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1 Overview

1.1 What Is JH Connect

JH Connect is the private computer network for Jesus House for All Nations. It is used to share
information within the Jesus Houses information and communication infrastructure in a private
and secure manner. Like the current Jesus House Website, it is built using Internet
technologies, but it is a private network whereby only private and authorised individuals are able

to access and share information. Hence it is an Intranet.

JH Connect is designed to be used only by members of the Jesus House workforce. The
workforce typically consists of members (i.e. the Jesus House workforce) and
Workers/Volunteers (members of staff that are actually located at the Jesus House Church

Office in Brent Cross).

A lot of functions that are normally performed within Jesus House can be performed on JH
Connect. These include booking meeting rooms, special announcements to the workforce,
accessing the Jesus House workforce calendar, amending workers status, starting up
communication groups within the Jesus House workforce, creating projects and much more.

Ministries and departments in Jesus House can also have their own group areas and members
of the workforce can be part of a group. JH Connect has been set up in order for there to be an

enhanced customer experience when contacting Jesus House.

We advise that all users register and set up their accounts on JH Connect.



2 Starting Up

JH Connect can be accessed from the Jesus House Website. However, it is important that all
users amend their usernames on the Jesus House Website. If you do not already have an
account on the Jesus House Website, then you will not be able to Log on to JH Connect.

To access JH Connect, you either have to:

e Edit your existing Jesus House Website account or
e Create A New Jesus House Website account

2.1 Editing your existing Jesus House Website account

Editing your existing Jesus House Website account can only be performed from your User
Profile. If you have already an existing Jesus House website account, then you will need to
amend it. All existing website users will need to amend their usernames to the following format
username.surname (for example Opeyemi Emmanuel must now be changed to
“Opeyemi.Emmanuel”). Please note: usernames are case sensitive. To edit your Jesus House
Website account, please perform the following actions:

e Log On to the Jesus House Website by typing the following details into your website

browser:

& Jesus House - Windows Internet Explorer -

QT « e mrmmre=——m




® Once the Jesus House Website fully launches, click on the “Log In” Button (located to

the Top right of the screen)

¢ You will now be brought to the user account page. Here you will need to enter your

original Jesus House Website Account detail so as to access your profile area.

User Account

Create new account Log in Request new password
Username: *
Cpeyemi Emmanuel
Entsr your Jesus Houss username, Please enter your user original
Password: * username and password, and

then click on the “Log In” Button

Enter the password that accompanies your username.

f- Log in using OpenlD

Sign in with Windows Live ID

* You will now be brought to your Profile area where you would be able to change

your username. To change your username select the “Edit” Tab from the list.

e The Account Information fields will now be available with your existing username.
Edit your existing your username by clicking on the “Username” field and changing
the Username in the following format — name.surname. For example opeyemi

emmanuel should now be changed to opeyemi.emmanuel.



Home » My account »

Opeyemi.emmanuel

View Edit Files LDAP Identities OpenlID identities Orders

Windows

Account

Live Indentity Twitter Contact Signups

Us=er Profile My newsletters

Account information

Username: *

E-mail address: *

okunocren@hoetmail.com

A wvalid e-mail address, All e-mails from the system will be sent to this address, The e-mail address is not made public and will

only be used if you wish to receive a new password or wish to receive certain news or notifications by e-mail.

Once you have amended your Username, please scroll down to the bottom of
the page and click on “Save”. You have now updated your username to the

correct format.

The final step in this process is to send an email to
itsupport@jesushouse.org.uk with the following request: Subject: Please add
me as a JH Connect User — “name.username”. Once I.T. receives this request,
your account will be set up to access JH Connect and an email will be sent
back to you advising you on how to access JH Connect. Please note — only
known members, volunteers and workers (members of the church

administration office) can have access to JH Connect.

2.2 Creating a New Jesus House Website account

It is necessary for all users that want to access JH Connect to have a Jesus House Website
account; initially created on the Jesus House Website. To create a Jesus House Website
account, please perform the following actions:

e Log On to the Jesus House Website by typing the following details into your website

browser:



€& Jesus House - Windows Internet Explorer - '-

€)@ oo sushouse o0

® Once the Jesus House Website fully launches, click on the “Register” Button (located

to the Top right of the screen)

¢  You will now be brought to the User Account Creation Page. Please complete the
following fields: Username (enter in the following format: name.surname), Password
(yvour password must start with a Capital letter and contain a combination of
alphanumerics), Profile Name (this can be anything that you wish to be known by

although we recommend that you keep it similar to your username)

Home » User account »
User Account

Create new account Log in Request new password

Account information

Username: *
John Thompson o

Spaces are allowad; punctuation is not allowed except for periods, hyphens, and underscoras,

E-mail address: *
Thompson@hotmail.com

A valid e-mail address. All e-mails from the system will be sent to this address, The e-mail address is not made public and will

only be used if you wish to receive a new passwaord or wish to receive certain news or notifications by e-mail.

Profile Name: *
John Thompson

¢ The next step is to click on the checkboxes for Newsletters. Newsletters are emails
that will be sent to you as a Jesus House website user. Although these are optional,

we recommend that you click on both checkboxes.

Mewsletters
[ Subscribe to E-Word from Jesus House

] Subscribe to Weekly Updates from Jesus House



Finally, complete the field in the “Captcha” section. Captcha is used as a security
measure to prevent computer systems from automatically creating accounts. As a
user, all you need to do is enter the text that is displayed on the screen exactly how
you see it. If you make a mistake, you will have to enter all details again so please do
ensure that you type in the correct text. Alternatively click on the Audio Button so as
to hear the exact words or numbers that the text represents. If a space is displayed in
the Captcha text box, then a space is required in the text box field. This is displayed

in the image below:

@

lin whitaker

olz/0]

Create new account

Once this is done, click on the “Create new account” button. If all fields were entered

correctly then you will see the following message:

Your password and further instructions have been sent to your e-mail address.

This means that your account has been created, but you will still need to respond to
some further actions. These further actions have now been sent to the email address
that you entered during the User Account creation process. If you are using a
Hotmail, Yahoo, AOL or Gmail account, it is quite possible that this email has been
sent to your “Junk” Mail folder. Please Log into your Email Account and locate the
email that has been sent by Jesus House. The email will contain a URL Link as well as
a password for you to enter. Please follow all instructions contained in the email and

you will be able to Log in with these details

The final step in this process is to send an email to itstaffs@jesushouse.org.uk with

the following request: Subject: Please add me as a JH Connect User -

“name.username”. Once L.T. receives this request, your account will be set up to



access JH Connect and an email will be sent back to you accordingly on how to
access JH Connect. Please note — only known volunteers and members of the church

office can have access to JH Connect.

2.2.1 Log on To JH Connect

Only authenticated users are allowed to access JH Connect. Authenticated users are users that
have created Jesus House website accounts and these accounts have been upgraded by the

I.T. and ministries departments. (Please refer to sections 2.3 to create or update your Jesus House Website
account).

Accessing JH Connect can be performed as follows:

®* Log On to the Jesus House Website by typing the following details into your website

browser:

i€ Jesus House - Windows Internet Explorer -

€ | @ LN -ctp/ /oo jesushouse.org ]

® Once the Jesus House Website fully launches, navigate to the top bar and place your
mouse on the “Resources” button. This will cause a drop down to be shown with

other navigation buttons in focus. Click on the button labeled “JH Connect”

home about us events i-connect news resources contact

~ multlmema portal e-store  usefulsevices  careers &volunteers
J FOR ALL THE NATIONS Search anything GO

e After clicking on the JH Connect button you will be brought to the JH Connect Log in
Page. The Log in Page will contain a username and password field area. Please enter
your Jesus House Website username and password. When you type in your
password, dots will appear in the text field as you type. This is perfectly normal and
helps with keeping your password secure. Once you have typed in your user details,

click on the black log in button.



Please Login

opeyemi.emmanuel

Enter your JH Connect usemame

Password: *
sssssssee

Enter the password that accompanies your username.

®* Once you have logged in successfully, you will be brought to the Home Page of JH

- Log in using OpenlD

Sign in with Windows Live 1D

Connect. This indicates that you have successfully logged in. The Home page
contains announcements, groups that you belong to, the events calendar and other

functionalities that will be explained later on.

3 Navigating the Home Page

The Home Page is the first page all users arrive at once they have logged onto JH Connect.
The Home Page is divided into the following sections:

My Groups: Here, a User is able to access and select the various Groups / Ministries that
they belong to. This is performed by navigating to the Top Right hand side of the screen

and clicking on the BSE&ESE button. This will bring you to a picker with the various groups that
you or a user has been assigned to. When a user first logs in, they will only be able to
choose the “General” Group. This is because they would not have been normally assigned
to any group. Once a user has requested to join other groups and they have been approved

by the Group leader, or the group leader manually adds them to a group, then they will have

additional lists of Groups in the Groups Picker (please see Groups in section 4).



Profile: Once a user signs in to JH Connect, their username will be displayed on the Top
right hand corner. Clicking on the username allows the user to access their own profile area.

(please see Profile section in 3.1 Editing Your Profile)

Recent Activity: This is used for viewing announcements, Blog Entries, News Items and
Cases that have been assigned to users. Users are also able to access Shared Files.

Groups: These are all of the Groups (or departments and ministries) in JH Connect. Groups

can be accessed by clicking on the E Icon. When a user first signs on to JH Connect, they
will not be members of any group. By Clicking on the Icon a user has then selects on a
Group and requests to join that Group. Once approved, the user will have access to the
Groups that they have applied to join and will be able to share information with that group.

& Members

Members: The Members section can be accessed by clicking on the icon. The

Members section displays a list of all users on JH Connect.

Calendar: This calendar contains all important events pertaining to members and workers. It

is accessed by clicking on the k1“ icon. Please note: This Calendar does not necessary
contain events that are on the Jesus House Website.

