats — Weight e G
Parcels
| Standard Mail

Machinable Letters
Machinahle Flats x

Help Cancel < Hack Mext = Finizh

10. Click the Next button.

11. Select Mail Piece Information.



Presort Wizard - L 23 .|

Mail Piece Information p_
Enter the dimensions and weight of your mail piece.

Fiece Dimensions

¥ Height: [4.125 fin =l
5 Width:  [9.5 fin =
l
« Width >
Thickness: [0.04 Jin ] basedon [1 piece(s)
Fiece Weight

¥ Figed: I'I |uz{s} _T_J based an |1 piece(s)

7 Mived - Use Piece Weight ard Piece Thickness fields from address renord

Help Cancel < Back Mext = Finizk

12. Click the Next button.

13. Select Mailing and Permit Information.



- S—
Presort Wizard & | —— *u
Mailing and Permit Information W-
Enter mailing information and select/create 3 permit.
This Mailing
Mail Drop ZIP Code: ! dJob 1D !?5:9456
Mailing Date: ; Statement Mumber; I123485
Mailing Pemit |
[ Mew Edit Copy 7 Delete
Permits | Pemit #
MRTK_UTIL_FRIVATE Type: Precanceled Stamps
Contact:
!
|
N
Help Cancel < Back Mext = Finizk
L I A

14. Click the Next button.

15. Select Sorting option. Available sort options are Carrier Route (simplified addressing), Carrier
Route (WS), Carrier Route (LOT), Automation and Non-automation. A Mailer ID is required for
Intelligent Mail barcodes.



- .
Presort Wizard - o — :M .

Sorting Preparation ifé'
Select sort levels and define sorting options.

Sort Levels
First sort level: Menautomation ..Y_I

Advanced Options

Sorting... I I¥ Pieces are barcoded
| Trays... ! 1"and 2" trays; 6" max. bundles
Fallsts. I Mot using pallets
Documents... I

—

Help | Cancel < Back Mext = Finizk

16. Click the Next button.

17. If you select Pieces are barcoded and the permit does not include a Mailer ID, the below
window displays.

3 Sy
Invalid Data - [

o A Mailer IDis required for Intelligent Mail barcodes. Please select
J‘ﬂ_ another permit with a Mailer ID or modify the selected permit.

OK

18. Select Mail Sort Discounts.



i
Pesort izard

-

Mail Sort Discounts
Select the mail sort discounts for which you qualify.

P

N\l
Biicibsiity Di &
N ¥ MNonprofit rate [T tohile Barcode Pramation
Destination Entry Discounts
Mail Drop Post Office [T Déstination Deliven Uit QDL
¥ SCF MEMPHIS TM 380 FIECotts. |
[~ NDC MEMPHIS TN 38999
[T Area Distibution Center [SDE]
Help Cancel < Back Next > Fsh |

19. Click the Next button.

20. Enter the affixed postage value.




i

Presort Wizard - -
Payment Method v_
Specify your postage statement options. "
A\
Paymert Method
Fostage Type: Precanceled Stamp
Postage Affed: Iﬂ.Z!}I]
[T Calculate mirimun postage
Help Cancel < Back Mext = Finizk

21. Click the Next button.

22. Select Tray Label Layout options.



. -
Presort Wizard g - . L 22 .|

Ty b v_
Describe your label stocl:. "
IS
Printer Type Label Type
" Dot Matrix % |egacy Cortainer
" |3zer or Inkjet = | ritelligent Mail Container
Label Layout
[ Mew Edit Copy X Delete
Layouts | Paper: 85 x11.0v
2¢5 Sheet1 Label Size: 3.25"x 2.00"
2¢h Sheet?
Layout: 2x5
Mailer Information
Company Mame: I?.'E'AE Goodlett Farms Paroway
City, State & ZIF Code:  [Cordova TN 38016
Hep |  Cancel <Back | Hed: | Finish




Contribulion Statements
Prird ot Save the Contibugion Statement Repots.

First Fund (2008 Guatemala Mission Trp 7
Chaplat ]1

| ET I TR

Your Church Mame

51 Germantown C1
Suite 300

Cordova, TN 38018-7239

I

Walter & Elsie Berryhill
8079 Sag Harbor Cir
Cordova, TN 38016-8202

Summary by Fund:

oFee b M|« OBl E-| 100% = berryhil

Second Fund [T

Find. | Mext

Contribution Summary for Walter & Elsie Berryhill
September 25, 2007 - September 25, 2008

2008 Guatemala Mission Trip

Total Pledgad

Total Cash This Period:
Total from Previous Periods
Fledge Balance

[Graph displays cumulative tolals to date]

#1.600 -
$1.40000  LoooC

$300.00 e

$0.00 $400 -
$1.100.00 40> VA

F8583323§853%

L

=

cBack [ mem>

Cancel |

Email Contribution Statements through the Mailing Applicatio

All e-statement recipients must have an active record status, an email address, the email

statement selected on the person detail page and a PIN number. If one spouse is marked

Contribute Individually, then you must also mark the other spouse. In the case of a husband

and wife contributing, the statement is sent to the head of household, which is the male.

o Verify Email Contribution Statement agent is running.

e Customize Contribution System email.

« Verify all Mailing Application settings.

« Verify all recipients have a valid email address.

o Verify Email Statement and PIN Number fields are complete for each recipient on their



person detail page.

Contribution Information
Last Contribution

Date:

Contribute H
Individually:

Print Statement:

Email Statement:

PIN Number: 78945]
Envelope Number: 2019 Include in File
-
Contributions Note: L
Sub-Donor: Johnny Sample & E]
Save Cancel

1. Open the Mailing application.

2. Select the Email Contribution Statement radio button.

1l Arena Mailing = lE ==

Choose Contribution Statement Type .
Select whether you want to print or email contribution statements

b @ Email Contribution Statement

ﬁ!}[/ This willwalk you through the steps to Email
pa contnbution statementsto allora stof
p=ople

(™ Print Contribution Statements

BN
‘;EV} This willwalk you through the steps to prnt
contnbution statmentsformailing

<Back || MNet> | | Caneel

3. Click the Next button.
4. Select Email Contacts.

5. Select the All Membership radio button to select all records that meet the email statement
requirements or select From a List to use an existing list.



P

PeD Arens Mot = e

Select Email Contacts
Select the members you wish to Email contribution statements to, |
Sh-g @ All Membership
) Froma List

Advanced List test for Queny Guery Loc

<Back || > | [ Cancel
6. Click the Next button.
7. Select Filter options.
<E Arena Mailing o -2/
Filter
Select Filter Options tD
From 11/ 82008 @~ Through 11/ 872010 @~
FundOne  Passage Fund -
Fund Twa Davids Fund for Statements -
Minimum Gift 0 [7] Minimum Gift Based on Dates
[ Include People who Pledged but didn't give
| <Back || Net> | | Cancel

8. Click the Next button.

9. Click the Finish button. Arena emails statements, using the agent schedule.



tlJ Arena Mailing @lﬂl[ﬂ]

Done .
The wizard is complete. |

The Wizard has created the list of people
that will be emailed statements.

<Back || Fish | | Cancel

You can optionally use Lists:

Setup the ArenaEmailContributionStmt agent.

Select the report you want to use in the module setting for the Email Statement module.
Select the List to use to select the records for running statements.

Fill out the remaining criteria.

Click the Send Emails button.

Create a Mass Mailing

You can run a mailing list using either the entire database or an existing list. You must have a
minimum of 200 addresses in order to create a bulk mailing and CASS certify. Before running a
mass mailing, it is recommended to verify Mailroom is up-to-date.

1.

From the Membership menu, click the Mailing option.

2. Select the Mass Mailing radio button.



Fa Fre )
¢l Arena Mailing (ko liespeding) L [ [t

Choos=e Action -,
Flease select the action you want to take. {

i@ Mass Mailing

You canoptonally combine family membars
before sorting. Mootherrepontsas
required.

r (=) Contribution Statements
Those contrbuting as a family will b
combined automaticallybefors being sortad

for maifing.

< Back [ Next > ] [ Cancel ]

3. Select the records to include in this mailing, either All Membership or From a List. The Mailing
application displays Person and Parent Lists only, in alphabetical order, when choosing the
recipients from a mailing list. The option to Skip Sorting allows you to skip the bulk mail
presort process.

P WS '
¢kl Arena Mailing [*:' |lEl g
Select Coniacts " :
Select the members this mailing should be sent to. |

ﬁ @ All Membership
=) Froma List
:.-'ldults with children - |
[T] Skip Sorting
<Back || Ned> | | Cancel
e ol

4. Click the Next button.

5. Enter a Pre-Sort List Name and select additional options.



Certify and Sort
Please complete the Wizards and Press Mext.

Pre-Sort List Name |Passage Monthly

Run Move Agent
Cass Certify

Combine Families

6. Run Move Agent - This updates all records based on the most recent Shelby Mailroom DVD
update. At least 100 records are required. When you select Run Move Agent, Arena
automatically selects Cass Certify.

« CASS Certify - This certifies all selected addresses based upon the most recent Shelby
Mailroom update. There is no minimum or maximum number to CASS Certify. If you elect
the CASS Certify option, the Address Correction window displays while running the
correction process.

« Combine Families - This option combines the mailer for all individuals living at the same
address.

7. Select or create a sort template, if applicable for this mailing.

8. Select Sort Class and Piece Type.



Sort Class and Piece Type
Select a presort class and type of mail piece. i
Il

Machinable Flats Envelopes and other pieces that can be
Machinable Postcards (Single) processed on Postal Service equipment and

Machinable Postcards (Double) meet the following requirements:

MNonmachinable Letters

Monmachinable Flats Minimum Maximum

Package Service Parcels Width S 11-1/2in
Periodicals

Machinable Letters Height 31/2in 6-1/8in

Machinable Flats (AFSM 100)

Machinable Flats (UFSM 1000) Tlomess Ll e
Monmachinable Letters Weight none 50
MNonmachinable Flats
Parcels

Standard Mail

Machinable Letters W

9. C(Click the Next button.

10. Select Mail Piece Information.

144



Mail Piece Information
Enter the dimensions and weight of your mail piece.

Piece Dimensions

fe————— Width——»|

Thickness: Iﬂ.{}-fl- Iin LI based on |1 piece(s)

Piece Weight

(w Fixed: |1 Ioz{s} ll basedon |1 piece(s)

(" Mixed - Use Piece Weight and Fiece Thickness fields from address record

11. Click the Next button.
12. Select Mailing and Permit Information.

13. Click the Next button.

145



Mailing and Permit Information
Enter mailing information and select/create a permit.

This Mailing

Mail Drop ZIF Code: Job IO

Mailing Date: LI Statement Number:

Mailing Permit

D I aar Frlif {"nm: x Nalata

Permits

MERTE_UTIL_PRNATE Precanceled Stamps
Mailer ID: 123666

14. Select Sorting option. Available sort options are Carrier Route (simplified addressing), Carrier
Route (WS), Carrier Route (LOT), Automation and Non-automation. A Mailer ID is required for
Intelligent Mail barcodes.

146
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Presort Wizard - o — :M .

Sorting Preparation ifé'
Select sort levels and define sorting options.

Sort Levels
First sort level: Menautomation ..Y_I

Advanced Options

Sorting... I I¥ Pieces are barcoded
| Trays... ! 1"and 2" trays; 6" max. bundles
Fallsts. I Mot using pallets
Documents... I

—

Help | Cancel < Back Mext = Finizk

15. Click the Next button.

16. If you select Pieces are barcoded and the permit does not include a Mailer ID, the below
window displays.

3 Sy
Invalid Data - [

o A Mailer IDis required for Intelligent Mail barcodes. Please select
J‘ﬂ_ another permit with a Mailer ID or modify the selected permit.

OK

17. Select Mail Sort Discounts.



i
Pesort izard

-

Mail Sort Discounts
Select the mail sort discounts for which you qualify.

P

N\l
Biicibsiity Di &
N ¥ MNonprofit rate [T tohile Barcode Pramation
Destination Entry Discounts
Mail Drop Post Office [T Déstination Deliven Uit QDL
¥ SCF MEMPHIS TM 380 FIECotts. |
[~ NDC MEMPHIS TN 38999
[T Area Distibution Center [SDE]
Help Cancel < Back Next > Fsh |

18. Click the Next button.

19. Enter the affixed postage value.




i

Presort Wizard - -
Payment Method v_
Specify your postage statement options. "
A\
Paymert Method
Fostage Type: Precanceled Stamp
Postage Affed: Iﬂ.Z!}I]
[T Calculate mirimun postage
Help Cancel < Back Mext = Finizk

20. Click the Next button.

21. Enter Tray Label Layout information.



i

Presort Wizard - -
Ty b v_
Describe your label stocl:. "
N
Printer Type Label Type
" Dot Matrix % |egacy Cortainer
" |3zeror Inkjet = | ritelligent Mail Container
Label Layout
[ Mew Edit Cup:.r X Delete
Layouts | Paper: 85 x11.0v
2¢5 Sheet1 Label Size: 3.25"x 2.00"
25 Sheet2
Layout: 2x5
Details. .. |
Mailer Information
Company Mame: I?.'E'AE Goodlett Farms Paroway
City, State & ZIF Code:  [Cordova TN 38016
Hep |  Cancel <Back | Hed: | Finish

22. The Progress window displays.



ra

Progress

Job Information
Mail Sort Template:

Generic Template

Phase: Retrieving Records

Elapsed Time:

00:08:47

4%

Sort Information
Presort

Level 1:
Level 2:
Level 3:
Level
Remainder:

Total:

Reports
Required

¥ Postage Repart

[T Pallet Labels

View

¥ Gualification Report

[T Container Labels

Prink. ..

Recommended

™ Mail Sort Summarsy
[T Container Listing
[T ZIP Code Lisking

™ Facing Slips

Sawe POF. ..

Count

Files

Trays l

Mail.dat:

Container Labels:

Save. .., |
Save... |

Cancel

23.You can then view, print and/or save the report.



Contribution Statements
Prind oo Save the Contribution Stalement Repcrts.

Your Church Name

51 Germantown C1
Suite 300

Cordova, TN 38018-7239

0

Walter & Elsie Berryhill
8079 Sag Harbor Cir
Cordova, TN 38016-8902

Summary by Fund:

o bemph e e

Contribution Summary for Walter & Elsie Berryhil
September 25, 2007 - September 25, 2008

2008 Guaternala Mission Trip

Total Pledged

Total Cash This Period:
Total from Frevious Periods
Pledge Balance

152
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24. If you select the CASS Certify option, you also have the option to print the summary report.

ETATES This vy meny e pagesied a4 e ouipet of sddness aalcbup processing seog
a% CAEE Cartited ™ srfiears s coqierhan afh Suew! UEPEE dddnirs il i
SERVICE® Ay farseoaide wisl CODEY Mo s idDrmabion (e some Forndd a the poaled fom

CASS" Summary Report

Teo DV B Sacson TOB A mose AVDAmaTOR.

1 CASE Oeiified C omesty Hans 2 CASS Cerllind Sovrs Nang £ Version 3. Confirabon
Saton Sofiware, Inc MulFoom Tookdt 2 740,64 Wik
z TR RG] B Il Lol Coiwers Hame & versamn | B, CorlI e
gmﬂmm—mw
T =T W e Lo pay Hsne TT LT Carliied Soriwwarn Famme B weson . onTg R
Satnii Soflwans, Ins MsilRoton Topdaf <2 70 M WK
g 1 MESST Cedtited Compary Heme 2 WATE Coraied Soflwans hes, Yermion & Wodsl g 3 oiguraion
g el .

25. Click the Close button to exit the Mailing application.

Public Lists and My Lists

Use the My List and Public List pages to create lists by selecting desired criterion that results in a
list of records that meet the selected criterion. Lists always display as a columnar format. Lists you



create on the My List page are accessible to only the current user who creates the list. Lists you
create on the Public List page are accessible to all users who have access to the Public List
page. You can change Public and My Lists to display on either page. You can also copy a Public or
My List. Copied lists are independent from the original list, regardless if displayed on the My or
Public List page. (NOTE: My Lists are specific to the user name who creates the list. If the User
Name is changed, My Lists created for the ‘old’ user may not be available.)

Group your Lists by Category

To use the category features, follow the steps below:

1. From either the My Lists or Public Lists pages, click the Edit Settings... link to access the
Module Settings window.

2. Scroll to the bottom and select "True" for the Show Category Selector option. Click the
Save button and then click the Done button.

3. From the Administration menu, select the Lookups option.
4. Click the List Category link and add your desired Categories.

5. From either the My Lists or Public Lists pages, click the Edit Settings... link to access the
Module Settings window.

6. Scroll to the bottom and click the Search | - | button in the Specific Category Limitation
option. Select the default category in the Lookup Values box. This is the category that

defaults when you add a new list. Click the OK button when you are done.

7. Remember to click the Save button and then click the Done button on the Module Settings
window.

You can create lists by choosing desired criterion that results in a list of names who meet the
selected criterion. Once the list displays, you can merge records with existing documents or
reports, bulk update selected records, send an email or SMS text message, create labels, or
export to Excel.

For each list you create, you can use either the Basic or the Advanced List option. Basic lists use
the AND logic whereby records must meet each criterion you select. Whereas, the Advanced List
option gives you the option to select either the AND or OR logic for each criteria. For either list,
the more criterion you select, the narrower the results are for the list.

Create a New Basic List

1. From the Membership menu, click the Public Lists or My Lists option.



2. Click the Add New List ==& icon to create a new list.

Public Lists

\M."‘

| A naes i

3. Enter a Report Name.

4. Select a Report Type. Options are Computer Systems, Contribution, Group, Parent and
Person List. Use Contribution Lists to run lists specific to Contributions. The steps to create
lists are the same as My and Public Lists. The only exception is the List Type is set to
Contributions.

List Name and Description

Entar the name and descriptian for your lisk

MName: [Current Contributors |
Type: [Contribution List ~|
Description: all current year contributors |

5. Select a Category, if available.
6. Enter a Description that adequately describes this List.

List Name and Description

Enter the name and descripticn for your list

Name: Adults not in a Small Group |
Type: | Person List v
Description: This report contains records of adults (above the age of 25)

who are not in a small group|

Cancel | | Pre'.'il}u5| | Mext | | Finished

7. Click the Next button.



8. Click the Criteria Group Expand ‘v icon to expand the section and select your criteria. Ask
yourself, *“Who do I want on this list?” The answer to this question helps you select the
criteria. Available sections and criteria may vary for your organization. Criterion differs by
Report Type.

Selection Criteria
Specify the selection criteria for your list.

IQ) Basic Criteria |
IQ) Extended Criteria |
|® Advanced criteria |
| Personaliity Criteria |
| ') Small Group Criteria |
| ) Tag Criteria |
| Sport Criteria |
IQY Campaign Criteria |
| ) Counseling Retrictions |
| ') Custom Criteria |
/() Membership Details |

| ) Member Path |

Basic Criteria

This section displays personal information. Criteria options may vary for your organization. You
can use the % and_ wildcards in some fields. Use the Null Values to include records that do not
meet the selected criteria or the field is blank.



[ B Basic Criteria

First Name Equal To - i
Mick Name Equal To -

Last Name Equal Tao + J%s_n

Title Equal To - - 3
Age Betweaen and |:| Include MNull Values

Gender [ male [ Fermnale [C] unknown

Marital Status ] Unknown DSingIe [ marriad
Member Status [] Mmamber [] Attendee [ visitar [C] Participant [l WebProspect
Record Status V] Active [] Inactive [[] Pending 3

Extended Criteria

This section displays individual and family information. You can enter .5 in the Serving Hour box to
represent 2 hour.

[} Extmndea Critara |
Ermail T=HOAEE 3t =
Wirth Date twen IUIRTE ] A 10/E/ 01T :!
Birth Month kb i
Hirth Day kv i
Anniversary Date Equar [=] ™
Adulis in Family [m]
Children in Family
Serving Status
Serving Howsr
Unicpue Email
PFarent Email

« Email - You can search for an exact email or a portion of an email, but using the search
parameter drop down.

« Birthdate - To search on an exact date, put that date in both boxes. To search on a range,
enter the earliest date in the first box and the latest date in the second.

o Birth Month - To search on an exact month, put that number in both boxes. To search on
a month range, enter the earliest month in the first box and the latest month in the second.
If you want a month greater than a number then enter that number in the first box, leaving
the second blank.

« Birth Day - To search on an exact day, put that number in both boxes. To search on a day
range, enter the low number in the first box and the high number in the second. If you want
a day greater than a number then enter that number in the first box, leaving the second
blank.

« Anniversary Date - Use this option to search by wedding anniversary date. A complete
MMDDYYYY date format is required. If the year is not available, consider using a default
year such as 1900.



Ad

Adults - Use this option to search for records with family role “Adults”.

Children in Family - Use this option to search for households with a specific number of
records marked “Child” for family role.

Serving Status - Use this option to search for individuals who are active in a Serving Tag.

Serving Hour - Use this option to search for individuals who are active in a Serving Tag and
serving a specific number of hours. You can enter .5 in the Serving Hour box to represent 2

hour.

vanced Criteria

This section displays additional demographic criterion.

) Advanced Criteria

Date Add EqualTo jﬁ

Date Modify I ﬁ
£ MotEqualTo

Main/Home Phone GreaterThan

Cell Phone LessThan

Business Phone

Distance From Church |gqualmo B3
Street Address EqualTo (=]
Street Line 2 EqualTo E|
City EqualTo E|
State EqualTo =]
Zip Code EqualTo E|
Country EqualTo E|
SSN EqualTo [=]
Active Meter Value EqualTo E2

GreaterThanOrEqual
LessThanCOrEqual

Date Add - Select an option from the drop-down and enter a date in MMDDYY or
MMDDYYYY format or click the Calendar % icon to select a date. Drop-down options are
equal to, not equal to, greater than, less than, greater than or equal, and less than or equal.

Consider using this criterion to search for new records.

Date Modify - Select an option from the drop-down and enter a date in MMDDYY or

MMDDYYYY format or click the Calendar = icon to select a date. Drop-down options are

equal to, not equal to, greater than, less than, greater than or equal, and less than or equal.

Main/Home Phone - Select an option from the drop-down and optionally enter any part of

the phone number. Drop-down options are equal to, not equal to, starts with, like, is blank

or is not blank. Consider using this criterion to search for records with missing phone



numbers prior to adding to a calling campaign.

Distance From Organization - Select an option from the drop-down and enter a distance
(in miles), to search for all people who live that distance to or from your organization. Arena
searches all addresses that have been geocoded, if your organization subscribes to this
service. Drop-down options are equal to, not equal to, greater than, less than, greater than
or equal, and less than or equal.

Address Fields - Select an option from the drop-down and enter the desired value.
Consider using this criterion to search for records with a missing or an incomplete address
prior to sending snail mail. Select the street address, city, state and zip where the fields are
not blank to verify all records have a complete address.

SSN - Use this criterion to search for records with a specific, partial or blank social security
number.

Active Meter - Use this criterion to search for records with a specific or blank activity
meter.

Personality Criteria

This section displays personality criterion from the Spiritual Gifts and DISC section on the Person

Detail page.

J Femonallky Triens
Spiritual Gift

Tratormad [

Inlermual 1

Tntermal §

Intermal C

Extermal v

Enternal § Nulvwesh il
Extermnal 5

External ©

Spiritual Gifts - These check box options may vary with your organization.

DISC Scores - You can search by DISC scores or a combination of scores. To search by an
exact number, enter that number in both boxes. To search using a number range, enter the
lowest number in the first box and the highest number in the second. If you want a number
greater than another number then enter that number in the first box, leaving the second
blank.

Small Group Criteria

This section displays group specific criterion.



[_J Small Group Criteria ]

Role |:| Leader E Member D Pending

L] Unassigned L] Pending [ member [ Leader
Small Group |:| College and Career
|:| Metwork Groups
L:_||:| Small Groups
E||:| Adult Small Groups
L——_||:| Adults with no children

----- W CHRIST-Life of Christ

Group Status

----- [] FF-Financial Freedom

El-[ ] PURPOSE-Purpose Driven Life

.. 38 Fanl 2013
.. 38 roMANS-Study of Romans

Role - This is the role of the member in Groups.
Small Group Status - You can search by Group Status. You can also search by In a Small

Group or Not In a Small Group.

1. Click the Expand Folder = icon to expand and continue selecting or deselecting each group
level.

2. Click once to add a Check Mark ¥ in a check box to search for people who are in that small
group and check all levels under that group.

3. Click twice to change the green check mark to the Deselect 4 icon to search for people who
are not in the selected small group. Using the Deselect option in Groups and Tags is a useful

tool when you need to identify people who are not in a Group, Serving Tag, Ministry Tag, or
Event Tag.

A blank box ! indicates you are not using the group as criteria.

Tag Criteria

Use the Tag Criteria tab to search by specific Serving, Ministry and Events.



. Tag Criteria
Serving Tags - | Benevolence

[#~| | Children's Ministry Volunteers

E!}J'- | Elmentary Volunteers
-- | Guest Services Volunteers
B | Midweek Volunteers

Fi':l | Qutreach
Ministry Tags #-|_| Arena Administrators ONLY
é-]--,__ Church Boards
&- | Church Committees
- | Church Staff
Counseling Pastors
i==| | Homebound
IF;'EJ" | Music Ministry
#- | My Sample Tags
Event Tags Fg-]"r Assimilation
Er']"._ Best Event with Sub Events
Children's Event Tags
- | Children's Events
#-| | Discipleship

- | women's Ministry Events

1. Click the Expand Folder = icon to expand and continue selecting or deselecting each tag level.

2. Click once to add a checkmark ¥ icon in a check box to search for people who are in the tag
and check all levels under that tag.

3. Click twice to change the green check mark to Deselect # o search for people who are not in
the selected small group. Using the Deselect option in Groups and Tags is a useful tool when

you need to identify people who are not in a Group, Serving Tag, Ministry Tag, or Event Tag.

A blank box ! indicates you are not using the group as criteria.

Sport Criteria

This section displays criterion specific to sports.

Campaign Criteria




This section displays criterion specific to calling campaigns.

Custom Attributes

By default, this section is blank. If your organization has created custom attributes, see your Arena
Administrator.

Creating a Basic List (cont.)

1. Click the Next button. You have the option to save the report at any point in the Wizard
process.

2. Select what fields to display on the Field Selection page. The default fields to display are in the
Selected Fields column. The available fields you can add to display are in the Available Fields
column. If the same field name exists in multiple Attribute Groups, the field name includes the
attribute group, such as Member Path-Activity Score, as shown below.

Field Selection

Please select from the list of available fields those that you would like to appear on your report. Once you have selected your fields, you can orde
them in the way that you would like them to appear on the report.

Available Fields Selected Fields

First, Last Name s Age

Gender First Name
Group Status Last Mame

In Small Group Email

Inactive Reaszon Member Status
Internal C Zip Code
Internal D

Internal I

Internal 5

Last Atternpt i
Last, First Name
Latitude
Longitude
Main/Home Phone
Marital Status L
Member Path-Activity Score
Member Path-Baptised
Member Path-Baptism Date
Member Path-Birth Certificate
Member Path-Grade Score
Member Path-SpecialProfileCor
Member Path-yes/no/maybe/ic
Middle Mame

Ministry Tags

Nick Name

Parent Cell Phone

Parent Emails

Parent Home Phone

Parent Names

Parent Work Phone g

@

R¥AY

Cancel ] [Pre-.rious] [ MNext Finished

3. Click the Select ) icon to add available fields to the Selected Fields column. Press the "Ctrl"
key to select multiple fields.

4. Click the De-Select ( icon to remove selected fields. Press the "Ctrl" key to select multiple
fields.

5. Click the Select All » icon to move all available fields to selected fields.



Click the De-Select All « icon to move all selected fields to available fields.

o

7. Select the fields you would like to display on the final report.

8. Order the selected fields by using the Change Order ¥ 4 icon to the right of the Selected
Fields column.

9. Click the Next button.

10. Adjust field details.

b Haading Name i :
!: i ||¢|-_ ‘:J ™
!:||:1| ||. o ;j .
bt [on Hw
E:-\-l.ilf! |lc x L! =
|:'“'"'| Adiees |' . _:_1 -
I:-IH- il |“_!: ;’ -

11. Click the Next button.

12. Make sorting selections. Arena allows you to sort by any of the Selected Fields. Default sort
options are First Name and Last Name. Click the Add button to add other selected fields by
which to sort or change the default sort options.



I [ |
=

Laf]s

13. Click the Next button.

14. Click the Finished button to display the list results. If you create the list on the Public List
page, it is available for all users with permission to this page. If you create the list on the My
List page, it is available only to the user who creates the list. This is also the page where you
can move the list to/from the Public/My List pages. Click the Display SQL Query link to view

the list query.

Summary
You hawve finished defining your report. Click the Finish button below to save your changes

F Run Report Now
Display SOL Query

Edl Report is available to everyone

Cancel Previous MNext Finished

Advanced Public Lists and My Lists

The Advanced List option allows you to select Criteria as before, but with the addition of
AND/OR Boolean logic to use for each criterion (control) and the option to group criteria.
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Using Advanced Lists

The below steps outline the process for using Boolean logic for criteria selection. You can use the
remaining steps as previously outlined in Public Lists and My Lists of this help file.

1. Select Advanced List.

iﬂ
Basic - @

Advanced

2. Click the Add Group button.

Frowinus I H.I:ﬂ_‘i Camnrsl ]
3. Click Select criteria from the criteria Group.
iclel Beowgi |
______________________________ " i0x
SNANCERTINGS v i
TEEASIC CRITERLA®™ L
.................. | el ot

4. Add a second Control or Group.



Add Group
—p01

Bk New Cortral
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5. Once you add at least two controls, you have the option to select either the AND or OR logic
for each criteria.

add Groue |-
| | =1 ik
res WA =l Equalt = 2
EEEIE. | [T =N %
ol s QM
l(‘;_ BT arnar T Pesmipart [ moanies | uttien [ wesprosnace BB
[or” | MS¥itenr st - S pember [ Farticipant [ ttences ¥ vintor [ wsterospec 88

6. Repeat steps 2 through 4 for every control you would like to include in this report.

7. Once you select all criteria, click the Next button to continue. (Refer to My Lists of this help file
for next steps.)

Completed Lists

On the view list page, all selected criteria displays in a columnar format.

Use the three dot icon * to access additional features to to easily group, and filter the results,
choose the columns to display and more. Use the drag and drop feature to quickly group columns.



Drag a column header and drop it here to group by that column

FIRSTMAME _} LASTNAME  : MINISTRY TAGS & TAG MEMBER STATUS &
12 Sort Ascending
Alexanger Tag Connected
1= Sort Descending
Br Connected
= Clear Sorting
Jamas Connected
- r, i
Josh & Group By Connected
]
Mallory a2 Ungroup Connected
il Columns ¥l |zSelected m L X pn
i D
L
| T Show rows with value that #| First Name | -
4 | 4 n | 5items in 1 pages

MaoFilter v ¥ Last Name
#| Ministry Tags

And ¥ Tag Member Status

NoFilter v Suffix
Person ID
Email
Filter | | Clear Filter
Title
Address 1D

Click the Bulk Update & icon to update all the selected records through Person Bulk Update.
Click the Merge Member ¥ icon to merge selected records into one record.

Click the Send Email .= icon to send email to the selected names through Arena
Communications.

Click the Send SMS Message 9 icon to send a SMS Message to the selected names.
Click the Word Merge ] icon to mail merge the selected names with an available document.

Click the Export to Excel 1] icon to export selected records to an Excel spreadsheet. When
exporting to Excel, all fields from the active page export in addition to required fields. Required
fields are set in List Configuration.

As your staff creates more Lists on either the My List or Public List page, the page displays
all Lists, a description of the list, the list Category, the list creator, the date the list was
created, the date the list was most recently run, the number of records returned on the most
recent run, the Copy List [ icon, the Edit & icon and the Delete # icon. Users with access
to the Public Lists page, can view, edit or delete a List.



Home : Me

My Lists

» My Lists

show Category | all \A
List Name Description Category Created Date Last Run Date

Al Records All Children Children’s Ministry 110916 03:36 PM 110916 03:39 PM

Page: 1of 1 Page Siz=: [100 1 List{s)

Last Run Count
12 B 2 &K

Merge Selected Records with Available Merge Documents

You can choose to merge selected records with any available document such as labels.

1. Click the Select box of the records to include in the merge. If the records you want to include
are across multiple pages, change the page size. If you want to include all records across all

pages, do not select any boxes.

2. Select a document from the Available Merge Documents drop-down.

3. Click the box for Combine Family Members, if desired.

Available Merge documents: FETTEINE: W—. e bt sty M
Available Reports: pembers - wview

4. Click the View button.

5. Then click the Open or Save button for the final merge.

Steps to merge the results of a list with an available report

1. From the list results page, select the report.

Available Merge

documents: | 1=t time visitor V|

= mbine Family
Members

Available Reports: | Member Directory

|:| First Hame

Last Name Age Strest Address
] A McCormick 93 5135 Sequoia Rd
D Abe Henley 43 1273 Faxon Ave

Edit List Cri
State Zip Code
TN 38117-2123
TN 3E104-6810



2. Click the View button.
3. Select or enter report parameters.

4. Click the View Report button. For some reports, you need to export the report to view all

results.
Member Status |Mem|:|er Ii] Organization ID |1 |
4 4 |1 oft b Pl [100% v | |Find | Next | Select a format | Export A
@ 9

5. Select report output.

) |1 ‘ [ view Repert

_]Find I next Export

6. Click the Export link.

Member's Directory Fage 1
September 20, 2013

ADAMS

850 High St
System (1/1/1300) Dedham, MA 02026-1355

John (21281938}
ADAMS {087} 528-3214 (Home)
1158 Charles Bryan Rd Louisa (2/3/1538)

M ordears TR I0N40 FRAM

Edit a List

1. Click the Edit #icon on the My List or Public List page, or the Edit List Criteria link on the
Report page.

Editing a List



Created Last Run
List Name Description Category Date Date

All Adult Members (copied) 06/18/13 Bl

All Children all active racords with a birthdate or marked 04/02/13 06/18/13 Eg
as child not in a ministry tag 01:41 PM 12:15 PM
Andreas test Children's 04/17/13 05/16/13 133 = i
Ministry 09:51 AM 09:01 AM i
annual Contributors Members who have contributed this year 04/04/13 07/01/13 ‘]j '_'-f 8
11:55 AM 03:50 PM o

Page:123450f5 Page Size: |4 Refresh| 20 List(s) @

Report Page
Available Merge documents: |1t time visitor iz] | view Errbs ey Miabers
Available Reports: 8.5x11MS - Pickup ReportE| view
> Edit List Criteriz
[l Eirst Name Last Name Age
o Adam Smith 20

The List Wizard page displays and you can make the necessary criteria adjustments on every
page. A bold criteria section indicates selected criteria.

Selection Criteria

Specify the selaction criteria for your report.
[\/:_) Basic Criteria ]

[5 Extended Critaria ]

Copy a List

You can copy a list on either the My List or Public List page. Once you copy the list, it displays on
the page of which you copied the list. So, if your goal is to copy the list from the My List page and
make the copied list available on the Public List page, use the below steps. You can also copy a
Public List and ‘move’ the copied list to the My List page.

1. From the Public List or My List page, click the Copy List [ icon.

List Name Description Category Created Date Last Run Date

All Business Records Records with NO First or Last Name = Business Training 09/16/13 05:49 PM 06/29/14 03:34 PM I"jﬁ ':‘-( j
All Children All active records that are marked Child or the age of 0-17 Chlldren'w Ij}] = 3
All Preschool with Allergy Info all child records + parent names + allergy info Children's Ministry 12/04/13 09:50 AM 06/26/14 12; I"jﬁ = 3
All records in a zip code Used to populate Memphis Area map. Training 06/29/14 03:50 PM  06/29/14 03:56 PM Ij‘ﬂ '3’ j
All Records with Photos All records in "Records with Photos” MT. Use to merge with Member Directory with Photos Re  Membership 03/25/14 06:52 PM 06/26/14 12:38 PM fSﬂ = J
Page: 123456 7890f9 Page 5|ze:|5_| Refresh | 42 List(s) E

2. Rename the list in Report Name.

3. Enter Report Notes.



Copy list report
Report Name and Description

Enter the name and description for your report

Report Name:  chiidren with Allergies (copy) |

Report Notes:

|Cancel| | Copy |

4. Click the Copy button. The New Report @7 icon indicates the copied List.

Created
List Name Description Category By Created Date Last Run Date
All Preschool with Allergy Info  all child records + parent names + allergy info Children's lindaj 12/04/13 09:50  06/26/14 12:54 @ =
Ministry AM PM
All records in a zip code Used to populate Memphis Area map. Training lindaj 06/29/14 03:50  06/29/14 03:56 @ L? a
FM FM
All Records with Photos All records in "Records with Photose merge with Member Directory with Membership lindaj 03/25/14 06:52  06/26/14 12:38 @ =3
Photos PM PM
Children with Allergies (copy)' ¥ Children's lindaj 10/28/14 02:25 E R
Ministry FM
Couples with na children Lists all adult records that are married but have have no children Groups lindaj 08/02/13 08:44  06/26/14 01:16 @ ? a
AM PM
Page: 123456780f 8 PageSize:IS 39 List(s)
Basir v [
5. Click the Edit & icon to modify the copied report.
Children with Allergies (copy)™ =Ll =3
Ministry PM

6. You can now click through all steps and make any desired changes including where to display
the list. To make the list available on the My List of the current user logged in, remove the
check for the List is available to everyone check box.

Ssummary
You hawve finished defining your list. Click the Finish button below to save your changes
# Run List Now

Display SQL Query

@) List is available to everyone




Membership FAQ's

How does Arena determine Head of Household (HOH)?

The head of house calculation picks the family members, sorts them by role (adult vs. child) and
by gender (male before female), and then returns the first record that results. For example for a
family with one-adult male and one-adult female and two child records, Arena assigns the adult
male as the HOH. For a family with one adult (male or female), Arena assigns the adult as HOH. A
single adult’s record is always the HOH.

Does Arenarecord the information | edit?

Yes. Arena adds a note to the person’s history when you edit personal information along with the
date of the change and which user made the change.

‘Up HIStC-I’y View History
Display: IS_El
Stewie Administrator
Stewie Administrator
Stewie Administrator
Stewie Administrator
Stewie Administrator

Person Updates

Email removed: adam.bryant@shelbyinc.com

Email added: kennethaleng@hotmail.com

Pin Record Updated (Details unavailable due to security)
SSN Record Updated (Details unavailable due to security)
Pin Record Updated (Details unavailable due to security)

6/13/2013 9:01 AM
6/13/2013 9:01 AM
2/12/2013 5:20 BM
2/12/2013 5:20 PM
2/12/2013 5:20 PM

Display: '_:El

Stewie Administrator

Person Attribute Updates

Currency Type Test changed from '999.0000' to '1000.00"
Currency Type Test changed from "1000.0000" to '999.00"

Currency Type Test changed from "-1' to "1000.00°
Birth Certificate Updated
Birth Certificate Updated

How do | add a Nick Name?

4/10/2013 4:19 PM
2/26/2013 4:59 PM
2/26/2013 4:57 BM
8/4/2011 2:44 PM
8/4/2011 2:38 PM

Stewie Administrator
Stewie Administrator
Stewie Administrator
Stewie Administrator

| I |

Use Quick Search or Advanced Search to select and display the person’s record.

1. Click the Edit link to the right side of Personal Information.

2. Enter the Nick Name.



Fersonal Information

PersonfForeign ID: 30040

Member Status: Mermber -
Record Status: Active -

Campus: Campus 1 -
Staff Member: [

Title: Mrz. -

First Mame: Jane

Mick Mame: lanie

Middle Name: Marie

Last Name: Sample

3. Click the Save button.

How do | change Record or Member Status?

You can update the person’s record status on the Person Detail page or on the Edit Family
Wizard page.

Person Detail Page

1. On the Person Detail page, click the Edit link of the Personal Information section.

2. Change the Record Status.

Personal Information

Person/Foreign ID: 4140/0

SSN:

Member Status: Member B2
Record Status: Tnactive = ]
Inactive Reason: No Longer Attendin[= |

3. Click the Update button. When changing a record status to inactive you also need to select a
reason why. Changing the person’s record status to inactive also changes their status in tags
and groups.