Useful Link Section: The useful link section contains common routines that users would

normally carry out

Admin Links: This section allows authorised administrators and managers to perform
administration tasks on JH Connect.

News | Announcements | Award System | My Points | Survey: This is a multi tab
focus that shows members and workers in JH Connect a quick view of announcements and
news. There are also other sections like points and awards which can be used to give points
to users work abilities in Jesus House. Workers surveys can also be responded to.

Upcoming events: This is an events calendar that shows all events pertaining to the
Groups that a User is a member of. The Events are colour coded in line with the colour of
Group.
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The Home Page

3.1 Editing Your Profile

The profile function is used as a personal page for group or group members. Authenticated
users that have a JH Connect account will be able to access their profile area. The Profile
area also shows the Group and Ministries that users are members of and they are able to
view messages from these Groups and Ministries as well as alerts from the ministries
department. To edit your own Profile area the following tasks must be completed:

(Assuming the user has already logged on to JH Connect)

e Navigate to the Top Bar | Right hand side of the screen and click on your
“Username”. On doing this, you will notice that a Profile Picker will now be

displayed with the following options — “Username, Edit My Profile, My Groups, Open
ID Identities, Account Settings, Notifications, Log Out”



| . . My groups Heed help?
paevd Opeyemi.emmanuel

-

WY

Edit my profile Account settings

My groups Notifications

OpenlD identities Log out

¢ Click on the “Edit My Profile “option. You will now be brought into the Editing
Profile Area. You will also notice that the colour of the profile area has now changed
to burgundy, meaning that you are in your profile area.

e Within the profile area, complete or amend the following fields:
Your Organisation: (Please type in “Jesus House for All The Nations”)
Telephone: (“Please type Your Mobile Telephone Number”)
Address: (“Please type in your home address”)

e After you have completed this section, scroll down to the “Input Options” |
Worker/Volunteer status and tick on one of the following checkboxes:
-Volunteer
-Worker

Please note: the “Volunteer” option should be selected if you are a church worker,
and “Worker” should be selected if you are a worker that works in the Jesus House
Church Office.

e Scroll Down to the Worker status section and tick on one of the following
checkboxes:
-Worker is available.
-Worker is on break.

e Scroll down and click on the “Save” Button. When you perform this action, a
message will be displayed saying “Profile ‘Username’ has been updated”. This
indicates that the user profile has been updated with the new changes. Please follow
through with the rest of the tasks below.

e The next task is to upload your picture. Click on the “Picture” Tab and the picture
focus will now be displayed.

e Next click on the “Browse” Button and Microsoft File Explorer will be displayed
allowing you to select a picture image



e From your computers, select an Image File in the correct proportions and on
completion click on the “Save” Tab. Once you have done this, the image will now be

saved as a Username Avatar.

The Profile Section

e These are the minimal tasks that are required to personalise your profile area and it
is important that all workers update and change their User profile areas.

4 Group Administration

On JH Connect, all users are assigned to groups. A Group represents any ministry or
operational department of Jesus House. There are several Groups already created on JH
Connect and they are as follows:

- LT.

- Multimedia

- Bookshop

- Facilities

- Hospitality

- Protocol

- Evangelism

- Junior Church
- Cafe

- Front Of House
- Music

- Outreach



- Prayer

- Publications

- Transport

- Ushering

- Follow Up

- Alpha

- Jesus House Academy

- Marshalling

- Temple Keepers

- Service Management

- Ministries

- Welfare

- Kids First

- TM4-12

- RUIC

- Office Of the Senior Pastor
- Jesus House Church Office

Other groups can be created by sending a request to the I.T. department requesting a new
group to be created.

4.1 Adding Group members to existing groups

The Groups administration functionality is used by Group managers as a means of
administering the rights and permissions of users in a group. Group Managers have the ability
of adding authenticated members to their Group ministry area. For example, JH Connect
contains the "Hospitality Group, Prayer Group, Multimedia Group etc”. Once a user has been
added by the Group Manager, they receive notifications of alerts, tasks, and messages from the
Group leader.

Only Group Managers are able to add members to their Groups. Users that wish to become
members of a Group may request membership, but only the Group Manager gives the authority

for the Members to join their group.

These tasks are required for Group Managers to add group members to their Groups.

Assuming the users is on the Home Page:

e Navigate to the top right hand focus and click on “My Groups” .



Need help?

Saarch

X, Settings Create content

e This will cause the "Groups Picker" to be displayed. You then double click on the
group that you manage from the list of groups being displayed. The Group to be
selected is a group or ministry that you currently manage, but for demonstration
purposes, the communications group has been chosen.

Accounts Car Hire

Church Administration Communications Department

® You will now be brought to the Group Dashboard, showing all Group activities
relating to the group. Navigate to the right hand side of the screen and click on the
“Settings” button. The setting button will now drop down showing other choices.
Click on the choice labeled “Members”

ATRIUM

ome » Groups » Communications Department K djyemi Wy groups Heed help?

Communications Department Q Search

! & iy Setti Create content

Members
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View Al activity My threads Files
Customize features

Useful Links

Recent activity Customize layout
nt act

+ Create audio, video, gallery | View media

« Create new Survey

+ Send While You Were Out message

+ Vehicle Use: Make A Reservation | View Reservations | Check Out |

Sunday, 9 May
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¢  You will now be brought to the Members Administration section. This will detail all
users that currently have an account on JH Connect. Navigate to the 2™ toolbar and
Click on the “Add Users” Tab



Communications Department Q

A Settings ° Create content

Faces List Add new accoun|
Useful Links

¢
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n_R "'4 A 9 1 Q « Create audio, video, gallery | View media
n . S + Create new Surve
adedoyina admin.content i, e 7 .
+ Send While You Were Out message
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+ Cases: all | my | unassigned
+ Search for: Members | Workers

e Clicking on the Add User Tab displays a list of all users that have registered on JH
Connect. Some of the users may already be members of existing groups. To add a
user to the Group click on the checkbox besides the user’s name. You may need to
search for the user on the other pages, so scroll down to the bottom of the screen and
click on another page. When you have selected the user navigate back to the top of
the screen and click on the “Bulk Operations” Picker. Select the “Subscriber User
to the Current Group” and then Click on the “Execute” button. The user will now
be added to your Group.

Faces List Add new account Add users

Bulk operations

Subscribe userto the current gr
Unsubscribe user from the curry

T Hame Groups Roles
@ Adam Human resources, Evangelism, General
Djon_99@yahoo.co.uk
1
ydedina Communications Department, Accounts, General, Training Department manager

adedinai@hotmail. com

|- adedoyina Communications Department, General, CSR manager
sdedoyina@jesushouse.ong. uk
r ademola.sobogun Genersl, Prayer Department manager

princeademola@gmail.com



4.1.1 Joining an existing group

Users initially belong to the General Group until they request to join other department groups.
Once they have requested to join a group, they are then authorised by a group manager and
allowed to become members of the group. They will then be able to access that group by
choosing the group from the “My Groups” button. To join a group, users must perform the
following tasks:

(Assuming the user has already logged on to JH Connect and they are on the Home Page)

e Click on the “Groups” tab as shown below

No recent activity found.

e On clicking on the Groups tab, all the groups and ministries for JH Connect will be
shown. To Join a Group navigate to a group and click on the “Request Membership”
link (located to the extreme right of the Group)

Directory My groups Archived

Group Type Members Total posts Created Join

Accounts Woderated 3 1 17:48 Tue 3 Nov
Accounts group



e A message will be displayed saying do you want to join the group. Click on the “Join”
button.

Are you sure you want to join the group Accounts?

Additional details:

Add any detail which will help an administrator decide whether to approve or deny your membership request

u:el

e A message will be displayed saying that a request for membership has been sent.
Once the manager grants the request the user will be able to access the Group.

4.1.2 Accessing a Group

Once a user has been authorized to become a member of a Group or Groups, they can access
each Group by performing the following actions.

(Assuming the user has already logged on to JH Connect and they are on the Home Page)

e Click on the “My Groups” Button on the Top Right corner on the screen

ATRIUM

mmanuel My groups Need help?

Q Search

X, Settings = @) Create content

e Performing this action will cause the “My Groups” Picker to be displayed. Click on
the Group that the user wants to access. For demonstration purposes, the Group
Hospitality has been chosen.

. opeyemiemmanuel [TVEUSIENN  Heed heip?

General Hospitality




® Once the user click on the Group, they will be brought into the Groups landing area
giving them access to that Groups privacy setting. Please note: only authorised
members will be able to access any particular group.

ATRIUM

Hospitality

View  Allactivity ~ Mythreads  Files

Fill in Hospitality form

No recent activity found.

Check Out | Check In | Admin
| View Rooms | Admin | Admin

tions | Admin

Private Group site for Hospitality Department

5 Group Communication

5.1.1 Creating a General Announcement, News or Blog ltem

Users are able to create announcements, blogs and share news items to their fellow group
members and to the entire church departments. This can be performed as follows:

Assuming the user is in their Group (if not please refer to sections 2.6 and 2.8)

¢ Navigate to the second Icon located to the right of the “Dashboard Icon” and click on
the Icon

Home » Groups » Hospitality

Hospitality

L5

Dashboard

e The Icon will now be named “Blog” and the Blog screen will now be in focus



. . + Add Blog entry
¢ Navigate to the right of the screen and select the

this action will cause the Create Blog Entry screen to be in focus.

button. Performing

e You will now be brought to the Create A Blog Focus. Complete the following fields
- Title (Please enter the title of the announcement, blog or news)
- Body (Please complete the announcement, blog or news)

Create Blog entry
A post of this type is private. Only members of this group will be able to see it

Title: *

Body:

e Scroll down to the “Notifications” section and by using the checkbozxes, select the
Users in the group that the announcements, blogs or news is intended for. If you
are in the General Group, you will be able to send announcements, blogs or news
to all users on JH Connect. If you are sending announcements, blogs or news
from a Ministry group, then you will only be able to send the announcement, blog
or news to members in that particular group.