4. The below message displays to confirm you want to change their record, tag and group status
to inactive.



-

==
Message from webpage ﬂ

r-“*l Are you sure you want to mark this record as inactive? This will also
W change their status in tags and groups.

| ok || Cancel

5. Click the OK button.

6. Click the Save button on the Person Detail page or the Next button on the Family Wizard.
Arena displays a pop-up message to confirm this action.

Edit Family Wizard

1. On the Person Detail page, click the Edit link on the family section.

2. Change record status. When changing a record status to inactive you also need to select a
reason why. Changing the person’s record status to inactive also changes their status in tags

and groups.
Family Record/Member Contact : ;
Mtahan R Info Address Membership Details
Record Status Member Status Inactive Reason Campus Assign Envelope
& Sam Sample Inactivelzl Member El No Longer Attending El Campus 1 El

[Previous] [Next] ’Finish]

3. Click the Finish button.

4. The below message displays to confirm you want to change the person’s record, tag and
group status to inactive.

Family Record {Member Contact
Members Status Info

NOTICE: Inactive Status

Address Membership Details

When you change a person's record status to "Inactive,’ the system will also make that person inactive in all of the tags and groups that
they belong to. Changing them back to "Active’ does MOT make them active again in the tags and groups.

5. Click the Continue button.



6. Click the Finish button.

How do | Delete a Record?

If you have permission to delete records, a Delete # icon displays in the top right corner of the
Person Detail. You can delete records where contributions do not exist. If contributions exist for
this record, you can reassign the contributions on either the Contribution List page or the
Contributions tab of the person’s record. By deleting the record, the record is removed from all
Groups and Tags to which they are associated. (If you have several records to delete you could
merge all records into one and then delete that record.)

1. Search for the record to delete.

2. Click the Delete # icon in the top right corner.

Person Detail
Individual Information Security Person Vieved Caontributions Prayer Requests Counseling
- -- Salect Workflow to Start - | ¥
& profie R

3. Click the OK button on the message pop-up to confirm deleting the record.

i A
Message from webpage M

4. 1If “Please remove records related to this user before deleting” message displays, this typically
indicates the record has contributions. You need to reassign or delete contributions before
deleting any record.

Person Details

Individual Information | Security | Person Views | Contributions | Prayer Requests | Campaigns

3 Profile Please remove records related to this user before deleting.



How do | Update Several Persons using Bulk Update?

The bulk update feature adds, removes or updates existing information for multiple records.
Options may vary by organization. If no campaigns exist, the campaigns section does not display
on this page.

Set the Secure Fields module setting on the Bulk Update module to “True” in order for Arena to
honor security for all associated fields on the Person Bulk Update page.



P

e e ——

erson Bulk Update

Update information for several individuals at the same time.
Use this page to update information for the 0 individual(s) that you have selected.

Individuals:

Add... Clear all

Membership Details Personal Tags
Member Status [ ] ® add To © Remove From (O Update Existing
Record Status l:l Personal Tag (not set) E'
Staff Member D ves O o St v
Grade l:l Class of: l:l Mote | |
Activity v |
Member Path |
How Received l:l
Date Received I Ministry Tags
Datel [ e @ Add 7o @ Remove From W Update Existing
Date2 [ = Ministry Tag (not set) | e |
[ m S ——
oates = .| |
 Jm verding | E
Date& :Iﬁ In Review | |ﬁ
Date? [ = Acive | [
 m domart | E
Dates [ | Activity ll
Date10 [ = |
Member Of EI
i v Serving Tags
Special Profile EI ® add To © Remove From © Update Existing
Serving Tag (not set) [ ... |
Check-In Status | v |
Allenges | | [*)-Requires a reason
Medical Situation | | ote | |
N Resson | |
matiy Toawing | | If placing elsewhere, be sure to
Custody Situation | | include the name of the new ministry.
Special Mote | | Hours/Week I:I Prerequisites Met D
Pending | |ﬁ
Education In Review | ]
S [*] Active | |
Employment DAt |
S | | Activity v
—_— m— o |

Bulk Update Existing Records

1.

From the Membership menu, click the Person Bulk Update option.

177



2. Click the Add link to search and select existing records you want to update. The records
display in order of person id.

Person Bulk Update

Update information for sev
Use this page to update j

Individuals: Add... Clear All

3. Make desired changes. If no campaigns exist, the campaigns section does not display on this
page.

4. Click the Update button at the bottom of the page.

You can optionally update from a List, Group or Tag.

6. From the List Results, Group or Tag page, click the Bulk Update & icon. From the list,
group or tag, you can select specific records from the list, group or tag page or select none. If
you select no specific records, Arena includes all records from the list, group or tag.

W3 2«0 § [d
7. Click Show list link to view all selected records.

Update information for several indiyiduals
Use this page to udew for i

Individuals: [show list] add... Clear all

8. From this view, you can remove or add records prior to proceeding with the update.

Individuals: [hide list] & Chad Sample
® Ciebra Sample
o Beth Sample tdd... Clear all

9. Click the Delete # icon to remove a record from the update.
10. Click the Add link to add an existing record to the update.
11. Click the Clear All link to remove all records.

12. Make desired changes. You can select to add, remove or update records for a tag or group. If



no campaigns exist, the campaigns section does not display on this page.

'@;‘ Add To ':::' Remove From ':::' Update Existing

Serving Tag (not set IZI

Status | (v |

{*)-Requires a reason
Mota | |

13. Click the Update button at the bottom of the page.

14. After the records are updated, there is a Make Additional Changes link in case you want to
make some more changes with the current selection. (If you do not want to make any more
changes with the current selection, simply navigate to another page. This is an optional step.)

Person Bulk Update

Update information for several individuals at the same time.
The 2 individual(s) that you selected have been updated.

Make Addition alﬁhanges

| Make Additional Changes

How do | Merge Members?

The Merge Members page is where you can merge two or more records into one new merged
record. Arena’s merge wizard displays every field that contains different values. If a field has only
one value across all records, Arena still displays the field. You can select which value to keep with
the merged record. Security permissions can be set so that certain users with view permission of
the Merge module can start the merge process and other staff with view and edit permission can
receive an email to complete the merge process.

Merge Members Customization Options

o Customize the Delete Merge organization setting. Set to “True” to delete duplicate records,
once merged.

o Consider implementing the option to enable general users to ‘request’ records to be merged
but other users to complete the merge.

Use the below steps to implement this option:

e Add the email address of the person to notify of merge requests to the Merge Request



Recipient Organization Setting.

o Customize security roles for the users who can request the merge and users who can
complete the merge. For the security role of users who can select (request) records to
merge, set permission to view the Merge Members page and Member Merge module. For
the security role of users who can complete (approve) the merge process, set permission
to view for the Merge Members page; view, edit and approve the Member Merge module.

o Customize the Merge Person Request System Email. Recipients receive an email such as
the one below. Users with permission can select the Click Here link to complete the merge.

Merge Request

To Linda Johnson

Person Merge Request

Julie Sample has submitted a merge request. Click Here to view the request.

Steps to Merge Members

1. From the Membership menu, click the Merge Members option. You can optionally click the
Merge Member #icon from the search results page.

2. Click the Add People link to display the Person Search pop-up to search and select the records
to merge.



Merge Duplicate Members
Person Selection:

Welcome to the Person Merge Utility. This utility is used to merge two or more pecople and all of their associated data
and relationships into one new person. When people are merged, all of the group associations, addresses, phones,
history, etc. will be merged into one person. When the people being merged have conflicting attributes, you will be
asked to select the attribute to use for the new person.

Use the Add People link below to add additional people to be merged. ¥You will not be able to continue unless there
are at least two pecple selected. To remove a person from the list, click the Remowe link in the right most column of
the person you wish to remove.

Add People
Active Person Address
Name Birth Date Address Meter Last Modified Last Modified

Gary Sample  &/14/1%48 7345 Goodlett Farms Phwey Cordova, TH 380164980 100 Bemove 10/18/2013 /12013
Mr. Gary Sample 6/14/1947 7345 Goodlett Farms Pkwry Cordova, TH 380164550 45 Femove 9/25/2013 8172013

Once you have selected the people to be merged, dick Next below.

Step 1 of 132

Click the Add People link to add more records to this merging instance.

If you incorrectly added a record, click the Remove link. This removes the record from the
merge process. You cannot delete records from this page.

The Merge Wizard also displays the number of fields that contain a differing value.

Click the Next button. Arena displays a page for every field where the values differ. After
selecting the value to keep for each field, click the Next button until you review and select all
fields.

On the last page of the wizard, click the Finish button to complete the merge. The merge
completes when you click Finish. Arena removes the duplicate records and the new record
displays with a new Person ID number that may affect Security, e-Newsletters, Check-In, etc.
You cannot reverse this process.



Merge Duplicate Members
Congratulations
You are now ready to merge these people into one new person.

To complete the merge process and view the new person, click Finish below.

Step 132 of 13

8. When merging a record that is part of a family, verify the address for all members. The address
you select during the merge process only applies to the merged record.

9. If you do not have permission to merge the records, the message below displays.

Merge Members

Merge Duplicate Members
Your merge request has been forwarded to the appropriate individual(s).

10. Arena sends an email to the designated user, as shown below. The user with merge permission
can select the Click Here link to continue with the merge for the selected records.

Sun 11/2/2014 2:08 PM
Linda Johnson <shelbyarenatraining@gmail.com>
Merge Request

To  Linda Johnson

Person Merge Request

Ian Sample has submitted a merge request. Click Here to view the request.




What is the Me page?

The Me page displays the Person Detail page of the current user.



Groups and Tags Overview

As your organization implements Groups and Tags, you may be wondering when to use a Group
or a Tag. To help you with this evaluation, below are some considerations to assist you in making
the determination that is best suited for the need.

Groups Prospective Group members can register for a Group via the Group
Locater.

Group Leaders can access the groups to which they are a leader of via
the Group Leader Toolbox where they can manage group members,
communicate with group members, take attendance, view and print
group rosters.

Use Group Area maps to reflect members and groups on an area map.

Event Tags Designed to use for events with beginning and end dates.

Has an option for online registration. Integrated payment gateway
required.

Serving Tags Prospective volunteers can register on the Arena-managed portal where
Arena can email the Tag Owner of the prospective volunteer.

Use enhanced Tag Status to manage volunteer processing, including
email notification of critical prospects.

Use the reminder notification option to remind volunteers of the next
time they are schedule to serve.

Ministry Tags Use to manage other collections of records that are not a group, event
or serving tag but should be available to more than one staff member.

Personal Tags Use to manage collections of records that are specific to the current user.

Below are the tools available for both Groups and Tags:
o Ability to organize so you can have as many levels as needed per Group or Tag.
e You can set view and edit security for each tree structure and level.

o Individual records can be in more than one Group and/or Tag. For Groups, records are
added at the lowest level of the Cluster Type.

o Attendance Types can be attached to a specific Group or Tag for the purpose of using



Check-In, printing rosters and taking manual attendance.
e Users can send emails or Text Message (SMS) communications from a Group or Tag.
e Users can use the Person Bulk Update from a specific Group or Tag.
e Users can Word Merge (such as labels) all or selected records from a Group/Tag.
e Users can export all or specific records in a Group or Tag to Excel.
e Users can make individual Groups or Tags inactive for archiving purposes.
« Users can make individuals active/inactive in Groups and Tags.

e Users can upload documents to a specific Group or Tag.

Key Characteristics of Groups and Tags




Feature Groups | Personal | Ministry | Serving Event
Tags Tags Tags Tags

Active and dormant dates X X
Active and inactive option X X X X X
Area Maps X
Automated e-mails to leader X X
Can assign Security Roles X X X X
E-mail communication X X X b X
Group Leader Toolbox X
Group Locator X
Leadership roles X
Multiple layers of structure X b X X X
On-Line registration and
payments X
Only seen by the creator X
of the item
Requires same number X
of levels with tree structure
Subscribed function X b X .
Track attendance X X X b X
Volunteer tracking tools b




Tags

Tags are another way to identify how people connect to your organization. Arena offers four
distinct tag types and each type is designed for specific functionality.

Personal Tags are only accessible to the current user and allow each user to track people

such as lunch contacts, personal accountability partners, and relationships specific to you.

Ministry Tags allow you to track people and their relationship to your organization’s

ministries, such as, Bible study participants, organization committees, and other
ministry-specific groups.

Serving Tags allow you to track volunteers and prospective volunteers for your

organization’s ministries. You can also track volunteer qualifications and/or training.

Event Tags allow you to track organization-wide and ministry-specific events and classes,

where online registration is available.

‘) Tags

Personal Tags
Ministry Tags
Serving Tags

Event Tags

Regardless of tag type, each tag type has the same elements:

You can create and organize tags in a hierarchy for logical groupings.
Every level in the tag hierarchy can have individuals connected if desired.

You can easily move tags from one level to another or from one type to another, with the
exception of moving Personal, Serving or Ministry Tags to Event Tags.

Add Tags to individual records or add records to Tags.

Each record in the tag has a tag status. Default options are: "In Process", "Connected", and
"Inactive". (Serving Tags have additional options for the purposes of managing the volunteer
process.)

Each record in the tag has Date fields to track dates such as date the record was added to
the tag and the date the record was dormant.

You can add Tag Activity Notes for each record in the tag.

Add a record to a specific tag one time.



o Each tag can be secured.

e Users can select or omit the tag in Arena Lists.

What can | do with a Tag

o Take attendance.

e Send email or Text Message (SMS) communication.
o View and print a Roster.

e Upload documents.

o Identify the person’s status - Connected, Inactive, Pending. Serving Tags have other default
statuses and provide the opportunity to customize to fit your organization.

Customization Options

Each tag four levels of security permissions.
o View gives users permission to view the specified tag(s).
« Edit gives users permission to edit the specified tag details.

o Edit Security gives users permission to edit security for the specific tag(s) and cascade
permissions to child tags.

« Edit People gives users permission to edit people in the specified tag(s).

Event Tags have two additional permissions to "edit registrations" and "allow refunds".

After you have determined how you want to use Tags, it is important to understand Tag Security.
Ministry, Serving, and Event tags are commonly organized so that security is set on a Parent tag
(one for each department) and then each child tag inherits the security from the Parent tag. Or,
security can be setup individually on each tag.

Evaluate Profile Details and Profile Tab Control modules on the Profile Member Details page, and
the Profile Activity and Tag Member Activity modules on the Tag Member page. Customize as
needed.



Personal and Ministry Tags

Although Ministry tags and Personal tags have different security settings, the overall setup of both
is the same.

This Help page contains the following sections:
Treeview

Create a Ministry Tag

Subscribe to a Tag

Change the Parent Tag

Members tab

Security tab

Occurrences tab

Attendance Summary tab

Roster tab

Documents tab

Module Settings

Personal Tags

Personal Tags are specific to the user logged in. Only the user that created the tag can view and
edit the tag and therefore Personal Tags do not have security settings.

Show All

m
—
=
m
IT
b

3 PersunalTags@
- My Family

" Records with Photos

Ministry Tags

Ministry Tags are used to track individuals as they relate to your organization's ministries. Security



rights for a Ministry Tag can be assigned to any security role or individual.

Hide Treeview  Show All Y Filter
Search In : All Ministry Tags

¥ [ Minisiry Tagés{j

i Counselor

- Media L Active Only
Audio Subscribe Name Active Ministry Tags Total Members
Video 5 Counselor & 7 ﬁ_ﬂ i)
=] Media o] 2 @
Page: 1 of 1 Page Size:| 100 Refresh | 2 Ministry Tag(s) ‘4
Treeview

The Treeview shows a visual representation of how the tags relate to each other. It can be viewed
by clicking the Show Treeview button.

The Treeview contains a toggle that switches between showing inactive tags (Show All link) and
hiding the inactive tags (Hide Inactive link). Click the Hide Treevizw Jink if you would like hide the
Treeview and have more space on your screen to view the various tabs.

Hide Treeview Hide Inactive

v [ Ministry Tags
I Counselor

v+ i Media

All tags that relate directly to the Ministry Tags folder are referred to as Parent tags. Any tag
that is under a Parent tag is referred to as a Child tag. You can add unlimited number of child tag
levels under a Parent tag.

NOTE: Members can be added to both Parent or Child tags.



Home / Tags / Ministry Tags

Ministry Tags

ide Treeview  Show All Y Filter
Search In : All Ministry Tags

v [ Ministry Tags

"C"“”Se:? Parent Tags
+ [ Media Active Only

B Audio Subscribe Name Active Ministry Tags Total Members
B Video Counselor (] 7 fa il
Media ] 2 )
Page: 1 of 1 Page Size:| 100 Refresh | 2 Ministry Tagl(s) "-‘d
Child Tags

Create a Ministry Tag

NOTE: Before creating Ministry Tags, consider how the tags are going to be organized in the tree
structure and how security should be assigned for staff to access each tag appropriately. The
following steps walk you through the process of creating a Ministry tag.

1. From the Tags menu, click the Ministry Tags option.

‘5 Tags

Personal Tags

Ministry Tags .h

2. Click the Add New Tag “& icon in the lower right-hand corner.



Active Only

Subscribe MName Active  Ministry Tags Total Members
Counselor o 7 ﬁ?_‘| o
Media v 2 i

Page: 1 of 1 Page Size:| 100 Refresh | 2 Ministry Tag(s) ﬁ

In the Overview box, enter a Name for this tag.

Ministry Tags

Overview

Name Small Groups

Enter any other fields, as appropriate.

Name: Enter a name for the tag (e.g. Media - parent tag; Audio, Video - child tags)

Active: By default, new tags are marked as "Active". If you are no longer using a tag but
want to retain the history, you can uncheck the Active check box to make the tag inactive.
Inactive tags can be excluded from reports and from the Tag Treeview while maintaining the
history information for the tag.

Parent: Specify the parent for this tag. (Specify “Ministry Tags” if this tag does not have a
parent tag.)

Campus: Use this option to specify a specific campus if you have multiple campuses and
want this tag to be specific to one of those campuses.

Default Start Time: This is the default start time that is used when adding a new
occurrence.

Default End Time: This is the default end time that is used when adding a new occurrence.

Owner: Defaults to the logged in user but can be changed. This field indicates who is the
responsible contact person for this tag. (This is comparable to the "group leader" in Groups.)



o Relationships: These bars indicate the strength of the relationship between this tag and the
owner, and between this tag and the members. The relationship strength can be set from 0
(Weak) to 4 (Strong). Once you move a relationship scale from the weak position, Arena
calculates a numerical value that represents the strength of the relationship. The scores
show in the Peer Network section on the Person Detail page.

« Internal Notes: This is an optional field but can be used to indicate anything specific about
this tag. For example, if this is a tag to track Deacons who where just added, you may
indicate the nomination and elections dates or other information. (These internal notes can
be setup to appear on a report.)

Custom Fields tab

1. Click the Custom Fields tab. You can add custom fields by clicking the Add Custom Field
button or select a pre-built Custom Field Module from the New Field Group drop-down. Use
these options to record tag specific information such as meeting location for internal use.
(See your Arena Administrator regarding Custom Field Modules.)



Overvie Custom Fields lember Custom Fields

Custom Fields

Custom Fields are fields that you can add to your Ministry Tag so that information specific to your
Ministry Tag can be entered.

Label Visible Required Location Type Type Qualifier
Meeting Location v Left Textbox (&

ﬁ" Add Custom Field

Custom Field Modules

Field Modules are pre-configured groupings of Custom Fields that can be added to your Ministry
Tag. If you have a group of fields that you consistently use, these fields can be set up as a Field
Module so that you can easily add them here. The Arena Administrator(s) can set these field
modules up for you.

Category Module Attributes Remove

_’ MNew Field Group Add Field Module

The following field types are available when adding a custom field:

Address: Places Street, City, State, and Zip fields on the form.
Area: Places a list of existing areas on the form in a drop down list format.

Check Box: Places a check box for each value added in the Value field. Enter the values
separated by commas. You can select any or all of the available options.

Custom Query: Allows a custom query.

Date: Places a date field with a Calendar & icon.

Document: Allows a user to upload a document.

Drop-down List: Places a drop-down list populated with each value added in the Value field.

Image: This allows users to upload an image.