Notifications
admin.content bosmasn v djyemi " manager2 test

[~ Do not send notifications for this update.

e Navigate to the Vocabularies section. This is where you select the type (or
category) of announcements. Select Announcement, General or News.
Choosing one of these vocabularies forces the message to be displayed at
different locations on the screen.



Vocabularies

Blog Categories:

- Mone selected - B

- Mone selected -
{Announcement

General

Mews

Enter tags related to your post.

e Click on the Save Button. The announcements, blogs or news will be created.

5.1.2 Viewing a General Announcement, News or Blog item

Users are able to view announcements, news and blogs from a variety of locations i.e. from
the Home Page in the recent activity areas and also from their own Profile area. In the News
and Announcement tabs, the content of messages and announcements are displayed in the
order of popularity. They can be viewed by performing the following tasks:

Assuming the user is on the Home Page

e Scroll down to the Recent Activity section on the page. Here, all vocabularies of
message types will be displayed. Discussions from other Groups will also be
displayed and the Group name (and colour will be displayed)

Recent activity

Monday, 31 May

12:21  General - What |s Lorien djyemi
@ 1220 Mews - What |s Loriem djyemi
1212 Announcement - What is Lorem Ipsum djyemi
@ 12:15  General djyemi
12:06  Whatis Lorem ipsum dolor sit amet, djyemi
general 12:02  Welcome to the Intranet djyemi

e Announcements will also displayed in the Announcements tabs on the front screen
depending on how popular they become i.e. how often users view the announcement
from the Home Page or from their personal profile area.



e To view these announcements, navigate to the right of the screen | Scroll down to
the 3rd focus (News) and Click on the Announcements Tab. When you do this, the
Announcement section will now be in focus. Now check for the latest announcement.
The Announcement focus will contain the announcement previously created by the
user. To view a News ltem instead of an announcement, click on the News Tab.

MNews [REUINIREERNCEEE oyard System My Points  Survey

Title Post date

Yemi Announcement 21042010 - 19:49
whats up 18052010 - 17:45
Welcome to my blog 11/05/2010 - 21:19
watch this space 11/05/2010 - 21:46

Test Announcement 200042010 - 12:34
Wiew more

News and Announcements Focus

o News Items will also displayed in the News tabs on the front screen depending on
how popular they become i.e. how often users view the News item from the Home
Page or from their personal profile area.

ouncements  Award System My Points  Survey

Title Post date

Well what do you know!? 08052010 - 13:43

test news 1 21/04/2010 - 19:49



®* You can also view news and announcements in your personal profile area. Navigate
to the Top Toolbar and on the right hand side and click on your username.

ATRIUM e _-I: opeyemi.emmanuel My groups Need help?
* On doing this, the Account Profile Picker will be displayed. Click on your Username
Picture (i.e. the Avatar)

! IR EC N Mygroups  Need help?

zev4 Opeyemi.emmanuel
T

Edit my profile Account settings

My groups Nofifications

OpenlD identities Log out

e Performing this action will bring you to your own profile area into the view Focus.

e Scroll Down to the Blog Area. You will notice that the latest announcement will now
be contained in the Blog area — provided that the message was for your attention

and you were included in the notification list.



& Profile

View All activity My threads Files

’ djyemi okunoren@hotmail.com
L

Your Organization None

Telephone 07949552813
Worker/Volunteer Waorker
Worker status  Warker is available

Contributions £ 0

Blog

est Announcement

! diyemi 12:34 Tue 20 Apr

Tagged: Announcement
This is an announcement for the |.T. department. please ensure that you arre on the phones on time.

Add new comment

Personal Profile area showing an announcement

5.1.3 Replying a General Announcement, News or Blog item

Users are able to respond to announcements, news items or blog items that have been sent
from the General group. They will not be able to respond to these news items if they are not
members of the group, or have not been included in the notification list.

To respond to a news item click on the news item and scroll down to the lower screen area.
Here, you will be find a Post New comment section. Complete the “comment” section with
your own text. We don’t recommend that you complete the Subject field.



General

- .
Togged: Ganena

“Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do siusmod tempor incididunt ut labore et dolore magna aligua. Ut enim 2d minim veniam, quis nostred exercitation ullamco laboris nisi
ut sl 23 commodo consequat. Duis sute irure dolor in reprehenderit in voluptate velit esse cillum dolore 2u fugiat nulla pariatur. Excepteur sint oocaecat cupidstat non proident, sunt in culpa

icia desernunt moliit anim i est laborum.”™

Post new comment
Your name:
dlyeemi

Subject:

ﬂ ]

5.1.4 Creating a Message

The messages functionality is used by a group member as a means of communicating
important details and news to individual members. To send a message:

e Navigate to right hand side of the screen; locate the Useful Links section and click on
“My Message”.

Useful Links

My Messages
. 0, video, gallery | View media

« Create new Survey

+ Send While You Were Out message

+ YVehicle Use: Make A Reservation | View Reservations | Check Out |
Check In | Admin

+ Room Booking: Make a Reservation | View Reservations | View Rooms |
Admin | Admin Bookings

+ Holiday Reservation: Make a Reservation | View Reservations | Admin

+ Cases: all | my | unassigned

« Search for: Members | Workers

+ Report a Facility Fault

« Go to Virtual Office



* You will now be brought to the My Messages view, which includes sections, like
Inbox, Sent Messages, All Messages, Write New Messages.

Inbox Sent messages All messages Write new message
r Subject Participants Last Updated
r Test from Nwamaka =2 djyemi, nwamaka.cnyiuke 18052010 - 13:52
r testing [ | bosmaen, djyemi, olutade.olajitan 11/05/2010 - 20:52
r Good afternoon [ iew | Tinuke Akinbulumo, djyemi 08/05/2010 - 13:33
r Hiva =3 divemi. Tinuke. Akinbulumao 06/05/2010 - 13:30

e Click on the Write New Messages Tab. You will be brought to a focus that allows you
to compose a new message and send it to a recipient. Please note — the recipient
needs to have a JH Connect account.

e To begin composing a message, navigate to the “To” field and begin typing the
username of the recipient.

e Once a few letters have been typed, the usernames that co-relate to the first few
characters of text being typed will be shown. As soon as the correct username is
shown, click on the username. You can also send the message to multiple recipients.
Please insert a semicolon between each recipient’s details.

Inbox Sent messages All messages Write new message

To:*

o

kemi.olutunbi
korede.olunloyo
Subject:

Message:

Markdown El Formatting help



e The next step is to type text into the “Subject” and the “Message” fields. Once you have
completed these, click on either the Preview Button (so as to preview the message) or
click on the Send button (for sending the message immediately. Once you click on Send,
a message will be displayed saying that the message has been sent for the attention of
the recipient.

5.1.5 Viewing and Responding to a Message

Users can view and reply to messages that apply to them in the Inbox, Sent Messages,
and All Messages tabs. By clicking on the messages in these tabs, the details of the
messages are displayed in full. The user should navigate to the lower part of the message in
focus and then complete the “Reply to Thread” section.

MNew
Test

nmwamaka.onyiuke

Delete message Block author

Displaying messages 1-1of 1 ==

Reply to thread:

Recipients: nwamaka.onyiuke
Message:

Preview message | Send message [SEElR

6 Managing Projects and Tasks
JH Connect allows task creation as well as task management. Group leaders are able to
use JH Connect to manage tasks that users need to complete during a given time.
JH Connect tasks are called "Cases" and cases are managed using the case tracker
functionality. All cases are managed within a Project. For example, a Groups Manager can
easily create a project called "creating your JH Connect Account” and assign the relevant
tasks (i.e. cases) for the individuals to complete at a given time. Members of the group that



have been assigned cases in the project receive alerts on their Profiles Page as well as
email accounts.

6.1.1 Using the Case Tracker

Only group managers are able to create projects and assign tasks to other members of their
group. To create a Project, perform the following

Assuming the users is on the Home Page:

e Navigate to the top right hand focus and click on “My Groups”

4 diyemi Wy groups Need help?

Q Search

X, settings = ) Create content

e This will cause the "Groups Picker" to be displayed. You then double click on the group
that you manage from the list of groups being displayed. The Group to be selected is a
group or ministry that you currently manage, but for demonstration purposes, the
communications group has been chosen.

Accounts Car Hire

Church Administration Communications Department

e You will now be brought to the Group Dashboard, showing all Group activities relating
to the group. Navigate to the 2™ tool bar and click on the 4™ icon (i.e. the one shaped
like a desktop tray and “To Do” written on it)

ATRIUM

ne » Groups » Communicatic Department

Communications Department

Case Tracker
v
m Dashboard

View All activity My threads Files

Recent activity

Sunday, 9 May

2] 1931 holiday adedina @

Wednesday, 5 May



e As soon as you hover your mouse on the desktop tray icon, you will notice that the
desktop tray now hovers with the name “Case Tracker”. Click on the case tracker icon.
Performing this action will bring you to the Projects area. To create a New Project, click
on the “Add Projects” button

Communications Department

Case Tracker

Alicases = Mycases Projects  Archived
Useful Links
Last it
Priority Title Assigned Status ast post . My Messages
+ Create audio, video, gallery | View media
JaE 5:02pm 5 M: 2010
Sherr @D userien Onen ahklii s + Create new Survey

= - om0 - Send While You Were Out message

Lo Glahine Ot Gl ccead ikl . Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin
) + Raom Booking: Wake a Reservation | View Reservations | View Rooms | Admin | Admin

3 Baok the Shuttle Bus Imoleayo In Progress 5:08pm 4 May, 2010 Bookings

Existing Projects area.

e You will now be brought to the Create Project section. Please complete the “Title” section.
This should be the name of the Project. The next field to complete is the “Due Date”. This
should actually contain the date that the project is actually due to complete. Please also
enter a brief description of the project.

Create Project

A past of this type is private. Onfy members of this group will be able to see it

Title: *

Due Date: *

Fomma 02052010

Description

¢ Once you have completed these fields, scroll down and select the members of your
group that should be part of the projects and that cases should be assigned to. Please



note: you will only be able to add members of your Group to this particular project. You
can also optionally add Documents to the project using the “File Attachments” button.

ile attachmentg

Hotifications

adedina adedoyina admin.content djyemi Edel.Meremikwu Imoleayo user.ken

™ Do not send notifications for this update.

®* Once you have selected these members, please click on the Save button. Your project
will now have been created and displayed to you. You now have to create your tasks i.e.
Cases for your group members so that you can assign tasks to them. To begin creating
your cases, click on the “Add Case” button which is located on the right hand side of
your screen.

+ rojed o C
View = Cases Edit  Revisions L %
Useful Links

JH Connect Official Launch - Project @ o i

+ Create audio, video, gallery | View media
ayemi 1607 Tosey o
Do Date + Send While You Were Out message
ot i o) + Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin

+ Room Booking: Make a Reservation | View Reservations | View Rooms | Admin | Admin
This project s for the completian of the Intranet site Bookings

+ Holiday Reservation: Make a Reservation | View Reservations | Admin
+ Cases: all | my | unassigned

+ Search for: Members | Workers

+ Report a Facility Fault

+ Goto Virtual Office

* Goto Lunch Chart

* You will now be brought to the “Create Case” screen. You will notice a Project drop
down picker. This should normally be populated with the project that you had previously
created — provided you had clicked on the “Add a Case” button from the newly created
case. Alternatively, click and select the relevant project.

Create Case

A post of this type is private. Only members of this group will be able to see it

Case information

Projects
JH Connect Official Launch - [B)

* You then need to include individual that you would like to assign your project to. The
individuals listed are those that have become members of the Group. You can only
select one individual for each Case. Additional Cases must be created for additional
tasks.



Assign to

{* Anonymous " adedina ¢ adedoyina ¢ admin.content " diyemi

™ Edel Meremikwu " Imoleayo ™ user.ken

e You then have to select the level and attributes of the tasks to be assigned to the group.
Selecting the appropriate levels will allow the tasks to be prioritised.

Status: Priority: Type:
Open E| Mormal E General Task |Z|

e The next task is to enter the title of the case and a brief description of the case so that
members that have been assigned a task will understand the details of the case that has

been assigned to them.
Title: *

Description:

® Once you have completed the Title and descriptions, scroll down and complete the date
fields. Enter the From Date of the tasks (The date that you want the case to start). Please
also enter the start time. Also enter the To date (the date that you want the case to end)
and the end time. You can also select users that you would want to be alerted of the
progress of the case by selecting users on the Notifications tab, and you can also upload
additional documents using the Upload button.

Date

From date: * To date:
02/06/2010 18:00 03/06/2010 16:00
Format: 02/06/2010 Format: 17:59 Format: 02/06/2010 Format: 17:58
Notifications
adedina adedoyina admin_content djyemi Edel Meremilkowu Imoleayo user_ken

I~ Do not send notifications for this update

File attachments

¢ Once you have completed these choices, click on the save button. A new case would
now have been assigned to you. The newly created case can now be followed thorough
in a workflow i.e. if an owner of a case decides to assign it to another user, they select the



user, change the status and priorities and click on the save button. The newly assigned
user is now assigned the case and can also assign it to other users — thus completing a
workflow.

Case in forma tion
Project:
JH Connect Official Launch IZ‘

Assign to

¢ Anonymous  adedina  adedoyina (" admin.content £ diyemi

(™ EdelMeremikwu + Imoleayo " userken

Status: Priority: Type:
Accepted |z| High E‘ General Task Iz‘

6.1.2 Viewing other cases

Other cases may be viewed from My Useful links. Here, a user is able to view all cases, My
Cases (i.e. cases for the logged in user) or Unassigned Cases.

Useful Links

= My Messages

= Create audio, video, gallery | View media

= Create new Survey

= Send While You Were Out message

= Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin

= Room Booking: Make a Reservation | View Reservations | View Rooms | Admin | Admin
Bookings

= Holiday Reservation: Make a Reservation | View Reservations | Admin

aII | my | unassigned

= oearch for: Members | Workers

* Report a Facility Fault

= Go to Virtual Office
= Goto Lunch Chart

6.1.3 Viewing all Cases

All cases that have been created on JH Connect can be searched using the “All” button. Click
on Cases “All” brings a user to a search functionality. The user can also use the filter options to
search cases



Search

Due to:

Is equal to

Format: 2010-06-03

Group Project

1

w F1017d

2z

Case Tracker: Project

=

From date:
Format: 2010-06-03

Title

Priority

<Any= E|

<Any>

To date:

Format: 2010-06-03

Assigned to

Status

E| <Any>

[~ Show closed cases NI

An explanation of the additions or updates being made to help other authors understand your

motivations

Case 101 - Hospitality Prayer meeting schedule

6.1.4 Viewing My Cases

A user can search and view all cases that have been assigned to them as a user by clicking on
the “My Cases” button. The user can also use the filter options to search for cases that have
been assigned to them.

My cases
Search Priority Status
<Any= =] <Any= [=]
Group Project Title
J4E Sunshine 101
E
Case 102 - Send out invoices
E

6.1.5 View Unassigned Cases

m recent

Pentecost Night

Due to:

Format: 2010-06-03

Assigned

B diyemi
diyemi
diyemi

B djyemi

Status

Accepted

In Progress.

In Progress.

In Progress

Assigned Status
admin.content Open
Anonymous Open

[~ Show closed cases [N

Last post

5:01pm 4 May, 2010

16:40 Mon 19 Apr

15:00 Fri 30 Apr

6:25pm 4 May, 2010

Last post Due to

2328 Wed 24 Mar 25/03/2010 - 09:53

15:42 Mon 19 Apr 23/04/2010 - 23:05

Due to

05/05/2010 - 16:46

2310412010 (All day)

01/05/2010 (All day)

05/05/2010 - 08:21

Users are able to view all cases that have not been assigned to any users on JH Connect by
clicking on the “Unassigned Cases” button. The user can also use the filter options to search for
cases that have been assigned to them.



All unassigned cases

Search Priority Status Due to:
<Any= El <Any= El [" Show closed cases [Vl
Format: 2010-06-03
Group Project Title Assigned Status Last post Due to
Case 101 - Hospitality Prayer meeting schedule Anonymous Open 15:42 Mon 19 Apr 23404/2010 - 23:05
2

7 Document Storage

JH Connect has a document storage facility which is used to upload and store documents and
files for group members in a group. All documents are uploaded and assigned to a group of
which group members are originally assigned to. Here all documents i.e. word, pdf and video
files can be stored and made accessible to members of the Group. If you are a member of a
group you will be able to view these documents. To view and upload documents, you will need
to perform the following tasks:

Assuming the users is on the Home Page:

» Navigate to the top right hand focus and click on “My Groups”

A Settings ° Create content

e This will cause the "Groups Picker" to be displayed. You then double click on the group
that you manage from the list of groups being displayed. The Group to be selected is a



group or ministry that you currently manage, but for demonstration purposes, the
communications group has been chosen.

Accounts Car Hire

Church Administration Communications Department

* You will now be brought to the Group Dashboard, showing all Group activities relating
to the group. Navigate to the 2™ tool bar and click on the 8rd icon (i.e. the one shaped
like a folder and “Documents” written on it)

Communications Departr _. *

Jocuments

[ pashoara

View All activity My threads Files
Wednesday, 2 Jun
18:08  Ordering Laptops diyemi
1408 JH Connect Official Launch - Project diyemi

e Clicking on this button will bring you to the documents section. This will show a list of
documents that have been previously uploaded for a group. To view any of these
documents, click on the title of the relevant folders that needs to be viewed.

Overview Archived
Updated Title Changed by
.1 5:27pm 4 May, 2010 Sunshine Brief Imoleayo
.1 15:40 Thu 22 Apr Logo Usage Document adedoyina

¢ On clicking on the title, the documents page will launch showing the documents as well
as any attachments that are contained in the documents.



Communications Department

View Edit

Sunshine Brief

‘?- Imoleayo 1727 Tue 4 May

Sunshine Brief - the documents for the Sunshine logs cannot be forwarded to anyone

Preview Attachment Size

Chrysanthemum.jpg 85878 KB

Add child page Print Print entire section

7.1.1 Uploading a document

¢ From within the documents page, click on the “Add Book page” button.

ommunications Department a

A, Settings.

Overview  Archived

Useful Links
Updated Titie Changed by
e i + My Messages.

+ Create audio, video, gallery | View media

[ 1] 1727 Tue 4 Hay. Sunshine Brief Imoleayo
+ Create new Survey
+ Send While You Were Out message

[ 1] 15:40 Thu 22 Apr Logo Usage Document adedoyina

+ Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin
+ Room Booking: Make a Reservation | View Reservations | View Rooms | Admin | Admin

¢ Once you click on this button, the “Create a Book page” screen will now launch. Please
complete the title and body fields

Create Book page

A post of this type is private. Only members of this group will be able to see it.

Body:




After you have completed the Title and Body fields, scroll down to the next section

ignoring Book and weight sections and complete the notifications sections; ticking other
people in your group that you want notified about the document that you are about to

[ ]
upload.
Hotifications
adedina adedoyina

admin.content

djyemi Edel.Meremilkwu Imoleayo user.ken

I~ Do not send notifications for this update.

¢ Once you have selected notifications, the next step is to actually upload the document.
Click on the “File Attachments” tab which is located below the PDF section. This will

actually launch into a file upload area.

ile attachmen

¢ Click on the browse button. Clicking on the “browse button”. This will then launch the
windows file explorer button.