« Lookup Type: Allow you to select from a list of Lookup fields.
« Person: Allows you to select an existing record.
« Phone Number: Allows you to enter a telephone number.

+ Radio List: Places a radio button for each value added in the Value field. Users can select
only one option.

 Rich Text Field: Allows users to enter rich text.
o Static HTML Content: Allows user to enter HTML content.
o Static HTML Content: Any text placed in the Value field is included as static text.

« Text box: Places a text box on the form. The text box allows 255 characters.

Member Custom Fields tab

1. Click the Add Custom Field button to add custom fields to the tag or select a pre-built
Custom Field Module from the New Field Group drop-down. (When using custom fields with
Event Tags, the fields cannot be edited once the event tag has registrants.)

o« Label: This is the name for the field.

o Visible: Check this option to display the field on the Volunteer Opportunities page on your
Arena- managed website.

 Required: Check this option to make the field required.

o« Type: This option is where you can select the type of Custom Field. Options are the same
as Tag Custom Fields.



Custom Fields Member Custom Fields

M
m

Member Custom Fields

Member Custom Fields are fields that you can add to your Ministry Tag so that information specific to your Ministry Tag can be
entered when adding a person.

Label Visible Required Location Type Type Qualifier
Label Check box option Label Left CA7)
Field Type Checkbox (List) Size 1 |Rows | 0 |Pixels Wide
¥ Visible Values Option A, Option B, Option C
[ Required
Y
) Read-Only

[ Enable Auto-Fill

[ Show On List
Drop-down list v Left Dropdown List Option X, Option Y, Option Z v rEFQ
Radio list v Left Radio List Option 1, Option 2, Option 3 v MO
Phone Mumber v Left Phone Number Include Extension ¥ prEFQ
Textbox v Left Textbox ¥ pr»EFQ
Mew Field v Left Static HTML Content  Use this box to convey information L M)

Add Custom Field

2. When you have finished entering all appropriate information into the Overview, Custom Fields,
and Member Custom Fields tabs, then click the Update button at the bottom of the page to
save your changes.

Update‘h Cancel I

Subscribe to a Tag

Subscriptions are user specific links you can add to Arena’s home page.

1. You can subscribe to a Tag by checking the Subscribe check box next to any Tag.



Ministry Tags

=  Hide Treeview Y Filter
Hide Inactive Search In : All Ministry Tags

v [ Ministry Tags

- [l Counselor

[ Active Only
= ki nedia Subscribe Name Active Ministry Tags Total Members
] Counselor @ 7 fh Liil]
——) ¢ Media © 2 5 )

Page: 1 of 1 PagES'lze: Refresh = 2 Ministry Tag(s) a

2. After subscribing to a tag, select the Refresh Cache option from the Login menu icon in the
upper right-hand corner.

% Refresh Cache @

3. Hover over the Subscribed Tags icon in the upper right-hand corner to view the

corresponding tag subscriptions. There is an Unsubscribe '/ icon to the right which allows you
to remove this tag from the Subscribed Tags listing.

Media




E Subscription Tab numbers

When viewing Tags from the Subscribed Tags icon, the humbers in parenthesis
represent different values depending on the type of tag you are viewing:

For Ministry Tags, the numbers represent (Pending Members, Active
Members).

For Event Tags, the numbers represent (Non-connected registrants, Event
Tag Registrants).

For Serving Tags, the numbers represent (Prospective Volunteers with a
specific tag status, Critical Prospective Volunteers, People with the status of
"connected" in the tag).

Change the Parent Tag

The following steps walk you through changing the Parent Tag from the "Media" tag to the
"Ministry Tags" folder.

1. Select the tag on the Treeview and then click the Edit Details button.

Edit Details h Print Members

eview iC ctive

]
=L
]
m
—
=
[y ¢]

v [ Ministry Tags
v B Media

2. Click the Search - icon for the Parent field.



Owerview Custom Fields Member Custom Field

Name Counselor
Active |#|

Parent Media é
Campus

3. Assign the tag to the correct parent (e.g. Ministry Tags) under the Arena Tags heading and
then click the OK button.

Ministry Tag Browser

Ministry Tags

L Include Inactive

Arena Tags
v @ Ministry Tags 5
- i Media
I Audio

@ Counselor

4. Confirm that the correct parent tag is assigned on the Overview tab and then click the Update

button when you are finished.

Update ‘“ Cancel

Members tab

After adding a Ministry tag, there are several tabs of information: Tag, Members, Security,



Occurrences, Attendance Summary, Roster (optional), and Documents. Let's take a look at how
to add a record on the Members tab.

Members I

1. On the Members tab, click the Add New Member a icon to search for names. After clicking
the check box next to a name, click the Select button.

Ll Select Name Status Campus Gender Age

] [Za] Butler, Diane Member F 33

Select and Search Again Cancel

2. The member is displayed on the grid listing. Click the Name link to view an abbreviated

personal information page.

NOTE: Records added directly to the tag have a default Status of "Connected".

L Member Age Gender Email Home Last Status
Phone Modified

L [aal Butler,@j’:lne 33 F DianeButler@Example.com 9/13/2017 Connected

There are 6 areas of information that can be viewed and edited on the abbreviated personal
information page.

« Personal Information: Displays the individual's name, birthdate, age, gender, member
status and marital status.

« Dates: Use the available dates to identify the dates applicable to this tag for each individual
in the tag.

o Tag Details: Use this section to identify the source of how the individual became aware of
the tag (opportunity such as a Serving Tag), changing the individual’'s Tag Status, moving
(transferring) the individual to another tag, and entering notes. When you move an individual



record to another tag, all activity notes are transferred. The Status field has the following

options:

> In Process: Select this option if the member is not connected yet. It could be used
to show that the member is interested in this ministry tag and/or that the member is in a
process of being approved or assigned to the ministry tag.

> Connected: Select this option if the member is actively connected with the ministry
tag.
> Inactive: Select this option if you want to keep the member assigned to the tag but

do not want the member to display on reports or grid listings. This is a good choice if you

want to keep the tag history for a member instead of deleting the member from the tag.

Contact Information: This section displays the individual’'s active home numbers.

Address: This section displays the individual's main/home address.

Activity: Displays the activity associated with the tag for this member.

Home / Tags / Ministry Tags / Media / Diane Butler

Media - Diane Butler

Personal Information

Contact Information

Name Diane Butler Cell (901) 555-2331
Birth Date 10/6/1983 E-mail DianeButler@Example.com
Age 33 Years, 11 Months, 7 Days
Gender Female
Member Stats Memb
emiber status smber Address (Main/Home Address)
Marital Status Married
Address 467 Birch Street
City/St/Zip Cordova, TN 38016
Dates & Proximity to Shelby Systems [Unable to Geocede]
Driving Directions M
Created 9/13/2017 11:25 AM
Last Modified 9/13/2017 11:25 AM
Pending 91372017
Active 9/13/2017
Ministry Tag Details &
Source Unknown
Status Connected
Activity E
Created By Tag Activity Type Activity Date Notes
9/13/2017 11:25 AM Matthew Hascher Media Status Change Member added to 'Media' as 'Connected'.
Page: 1of 1 Page Size:| 100 Refresh | 1 Activity(s)

(e.g. Media) to return to the Tag Information page.

3. After viewing the abbreviated personal information page, click the tag in the breadcrumb trail



Home / Tags / Ministry Tags Meﬂia Diane Butler

Media - Diane Butler

4. Next, click the Members tab. Notice the number of members added to the tag displays next
to the Members label (e.g. Members [1]).

Media Ministry Tag Members [1] Security Jocurrer

5. Continue clicking the Add New Member 3 icon to add more members to this tag.

NOTE: The Members name displays the "Last Name, Nick Name". If the tag member does not
have a Nick Name, then the First Name displays.

' Member Age Gender Email Home Last Status Small Date Notes/Activity
Phone Modified Group  Active
) [al Butler, Diane 33 F DianeButler@Example.com 9/13/2017 Connected - 9/13/2017 'm'
Il [Eal Butler, John 31 M JohnButler@Example.com 9/13/2017 Connected - 9/13/2017 ]ﬁ'
) [Eal Hernandez, Jose 41 M JoseHernandez@Example.com 9/13/2017 Connected - 9/13/2017 'm'
Il [Eal Sanchez, Maria 36 F MariaSanchez@Example.com 9/13/2017 Connected - 9/13/2017 ]ﬁ'
I [l Ward, Tom 31 M TomWard@Example.com 9/13/2017 Connected - 9/13/2017 'm'
Page: 1of 1 Page Size:| 100 Refresh | 5 Member(s) m % i ™D
A,

You can click on the Filters section of the Members tab if you want to filter which members
display on the grid. Click the Apply Filter button after making your selections.

Y Filter@

First ¥ In Process ¥ Connected ! Inactive
MName

Last
MName



Action icons

Action icons are located at the bottom right-side of the members grid. These icons can be used to
perform a Word Mail Merge, Bulk Update, Send Email, Send Text Message, or Export Data to Excel.
After selecting members from the list, click the corresponding icon. (If no members are selected,
then all members listed are used for the action.)

O Member Age Gender Email Home Last Status  Small Date  Notes/Activity
Phone Modified Group  Active
¥ [l Butler, Diane 33 F DianeButler@Example.com 9/13/2017 Connected - 9/13/2017 m'
¥ [zl Butler, John 31 M JohnButler@Example.com 9/13/2017 Connected - 9/13/2017 m‘
[ [EalHernandez, Jose 41 M JoseHernandez@Example.com 9/13/2017 Connected - 9/13/2017 m‘
¥ [al Sanchez, Maria 36 F MariaSanchez@Example.com 9/13/2017 Connected - 9/13/2017 m’
O [l Ward, Tom 31 M TomWard@Example.com 9/13/2017 Connscted - 9/13/2017 1
Page: 1of 1 Page Size:| 100 Refresh | 5 Member(s) % a t: DA] @
N

| Perform Werd Mail Merge i

Security tab

The Security tab is used to control who has rights to view and edit a tag. The Security tab is
available for Ministry, Serving, and Event tags. Personal tags are only viewable by the person who
setup the tag; therefore security does not apply.

Current Permissions

Matthew Hascher View, Edit, Edit Security, Edit People
[person]
Liz Baker [person] View, Edit, Edit People, Edit Security
James Anderson View, Edit, Edit People, Edit Security
[person]

Denise Sanders [person] View, Edit, Edit People, Edit Security

Edit Security Cascade Permissions

Setting up Security



1.

Click the Edit Security button to setup or modify the security permissions for a tag.

Edit Security

The security access is divided into 4 check boxes: View, Edit, Edit People, and Edit Security.

e View: This access allows users to the view the tag.

o Edit: This access allows users to edit the tag details.

« Edit People: This access allows users the ability to edit people in the tag.

o Edit Security: This access allows users the ability to edit security for the tag.

Each security role or user can be assigned security access independently of each other. For
example, you can set the Security Role of "Staff Members" to only have View and Edit
People access to a ministry tag.

Available Roles

[Select Role] Add Role | Add Person...
Current Staff Members [role] -

Roles/People

Remove Role

Access Allowed f W View
Staff Members U Edit
¥ Edit People

) Edit Security

Or, you can set a user such as your pastor to have all (View, Edit, Edit People, & Edit
Security) rights to a ministry tag.



Available Roles [Select RD'E] Add Raole Add Person...

Current Staff Members [role]
Roles/People Rev. Edward Sanders [person]

Remove Person

o View

™ Edit

# Edit People
¥ Edit Security

Access Allo
Rev. Edward
Sanders

IMPORTANT NOTE: Be sure you always have at least one user or security role in this list with at
least View and Edit Security permissions. Removing all users with View permissions from this list
causes this to be a ‘lost’ tag that no one can view. And, removing the Edit Security permissions
prevents you from making any further changes to the security of this tag. (If no user is able to see
the edit security tab, a global administrator will need to come and fix the security.)

Cascade Permissions

After security has been setup, you can click the Cascade Permissions button to set the same
permissions to all the child tags under the current tag.

Current Permissions

Matthew Hascher View, Edit, Edit Security, Edit People
[person]
Liz Baker [person] View, Edit. Edit People, Edit Security
James Anderson View, Edit. Edit People, Edit Security
[person]
Denise Sanders View, Edit, Edit People, Edit Security
[person]

Edit Security Cascade Permissions Jﬂ




NOTE: After clicking the Cascade Permissions button, you can go to any of the child tags and
further customize the permissions if you want. Just know that when you click the Cascade
Permissions button, it overrides any of the permissions on the child tags with the permission
assigned to the current tag. When creating a child tag, the child tag inherits the permissions of it's
parent tag.

Occurrences tab

You can use Occurrences to track attendance and meeting dates (just like Group Occurrences).
« Click the Add New Occurrence 2 icon to add a new occurrence.
e Click the Generate Multiple Occurrences button to add multiple occurrences.

For more information about occurrences, see the Check-In > Occurrences page

Attendance Summary tab

This tab displays a summary of occurrences for all people in the Tag or Group. There are filters that
control which records display on this tab.

1. Click the Filter bar to change the date range or other criteria.

Y Filter @

Report From: 2016-09-14

2. After setting the Filter criteria, click the Apply Filter button.



Y Filter

First Name

First Name

Report From 9/1/2016 To| 9/29/2017
Gender All

Occurrence Name |5

3. The Attendance Summary grid lists the members for the filtered criteria. Click the Name link to
view an abbreviated personal information page.

nces Attendance Summary Documents

[
i
s
(%]

m

Y Filter

Report From: 2016-09-01

U Name Home Phone Gender Birth Sunday Morning Age First Time Last Time Total

Date 9/17/2017
d Butler, John  (801) 555-2330 M 7/9/1986 " 4 31 9/720MT 9172007 1 100%
) Butler, Diane  (901) 555-2331 F 10/6/1983 " 4 33 97172007 9/17/20077 1 100%
d Sanchez, Mary (901) 555-2390 F 12/2/1980 " 4 36 9417207 9172007 1 100%
) Ward, Tom (901) 555-2420 M 9/30/1985 " 4 31 97172007 9/17/20077 1 100%
Page: 1of 1 Page Size:| 100 Refresh | 4 Personi(s) : :i b4

Action icons

Action icons are located at the bottom right-side of the Attendance Summary grid. These icons can
be used to perform a Word Mail Merge, Bulk Update, Send Email, or Export Data to Excel. After
selecting members from the list, click the corresponding icon.
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Roster tab

The Roster tab is available for Ministry, Personal, and Serving Tags. From this tab, you can sort
the results by Last Name, First Name or Date Added.

Profile Roster

Order By Last Name

First Name
Date Added

Viewing the Roster is a quick way to see the pictures of those members assigned to a tag. The
Main/Home phone number and email address are also displayed for each member.

Occurrences Attendance Summary Roster More -
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Profile Roster

Order By

First Name
Diane Butler John Butler Jose Hernandez
Main/Home: Main/Home: Main/Home:
(901) 555-2331 - (9071) 555-2330 {901} 555-2350
DianeButler@Example.com JohnButler@Example.com loseHernandez@Exampla.com

Tom Ward
! Main/Home:
(907) 555-2420

Mary Sanchez
Main/Home:
(901) 555-2390

MariaSanchez@Example.com TomWard@Example.com



Documents tab

1. To add a document, click the Add Document button.

Profile Documents

Add Document (]IE

2. Specify the File location and then click the Save button.

NOTE: There are optional fields for the Type, Title, and Description.

Tag Document

Type Word Document

Title

Description

File Crag a file into this area or
Choose File | BUDGET .. docx

Cancel Save

3. After a document is added, you have the following options:

« Click the Edit [¢" icon to make changes to the Type, Title, Description, or File Location.

¢ Click the Delete @ icon to remove the document.



Profile Documents

Budget & %
(9/13/2017)

| Rermowe this Document i

Module Settings

Module Settings control some of the aspects of the page you are currently viewing.

1. To change the Module settings, click the Navigation button (contains your initials) in the upper
right-hand corner and then select the Module Settings option.

MH

= Refresh Cache

& My Details

# Module Settings @
Print Page

") About

& Logout

For your reference the Tag Details and Tag Tab Control module settings are listed below.

Tag Details



Module Settings

Choose the medule to change settings, choose your settings, click save and repeat.
Once you have corrected all the settings, click done.

Module Tag Details

Profile Details (Core/ProfileDetail.ascx)

Experience Label

The label to use if you want it to be

something other than 'Experience Skills.’ £
Person Detail Page Person Detail (7) T

The page that is used for displaying

persen details,

Person Fopup Search Page Popup Person Search (single) (16) ﬂ

The page that is used for the popup

search.

Popup View O True @ False

Flag indicating if this contrel is residing in

a popup window.

QualifierCaption

Profiles can optionally capture a qualifier P

value. There must be a 'Profile Qualifier'
Loockup type, and you must specify a
caption here for the qualifier for the field
to be displayed.

Roster Report Roster_Barcode_Tags_Child @

The Report to use for the Roster. The
Report's only parameter should be
ProfilelD.
Default:'roster_barcode_tags_child’

Cancel Save

Tag Tab Control
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Module Settings

Choose the medule to change settings. choose your settings, click save and repeat.

Once you have corrected all the settings, click done.

Module

Add Page

If specified, will redirect to a page for
adding a new person and adding them to
the profile. If not specified, will display a
popup person search window.

Allow Delete

Flag indicating if the the delete option
should be displayed.

Allow Mame Filter

Flag indicating if filtering by name should
be available,

Allow Update

Flag indicating if the the update option
should be displayed.

Area Filter Parameter

If filtering by area, this is the querystring
parameter name that will have the Area
In3

Attendance Type ID
The Attendance Type ID to report on.

Attribute #1

First Person Attribute value to display

Attribute #2

First Person Attribute value to display

Attribute #3

First Person Attribute value to display

Attribute #4

First Person Attribute value to display

Columns

Number of columns to display.

Communication Page

The page that is used to create a new
communication,

Default Occurrence Type ID
The default occurrence type D that
should be used when adding new
occurrences.

Default Selections

The default filters to be selected.

Tag Tab Control

Profile Tab Control (Core/ProfileMain.ascx)

(not set)

® True O False

O True ® False

® True O False

MNew Communication2 (21)

Mo Contact
In Process
Connected
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Serving Tags

The Serving Tag page displays all serving tags. Use serving tags to manage volunteers in your
organization such as guest service workers and children’s ministry volunteers. You can add existing
records directly to a serving tag, from individual person detail page or on the Add Volunteer page
under Volunteer Tracking. When adding directly to the tag, records have the default status of
“Connected.” When adding from either the Add Volunteer page or an individual record, you can
specify the status. Using Tag Status makes it easier for staff processing prospective volunteers.
Additionally, customize Tag Statuses to fit your existing process.

Customization considerations before implementing Serving
Tags:

If using Serving Tag Reminder feature:

o Make sure that the ArenaProcessCriticalServing agent job is set up with the necessary
settings.

e Customize Serving Reminder System Email. The EmailFromName and EmailFromEmail
and ReplyToEmail should be legitimate email information. Subject is required.

e« Arena URL should be the URL to get to Arena so that it can put a link in the email.

« ProfilePage should be the page number for the page that you would go to in order to see
the Tags (usually 25).

« PersonProfilePage should be the page number for the page that has the Profile Member
Details module to see the detail of the individuals in the tags (usually 26 is default).

o Make sure that the ArenaMailQueue agent is also set up.
e Make sure that they can send emails from Arena using communications.

o Make sure that they can send emails "from" the same "from" email address that is set in
the ArenaProcessCriticalServing agent job (check the log to make sure that they are not
getting a relaying error).

« From the Administration menu, click the Lookups option and go to the Tag Member
Status and check that the values that should trigger a reminder email are marked "y" in the

Include as Critical column (note: it HAS to be "y" not "1", not "true", etc.).



Make sure that the person that they are expecting to see the reminder about does have a
red flag and is marked with either "no contact" or one of the statuses in the lookup that are
marked to include in critical (see above).

From the Administration menu, click the Organization option to check the setting for
WarningProfileDays a person is set to yellow after the number of days in WarningProfileDays
if no contact has been made.

From the Administration menu, click the Organization option to check the for
CriticalProfileDays a person is set to red/critical after the number of days in
CriticalProfileDays have passed if no contact has been made. There is no system email for
this; the agent has programming that writes the email.

The email goes to the owner of the tag. Make sure that the tag has an owner.