File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed” file will be included in RSS feeds

Attach

th the following extensions may be uploaded: au awvi bzip2 csv doc docx fiv gif graffie gz htm htm! iso joeg

xisx Zip.

7 jpg kmi kmz mov mp2 mp3 mp4 odp ods odt pages patch pdf png pps ppt pptx

® You must then select a document from your computer to upload. The documents that are
allowed are Word, PDF, or JPEG files. After selecting the document, double click on it so

that it will be uploaded.

/& Choose File to Upload

S — ——— A— -

e e o

@\‘:}v|! Desktop » 3
Organize * MNew folder Hel H @
- Favorit L ;ﬂjesushouse shout out ’:,-ﬂjesus house shout out -
={ avorites ]
W Deskt |4 jesusganloop | JH web project demonstrationb
esktop
B Download Bjo152:5ql B kompozer-0.7.10-win32
ownloads
5= g Pl e = Me E, Metaboli - Download video Games
= Recent Places = :
|| MSSTDFMT.DLL [&| msvbvmB0.dll
: parishes = orocess doc This file can't be previewed because of an
7l Libraries e error in the Microsoft Office Word
3 Documents 1 PST2GE chase_Order_ManuaI previewer.
N Musi B Readme neadme
@' Music = A
&) Pict || self assessment, call on monday = | shoutcast listeners status =
=/ Pictures
B vid S SymLMTS = |testbacklouts
ideos =

o Homearaun

File name:

{# virtual DJ (DJConsole)

= |zuma%20rock

T use for receipt

IE__I]Yemi_Emmanuel,_Project_Manager

Purchase_Order_Manual

All Files ()




e Once you click on open, the file will now be located in the “attach new file” section.
Click on the attach button. The file may take a bit of time to download.

File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed” file will be included in RSS feeds

Attach new file:

C:\Users\alphamediz  Browse...

The maximum upload size is 20 MB. Only files with the following extensions may be uploaded: au avi bzip2 csv doc docx fiv gif graffie gz htm himi iso jpeg jpg kmi kmz mov mp2 mp3 mp4 odp ods odt pages patch pdf png pps ppt pptx

pd rar svg swf template tif tgz tet vad wav wmv xIs xlsx zip.

S

Once the file has been uploaded, the final step is to click on the save button. Once the file is
saved, you will be able to view and upload the document.

8 Events Calendar

The events calendar is used by group member as a means of booking dates of meetings for
Group members. It functions as a calendar with the ability to set reminders of all important tasks
and routines. Users can make private or public events. To use the Events Calendar

Assuming the users is on the Home Page:

e Navigate to the top right hand focus and click on “My Groups”

ATRIUM (diyemi  Wygroups  Need help?

Q Search

X, Settings Create content

e This will cause the "Groups Picker" to be displayed. You then double click on the group
that you manage from the list of groups being displayed. The Group to be selected is a
group or ministry that you currently manage, but for demonstration purposes, the
communications group has been chosen.



Accounts Car Hire

Church Administration

Communications Department

* You will now be brought to the Group Dashboard, showing all Group activities relating
to the group. Navigate to the right hand side of the screen and click on the “create

Content” button. The button will now drop down showing other choices. Click on the
choice labeled “Event”

ommunications Department

m Dashboard

View | Allactivity ~ Mythreads  Files

Recent activity

Friday, 4 Jun

&
I‘“

(2 ical Event
Case
Project

c
= Sel
2221 Document procedure adedina o

Make A Reservation | View Reservations | Check Out

® Once you have clicked on an Event, you will be brought to the Create Event Page.

Complete the title and body of the event and then scroll down
Create Event

A post of this type is private. Only members of this group will be able to see it

Body:

®* Once you have completed the Title and descriptions, scroll down and complete the date
fields. Enter the From Date of the tasks (The date that you want the case to start). Please
also enter the start time. Also enter the To date (the date that you want the case to end)
and the end time. You can also select users that you would want to be alerted about the

event by selecting users on the Notifications tab, and you can also upload additional
documents using the Upload button.



Date

From date: * To date:
02/06/2010 18:00 03/06/2010 18:00
Format: 02/06/2010 Format: 17:59 Format: 02/06/2010 Format: 17.59
Notifications
adedina adedoyina admin_content djyemi Edel Meremikwu Imoleayo user_ken

[~ Do not send notifications for this update.

File attachments

e Once you have completed these choices, click on the save button. A new event would
have been created. This event would now reside on the events calendar for your group.
It will also be stored on the main calendar page for your group. This can be found by
scrolling down to the right hand screen of your page.

June 2010
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Upcoming events

0T/06/2010 - 17:09 - 10/06/2010 - 1614 Celebration of the Internet working

¢ The event will also be located on the Recent activity section of the groups landing page

ommunications Department

I =| Dashboard

View All activity My threads Files

Recent activity

Monday, 7 Jun

m [2] 18:16  Celebration of the Intemet working diyemi



9 Reporting a fault

From time to time, part of the Jesus House infrastructure becomes damaged and it is important
these damages are reported in order for them to be fixed on time.

The facility log is used by members of the church as well as office workers to report faults within
the infrastructure of the church. To report a fault, the following activities must be performed.

e From the Home Page, navigate to the Useful Links section and click on Report On A
Facility Fault link.

Useful Links

¢ My Messages

¢ Create audio, video, gallery | View media

s Create new Survey

Send While You Were Out message

Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

Room Booking: Make a Reservation | View Reservations |

View Rooms | Admin | Admin Bookings

Holiday Reservation: Make a Reservation | View
Reservations | Admin

Cases: all | my | unassigned

Search fgr Members | Workers

L)
+ Go to Virtual Office
+ Goto Lunch Chart

¢ You will now be brought to the Fault Log area. Click on one of the best options that best
describes the fault that you are aware of and then scroll down to the next section.



Facilities Log

What sort ot tault have you observed?: ™
™ Structural Damage

[ Electrical Fault

[ Dirt

e The next step is to select where you have found the fault. Select one of the areas by
clicking on one of the checkboxes that are on the screen. Also enter date when the fault
was located.

Where have you located this fault?: *
Waorship Centre

Back Of House

Toilets {upstairs)

Toilets {downstairs)

Hephzibkah Room

John Knox

Hospitality Room

Car Park

Other Area

0 R N U R R I

Date: *

1 s Jan w Year | Please tell us when thiz thiz fault was noticed

e Once you have completed these fields, enter a description of the fault and after
completing click on the “Report A Fault” button.

Please Describe the Fault: *

Report Fault

¢ Once you clicked on the Report a Fault button, a message will be displayed saying that
the fault has been logged and the fault will now be sent for the attention of the facilities

team to respond to.



Facilities Log

Fault has heen logged
Go back to the form

9.1 Managing Facility faults

The facilities department members are able to manage facility faults that have been logged by
users. To access the facilities departments logs management facilities, please perform the
following tasks:

e From the Home Page, navigate to the Useful Links section and click on Report On A
Facility Fault link.

Useful Links

s My Messages

s Create audio, video, gallery | View media

¢ Create new Survey

¢ Send While You Were Out message

+ Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

s Room Booking: Make a Reservation | View Reservations |
View Rooms | Admin | Admin Bookings

¢ Holiday Resemvation: Make a Reservation | View
Reservations | Admin

s Cases: all | my | unassigned

+ Search fpr Members | Workers

«

¢ Go to Virtual Office

+ Go to Lunch Chart

®* You will now be brought to the Fault Log area. There are additional tabs for facility
managers to access that are not presented to normal users. Selecting the Results Tab
brings you to the Submissions area. This will give you a list of all faults that have been
submitted by users. Click on the “View” button to manage a fault.



View

Results

Submissions Analysis

Showing all results. 13 results total.

"
#

30

5]

32

Submitted

12M212008 - 22:58

12/12/2008 - 22:59

12/12/2008 - 23:00

14/01/2010 - 14:55

Table

User

test

test

test

test

Download

Chart Clear
IP Address Operations
856.163.9.203
06.163.9.203 View
86.163.9.203 View
86.159.43.20 View

You will now be brought to the fault details that were logged by a user.

Submission Information

$

LTS

Form: Facilities Log
Submitted by test

Saturday, 12 December, 2009 - 22:53
86.163.9.203

What sort of fault have you observed?: *
[¥ Structural Damage.
[T Electrical Fault.

[~ Dirt.

Where have you located this fault?: *
[ Worship Centre.

[T Back Of House.

[T Toilets (upstairs).
[ Toilets (downstairs).
[ Hephzibah Room.
[~ John Knox.

[T Hospitality Room.
[T Car Park.

[T Other Area.

Date: *

Edit

Edit

Edit

Edit

Previous submission

Plzaze tell us when this this fault was noticed

Delete

Mext submission



e To get an overall listing of the faults that have been logged, it is recommended that you

click on the Table Tab and this will show a larger listing of the faults.

View Edit Results
Submissions Analysis Download Chart Clear

06/05/2010 - Tinuke.Akinbulumo 217.36.6.70 Dirt. Hephzibah Room. 6542010 Litter everywhere - 50 not excellent!
13:51
18/05/2010 - nwamaka.onyiuke 217.266.70 Dirt. Toilets (downstairs) 18/5/2010 cleaners have not cleaned toilets
17:34
08/08/2010 - admin.content 217.388.70 Structural Damage. Car Park 17/8/2010  There iz an abandon car in the car park
18:47 Electrical Fault

¢ Finally, you can download a record of all faults and store them on an Excel Spreadsheet.

This is performed by clicking on the download button.

View Edit Results

Submissions Analysis Table Chart Clear

10 Room Bookings

Jesus House has a number of rooms that are used by members as well as volunteers for having
meetings. These rooms must now be booked on JH Connect. JH Connect will also indicate what
rooms are available.