The email goes to the email address(s) on file for that person on their record in Arena. Make
sure there is an email address on that record.

Customize the Add Profile Member module on the Add Volunteer page to designate a
default member status as users enter prospective volunteers.

Customize Critical Profile Days and Warning Profile Days Organization Settings and
start the Process Critical Serving agent. Once settings are in place, Arena sends an email to
serving tag owners when the status of a prospective volunteer in a Serving Tag has not
been changed in the number of days as specified in the Organization Settings. You need to
add a valid Arena URL (e.g., http://arena.church.org/) to the Arena URL field in this agent.

Customize the Volunteer Signup System Email that is sent to prospective volunteers
when the individual sighs up on the Arena-managed website or a staff member uses the
Add Volunteer option.

Customize the Serving Reminder System Email, start the Serving Reminder Agent and
add future occurrences to applicable Serving Tags to use the option to email volunteers
when they are expected to serve next. Emails are sent to connected tag members
according to the occurrence date.

Customize Tag Member Status Lookup. Use the Include as Critical “y” indicator for any
existing or new status you want to trigger an email notification to the tag owner of
prospective volunteers via arena-managed website or Add Volunteer. Keep in mind
Connected, In Process and No Contact statuses are in use by other modules and settings.
All other tag statuses apply only to Serving Tags. Critical and Warning are based on the
Pending status. Review Tag Status is only applicable to Serving Tags.



Tag Details
Show Treeview
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o Filter area: Use the Tag name, Description/Note and Search In drop-down to search for a
specific serving tag. Click the Apply Filter button to execute the search.

o Active Only: Select this check box to display only active tags.

o Subscribe: Check the box for any tag to create links to your Arena home page to the
specific tag

« Name: Click a Name link to display the tag. The default tag is the Parent Tag.

« Active ¥ icon: The Active icon indicates active tags. An Inactive ¥ icon indicates inactive
tags.

o Serving Tags column: This number represents the number of tags under the tag.

« Total Members: This humber represents the total records in all tags regardless of status.
Total number includes the current tag and any tags under the current tag.

o Ciritical: This number represents registrants with a critical status. Critical status is dependent
on the Warning Profile Days and Critical Profile Days Organization Settings. See your Arena
Administrator.

« Pending: This number represents new registrants.

« In Review: This number represents registrants flagged as in review.
o Active Members: This humber represents all active registrants.

o Copy [} icon: Use this icon to copy a tag.

« Delete # icon: Use this icon to delete a tag. You can delete tags at the lowest level on the



tag tree.

« Add Page '# icon: Use this icon to add a tag.

Create a New Serving Tag

1. From the Tags menu, click the Serving Tags option.

2. Click the Add link if this is the first Serving tag in your system or click the Add New Serving
Tag “@ icon on the bottom right-hand corner if you have existing tags.

3. On the Overview tab, enter a Name.

4. Select Campus, if applicable.

5. Enter Start and End time, if applicable.

6. Click the Change link to change the owner, if applicable.

7. Adjust Relationship strength, as desired.



Tag Details

Overview | Serving Criteria | Serving Details | Custom Fields | Member Custom Fields

Name 1=t Weekend 9:30am Service Coneheads Active
Parent 1=t Weekend E]
Campus Main Campus

Default Start Time
Default End Time

Owner Jane Sample
Zhange... Remove

Strength Between Cwner & Members Strength Betwesn Members
Relationships J J
Waeaal: Modearate Strong Waal: Moderate Strong
Internal Notes
This is for 1st Sunday OMLY. -
Custom Fields
Sample Custom Field -
[ Update ] [ Cancel ]

8. Click the Serving Criteria tab.

9. Enter and select criteria, as desired.



10.

11.

12,

13.

14.

15.

16.

17.

18.

Overview | Serving Criteria | Serving Details | Custom Fields | Member Custom Fields

Display to Public i Contact Info Bubba Smith
Category Level O
Critical Need O Contact Email |bubba@smith.cc bt |

Default Hours/Week Video Link | |

Category Photo Update Photo...
Volunteers Needed Serving Photo Update Serving Photo...

Ministry Type

Start Date | || End Date | |8
Commitment | v|

Commitment Level [11-2 Hours [ 3-5 Hours (1 6+ Hours

Classification [[IBehind the Scenes [ upfront

Content Category [13r High site L] High School site [ Default [] Arena

Duration [l ongoing L1 short Term [] one Time

Spiritual Gifts [ patience [l wisdom [] Encouragement ] Prophecy

Select the Display to Public check box to display this serving opportunity on your
Arena-managed website.

Select the Category Level check box to make this tag a category by which to filter serving
tags. Arena displays all child tags of the current tag that are set to display and available
positions.

Select the Critical Need check box to denote if this tag is a critical need. If selected, the tag
displays on the initial Serving Opportunities page of your Arena-managed website.

Enter the Default Hours/Week for this serving position. If hours are set to “0” this could
affect lists that you search by the number of hours someone is serving.

Enter the Volunteers Needed for this serving position. This is applicable for Serving Tags you
want to make available on your Arena-Managed external portal.

Enter the name of the contact person in the Contact Info field. This name displays on your
Arena-managed website.

Enter the email address of the contact person in the Contact Email field. This email address
displays on your Arena-managed website.

Enter the file path to promotional or training video in the Video link field.

You can upload a Category Photo to display on the Volunteer Opportunities page of the
member portal. This photo displays when the tag is marked Category.



19. You can upload a Serving Photo to display with the Serving Tag on the Arena-managed
Serving Opportunities page.

20. Select the Ministry Type.
21. Enter the Start and End Dates for this serving position.

22. Select Commitment Level, Weekly Commitment, Timeframe, Classification, Content
Category, and Duration. These criteria allow website users to search and select a serving
opportunity. You must select a Content Category for the serving opportunity to be available
on your Arena-managed website for registration purposes. These options will vary. See your
Arena Administrator regarding customization for your organization.

23. Select the Serving Details tab. Summary, Details, Experience Skills and Schedule Notes
display once the prospective volunteer selects the position. Prospective volunteers can also
enter keywords that can be used.

Overview | Serving Criteria | Serving Details | Custom Fields | Member Custom Fields

Summary
SUMMARY

Details
Details

Keywords (separate by a comma)
KEYWORD, key1, key2, key3

Experience Skills
Experience skills

Schedule Notes
Schedule Notes

24, Click the Custom Fields tab to create custom fields.



Overview | Serving Criteria | Serving Details | Custom Fields || Member Custom Fields

Custom Fields

Custom Fields are fields that you can add to your Serving Tag so that infermation specific to your Serving Tag
can be entered.

Label

Visible Reguired Location Type

Type Qualifier
Sample Custom Field ¥ Left

Dropdown List Sample &, Sample B.Sample C n & i

|:$

25. Custom fields you elect to Show on List display on the Serving Tag page.
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26. Click the Member Custom Fields tab.

Overview | Serving Criteria | Serving Details | Custom Fields || Member Custom Fields
Member Custom Fields

Member Custom Fields are fields that you can add to your Serving Tag so that information specific to your
Serving Tag can be entered when adding a person.

Label Visible Required

Location Type Type Qualifier

|;$

27. Add custom fields, as desired. See detailed instructions in the Ministry Tag section of this help
file.

28. Click the Update button.

Add a Record To a Tag

1. Select the Tag.
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Click the Add Person & icon.

Use the Person Search box to search for the record.

Search:
Filtei by Campus IL
B indhude Inactnre and Pending Recordd
By Name
First Name m Last Name  sample i,
pdvanced Search
Cancel

Select the record(s).

Select Name Status Campus Gender Age Home Phone
Sample, John Member Campus 1 M 64  (901) 757-2372

SEIec:tl lﬁelect and Search Again] [Md Mew Person] ’Cannel]

The Tag Member page displays.

Use the filter boxes to display the record. The default tag status is Connected.
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Add an Existing Record as a Registrant to a Serving Tag

1. From the Volunteer Tracking menu, click the Add Volunteer option.
2. Click the Add link to search and select for the existing record.

3. Select the Source, to identify how the person became aware of the serving opportunity. The
Source option is a customizable Lookup. See your Arena Administrator for more information.

4. Click the Choose link to search and select a Serving tag.
5. Enter Comments, as desired.

Add a new volunteer,

Individuals: 3 .5, Sample add... Clear All
Source! waord of Mouth -
Ministries: Guest Service Volunteers Choose...
Comments: ., 4 |ike to be contacted regarding open positions| <

6. Click the Add button. Arena adds the person to the tag, with the default status of In Process.

Tag Sorting

On the tag page, you can sort by any single column. Click a column heading to sort in ascending or
descending order.
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Tag Filters

On the tag Members tab, you can filter members by status. Tag status options may vary. Arena
marks all "No Contact” status records with a yellow/red flag, based on the Critical Profile Days
Organization Setting value.

Members

Cafe Warkers Serving Tag [12] Security Chocurrences Attendance Summary Roster Documents
a First NEmeI:l Mo Contact [ unzble to serve [ 1n Process [ tnactive
\i Last Name I:l I Background Check Pending o Fesponse [ connected

l _ [ in Training [ already serving [ Hew Request

[ blace Elzevhers

« No Contact - This is the default status applied to new prospects. You should contact the
prospect within one week. Once you make contact, you can change the status to ‘In
Process’ or whatever is the next step in your organization’s process.

« In Process - This status applies to contacted prospects; the person’s response is pending.

« Background Check Pending - This status is used for prospects who have committed to
serve, but must have a background check approved before starting to serve.

« Unable to Serve - This status is for prospects that are not able to serve in the ministry for
which they originally volunteered. When changing the status to ‘Unable to Serve’ you must
provide a reason. The volunteer coordinator reviews these prospects and removes them.

« No Response - This status is for prospects who do not respond to your efforts to contact
them.

o Already Serving - This status applies to prospects who tell you that they are already
serving when you contact them. Be sure to record where the prospect is serving in the
reason field. The volunteer coordinator reviews these prospects and removes them.

« Place Elsewhere - This status is if the prospect wishes to serve in a different area.
o Connected - This is the default status when you add a record directly to the tag.

o Inactive - Use this status to identify a volunteer as inactive. For example, if there is a
volunteer on your team who is taking a month’s vacation change the person to inactive.
When the person returns update him back to active. If your organization uses online
volunteer registration, this also creates an opening for this position.



Steps to View the Tag Tree

1. From the Tags menu, click the Serving Tags option.
2. Click the Show Treeview link.

3. Click the Expand = icon to expand the tag tree.
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Event Tags

Event Tags are used for tracking events that have a begin and end date, can appear on your
Arena-managed calendar, and have the option to accept registration fees. Events have the option
to add Sub-Events to track individual classes or activities that are part of the event.

This Help page contains the following sections:

Add a New Event Tag

Add an Event to the Public Calendar

Set up the Registration information

Add Custom Fields to an Event Tag

Sub-Events tab




Registrations tab

Registrants tab

Security tab

Occurrences tab

Attendance Summary tab

Transactions tab

Documents tab

Considerations for Event Tags

Manually Add a Payment for a Registration

Apply a Refund

Assign a Registrant to a Sub-Event Tag

Copy a Tag

Resend an Email Confirmation to a Registrant

Add a New Event Tag

Follow the steps below to add a new event tag.

1. From the Tags menu, click the Event Tags option.

‘) Tags

Personal Tags
Ministry Tags

Serving Tags

Event Tags ,h

2. Click the Add New Event < icon in the lower right-hand corner.

3. Enter the Event Details as appropriate for your event.

« Name: The name entered here displays on the Arena-managed website calendar. Consult
your payment gateway provider when using special characters.

o Active: Select this check box to make the event active or inactive. It must be active to be



available on the Arena-managed external portal.

Update Event Photo...: Click this button to search for and select an image file. Click the
Update button after selecting your image.

Parent: This field displays the tag which is the above the current event tag, in hierarchal
structure. You can move an event tag by selecting a different parent event tag.

RSVP Event: Select this box if you would like to allow users to register multiple people
without requiring data to be entered for each person. This option is available for Event Tags
with no Sub-Events.

Sub-events Enabled: Select this box to create sub-events. Once an Event tag has the
Sub-Events Enabled check box checked, then there is only one level of child events that
can be added under the Event tag.

Sub-events Type: Select which type of sub-events to make available for this event.

Campus: Select campus if applicable. (A Campus can be added to the drop-down list ->
From the Administration menu, select Organization under the <CONFIGURE> heading. Click
on the Organization link listed under the Organization Name column. Next, click the

Campuses tab to view the list of campuses. Click the Add New Campus B icon to add a
new campus.)

Owner: By default, the user creating the event is the owner. Click the Select link to change
the owner.

Peer Relationships: Set the relationship strength. The default Weak position does not
calculate.

Event Type: Select the type of event. This is a customizable Lookup to organize your
Arena-managed website calendar(s).

Start Date: Enter the date and time that the event starts.
End Date: Enter the date and time that the event ends.

Location: Select the location for this event. This is a Check-In Location. (From the
Check-In menu, select the Locations option. Click the Add New Location % icon to add a
new location.)

Projected Attendance: Enter the number of people you are expecting for this event. You
can limit registrants on the Registration Details tab under Registration.

Display this event on a person’s detail page ONLY if they actually ATTEND this
event: Select this check box if you want to display this event on the Person Detail page of
the registrant. The event displays once you either manually record attendance, or use the
bar code scanner upload or Arena Check-In.



« Summary: The event Summary displays on your organization’s Arena managed website.
« Event Details: The Event details display on your organization’s Arena managed website.

« Internal Notes: The Internal Notes are only accessible to staff.



Event Details

Active

Parent

RSVP Event
Sub-events Enabled
Sub-events Type

Campus

Owner

Relationships

Event Type
Start Date

End Date

Location

Projected Attendance

Summary

Event Details

Internal Notes

Camp Katowee - Summer 2018

LY

CAMP

KATOWEE

Update Event Photo... Remove Event Photo

[Events]

LY

Required (user must choose at least one sub-event)

Camp Katowee Campground

Matthew Hascher Change... Remove

Strength Between Owner & Registrants
Weak Mod... Strong

* i’

Strength Between Registrants

Weak Mod... Strong
1 i’
Camp
7I7/2018 8:00 AM ©
712712018 11:00 AM

Camp Katowee Campground - Administration Building - Registration Desk
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[ Display this event on a person’s detail page ONLY if they actually ATTEND this event

Kids learn courage, discipling, and spiritual knowledge
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The camp is held every ye=ar for young people to grow spiritually while experiencing
experiencing God's natural creation. There are activities and times of study.

|_¢’ Design | £ HTML 0, Preview
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4. Click the Update button when you are finished entering the Event Details.

Update |y

E eSPACE

There are two options that appear on the Event Details tab if you have eSPACE
set up. These options are Resourced? check box and the Selected
Resource field.

If you unlock a resource in @SPACE, make and save changes to the resource,
then a message appears next to the "Selected Resource" field on the Event
Details page that lets you know the resource is no longer connect to the Event
tag.

Click the Search - icon to reconnect the eSPACE resource with the Event tag.

Event Type General Event
Resourced? L /
Selected Resource CCC Events

Start Date 11/20/2017 12:00 AM
End Date 11/20/2017 11:59 PM

Add an Event to the Public Calendar

Events are added to the Public Calendar by adding at least one occurrence to the event tag and
then specifying the Event Calendar Details. The following steps guide your through entering an
occurrence and then specifying the Event Calendar Details.

Enter an Occurrence

1. From the Tags menu, click the Event Tags option.



W Tags

Personal Tags
Ministry Tags
Serving Tags

Event Tags

2. Click on the Event link for the event that you would like to edit (e.g. Camp Katowee -
Summer 2018).

Active Only
Subscribe Name An Active Events Total Members

Camp {atc-.w'eedrrn,lf:u mmer 2018 772018 ] If_{ il
S
Page: 1 of 1 Page Size:| 100 Refresh | 1 Events(s) "\’i

3. Select the Occurrences tab.

Registrations .....-*

4. Click the Add New Occurrence & icon.

5. Click on the [New Occurrence] link that appears on the Occurrences listing.

o
b
L]

Only display cccurrences where check-in is currently active
J .l

Mame endance Start End Location Motes

[New Occu |'r9ﬂce 0 9/26/2017 12:00 AM 9/26/2017 11:59 PM ]ﬁ
ot

Page: 1 of 1 Page Size:| 100 Refresh | 1 Occurrence(s) ‘a

Generate Multiple Occurrences




6. Click the Edit Details button.

Edit Details&

7. Enter the Occurrence information as appropriate for your event and then click the Update
button when you are finished.

o Attendance Type: Select the Attendance Type from the drop-down list. (Attendance Types
can be added or modified from the Check-In menu. Select Attendance Type Categories then
click the Attendance Types link for your related Category.)

« Name: Enter the name of the occurrence. (e.g. Week 1 - July 7)

o Location: Enter the location of the occurrence.

e« Area: Select an Area from the drop-down list.

« Start Date/Time: Enter the date and time when the occurrence begins.

« End Date/Time: Enter the date and time when occurrence ends.

o Check-In Location: Enter the location where registrants go to check in.

o Check-In Start: Enter the date and time when the Check-In process begins.

o« Check-In End: Enter the date and time when the Check-In process closes.

« Membership Required for Check-In: Select this option if Membership is required to check
in.

o Occurrence Closed: Select this option if the occurrence is now closed.

« Head Count: Enter the Head Count. The number entered here overrides the actual
attendance count (unless 0 is entered).

« NOTES: Enter any information notes concerning this occurrence.



Attendance Type
Name

Location

Area

Start Date/Time
End Date/Time
Check-In Location
Check-In Start

Check-In End

Membership Required for Check-In

Occurrence Closed

Head Count

MNotes

Update“ Cancel

Attendance from Groups and Tags - Attendance from Tags
Week 1 - July 7

Camp Katowee Campground

7/7/2018 8:00 AM ©
7/13/2018 11:00 AM ©

Camp Katowee Campground - Administration Building - Registration Desk

7/7/2018 8:00 AM ®
7/7/2018 2:00 PM ®
200

This is the 1st week of Summer Camp.

8. Continue these steps to add more occurrences as appropriate for your event.

Specify the Event Calendar Details

Even though you can enter your Event Calendar Details before setting up an occurrence, it is best

to add the occurrences first since the calendar details cannot be published until there is at least one

occurrence established. Follow the steps below to enter the Public Calendar Details.

1. From the Tags menu, click the Event Tags option.

W Tags

Personal Tags
Ministry Tags
Serving Tags

Event Tags

.

2. Click on the Event link for the event that you would like to add the Event Calendar Details



(e.g. Camp Katowee - Summer 2018).

NOTE: See the Subscribe to a Tag section for details on how to use the Subscribe check box.

Active Only
Subscribe MName An Active Events Total Members

Camp I(atc»weedrrnlsummer 2018 T/7/2018 (] ﬂ_ﬂ o
N
Page: 1of 1  Page Size:| 100 Refresh | 1 Events(s) “‘5

3. Click the Edit Details button.

4. Select the Public Calendar Details tab.

5.

Event Details @

Active L

Camp Katowee - Summer 2018 [7/7/2018]

Classes and Events

Name Camp Katowee - Summer 2018

Enter the Public Calendar Details as appropriate for your event.

Contact Name: Enter the contact person to display on your Member Responsive Portal
> Event Details page.

Contact Phone: Enter the phone number for the contact person.
Contact Email: Enter the email for the contact person.

External Link: If you have a separate website for this event, enter the website address in
this field. The "Find Out More" button on the Members Responsive portal links to the web
address entered here. If the External Link field is left blank, then the "Find Out More" button
links to the Event Details page on the Members Responsive portal.



Visibility: Select "Public" to make the event available on your Member Responsive Portal.

Primary Ministry: Select a primary ministry to display the event. This determines the page
on your Members Responsive portal where this event displays.

Alternate Ministries: Select any other ministries that relate to this event.

Approved: The Public Calendar Details must be approved before it will display on the
Members Responsive Portal. Click the check box to approve the Public Calendar Details.
(This check box is inactive if the user does not have rights to approve the public calendar
details.)

Priority: Prioritizes this event for the calendar so that the public calendar administrator can
know how to schedule this event along with other events may have need for the public
calendar. "0" being the lowest priority and "99" being the highest priority.

Tier Level: Select the tier level from the drop-down list.