10.1.1 Making a Room Reservation

Before booking any room, it is essential that you first check that the room is available and has
not been booked out by another individual. To check the room availability, please perform the
following tasks:

e Assuming you are on the Home Page, navigate to the right hand side of the screen to the
useful links section. Then click on the link called Room Booking: View Rooms.



Useful Links

= My Messages

= Create audio, video, gallery | View media

= Create new Survey

= Send While You Were Out message

= Vehicle Use: Make A Reservation | View Reservations | Check Qut | Check In | Admin

* Room Booking: Make a Reservation | View Reservations | Admin | Admin
Bookings

Performing this action will bring you to the Room Booking page. Here you will be able to
see what rooms are available. There are 2 room areas i.e. Jesus House and Kidz First. If
you need to check room availability in Kidz First, then go to the Areas section and click
on Kidz First. If there is a room that is highlighted in green during the time of the day,
then that room has been booked out during that period and cannot be booked. If
attempts are made to book a room, then the room booking will be rejected by the room
booking administrators.

|>

Jesus House -
: . 9 v [dun v 2010 v
Meeting Room Booking “= Backto
System = Home
EE) May 2010 June 2010 July 2010
Jesus House SunMonTueWed ThuFriSat  SunMonTueWedThuFriSat  Sunlon TueWed ThuFriSat
Kidz First 1 12,3 45 1.2 3
2 3 4 5 B 7 8 6 7 8.9 101112 4 5 6 T B 910
a m M 12 13 14 15 12 14 15 16 17 18 19 11 12 13 14 15 16 17
16 17 18 18 20 21 22 20 21 22 23 24 25 26 12 18 20 21 22 23 24
Rooms for request 23 24 25 26 27 2823 27 28 23 30 25 26 27 2B 23 30 3
30 3

<< Go Te Day Befgre

Hephzibah room

Wednesday 09 June 2010

Go To Today

John Knox room

Hospitality Room(30)
Prayer Meeting

Lifegroups
Meetings and

Peniel Raom

Waiting room

Go To Day After >>

Worship Centre

Once you have confirmed that a room is available, the next step is to do the actual room
booking itself. To do this, close down this focus by scrolling down to the bottom of the
screen and click on the large “X” button. You will now be brought to the Home Page.
Navigate to the Useful Links section and click on the Room Booking: Make a
Reservation section.



Useful Links

= My Messages

= Create audio, video, gallery | View media

= Create new Survey

= Send While You Were Out message

= Vehicle Use: Make A Resepvation | View Reservations | Check Qut | Check In | Admin

* Room Booking: '-1 View Reservations | View Rooms | Admin | Admin

Bookings

e You will now be brought to the Add a reservation section, which is used for room
bookings. Please enter the start date, start time and end date as well as end time for the
room booking. You can also choose to reserve the room for a whole day.

ATRIUM

Add reservation

Date and Time

s time: for this reservation,
@ gervation for the complete day
07.06.2010 16:45 07.06.2010 16:45 is reservation if you want to reserve for the whole day. This overwrites the above hour/minute setting.

Format: 07.06 2010 Format: 16:50 Format: 07.08.2010 Format: 18:50

Start date and time of this reservation End date and time of this reservation

¢ The next task is to now scroll down to the page and select the room that you actually want
reserved by using the Item picker. All rooms that are available in Jesus House will be
listed here. Please also add a comment to the room reservation. It is also possible to
reserve the room for an individual. Once you have completed these fields, click on save
this reservation.

Item:
Room 1 (A desE

e item you want ogferve.

Comment:

“ou can add a comment for your reservation.

This reservation is for:

Add a name here if you want to reserve this item for somebody else.



® Once you have clicked on “Save this reservation”, the next step is to view the
reservation to ensure that the room has been reserved. This can be done by clicking on
the “View Reservations” link.

Useful Links

¢ My Messages

¢ Create audio, video, gallery | View media

s Create new Survey

s Send While You Were Qut message

+ Vehicle Use: Make A Reservation | View Reservations |

Check Out | Check In | Admin
¢ Room Booking: Make a Reservation

View Rooms | Admin | Admin Bookings

¢ Clicking on the View Reservations button will bring you to the reservations screens
showing that you room booking has been booked and that it is pending authorization.

Reservation

previcus month previocus week June 2010, week 24 next week next month

Monday, 07.06.2010

... - ... Room 1 booked by admin.content (test ncwj:? &

Tuesday, 08.06.2010

... - ... Room 1 booked by admin.content iteatncw;?ﬁ

Viednesday, 09.06.2010

¢ Please note, this does not mean that the room has been reserved for you. The room
booking still needs to be authorized by the room bookings administrator.

10.1.2 Managing Room Bookings

Only authorized managers are able to approve room bookings for reservations that have been
made by users using JH Connect. Authorising room bookings would need to be incorporated
into the groups workflows.



® To authorize a room booking, go to the Useful links section and click on the link Room
Booking: Admin Bookings.
Useful Links

& My Messages

s Create audio, video, gallery | View media

« Create new Survey

« Send While You Were Out message

e Vehicle Use: Make A Reservation | View Reservations |

Check Qut | Check In | Admin

« Room Booking: Make a Reseryation | View Reservations |
View Rooms | Admin,

* You will now be brought to the room booking system. As a room booking manager, you
would normally have the right to book the room. To manage the room bookings, ensure
that you have checked the room bookings that have been reserved by users in the View

Reservations Link as well as your email alerts for room reservations.

e If reservations do exist, then you will need to make the room on behalf of the users. You
will also need to click on the Areas section to ensure that you are selecting rooms for the
worship centre or rooms in kidz first. The current date will be shown and should you
wish to make the room booking in the future, then select an alternative date on the

calendar as shown below.

>

-

Jesus House @
9 ~8Jun ¥ R2010 ¥ arch:
- - - Help | Admin | Report Back to

Meeting Room Booking
System Home

July 2010
Sun Mon TueYWed Thu Fri Sat
1z =
4 5 & 7 & 3 10
910 11 12 13 14 15 1112 13 14 15 18 17
16 47 13 43 20 2122 20 21 22 23 24 25 26 18 19 20 21 22 23 24
23 24 25 26 27 2829 27 28 29 30 25 26 27 28 23 30 3

hay 2010

Sunbdon TueYWed Thu Fri Sat
1

2 3 4 4 B 7 8

reas
Jesus House
Kidz First

Wednesday 09 June 2010

<< Go To Day Before Go To Today Go To Day After ==

e The next step is to now click on the time for the room booking. Please select the
corresponding cell in the time row and the room column. For example, to book the
board room for 08:00, you would double click on the cell as highlighted.



Hephzibah room  |Hospitality Room(301]  John Knox room Peniel Room Wyaiting room YWarship Centre
Prayer Meeting

Lifegroups
Meetings and

¢ You will now be brought to the “Add Entry” screen. Please complete the necessary
fields for the room booking, which should correspond to what the user has requested.
Also select the date and time. You can also choose to select whether the room booking is
for a full day.

Add Entry

Brief Description

Full Description
(Mumber of people,
Internal/External
etc)

Date: |9 |s|[Jun [v|[2010 |»]

Duration | 1| |h|:|L|rs v| I Al day

¢ The next step is to complete the areas section. Please select the repeat type as the Areas
and Rooms have already been entered. You may amend them by choosing other areas or
rooms if necessary, but please ensure that you have checked that the room hasn’t
already been booked out.

® You can also select whether the room should be repeated by choosing the repeat
options. Should you wish to repeat booking daily, weekly, monthly etc, and then click on
the radio button in the Repeat type section.

® You can also choose to repeat the bookings for a number of weeks set by you by clicking
on the n-weekly option. You would need to enter a figure in the “Number of Weeks” box



for the repeat weeks i.e. 52 weeks would repeat the room bookings for 52 weeks. You
then have to select the date that you want the room booking to end by using the drop

down picker.

Next, enter the day that the room booking should be repeated if you selected the

Number of weeks to repeat earlier on.

Areas:

Rooms:

Type:
Repeat Type:
Repeat End Date:

Repeat Day:
(for (n-)weekly)

Number of weeks:
(for n-weekly)

Jesus House v

Hospitality Room 4
John Knox room

Peniel Room
Waiting room
Warship Centre

Internal

@®Mone O Daily

[

O Weekly

Use Control-Click to select more than one room

O Manthly O n-Weekly

OYearly O Monthly, correspanding day

9 v [Jun | [2010 v

O Sunday

]

CMonday

OTuesday [OWednesday [CThursday [OFriday [Saturday

e Once you have completed these options, the next step is to click on the “Save”
button. Clicking on save brings you back to the room booking system and it will
show the booking details for the room that you have made. You can double click on

the relevant cell to check the details.

Jesus House
Meeting Room Booking System

Jesus House
Kids First

730
a:0
8:30

05:00
0930

Board Room Hephzibah room

A

o=
]
]

=
[+

Room(3




e The final step in the process is to notify the user who requested a room booking by
sending them a message. Close down the meeting room booking system by scrolling
down and clicking on the large X which is located to the right hand side of the
screen. You will now be brought to the Home Page.

¢ Secondly, navigate to right hand side of the screen; locate the Useful Links section
and click on “My Messages”.

Useful Links

' rlllhll
+ Create alillo, video, gallery | View media

+ Create new Survey

+ Send While You Were Out message

+ YVehicle Use: Make A Reservation | View Reservations | Check Out |
Check In | Admin

+ Room Booking: Make a Reservation | View Reservations | View Rooms |
Admin | Admin Bookings

+ Holiday Reservation: Make a Reservation | View Reservations | Admin

« Cases:all | my | unassigned

« Search for: Members | Workers

+ Report a Facility Fault

+ Goto Virtual Office

¢ You will now be brought to the My Messages view, which includes sections, like Inbox,
Sent Messages, All Messages, Write New Messages.

Inbox Sent messages All messages Write new message
r Subject Participants Last Updated
r Test from Nwamaka m djyemi, nwamaka.cnyiuke 18052010 - 13:52
r testing m bosmaen, djyemi, clutade olajitan 11/05/2010 - 20:52
r Good afternoon m Tinuke Akinbulumo, djyemi 08/05/2010 - 13:33
r Hiva =3 divemi. Tinuke Akinbulumo 06/05/2010 - 13:30

e Click on the Write New Messages Tab. You will be brought to a focus that allows you to
compose a new message and send it to a recipient. Please note — the recipient needs to
have a JH Connect account.



To begin composing a message, navigate to the “To” field and begin typing the
username of the recipient.

Once a few letters have been typed, the usernames that co-relate to the first few
characters of text being typed will be shown. As soon as the correct username is shown,
click on the username. You can also send the message to multiple recipients. Please
insert a semicolon between each recipient’s details.

Inbox Sent messages All messages Write new message
To:*
kemi.olutunbi

korede.olunloyo
Subject:

Message:

Markdown El Formatting help

The next step is to type text into the “Subject” and the “Message” fields. Once you have
completed these, click on either the Preview Button (so as to preview message) or click
on the Send button (for sending the message immediately. Once you click on Send, a

message will be displayed saying that the message has been sent for the attention of the
recipient.



11 Booking a Holiday and managing Sick Leave (Jesus
House Church Office Only)

For workers in the church office, holidays can be booked and sick leave can be recorded on JH
Connect

11.1.1 Book A Holiday
To book a holiday, please perform the following tasks:

From the Home Page, navigate to the Useful Links section and click on Holiday
Reservations: Make a Reservation.

Useful Links

¢ My Messages

¢ Create audio, video, gallery | View media

s Create new Survey

s Send While You Were Qut message

« Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

¢ Room Booking: Make a Reservation | View Reservations |

View Rooms | Admin | Admj okings

+ Holiday Resewatinnq-ﬂake a Reseruatimﬁ View
Reservations | Admin

s Cases: all | my | unassigned

« Search for: Members | Workers

+ Report a Facility Fault

+ Go to Virtual Office
+ Goto Lunch Chart

* You will now be brought to the Holiday reservations “Add a reservation” section.
Please enter the start date and time of your holiday as well as the end date and time and
scroll down to the next section.



Add reservation

Date and Time

Date and time for this reservation.
Start:

09.06.2010 14:45

Format: 09.06.2010 Format: 14:48

Start date and time of thiz rezervation.

End:
09.06.2010 14:45

Format: 09.06.2010

Format: 14:48

End date and time of thiz rezervation.

¥ Reservation for the

complete day
Enable this rezervation if you

want to re e for the whole

day. Thiz overwrites the above

hour/minute =&tting.

The next task is to enter the comments for the holiday reservation. Users are also able to
book the holiday on behalf of someone one else. If this is the case, then please enter the
username of the person whom you want to book the holiday for in the “This reservation
is for” box. Once you have completed this, click on the “Save this reservation” button.

Item:

Holiday () A

he tam wo ant to rezerve

YOou wWa

Comment:

ou can add a comment for yeur rezervation.

This reservation is for:

Sawe this reservation

As soon as you have click on this button, you will be brought to the Holiday Reservation
section. This will show the holiday reservation that has been booked. You are able to
change the details of the holiday by clicking on the edit button i.e. the little red pencil.



Saturday, 10.07.2040

... —... Holiday

00:00 - 23:59 Holiday booked by admin.content (| would like to book my Hclidaya'? &

e An alert would also have been sent to the Holiday Administrator informing them that
someone has booked a holiday and they are to authorise or deny the holiday booking.

11.1.2 Managing Holidays and Sick Leave (Jesus House Church Office
Only)

When a user books a holiday, the holiday has to be authorized by a manager. Once a user

books a holiday, an alert is received by the Church office manager informing them that a

member of staff has booked a holiday. Clicking on the email receipt should bring the manager to

the Approval and Rejection of Holidays section.

To manage a holiday, the following tasks should be completed:

e From the Home Page, navigate to the Useful Links section and click on Holiday
Reservations: Admin.



Useful Links

My Messages

¢ Create audio, video, gallery | View media

s Create new Survey

s Send While You Were Qut message

« Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

¢ Room Booking: Make a Reservation | View Reservations |

View Rooms | Admin | Admin Bookings

¢ Holiday Resemvatigg. [lake a Reservation | View

Reservations
s Cases: all | my | unassigned
« Search for: Members | Workers
+ Report a Facility Fault
+ 5o to Virtual Office
+ Go to Lunch Chart

* You will know be brought to the Approve / Reject section. Locate the holiday request for
the user and click on either Approve or Reject.

=t Approve reservations

08.12.2009
00:00 - 08.12.2009 22:59 Holiday booked by test (1 would like to take my holidays) eject
12.03.2010
08:00 - 19.03.2010 14:00 Holiday booked by admin.content for lead.peter (For the 17th this has been requested as a holiday) approve reject
08.04.2010
00:00 - 12.04.2010 23:59 Holiday booked by admin.content for admin.content (this.) approve reject

15.04.2010

* You will now receive a message asking if you would like to approve the holiday. To book
the holiday, click on confirm. Cancelling will bring you back to the approve reservations
screen.



Are you sure you want to approve reservation?

Thig ion cannot be undone.
Cancel

e If you click on the confirm button the holiday will be booked and a message will be
displayed on the Approve reservations screen advising that a holiday has been
booked and approved. The user will also automatically receive an email alert telling
them that a holiday has been approved.

= Approve reservations

12.03.2010

08:00 - 19.03.2010 14:00 Qoliday booked by admin.content for lead.peter (For the 17th this has been requested as a holiday) > approve reject

e The final step in the process is to notify the user who requested a holiday by sending
them a message. Click on your browser back button....

- hpprove reservations |

- L-_;.*v |E, htkps:ffintra, stage jesushouse, org.ukfadmin/settings holidayreser

File Edit iew Favorites Tools  Help

x Goc glﬁ‘ | w g"' Search v 1» &

e _And you will be brought back to the holiday approval section. Now click on the
Home button.

Home

Are you sure you want to approve reservation?

This action cannot be undone.

Confirm ancel



¢ ..And navigate to right hand side of the screen; locate the Useful Links section and
click on “My Message”.

Useful Links

My Messages

+ Create audio, video, gallery | View media
+ Create new Survey

Send While You Were Out message

Vehicle Use: Make A Reservation | View Reservations | Check QOut |
Check In | Admin

Room Booking: Make a Reservation | View Reservations | View Rooms |
Admin | Admin Bookings

Holiday Reservation: Make a Reservation | View Reservations | Admin
Cases: all | my | unassigned

Search for: Members | Workers

Report a Facility Fault

Go to Virtual Office

®* You will now be brought to the My Messages view, which includes sections, like
Inbox, Sent Messages, All Messages, Write New Messages.

Inbox Sent messages All messages Write new message
r Subject Participants Last Updated
r Test from Nwamaka m djyemi, nwamaka.onyiuke 18/05/2010 - 13:52
r testing m bosmaen, djyemi, oclutade.olajitan 11/05/2010 - 20:52
r Good afterncon m Tinuke Akinbulumo, djyemi 06/05/2010 - 13:33
r Hiva e divemi. Tinuke Akinbulumao 08/05/2010 - 12:20

e Click on the Write New Messages Tab. You will be brought to a focus that allows you
to compose a new message and send it to a recipient. Please note — the recipient
needs to have a JH Connect account.



e To begin composing a message, navigate to the “To” field and begin typing the
username of the recipient.

e Once a few letters have been typed, the usernames that co-relate to the first few
characters of text being typed will be shown. As soon as the correct username is
shown, click on the username. You can also send the message to multiple recipients.
Please insert a semicolon between each recipient’s details.

Inbox Sent messages All messages Write new message

To:™

A

ke mi.olutunbi
korede.olunloyo
Subject:

Message:

Markdown El Formatting help

e The next step is to type text into the “Subject” and the “Message” fields. Once you
have completed these, click on either the Preview Button (so as to preview message)
or click on the Send button (for sending the message immediately). Once you
clicked on Send, a message will be displayed saying that the message has been sent
for the attention of the recipient.

11.1.3 Managing Sick Leave (Jesus House Church Office Only)

Users are able to use JH Connect to create sick leave records for members of staff who
have unfortunately taken ill. The Sick leave functionality is performed using the holiday
links. Users will have to create a sick leave record on behalf of an individual who has
taken ill.

e From the Home Page, navigate to the Useful Links section and click on Holiday
Reservations: Make a Reservation.



Useful Links

o My Messages

e Create audio, video, gallery | View media

¢ Create new Survey

¢ Send While You Were Out message

« Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

¢« Room Booking: Make a Reservation | View Reservations |
View Rooms | Admin | Admig B ings

¢ Holiday Reservatior
Reservations | Admin

¢ Cases: all | my | unassigned

« Search for: Members | Workers

¢ Report a Facility Fault

e Go to Virtual Office

¢« Go to Lunch Chart

You will now be brought to the Holiday reservations “Add a reservation” section.
Please enter the start date and time of the sick leave as well as the end date and time.
You will also need to change the item from Holiday to Sick Leave. Please enter the
reason for the sick leave in the comments section. Please then enter the username of
the person that you are booking the sick leave for.



Date and Time

Date and time for this reservation.

Start: End: W Reservation for the
09.06.2010 16:45 09.06.2010 16:45 SLUL s
Enable this reservation if you
Format: 09.05.2010 Format: 16:50 Format: 09.05.2010 Format: 16:50
want to reserve for the whole
day. Thiz overwrites the above
Start date and time of this rezervation. End date and time of this rezervation.

hour/minute =etting.

(U Sick leave 0 v
- |

The item you want to reserve.