Event Details Public Calendar Details Registration Custom Fields

Contact Name Mark Miller Approved [J
Contact Email MarkMiller@Example.com (0-99)
External Link www.CampKatowee.com Tier Tier |
] ) Level

Visibility Public
Alternate Ministries O Adult O AN Church

] Baptisms [J Bookstore

O cafe [ Coffee Bar

a College [ Communications

/1T

] Elementary [ Events Page

[J Finance and U Fitness
Administration

¥ High School ™ Jr. High

[ Media [J For Members
[ Memorial Service For Visitars
[ Men's [ Missions

] Mursery U Office of the

Senior Pastor
] Operations U personal Ministry

o Prayer U preschool

] Programming [J senior Adults

] Single's L sSmall Groups

a Sports o Sunday Seminars
] Weddings O women's

¥ vouth Sports O Voluntearing
[ Pre-Marital ) Homeschool

I_deate.“ Cancel
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E Members Responsive Portal

Also referred to as the Arena-managed website, the Members Responsive
Portal is where your members go to view events that you publish to the
Calendar and where individuals go to register for events. Also, the Members
Responsive Portal is used for online giving and a place where group leaders can
manage small groups.

To navigate to this site, add the following to the end of your Arena URL:
Portal=4&RefreshCache=True

For example, if your Arena URL is "https://Arena.FirstChurch.com/default.aspx",
then change it to the following to access your Members Responsive Portal:

https://Arena.FirstChurch.com/default.aspx?Portal=4&RefreshCache=True

The default Portal designations are as follows:

1 - Arena CHMs website

2 - Web Page (old Web Portal)
3 - Mobile

4 - Members Responsive Portal

The Portal designations can be modified by navigating to Administration >
Portal List.

Since only one portal can be open per browser, it is recommended that you run a
different browser if you want to view both the Arena CHMs website and the
Members Responsive Portal at the same time.

For example, you may have a Chrome browser running the Arena CHMs website
while a Firefox or IE browser running the Members Responsive Portal. Running
this way can be helpful if you are in the process of making changes to an Event
and then want to immediately view the changes on the portal.

Set up the Registration Information

The following section describes how to set up the Registration Information for an event tag. This
first involves security and then walks you through each of the sections on the Registration tab for
an Event tag.

Edit Registration Security

The first part of setting up your registration information for an event involves having the rights to
edit the registration information on an Event tag. Follow the steps below to setup security to edit
registrations.



1. From the Tags menu, click the Event Tags option.

® Tags
Personal Tags
Ministry Tags

Serving Tags

Event Tags ,h

2. Click on the Event link for the event that you would like to add security (e.g. Camp Katowee -

Summer 2018).
Active Only
Subscribe Name An Active Events Total Members
Camp {atc-.w'eedr,:n,:':u mmer 2018 772018 ] If_i m
A
Page: 1 of 1 Page Size:| 100 Refresh = 1 Events(s) "\"ﬂ

3. Select the Security tab.

Registrations @

4. Click the Edit Security button.



Security Maore -

Current Permissions

Matthew Hascher [pery Wiew, Edit, Edit Security, Edit People
Edit Security‘“ Cascade Permissions

5. From the Security Permissions area, select your login and then check the Edit Registration
check box. Select any other Roles or People and give rights as appropriate by checking the
corresponding Access Allowed check boxes.

6. Click the Update button when you are finished.



Security Permissions

Security Template

¥ Additional Custom Security
Custom Security

Available Roles

Current Roles/People

Access Allowed for Matthe
Hascher

I Update | Cancel

(no template)

[Select Role]

Add Role

Add Person...

Matthew Hascher [person] .

Remove Person
¥ View
¥ Edit
&gdit Registration
dit People
¥ Edit Security
L) Allow Refunds

Setup the Registration Information

1. Click the Edit Details button for the event.

Edit [Etails«

2. Select the Registrations tab.




Camp Katowee - Summer 2018 [7/7/2018]

Classes and Events

Event Details @

3. Click the Enabled check box. (See the Edit Registration Security section if this check box is not

active.)
Registration

Registration Details

Use this area to configure when and how people can register for this event online. '%Enabled

4. After the Enabled check box is selected, there are 7 tabs that appear under the Registration
tab: Registration Details, Fields, Communication, Payment & Fees, Discounts, Advanced, and
Registration Steps.

Registration

Registration Details

Registration Details tab

Use the Registration Details tab to configure how and when individuals can register for this event
online.

« Registration Start Date: Enter the date and time that the online registration starts.
« Registration End Date: Enter the date and time that the online registration ends.

« Limit Registrations to individuals: Enter the maximum number of individuals that

can register for this event. (This field limits the cumulative number for registrations and



registrants that can register online.)

Limit Registrants to ages between and as of [Registration Date]: Enter
the age range that individuals can register as of the registration date specified.

Limit Registrants to grades between and : Enter the grade range that
individuals can register.

Limit Registrants to gender [Male or Female]: If the registration is gender specific,
choose Male or Female.

Note: Selecting the limitations will cause that field to be required during registration.

Allow Multiple Registrants per Registration - Max #: A Registration is considered to be
the individual who registers online. By selecting this check box, you allow a Registration to
register additional individuals (registrants). The number of registrants per registration can be
limited by entering a number in the "Max #" field.

Allow Anonymous Registration: Select this option to allow individuals without a member
login to register online for an event. After registering for an event, the individual anonymous
registration is added to the database as a record.

Description: Enter a description to appear on the first page of the online registration
process.

Instructions: Enter any instructions that you want a registration to follow. This information
also appears with the description on the first page of the online registration process.



Event Details Public Calendar Details Registration Custom Fields

Registration Details Fields Communication Payments & Fees Discounts Advanced Registration Steps
Use this area to configure when and how people can register for this event online. ¥ Enabled
Registration Start Date 5/9/2018 1:00 AM
Registration End Date 5/14/2018 1:00 AM
¥ Limit Registrations to individuals
[ Limit Registrants to ages betwesn LIJ and as of | Registration Date
¥ Limit Registrants to grades between 10th and | 12th
[ Limit Registrants to gender | Male
¥ Allow Multiple Registrants per Registration Max #
¥ Allow Anonymous Registration (users would not be required to login or create an account before registering people for the event),
Description » m B /7 U =E = =E s g = £ k= Q-
This Description will appear on
the first page that users see Welcome to Camp Katowee - Summer 2018,
when they start to register for
this event.

| # Design | £¥ HTML Q, Preview
Instructions @ B 7 U =E = = = 2 E E & = Q-
The Instructions also appear on
the first page that users see After your online registration, you will receive an email with detailed information on what each camper is
when they start to register for expectad to bring.
this event.

# Design £¥ HTML Q, Preview
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Event Details Public Calendar Details Registration Custom Fields
Registration Details Fields Communication Payments & Fees Discounts Advanced Registration Steps
Use this area to configure when and how people can register for this event online. ¥ Enabled
Registration Start Date 10/1/2017 7-00 AM
Registration End Date /72018 7-00 AM

¥ Limit Registrations to | 200 |individuals

#! Allow Multiple Registrants per Registration Max #| 20

[# Allow Anonymous Registration {users would not be required to login or create an account before registering people for the
event).

Description

This Description will appear on the first page that users see when they start to register for this event.

» m B 7 U =

]
Ml
Ml
e
U]
(U]

1— | e
== = O

Welcome to Camp Katowes - Summer 2018!

/" Design £> HTML Q, Preview

Instructions

The Instructions also appear on the first page that users see when they start to register for this event.

L M B 7 U Z &

m
s
Ul

== Q-

After your online registration, you will receive an email with detailed information on what each camper is expected to bring.

# Design £¥ HTML @, Preview

Fields tab

The Fields tab allows you to specify which fields appear for the online registration page. There are
standard fields and custom fields.

Standard Field Settings
This section allows you to customize the standard fields that appear on the online registration page.

o Use: Select the "Use" option if you would like a field to be available to the user during online



registration.

Required: Selecting this option forces the registrant to fill out this field before the online
registration can be submitted.

Auto Fill: This option only applies if you have selected both the "Allow Multiple Registrations
per Registration" and "Allow Anonymous Registration" on the Registration Details tab. Select
this option to automatically fill the information from one registrant to another when clicking
the Next button during the online registration process.

Show on Summary: Check boxes for fields you want to display on the Registration
Summary page.

Order: Change the numbers in the "Order" column to change the display order on the each
field in use. The Standard Fields are listed in order by the number assigned from smallest to
greatest. For example, if you want to the Email field to be displayed as the 5th field, enter
the number "5" in the Order box next to the Email field. (After clicking the Update button,
the fields will rearrange according to the order number assigned.)



Standard Field Settings
Use Required Auto Fill Show On Cirder
Summary

First Name v v g (] 1
Nick Name O O (] O 5
Middle Name O O (] O 5
Last Name 4 o4 v O 4
Address v v % O 5
Home Phone 4 v s (] 6
Work Phone v (] O O 2
Cell Phone % O O O g
Fax O O (] O 9
Email s % O O 10
Gender o O O O 11
Birth Date g g O O 12
Marital Status o O (] (] 13
Anniversary Date O O O O 14
Social Security # O (] (] O 15

Cutom Fields

1. Click the Add Custom Field button to add a Custom Field, and then click the Edit [#" icon to
specify the specifics for the custom field.

245



Custom Fields

Custom Fields are fields that you can add to your event so that information specific to your event can be
collected from the user when they register for the event. You can configure the fields label, location,
type. behavior, and list of acceptable values.

Label Visible  Required Location Type Type Qualifier
New Field v Left Textbox (Z @

Add Custom Field J

After clicking the Edit (£ icon, the customization options appear.

Custom Fields

Custom Fields are fields that you can add to your event so that information specific to your event can be collected
from the user when they register for the event. You can configure the fields label, location, type, behavior, and list of
acceptable values,

Label Visible Required Location Type Type Qualifier
Label New Field Label Left ~ o
Location
Field Type .
Textbox Size 1 Rows 0
'f' Visible Pixels Wide
! Required
() Read-Only
[ Enable Auto-Fill
() Show On List
_ -

Add Custom Field

Enter a name for the custom field in the Label field by overwriting the words "New Field".

Select the Field Type from the drop-down list. (The default is set to "Textbox".) The various

types of Field Types are listed below.

Address: This field enables the ability for registrants to enter an address (Address, City,

State, and Zip fields).

Area: Places a list of existing areas on the form in a drop-down list format. This field

enables the ability to specify a page to display the group area. See Groups Areas for more

information.




Check Box: This field enables the ability to create a multi-select list of options for
registrants. Enter the options in comma-delimited format in the Values field.

Custom Query: This field enables you to enter a custom query, in the Query field.
Date: Places a date field with a Calendar [ icon.

Document: This field enables registrants the ability to attach a document. First select a
Document Type to associate with uploaded registrant documents. Document Type is a
customizable Lookup. See your Arena Administrator if no Document Types are available.

Drop-down List: This field enables you the ability to create a drop-down list of options for
registrations to select. Enter values in comma delimited format (e.g. Option A, Option B,
Option C).

Image: This field enables registrants the ability to upload an image.
Lookup Type: This field enables the ability to select an existing drop-down from Lookups.

Person: This field enables the ability for registrants to search for a single existing record,
using default Person Page ID (7).

Person Attribute: This field links to person attribute on the person detail page.

Phone Number: This field enables registrants the ability to enter a 10-digit telephone
number with the option to enter an extension.

Radio List: Places a radio button for each value added in the Value field. Users can select
only one option.

Rich Text Field: Allows users to enter rich text.

Static HTML Content: This field enables the ability to enter static text or static HTML
formatted text in the HTML field.

Text box: Places a text box on the form. The text box allows 255 characters.

5. Select the label location from the Label drop-down list. Options are left, right, top, or bottom.

6. Select the Size from the Rows and Pixels Wide fields.

Rows: Use this option to adjust the number of rows to use for the custom field (e.g., a rich
text field or static HTML content.)

Pixels Wide: Use this option to specify the width of the custom field.

7. Depending on the Field Type, you may be required to enter a value for the choices presented.

Field Types that require this are check box, radio, drop-down, and static.

Visible: Select this check box to make the field visible (both internally and externally).



o« Required: Select this check box for fields that are required to select or complete.

« Read Only: Select this check box to make fields view only. The field displays as a disabled
field (grayed out).

« Enable Auto-Fill: For Events behind a member login, check this box for required custom
fields.

« Show on List: Select this check box for fields to display on the Tag Member page.

Custom Fields

Custom Fields are fields that you can add to your event so that information specific to your event can be

collected from the user when they register for the event. You can configure the fields label, location, type.
behavior, and list of acceptable values.
Label Visible Required Location Type Type Qualifier
Label Emergency Contact Label Right v Q@
Location
Field Type .
Person Size 300 |Rows | 1

o Visible Pixels Wide

#| Required Person .

¥ Read-Only Page ID

| Enable Auto-Eill MNOTE: Adding a 'Person’ type

& Show On List field will give usgrs the ability
o to search and view the name,
gender, and age of every
person in your database,
Please be aware of this when
adding this type of field.

Add Custom Field

8. After making the appropriate changes for the custom field, click the Save [ icon to save your
changes or the Cancel @ icon to close the customization options.

Custom Field Modules

If available, select a Custom Field Group. If not available, see your Arena Administrator. To remove
a Custom Field or Custom Field Module, click the Delete [ icon next to the field/module you want
to remove. (A custom field cannot be deleted if it is in use.)



Custom Field Modules

Field Modules are pre-configured groupings of Custom Fields that can be added to your event. If you have
a group of fields that you consistently use for your events, these fields can be set up as a Field Module so

that you can easily add them here. The Arena Administrator(s) can set these field modules up for you.
Category Module Attributes Remove

Unknown MNew Field Group Query Test (Arena.Portal.Ul.FieldTypes.CustomQueryField) [

New Field Group Add Custom Field Module

Communication tab

The Communications tab allows you to set up communication between your attenders and the
staff involved in hosting the event. The communication emails require that your Arena
administrator has certain agents enabled.

« From Name: Enter the name of the person who is sending the registration confirmation
and reminder emails.

« From Email: When a registration confirmation or a reminder email is sent, the email
address entered here is displayed in the "From" field on the email.

« Reply To Email: (optional) When the registrant receives an email and selects to reply, the
email address entered here will be used. If no "Reply To Email" address is specified, then the
"From Email" address is used for replies.

Communication

This settings will be used for both Registration Confirmations and Reminder(s)

From Name Sandye Burion
From Email SandyeBurton@Example.com
Reply To Email

NOTE: If you enter any of the above fields, but do not check the Registration Confirmation -
Enabled check box, then the above fields will not be saved when clicking the Update button.

Registration Confirmation
Select the Enabled check box to display the registration confirmation email. The email option has



full HTML functionality. Merge fields that can be used in the email are listed above the Registration
Confirmation section.

Merge Fields

##ContactEmail##, ##ContactName##, ##ContactPhone#+#, ##Detaills##, #FEnd#¥F, ##ETicketLink#+,
##Location##, ##¥0rganizationMame##, #FRegistrants##, ##¥RegistrationGuid##, ##5tartw#,
##SubEventDetails##, ##Summany##, ##Title##, ##TotalCost##, ##TotalDue##, ##TotalPaid##

Registration Confirmation ¥ Enabled
If enabled, the system will send a registration confirmation that includes details of the event and
the registration. You can also include additional information and/or attachments on the email by

entering them here.

Subject Thank-you for registering!

Confirmation Message

¥ & B 7 U Z E E = = Q-

nwi
i
1kl
m
n
|
.
|

Merge Fields .

Thank-you for registering for the Summer Camp Katowee experience. We are expecting this

wear to be a very exciting and fun experience for all attending.

" Design £» HTML Q, Preview

Attachments

Besides sending a registration confirmation, there are also options to send event reminders,
E-tickets, and a notification to the owner of the event. These options are listed below with a
description of each option.

Event Reminders



Select either None, 1, or 2 Event Reminders. The Event Reminder is sent a specified number of
days before the event. If you select to have 2 Event Reminders, then there are two reminder
emails available for you to set up.

Event Reminders ® None 1 U2
If enabled, the system will send an event reminder email to all the registrants a specified number of days
before the event begins. The email will include details of the event and their registration. You can specify
additional information for the email to include here.

E-Tickets

Check the Enabled check box if you would like the registrant to receive an E-Ticket after
registration is completed. This option requires additional setup in order for registered users to print
an e-ticket associated with the Event. This option is not available for anonymous registrations.

E-Tickets | Enabled

If enabled, the system will print an E-Ticket for the registrants whenever a registration is completed.

Notify Owner
If you check the Enabled check box, then the "Owner" specified on the Event Details tab is notified
via email after a new registration is completed.

Motify Owner ! Enabled

If enabled, the system will automatically notify the tag owner when a new person is registered via email.

Payments & Fees tab

Enter the Event Costs, Additional Fees, and the Payment Processing information on this tab.

Event Costs (Payments)

Event Costs allow you to specify how much the event costs to attend. These costs can include
multiple payments with due dates associated with each payment.

1. Click the Enabled check box to activate Event Costs.

¥ Enabled I




Next, click the Add Event Cost button to add a new event cost, and then click the Edit [#
icon to specify the fields for the Event Cost.

Event Costs (Payments) ¥| Enabled
f this event requires a payment, you can use this area to specify information about the amount and due
date required for each payment.

Title Active Amount Discount Date Due Mote  Account
Applies MNumber

Full Payment v $0.00 v C—p & @
Add Event Cost

Below are the Event Cost fields.

Title: Enter the title for this payment. This displays on the registration page.
Active: Mark the payment active in order to make available on the registration page.
Amount: Enter the amount for the payment option.

Discount Applies: Check this box if Discounts (from the next tab) apply to the payment
option. Discounts run through 11:59:59.

Date Due: Click the Calendar i icon to select the due date for the payment.

Note: Enter a note for this payment option. The Note displays on the Member Responsive
Portal during the registration process (e.g. Non-Refundable Deposit).

Account Number: Enter the account number for this payment option. For informational
purposes only (e.g. Income account on your Chart of Accounts).



Event Costs (Payments) ¥ Enabled

If this event requires a payment, you can use this area to specify information about the amount and due
date required for each payment.

Title Active Amount Discount Date Due Mote Account

Applies Mumber
Title Deposit Amount s | 5000 ~ Q@
Active v Date Due 10/7/2017
Discount o]
Applies Account 321951654958465

Number

Note NON-REFUNDABLE

—
Add Event Cost

4. Payments are cumulative. In the example below the total cost is $250.

e« No payment is required until 10/7/2017. (If a deposit is due immediately, then enter the
Date Due as today's date.)

e Registration between 10/7/2017 and 5/7/2018 requires a $50 deposit.
o Registration after 5/7/2018 requires $150 ($50 payment + $100 First Payment).

o Registration after 6/7/2018 requires $250 ($50 payment + $100 First Payment + $100
Final Payment).

Event Costs (Payments) ¥/ Enabled

If this event requires a payment, you can use this area to specify information about the amount and due date required for
each payment.

Title Active Amount Discount Date Due Note Account
Applies Number
Deposit ¥ £50.00 ¥ 10/7/2017 NOMN-REFUMDAEBLE 32195131951632365441 [ 1M

First Payment LY 4 $100.00 LY 4 5/7/2018 Final Payment - Due: June 7 365191432951456519458 [__:f ]‘ﬂ]

Final Payment  «* $100.00 L 4 Bf7/2018 56498435495843246132 (& M

Add Event Cost

5. After making the appropriate changes for an event cost, click the Save [ icon to save your
changes or the Cancel @ icon to close the customization options. The Event Costs are listed
and can be deleted by clicking the Delete [ icon next to the event cost you want to remove.



Below are some considerations for setting payments:

To allow registration without payment, set the due date for a future date.

To require payment at time of registration, set the date due to the current or past date.

If the goal is to allow registrants to enter in a random amount, you might consider creating
a $1 Additional Fee with multiples. For example $1 x 10 for a $10 payment.

To allow registration with no payment, do not enter a date.

While Payments, Additional Fees, and Discounts provide flexibility, below are some considerations
as you implement this feature. For example, if the event cost is $15 each but for three registrants
the fee is $35, below are three scenarios to handle this, depending on your level of confidence with
registrants:

Wording that states "three or more qualify for a special group rate - please call (this)
number to register. This is a higher security option that permits special pricing using
unpublished discount codes and/or other tricks.

Publishing discount codes, which can be used to bring the price down to the proper level
depending on the quantity of registrants.

If you do not need to capture every registrants information, permit only a single registration
for $15, then add extra fees for (option 1) at $15 for ONE additional registrant, or (option
2) +$5 for the second additional registrant, (option 3) +$0 for the fourth registrant, etc.

If you need to capture each registrant’s info, #1 is the only option unless you trust your
registrants, in which case #2 can work. If you don't need to capture each registrant's info,
then option 3 is easiest as long as the fees are clear enough that your registrants pick the
correct extra fees.

If using sub-events:

Only one "discount code" text box displays, but each sub-event can have its own discount
code.

You can use the same text for the discount code on sub-events but assign different discount
percentages or discount amounts.

Sub-events do not require payments or fees.

Additional Fees

Enter Additional Fees. For events with additional fees, leave those fees active in order for the
balance to reflect an accurate balance.



« Label: Enter the label for the additional fee.

« Amount: Enter the amount for the additional item.

« Type: Select the type of field for the additional fee. Options are drop-down and radio list.
o Values: Enter the options for the fee in comma-delimited format.

e Account Number: Enter the account number for the additional fee.

o Allow Multiple Quantity: Select this check box to allow registrants to select multiple
quantities. You also need to set a Max number.

o Active: Select this check box to make active.
« Required: Select this check box for fields that are required to select or complete.
« Show on List: Select this check box for fields to display on the Tag-Member page.

« Discount Applies: Select this check box to enable discounts for the additional fee.
Discounts run through 11:59:59.

Additional Fees ¥/ Enabled
f this event has any additional optional fees, you can use this area to specify information about the additional fee(s).
Label Amount Active Required Type Values Account

Number

Archery 510,00 o Dropdown 536494654954 & m
—is Paintball e 20.00 C7/
Type Dropdown Values
Allow Masx:| -1 T 98732149954
Multiple Number
Quantity

¥ Active Required

Show on List

Discount Applies

Add Fee

Payment Processing

At least one payment Gateway must be specified if either the Event Costs or Additional Fees has
been enabled.

o Credit Card Account Gateway: Select the payment gateway from the drop-down list to
enable your registrations to pay using a credit card.

o Checking Account Gateway: Select the payment gateway from the drop-down list to



enable your registrations to pay using a checking account.

e Accounting Code: This is a required informational only field.

Payment Processing
This area is used to specify the Payment Gateway and Accounting Code to use for this event. The Payment
Gateway is the online service that should be used when processing credit card transactions on the website.
The Accounting Code should specify the Finance Account used to track payments for this event. If unsure

about what values to use, please contact the Finance department or the Arena Administrator(s)

Credit Card Account Gateway ABC Bank - VISA
Checking Account Gateway ABC Bank - Checking
Accounting Code CK2018

NOTE: Payment Gateways can be set up under the Administration menu by choosing the
"Payment Gateways" option.

Discounts tab

The Discounts tab has options for Group discounts, Early Bird discounts, and special Discount
codes. You can enter percentages, including 100% or dollar value discounts. Percentage discounts
apply before dollar discounts.

e Group Discount: Enter a group size and a % or dollar discount. Discount applies to all
registrants in the registration.

Group Discount ¥| Enabled
f this event provides a discount for registering a group of people, you can use this area to specify
the discount amount and how many registrations are required to receive the discount.
Group Size 10

. ()
Discount ' 20.00

per eligible cost/fee,

« Early Bird Discount: Enter or select the End Date for the early discount and a % or dollar
discount. The discount applies to all registrants in the Registration. Discounts run through
11:59:59 of the End Date specified. Discounts do not expire if no end date is set.



Early Bird Discount ¥ Enabled
If this event provides a discount for registering early, you can use this area to specify the discount
amount and when the discount ends. If there will be multiple payments, the discount will be
applied to all payments as long as the first payment is made before the end date. If you want only
those payments that are made before the date, unselect the 'Use First Payment Date’ option.

End Date 5712018
Discount - %

@ & 50.00 per eligible cost/fee,
Use First Payment Date v

o Discount Codes: Use this additional discount option for custom discounts like scholarships.
Max Allowed limits the number of times registrants can use the code, regardless of the
number of registrants.

The Limited check box tells Arena to limit use of the Discount Code, based on the Max Allowed
number. However, it only limits the number of times to use the code on the external site.

NOTE: If the Limited check box is unchecked, you can enter the discount code as many times as
you like. Each registrant can use one discount code.




Discount Codes ¥ Enabled
If this event provides one or more discounts based on a discount code, you can use this area to
specify the information about each discount code.

Code Discount Discount Limited Max Allowed Used Start End
{Percent) (Amount)

Code MEM10 Start 10/5/2017 ¥ o
Date
Percentage | 4 % 6/7/2018
Amount $ 0.00 Limited ]
Max 1
Allowed
Used 0

Add Discount Code

Advanced tab

Use the Advanced tab to customize the fields used for registration. If you want to omit a field,
leave it blank. To change the name of the default field, enter the desired field name.

Registration Details Fields Communication Payments & Fees Discounts Advanced Registration Steps

Use the options below to specify the labels the system should use when a person registers for your event.

Additional Fee Label Extras

Discount Code Label Discount Code

Registration Fee Label Registration Fee

Registration Unit Individual
Event Description Event
Registration Label Registration

Registration Steps tab

This is a specialized feature and is only used in specific circumstances. If you are not familiar with
or have used Registration Steps, then this may not be the feature you want to implement. If
desired, you can create and customize Registration Steps. The default registration is a five-step
process.



1. Click the Add New Step %= icon to select and customize each step.

Event Details Public Calendar Details Registration Custom Fields
Registration Details Fields Communication Payments & Fees Discounts Advanced Registration Steps
Step
Register Step 1 * 4 m
Register Step 2 o ¥ 4 1
Register Step 3 o N I3 il
Register Step 4 H + IZ4 il
Register Step 5 4‘ 4 o
Page: 1 of 1 Page Size:| 100 Refresh | 5 Step(s) ':

2. Select a Register Step.

Workflow Step

Step

Register Step 1 [ !

—— Reqgister Step 2
Register Step 3
Register Step 4
Register Step &

Cancel Save

3. Customize the step, as desired and then click the Save button.
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Workflow Step

Step

Register Step 1

Settings
C5S File
Cptional Cascading Style Sheet (C55) to use.

Login Page (not set)
Page to redirect users to when they are required to
login.

Process Image Path

Optional path of image that displays how far in the

registration process user is.

Cancel Save

Add Custom Fields to an Event Tag

Click the Custom Fields tab to add custom fields for internal use. If you are using sub-events, you
can create custom fields for the *‘main’ tag as well as the sub-events. Below is an example of how
custom fields can be used to assign resources needed for an event.
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Camp Katowee - Summer 2018 [7/7/2018]

Classes and Events

Custom Fields

Label Visible Required Location Type Type Qualifier
Resources LY Left Checkbox Cabin #1, Cabin #2, Cabin #3, Mess Hall, & ﬂ[
Meeded (List) Pool, Administrative Offices, Small She...
Add Custom Field
Category Module Attributes Remove
MNew Field Group Add Field Module

Sub-Events tab

The first tab listed under an Event is the Sub-Events tab. This tab is used for adding or modifying
Sub-Event tags. Sub-Events tags can be added under an Event tag to track separate classes or
activities that occur within the event (e.g. breakout classes or activities that require a separate

sign-up).

Click the Add New Events @ icon to add a Sub-Event. The steps to create a Sub-Event are
the same as creating an Event except there is not a Sub-events Enabled check box or a
Sub-events Type drop-down on the Event Details tab. See the Add a New Event Tag section

for details.



Camp Katowese - Summer 2018: Wesk 1 [7/7/2018] Events

Y Filter

Search In : Events Below this Level

¥ Active Only
Subscribe Name When |2  Active Events Total Members
@  KICKBALL (am) 7/9/2018  © )
O  KICKBALL (p.m) 7/9/2018  © ¢ @
ol DODGE BALL (a.m.) 7/10/2018 < ﬁ_ﬂ ﬂl
O  DODGE BALL (p.m) 7/10/2018  © ) @
@ CHEER LEADING (p.m)  7/11/2018 @ )
O  FOOTBALL (p.m) 7112018 © ) @
@  FASHING (@.m) 7/12/2018 © ¢
o FISHING (p.m.) 7/12/2018 @ ¢ @
Page: 1of 1 Page Size:| 100 Refresh | 8 Events(s)

&
=

NOTE: Click on the Subscribe, Name, When, Active, Events, or Total Members header to sort
the list of registrants by that header.

See the Subscribe to a Tag section for details on how to use the Subscribe check box.

Registrations tab

The Registrations tab is used to manually add a registration instead of having the registration sign
up using the Arena-managed external portal. The Registration is the entity responsible for fees and
costs. This could be an organization such as a church, a parent, another person who is responsible
for the registrants that are assigned under the Registration. The registrants represent the
individuals who are going to attend the event.



The following steps walk you through adding a Registration.

1. Click the Add link to add a new registration.

Camp Katowee - Summer 2018 [7/7/2018] Events Registrations Registrants Security Occurrences More -

Add

2. Enter criteria to find an individual you would like to add and then click the Go button.

Filter By Campus

[ Include Inactive and Pending Records

First Name

lin

Last Mame

bro

Advanced Search Cancel

3. Select the individual and then click the Select button.

263



(® experiencedev.arenachms.com/default.aspx?page="148pllD=ctl06_ctl06_stEventTabs_ctl20_ihP...

First Name: lin
Last Name: bro

Search Again

L Select Name Status Campus Gender Age Home Phone Distance

from ArenaCh

] Ea] Brown, Linda Member F L0 (901) 555-2320

Select and 5earch Again Cancel

4. Notice that the individual is now listed on the Registrations tab. Click the Add New
Registration & icon to add more registrations or click the Delete 1 icon to remove a
registration.

Camp Katowee - Summer 2018 [7/7/2018] Events Registrations Registrants Security Occurrences More -

Registered By Registrants Total Total Applied Remaining Created Confirmation
Cost Payments Payments Balance Sent

[za] Brown, Michelle 1 $100.00 $0.00 $0.00 £100.00 10/10/2017 1:02 PM il

Page: 1 of 1 Page Size:| 100 Refresh | 1 Registration(s) m' a DA @

NOTE: Action icons are located at the bottom right-side of the Registrations tab. These icons can
be used to perform a Word Mail Merge, Send Email, Send Text Message, or Export Data to Excel
to help you communicate with the Registrations.

Registration Details Page



1. After a registration has been added, click on the Registration link to view the Registration
Details page.

Registrations

Registered By Registrants Total Total Applied Rg
Cost Payments Payments
(al Brown, Linda 1 $100.00 £0.00 £0.00
Il
I
Page: 1 of 1 ﬂge Size:| 100 Refresh = 1 Registration(s)

2. The Registration Details page appears. From here, you can change the Registration by
clicking the Search - icon. There are four tabs on this page.

 Registrants: Use this tab to display all registrants for this single registration. You can also
delete existing registrants or add more registrants for a registration. (For example, to
register two children by a parent, add the parent on the Registration tab then delete the
parent as a registrant and add both of the children as registrants.)

« Payments: Use this tab to enter payments for each registrant for this registration.
« Communications: Use this tab to send the registration email to the registering person.

o Cost Details: Use this tab to display the payment details for each registrant.



Registration Details

Event Registration

Registered Linda Brown = __ This Event Including

By Sub-Events

Created 10/12/2017 11:00 AM Total Cost $100.00 $100.00
Total Paid 50.00 $0.00
Balance $100.00 $100.00

Registrants Payments Communications Cost Details

Name Age Gender Home Phone Status Emergency Contact Cost Applied Difference Notes/Activity
Payments

[zl Brown, Linda 50 F (901) 555-2320 Connected $100.00 $0.00 $100.00 il

Page: 1of 1 Page Size:| 100 Refresh | 1 Registrant(s) m, & DA

Registrants tab

The Registrants tab displays the registrants that are assigned the Registration along with some
details about each registrant such as the phone number, payment information, and any custom
fields (e.g. Emergency Contact).

Name Age Gender Home Phone Status  Emergency Contact Cost Applied Difference Motes/Activity
Payments

[Za] Brown, Michelle 17 M (901) 555-2321 Connected $250.00 $0.00 $250.00 o

[Za] Smith, Laura 18 F (901) 555-2303 Connected $250.00 $0.00 $250.00 i}

Page: 1of 1 Page Size:| 100 Refresh | 2 Registrant(s) m & DA

The following actions can be taken on this tab:
« Click the Delete 1l icon to remove a registrant.

o Click the Registrant Name link (e.g. Brown, Michellz) to make modifications to a registrant's
registration information.

« Click the Add New Registrant & icon to add more registrants under this registration.

« There are also action icons listed at the bottom which allow you to do a Word Merge @,



email B%, or Excel export B for the registrants listed on this tab.

e Click on the Age, Gender, Home Phone, Status, Cost, Applied Payments, Difference,
or Notes/Activity header to sort the list of registrants by that header.

Payments tab

The Payments tab displays your payment details and allows you to add new payments by either
clicking the Add link if no payments have been added or by clicking the Add New Transaction =
icon if payments have been added.

Payments

Add

Total Amount 30.00 Total Applied 30.00 Export GL File...

This is the Transaction Detail screen where manual payments are added.

Check the Post Transaction box to post a transaction from a credit card. You can then select an
existing payment method or add a new one.

Transaction Details

Transaction Type Manual
Transaction Date 10/9/2018

Payment Type
Amount 0.00
Transaction Detail

Post Transaction

Apply To Levi Norris

Full Payment - $10.00
Applied $0.00
Remaining $0.00

Motes

Below is an example image of how the Payments tab displays after adding a payment. Notice



there is also an Export to Excel L& icon that can be used to export your payments to an Excel

spreadsheet by clicking this icon.

Registrants Payments Communications Cost Details
Transaction Transaction Payment Payment Transaction Amount Applied Motes Created Exported
Date Type Type Method Detail Amount
10/12/2017 Manual Deposit  Check 3 $100.00 $100.00 10/12/2017 By Matthew Hascher 'ﬂ
Page: 1 of 1 Page Size:| 100 Refresh | 1 Transaction(s) a
Total Amount $100.00 Total Applied $100.00 Export GL File...

Export GL File

Click the Export GL File button and enter the specifications for the export file. When finished
entering the specifications for the file, click the Export button to export the file.

Export GL File

Description

Company #

Fund #
Journal Type
Accounting Period

Date

Bank Account #
Revenue Department #
Revenue Account #
Project Code

Amount

Camp Katowee - Summer 2018: Week 1 [7/7/2018]

001

030

Accounts Receivable

10

10/12/2017

_4)_

10100

22

53210

CK2018

$100.00

Communications tab

Some registrants may want all the emails concerning this event be sent to a specific email address,
which may not be the email address on the Person Detail page. This tab allows you to specify an



email address for all communications with the registration concerning this event.

« Communication Email: Enter the event specific email (if applicable) for this registrant and
then click the Save button.

+ Registration Confirmation: Click the Send button to send a confirmation email to the
registration. (The specifics of the Confirmation message can be modified on the Event Tag
> Edit Details > Registration > Communication tab.)

Communications

Enter the email address that all communication specific to this event should be sent to. You can also
resend a confirmation or reminder, and view any eTickets if any of these options are enabled for the event.
Communication Email Save

Registration Confirmation Send

Cost Detalls tab

The Cost Details tab displays the detail cost information for each registrant.



Registrants Payments Communications Cost Details

Laura Smith

Cost Qty Sub Total Discount Total

Deposit £50.00 $50.00 £50.00
T1f2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

First Payment $100.00 $100.00 $100.00
Tf172018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Final Payment £100.00 £100.00 £100.00
7772018 - 7/13/2018 : Camp Katowes - Summer 2018: Week 1

Total Cost for Laura $250.00

Michelle Brown

Cost Qty Sub Total Discount Total

Deposit £50.00 §50.00 £50.00
7772018 - 7/13/2018 : Camp Katowes - Summer 2018: Week 1

First Payment £100.00 £100.00 £100.00
7/7/2018 - 7/13/2018 : Camp Katowes - Summer 2018: Week 1

Final Payment $100.00 £100.00 $100.00
TI2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Total Cost for Michelle $250.00

Registrants tab

The Registrants tab displays all registrants regardless of which Registration they are under. The
"Registered By" column lists which Registration this registrant is under.

There are filters for First Name, Last Name, and the Status check boxes. Some details about



each registrant such as the phone number, payment information, and any custom fields (e.g.
Emergency Contact) are listed on the grid.

Registrants [5] More -
Y Filter
First Name ¥ In Process
¥ Connected
Last Name

#| Inactive
Apply Fiter
Name Age Gender Home Phone Registered By Status  Emergency Contact Cost Applied Difference Notes/Activity
Payments

Baker, Philip 16 Y] (901) 555-2311 Sanders, Edward Connected £250.00 $50.00 $200.00

[=a] Brown, Michelle 17 M (901) 555-2321 Brown, Linda Connected £250.00 $50.00 $200.00

[Za] Hernandez, Bobby 17 M (901) 555-2352 Sanders, Edward Connected $£250.00 $50.00 $200.00

[Za] Sanders, Keith 16 M (901) 555-2402 Sanders, Edward Connected $250.00 $50.00 $200.00

[Za] Smith, Laura 18 F (901) 555-2303 Brown, Linda Connected $250.00 $50.00 $200.00
Page: 1 of 1 Page Size:| 100 Refresh | 5 Registrant(s) : ii DAl

The following actions can be taken on this tab:
o Click the Registrant Name link (e.g. Sznders, Keith) to view the Registrant Details page.
« Click the Registration Name link (e.g. Sanders, Edward) to view the Registration Details page.

« Action icons are listed at the bottom which allow you to do a Word Merge &, Bulk Update i
, email 2%, or Excel export B for the registrants listed on this tab.

o Click on the Age, Gender, Home Phone, Registered By, Status, Cost, Applied
Payments, Difference, or Notes/Activity header to sort the list of registrants by that
header.

Registrant Detail Page

After clicking the Registrants link, the Registrant Details page appears. The Registrant Details
page lists information about the Registrant at the top of the page and there is a link to the Person
Details page (e.g. Ferson Details ) and also a link to change the registrant (e.g. ©hange the Registrant),

There are 5 tabs at the bottom of the page: Sub-Events, Custom Fields, Fees/Discounts,
Status/Notes, and Activity.



Home / Tags / Camp Katowee - Summer 2018: Week 1 / Registration / Keith Sanders

Camp Katowee - Summer 2018: Week 1 [7/7/2018] - Keith Sanders

Event Registrant

To update any of these fields, you must use Person Details to update the Photo
existing registrant, or you can Change the Registrant to a different person.

First Name Keith

Last Name Sanders

Email KeithSanders@Example.com

Address 515 Aspen Lane Cordova TN 38016

Home Phone (901) 555-2402

Work Phone

Cell Phone

Sub-Events Custom Fields Fees/Discounts Status/Motes Activity

Sub-Events

The Sub-Events are listed as check boxes. Check the sub-events that the registrant has select to
attend.



Sub-Events

Select which sub-events (if any) this person is attending.

Monday, July 09, 2018
# 10:00 AM - 12:00 PM : KICKBALL (a.m.)

= 2:00 PM - 4:00 PM : KICKBALL (p.m.)

Tuesday, July 10, 2018
I# 10:00 AM - 12:00 PM : DODGE BALL (a.m.)

# 2:00 PM - 4:00 PM : DODGE BALL (p.m.)

Wednesday, July 11, 2018
) 2:00 PM - 4:00 PM : CHEER LEADING (p.m.)

# 2:00 PM - 4:00 PM : FOOTBALL (p.m.)

Thursday, July 12, 2018
1 10:00 AM - 12:00 PM : FISHING (a.m.)

¥ 2:00 PM - 4:00 PM : FISHING (p.m.)

Custom Fields

The Custom Fields tab is an optional feature to the registration process. Custom Fields are setup
on the Edit Details > Registration > Fields > Custom Fields section of the Event tag. Although
using Custom Fields is optional, a custom field can be marked as required.

Custom Fields

Below are the custom fields (if any) that have been defined for this event, and the values specific to this registrant.

Sanders, Edward [IJ | ... Emergency Contact

Fees/Discounts
The Event Costs, Additional Fees, and Discounts are displayed on the Fees/Discounts tab. Click
the Edit (¢ icon to make changes to an Additional Fee and select a Discount as appropriate for the

registrant.



Sub-Events Custom Fields Fees/Discounts Status/Motes Activity

Event Costs

The cost(s) of this event are listed below. If the "Current Event Cost" and the "Cost to Registrant” amounts are not equal, this is
because either the cost of the event has changed since this registrant was added to the event, or the amount has been overriden for
this registrant.

Description Payment Discount Fully Amount
Date Applies Paid Paid
Deposit ($50.00) 10/12/2017 ¥4 1" 4 $50.00

T/T/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Wesk 1

First Payment ($100.00) ¥ 4 $0.00
T/7/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Final Payment ($100.00) 4 $0.00
T7/7/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Additional Fees
Any additional fees for this event are listed here. The type can be updated for the registrant. The quantity can be updated if no
payments to the fee have been made yet. The amount reflects the cost of the fee at the time this registrant was added to the event.

Fee Type Quantity Payment Discount Fully Amount
Date Applies  Paid Paid
Archery (510.00) 0 s0.00 (&

T/T/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Wesk 1

Paintball ($20.00) 0 s000 (&
T7/7/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Discounts
Any discounts that apply for this registrant. The early bird and group discounts where determined automatically when the registrant
was added, however, they can be overriden.

7/7/2018 - 7/13/2018 : Camp Katowee - Summer 2018: Week 1

Early Bird Discount ¥ $50.00 per eligible fee/cost
Group Discount 0 20,00 %
Discount Code

Status/Notes

The Status of a registrant is set to "Connected" automatically. You can use the drop-down to set
the status to either "In Process" or "Inactive" if that is appropriate for the registrant. Enter any
notes as appropriate for the registrant.
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Status/MNotes

Update the status to reflect this registrant’s current status in this event. You can also enter any notes
about the registrant or their registration.

Status Connected

Notes This is Fastor Sanders son.

NOTE: Other Status options can be set on the Administration > Tag Member Status page by
assigning the Status Category to "A". The "In Process", " Inactive" and any Status set to "A"
display on Status drop-downs for Personal, Ministry, and Event tags.

Activity tab

The Activity tab displays the activity for this event that occurred in regards to the registrant. For
example, when the registrant is added to the tag, an Activity Note is automatically created. Click
the Add Activity Note button to add other activity information such as a phone call, email,
personal correspondence, or other information.

Activity

Below is the activity that has occurred with this registrant. Activity that is specific to this event is highlighted. You can add new activity by
clicking the icon at the bottem of the list.

Activity

Created By Events MNotes
Type
1041252017 Matthew Camp Katowee - Summer 2018 5tatus Member added to 'Camp Katowee - Summer 2013: Week 1'
317 PM Hascher Week 1 Change as 'Connected'.
Add Activity Note

After making any changes to the Registrants page (including the Sub-Events, Custom Fields,



Fees/Discounts, Status/Notes or Activity tabs), click the Save Changes button.

Save Changes ‘h Cancel |

Security tab

The Security tab is used to control who has rights to view and edit a tag. The users and roles are
listed on the Security Tab along with the Current Permissions listed on the right-hand side.

Current Permissions

Staff Members [role] View, Edit People, Edit Registration
Mary Sanchez [person] View, Edit, Edit Registration, Edit People, Edit Security, Allow
Refunds

Edit Security Cascade Permissions

Setting up Security

Click the Edit Security button to setup or modify the security permissions for a tag.

Edit Security

The security access is divided into 6 check boxes: View, Edit, Edit Registration, Edit People, Edit
Security, and Allow Refunds.

View: This access allows users to the view the tag.

o Edit: This access allows users to edit the tag details.

« Edit Registration: This access allows users to edit Event Registration information. This
option is only available for Event Tags.

o Edit People: This access allows users the ability to edit people in the tag.
o Edit Security: This access allows users the ability to edit security for the tag.

« Allow Refunds: This access allows users the ability to process refunds. This option is only
available for Event Tags.

Each security role or user can be assigned security access independently of each other. For



example, you can set the Security Role of "Staff Members" to only have View, Edit
Registration, and Edit People access to an Event tag.

Security Permissions
Security Template (no template)

| Additional Custom Security
Custom Security

Available Roles [Select Role] Add Role | Add Person...

Current Roles/People

Staff Members [role] .

Remove Role

Access Allowed for Sta o view

Members ) Edit
¥ Edit Registration
¥ Edit People
L Edit Security

! Allow Refunds

Or, you can set a user such as the Event Director (e.g. Mary Sanchez) to have all (View, Edit,
Edit Registration, Edit People, Edit Security & Allow Refunds) rights to an event tag.



Security Permissions

Security Template (no template)

¥ Additional Custom Security
Custom Security

Available Roles [Select Role] Add Role | Add Person...

Current Roles/People Staff Members [role] =

Mary Sanchez [person]

Remove Person

Access Allowed for Mary ¥ View

Sanchez ¥ Edit
¥ Edit Registration
¥ Edit People

¥ Edit Security
¥ Allow Refunds

IMPORTANT NOTE: Be sure you always have at least one user or security role in this list with at
least View and Edit Security permissions. Removing all users with View permissions from this list
causes this to be a "lost" tag that no one can view. And, removing the Edit Security permissions
prevents you from making any further changes to the security of this tag. (If no user is able to see
the edit security tab, a global administrator will need to come and fix the security.)

Cascade Permissions

Click the Cascade Permissions button to overwrite the Current Permissions on all child tags with
the Current Permissions assigned to the tag you are currently viewing. After clicking the Cascade
Permissions button, you can go to any of the child tags and further customize the permissions if
you want.



Current Permissions

Matthew Hascher [person] View, Edit, Edit Security, Edit People, Edit Registration, Allow Refunds
Staff Members [role] View, Edit People, Edit Registration
Mary Sanchez [person] View, Edit, Edit Registration, Edit People, Edit Security, Allow Refunds

Edit Security Cascade Permmissions @

Because child tags automatically inherit the Current Permissions of a parent tag when the child tag
is being created, the Cascade Permissions feature is normally used to assure there is a consistent
security on all child tags after the parent tag security has been modified.

NOTE: If you are on the last level of a tag tree, the Cascade Permissions button effectively does
nothing because there are no child tags under it to cascade the permissions to.

Occurrences tab

You can use Occurrences to track attendance and meeting dates (just like Group Occurrences). A
future occurrence needs to be created in order to use the on-line registration.

1. Click the Add New Occurrence &l icon to add a new occurrence.

2. Click the Generate Multiple Occurrences button to add multiple occurrences.

Occurrences More

) Only display occurrences where check-in is currently active

MName Attendance Start End Location MNotes

Week 1 -July 7 200 T/7/2018 8:00 7/13/2018 11:00 Camp Katowes This is the 1st week of Summer ﬂ
AM AM Campground Camp.

Page: 1 of 1 Page Size:| 100 Refresh 1 Occurrence(s) a

Generate Multiple Occurrences

3. Below are the fields available when adding a hew occurrence.

o Attendance Type: Select an Attendance Type to associate with the event. See Check-In
for more information on Attendance Types. This is a required field.



Name: Enter a name for this occurrence.
Location: Enter the location for the event.
Area: Select the area for the event.

Start/End Dates: Enter the start date and end date for the event. If this is a multi-day
event, create an occurrence for each day. The times display with the event on the Arena
calendar.

Check-In Location: If using Arena Check-In for the event, select a Check-In location.

Check-In Start/End: If using Arena Check-In for the event, enter the start and end dates
and times for check-in to be available for this event.

Membership Required for Check-In: If using Arena Check-In, select this check box to
limit Check-In to registrants only. Selecting this option overrides the age criteria.

Occurrence Closed: If using Arena Check-In, select this check box to close.

Head Count: If not using Arena Check-In, enter in a head count for this Occurrence. Head
Count overrides any Attendance calculated by the system. Head Count does not affect
Check-In Room Ratios.

Notes: Enter notes for this occurrence, if desired.



Home / Check-In / Attendance Type Categories /| Occurrence Detail

Week 1 - July 7

Allows an attendance occurrence to be modified

Attendance Type Attendance from Groups and Tags - Attendance from Tags

Name Week 1 - July 7

Location Camp Katowee Campground

Area

Start Date/Time T/TI2018 8:00 AM ©
End Date/Time 7/13/2018 11:00 AM ©
Check-In Location Camp Katowee Campground - Administration Building - Registration Desk ‘

Check-In Start

‘ 7/712018 §:00 AM ‘ | ®
Check-In End ‘ 7/7/2018 2:00 P ‘ | © ‘
Membership Required for O
Check-In
Occurrence Closed O
Head Count 200
Motes

This is the 15t week of Summer Camp.

Occurrence dates and times display on the Event calendar of your Arena-managed website. For

more information about occurrences, see the Check-In > Occurrences page.

4. Click the Update button to save and close the window.

Attendance Summary tab

This tab displays a summary of occurrences for all registrants assigned to an Event tag. There are
filters that control which records display on this tab.

1. Click the Filter bar to change the date range or other criteria.

Y Filter @

Report From: 2016-09-14




2. After setting the Filter criteria, click the Apply Filter button.

Y Filter

First Name

First Name

Report From 9/1/2016 To| 9/29/2017
Gender All

Occurrence Name i

3. The Attendance Summary grid lists the registrants that have been checked-in or marked as
attended and match the Filter criteria specified. Click the Name link to view an abbreviated
personal information page.

U Name Home Phone Gender Birth Week 1-July 7 Age First Time Last Time  Total
Date 7/7/2018

) [a] Baker, Philip (901) 555-2311 M 11/5/2000 ' 16 T/7/2018 T/7/2018 1 100 %
J [Zal Brown, Michelle (901) 555-2321 M 8/31/2000 ' 17 T/7/2018 T/7/2018 1 100 %
J  [Eal Hernandez, Bobby (901) 555-2352 M 6/5/2000 ' 17 T/7/2018 T/7/2018 1 100 %
) [Za] Sanders, Keith (901) 555-2402 M 9/29/2001 ' 16 T/7/2018 T/7/2018 1 100 %
) [Za] Smith, Laura (901) 555-2303 F 7/4/1999 ' 18 T/7/2018 T/7/2018 1 100 %
Page: 1 of 1 Page Size:| 100 Refresh = 5 Person(s) m ii DA

NOTE: Registrants can be marked with attendance on the Occurrences tab by using either the
"Quick Entry" or "Manual Entry" tabs.

Action icons

Action icons are located at the bottom right-side of the Attendance Summary grid. These icons can
be used to perform a Word Mail Merge, Bulk Update, Send Email, or Export Data to Excel. After
selecting members from the list, click the corresponding icon.



0 &= @)

Transactions tab

The Transactions tab allows you to filter transactions, view the transaction details, and export the
transactions to a General Ledger file (GLTRN200.txt).

Filter

Enter your filter criteria under the Filter bar heading and then click the Apply Filter button to list
the corresponding transactions.

Y Filter

From 10/1/2017 Transaction
Detail

Through 10/31/2017 Transaction

First Name Type
Payment

Last Name Type
Payment
Method
Export Not Exported
Status

Apply Filterb

View Transaction Details

1. Click on a Transaction Date link to view the transaction details.



Transaction Transaction Payment Payment Transaction Amount Applied Registration Registrants Notes Created Exported

Date Type Type Method Detail Amount

10/17/2017 Manual Partial Check Check #3028 $200.00 $200.00 Brown, Linda Smith, Laura 10/17/2017 By Matthew Hascher ]ﬁ'
Payment Brown, Michelle

10/17/2017 Manual Partial Check CK#2354 $200.00 $200.00 Brown, Linda Smith, Laura 10/17/2017 By Josh Flippen m
Payment Brown, Michelle

1041 6{2& 7 Manual Partial Cash 5 $300.00 $300.00 Sanders, Edward Baker. Philip 10/17/2017 By Matthew Hascher ﬂ
Payment Hernandez, Bobby

Sanders, Keith
Page: 1 of 1 Page Size: Refresh | 3 Transaction(s)

Total Amount 5700.00 Total Applied 5700.00 Export GL File...

2. After clicking the Transaction Date, the Transaction Details page displays. Click Update button
after making any changes or click the Cancel button to exit this page.

Transaction Details

Transaction Type Manual

Transaction Date 10/16/2017
Payment Type Partial Payment
Payment Method Cash

Transaction Detail 5

Apply To

Philip Baker (PAID) Deposit - $50.00

Bobby Hernandez (PAID) Deposit - $50.00

Keith Sanders (PAID) Depaosit - $50.00

Applied $0.00
Remaining £0.00
MNotes




Export Transactions

Transactions for Event tags can be exported as a General Ledger file (GLTRN2000.txt). The file can
then be placed in the v.5 data directory and imported into the General Ledger module when
navigating to the Journal Entry page.

1. From the Transaction tab, click the Export GL File button.

Export GL Fileiﬁ

2. Enter the specifications for the export file and then click the Export button when finished.

Export GL File

Description Camp Katowee - Summer 2018: Week 1 [7/7/2018]
Company # 001
Fund # 030

Journal Type Accounts Receivable

Accounting Period 10

Date 10112/2017
Bank Account # 10100 _(#_
Revenue Department # 22

Revenue Account # 53210

Project Code CK2018

Amount %100.00

Documents tab

1. To add a document, click the Add Document button.



Profile Documents

Add Document 4115

2. Specify the File location and then click the Save button.

NOTE: There are optional fields for the Type, Title, and Description.

Tag Document

Type Word Document

Title

Description

File Crag a file into this area or
Choose File | BUDGET .. docx

Cancel Save

3. After a document is added, you have the following options:

« Click the Edit (¢ icon to make changes to the Type, Title, Description, or File Location.

¢ Click the Delete il icon to remove the document.

Profile Documents

Budget 4 %
(9/13/2017)

| Rermowe this Document i




Considerations for Event Tags

Considerations when using Events:

One discount can be applied per registrant.

Use the My Registrations module to enable the ability for registrants to make additional
event payments.

Considerations when using Sub-Events:

Each sub-event has its own name, start time, end time, etc. Only sub-events with
valid/current dates are available. So if the event runs longer than a sub-event, only available
sub-events display.

Custom Fields are only available for a parent, not for the sub-events.

Each sub-event can also have its own costs, fees, and discounts.

You can set registrant limit for each sub-event.

The user makes one payment for multiple events when registering.

Sub-events cannot have sub-events. You can only create one level of sub-events.

This feature assumes the Registration and the Registrant are the same person, e.g., Bob
Smith is registering for the Men’s Conference AND two breakout (sub-events) sessions.

Considerations when using RSVP Events:

This is a great option when you want to enable one person to register but specify if they are
bringing additional people without completing a registration e-form for additional registrants.

> Payments are accepted.
> Discounts are not available.
> Sub-events are not available.

Arena adds only the person registering for the event to Arena.
Total registrants are subtracted from the Maximum number allowed, if used.

If the goal is to enable registration and allow one person to ‘block tickets,” consider using an
RSVP Event with the Anonymous registrant options.

As you begin to implement Arena Event Tags for the purpose of online registration, it is
beneficial to understand how Arena attempts to match event registrants with existing



records:

> Arena attempts to match records based on last name, first name and birthdate, in
this order.
> If the registrant enters a first and last name and a birthdate, Arena checks any

current registrants and make sure there is not an existing record for the person. If the
registrant does not enter a birthdate, this check does not happen.

> If the registrant enters a first and last name, Arena looks in the logged in person’s
family for a matching name.

> If the registrant enters a birthdate that matches an existing record, Arena searches
the database for someone with the same name and birthdate.

> If Arena finds a match and the person is not a registrant, Arena adds the record as a
registrant and to the database.

> If Arena finds a match, Arena adds the person as a registrant and updates fields such
as address, phone numbers and email addresses and birthdate. A complete MMDDYYYY
date format is required for the birthdate.

Manually Add a Payment for a Registration

The following steps guide you through the process to manually add a payment for a Registration.

1. From the Tags menu, click the Event Tags option and then click on an Event link.

ﬁ Membership < Home / Tags / Event Tags
# Groups
Events

W Tags Classes and Events

Personal Tags

Ministry Tags Y Filter

Serving Tags Search In : All Events

Event Tags
9® Volunteer Tracking .

Active Only
T:} TR TR a Subscribe Name When  Active Events Total Members
Camp Qatcxﬁ - Summer 2018: Week 1 7/7/2018 V] 8 5 ﬁ_i
< I"L <

@ sports Camp Katowee - Summer 2018: Week 2 7/14/2018 @ el
& Communications < Page: 1of 1 Page Size:| 100 Refresh | 2 Events(s) \“3

), Prayer




2. Select the Registrations tab.

.r'\-\..l

Camp Katowee - Summer 2018: Weelk 1 [7/7/2018] Events Fie;i::@ji-:“s [

:

3. Click the Name link for the registration that you want to process a manual payment.

Registered By  Registrants  Total Total Applied Remaining Created Confirmation
Cost Payments Payments Balance Sent

[Za] Brown, Lin 2 $500.00 $100.00  $100.00 $400.00 10/12/2017 11:00 AM

[za] Sanders, 3 §750.00  $450.00  $450.00 £300.00 10/12/2017 3:16 PM

Edward

Page: 1of 1 Page Size: 100 Refresh | 2 Registration(s) m & DA] @

4. Select the Payments tab.

Registrants FE}'I"‘EFEE-@ |

5. Click the Add New Transaction & icon.

Registrants Payments Communications Cost Details
Transaction Transaction Payment Payment Transaction Amount Applied Notes Created Exported
Date Type Type Method Detail Amount
10/12/2017 Manual Deposit  Check 3 $100.00 $100.00 10/12/2017 By Matthew Hascher «
Page: 1 of 1 Page Size:| 100 Refresh | 1 Transaction(s) %
N
Total Amount 5100.00 Total Applied 5100.00 Export GL File...

6. The Transaction Details page appears. Enter the appropriate payment information and then
click the Update button.



Transaction Details

Transaction Type Manual
Transaction Date 101712017
Payment Type Partial Payment
Payment Method Check
Transaction Detail Check #3028
Post Transaction ¥
Apply To
(PAID) Deposit - $50.00
¥ First Payment - $100.00
Laura Smith [ Final Payment - $100.00
(PAID) Deposit - $50.00
¥ First Payment - $100.00
Michelle Brown [ Final Payment - $100.00
Applied 5200.00
Remaining $0.00
MNotes

UpdatE‘“ Cancel

Apply a Refund

Before covering the steps to process, let’s cover some basics:

e You can apply refunds to full cost payments, not additional costs, paid via a payment
gateway processor, not manual.

e You can apply a refund to exported transactions.

e For manual refunds, delete the payment.



e You cannot delete Registrations with applied payments.
e You can process multiple refunds for the event cost.
e You can also create discounts to reflect partial refunds or credits.

e You cannot export refunds of transactions that have been exported but you can make a
manual entry in Shelby v.5 General Ledger after processing the refund in Arena.

The following steps guide you through the process of applying a refund to a payment made
through the Member Responsive portal.

1. From the Tags menu, click the Event Tags option and then click on an Event link.

W Membership Home / Tags / Event Tags
# Groups
Events
W Tags Classes and Events
Personal Tags
Ministry Tags Y Filter

Serving Tags Search In: All Events

Event Tags

O \olunteer Tracking

Active Only
¥} Promotions Subscribe Name When  Active Events Total Members
Camp {atcxi'uﬁje - Summer 2018: Week 1 7/7/2018 ] 8 5 ﬁ_f
& sports Camp Katowee - Summer 2018; Week 2 7/14/2018 & & @
= Communications Page: 1of 1 Page Size:| 100 Refresh | 2 Events(s) \‘6

@, Prayer

2. Click the Registrations tab.

Registrations [3]

3. Click the Name link for the registration that you want to process a refund.



Registered By Registrants

[za] Brown, Linda 2

[za] Hascher, Ma{ﬂﬁew

4. Select the Payments tab.

Fegistrants Payme rr.s&j

5. Click on the Transaction link that you would like to refund.

Registrants 