Comment:

Mr Richard Blackwood Has fallen ill

“fou can add a comment for your rezervation.

This reservation is for:

richard hlackwaood

Add a name here if you want to rezerve this item for somebody elze.

Once you have completed these fields, click on the “Save This Reservation” button.
The sick leave record will now be saved and an alert will be sent to the head of the
church office advising that the member has called up to report themselves being ill
and you have taken a record of them being ill.

VWednesday, 09.06.2010

... —... Sick leave booked by admin.content -justj:? i
00:00 - 23:59 Sick leave booked by admin.content for bosmaen (Mr Richard Blackwood Has fallen iII::?E



12 Lunch Chart (Jesus House Church Office Only)

Users are able to use JH Connect to record when they are going for their lunch break or when
they have to be away from their desks for any particular reason.

12.1.1 Recording Lunch Break
Recording lunch or going out details can be performed as follows:

e From the Home Page, navigate to the Useful Links section and click on the Lunch
Chart link.

Useful Links

¢ My Messages

¢ Create audio, video, gallery | View media

s Create new Survey

s Send While You Were Qut message

« Vehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

¢ Room Booking: Make a Reservation | View Reservations |
View Rooms | Admin | Admin Bookings

¢ Holiday Reservation: Make a Reservation | View
Reservations | Admin

s Cases: all | my | unassigned

« Search for: Members | Workers

+ Report a Facility Fault

+ 5o to Virtual Office

e  You will now be brought to the lunch chart area. There are 2 choices to make from
the lunch chart — “Inside Church”, the default setting (if you are spending time
within the confines of the church” and “Out On Lunch” should you wish to spend
your lunch out of the building).



Inside Jesus House SunhonTueWed ThuFriSat  SunhonTueWed ThuFriZat  SunMonTueWed ThuFriSat (A
Cut on Lunch 1 1 2 3 4 5§ 1 2z 3

2 3 4 5 E 7 & B ¥ 0 11 12 4 5 B ¥ g 9 10
9 10 11 12 13 14 18 13 14 17 18 13 M1 12 13 14 15 18 17
16 17 18 13 20 21 22 20 21 22 E3 24 25 I8 18 19 20 21 22 23 24
23 24 25 B 27 23 29 2728 23 30 25 28 27 23 23 30 3
30 3

Wednesday 09 June 2010

<< Go To Day Before Go To Today Go To Day After ==

e For inside the church, click on the cell between the rows and columns for the time
and room location to select your time away within the church premises.

Hospitality Lounge(s) On My D ) On the premi ) The Brook

o Next, enter the details of your lunch break. Please only complete the Brief
Description and Full Description sections.

Add Entry

Brief Description: | Away from Lunch

Full Description: | Away for lunch|
{Number of people,
Internal/External
etc)

Date: [g w|[dun ~[[2010 ]

¢ Once you have completed the Lunch booking, click on the Save button. You will now
be brought to the Lunch Chart and it will show details of the lunch booking. The
process is the same for being away and out of church except that other locations
around Jesus House are chosen.

On by D =) On the premi




12.1.2 Viewing Lunch Chart details (Jesus House Church Office Only)
Users may want to be able to view the details of members that have gone on a lunch break.

In order to do this, users would need to access the lunch chart and click on the details of a
lunch booking (as above). Once the user has clicked on the lunch booking, they would see
details of the lunch booking. In order to check the record of the individual, the user would need
to view the Created by area. This shows the name of the person who has taken a lunch
booking. Once you have completed viewing the details, click on the Large “X” on the right hand
side of the screen and the Lunch Chart details will now close and you will be brought back to the
Lunch Chart functionality.

e [goto

Away from Lunch

Description:  Away for lunch
Room: Inside Jesus House - Hospitality Lounge
Start Time: 07:00:00 - Wednesday 09 June 2010
Duration: 1 hours

End Time: 05:00:00 - Wednesday 02 June 2010
Type: Internal
Created By: admin.content

Last Updated: 17:47:03 - Wednesday 09 June 2010
Edit Entry

Copy Entry

Delete Entry

Return to previous page

13 While You Were Out (Jesus House Church Office Only)

Users are able to use JH Connect to inform their colleagues who are registered on JH Connect
that a call that came in for them.

13.1.1 Sending a While You Were Out Message
To use this functionality, the following tasks must be completed:

e From the Home Page, navigate to the Useful Links section and click on the Send
While You Were Out Message link.



Useful Links

My Messages

« Create audio, video, gallery | View media

+ Create new Survey

+ Send While You Were Qut message

ervation | View Reservations |
eck Out | Check In | Admir
rvation | View Reservations |

(0ln 1y,
View Rooms | Admin | Admin Bookings

+ Holiday Reservation: Make a Reservation | View
Reservations | Admin

& Cases: all | my | unassigned

e« Search for: Members | Workers

+ Report a Facility Fault

« Go to Virtual Office

s Goto Lunch Chart

You will now be brought to the While You were out entry form. On the “To” section
you will be able to select users that are currently registered on JH Connect. Select
the User that you would like to send the message to by scrolling down and clicking
on their username (if not displayed). Once you have selected the user, select the date
and time that they called by using the drop down buttons

View

While you were out

B¢ admin
To: ™
Adam -
adedina
adedoyina
ademola_sobogun
aderonke._shonibare
admin_content
afi.umo
ayobami_olunloyo
bosmaen
chikaego.umenyiora =2

m

Date: *

14 [=] Jun [=] 2010 [=]
Time: *

16 =] = | 28 [=]
From: *

The next task is to complete the “From” section. Here you enter the details of the
person that called. You then also have to enter the subject details i.e. why they
called. There is a list to choose from. Please select one of the reasons that best
describes why you they were called by clicking on one of the checkboxes. You can
also optionally type in a message.



From: *

Subject: *

[~ Telephoned

[~ Called To See You
[~ Wants To See You
[~ Please Ring

[~ Will Call Again

I~ Urgent

Message:

¢ Once you have completed the message, click on the “Submit” Button. Clicking on the
button will then send the message to the user. If you had submitted a message in the
past, this message will be displayed on your screen

You have already submitted this form.

e If you click on the “View your previous submissions” you will be able to have a look
at past message submissions.

14 Surveys (Jesus House Church Office, Ministries and
Member Services department)

Surveys can be created on JH Connect in order for registered members of JH Connect to
respond to these surveys.



14.1.1 Creating a Survey
To create a survey, the following tasks must be performed.

e From the Home Page, navigate to the Useful Links section and click on the Create
New Survey link.

Useful Links

+ My Messages
Crasia i

v | View media

U UL message

« \ehicle Use: Make A Reservation | View Reservations |
Check Out | Check In | Admin

+ Room Booking: Make a Reservation | View Reservations |
View Rooms | Admin | Admin Bookings

+ Holiday Reservation: Make a Reservation | View

Reservations | Admin

Cases: all | my | unassigned

Search for: Members | Workers

Report a Facility Fault

Go to Virtual Office

Go to Lunch Chart

e You will now be brought to the “Create” a Poll section. Please type in the name of
the poll i.e. the question that you want respondents to the answer to.
Create Poll

Question: *

e The next task is to enter the choices that a poll participant is able to choose from. So
for example, if the choices were “Yes” or “No”, the user would enter each of them in
the field below. If more choices are required for this poll, then the user just needs to
click on “Add another choice” to create another choice. Once this is completed
scroll down to the next section.

Choice Vote count

0

0

Add another choice

e Here, the next task is to choose whether the poll is to be active. You can choose
closed once you come to the end of the poll. You are also able to select the Poll



duration as to how long you want the poll to be available for. Once you have
completed, click on the Save button and the survey would be published.

Poll settings

Poll status:

" Closed

@ Active

When a poll is closed, visitors can no longer vote for it.

Poll duration:

Unlimited =

After this period, the poll will be closed automatically.

14.1.2 Viewing and responding to A Survey (Jesus House Church
Office, Ministries and Member Services department)

e All surveys that have been created by the above departments can be viewed from
the Home page.

e Scroll down to the 3™ focus of the screen and click on the Surveys section. This will
now show the latest survey.

e Click on a choice and then click on the Vote button. This will submit the survey to the
survey recipient.



Useful Links

= My Messages
= Create audio, video, gallery | View media
= Create new Survey

Admin Links

» Vehicle Use Submissions: Checkout | Check In
= Table of Contributions
= Approve Reservations: Vehicle Use | Holiday | Room Bookings.

Mews  Announcements  Award Systemm My Point

Should you use JH Connect:

& Yes ( MNo  Maybe

15 Administering Church Workers (Jesus House Church
Office, Head of Ministries Only)

JH Connect allows all volunteers and church office member details to be managed from a single
point. In order for all information to be accurate, users should have updated all of their user
profiles correctly.

From the user’s user profile area, at least one status should be available and have been created
by all users.



opeyemi.emmanuel

View All activity My threads Files

opeyemi.emmanum okunoren@hotmail com

Your Organization Jesus House
Telephone 07949552813
WorkeriVolunieer \Worker

Worker status  \Worker is available.

It is only when a user has completed their user profile that they will be able to receive
information as well as being managed by the Head of ministries. Therefore, the head of
ministries will need to ensure that all JH Connect volunteers and members regularly update their
user profiles.

Users will need to create their own accounts (see section 1) for more details.
Searching for Members

15.1.1 Searching For Members

In JH Connect, Members are members of Jesus House that have created an account on JH
Connect and are members of the workforce. To search for Members, the following tasks must
be completed.

¢ From the Home Page click on the following link: Search For Members

Useful Links

* My Messages
= Create audio, video, gallery | View media
= Create new Survey

= Search forr Memberd| Workers
* Report a Facility Fault

= o to Virtual Office

= Go to Lunch Chart



e Clicking on this link brings you to the search (or List) for Jesus House Members. You
can use the buttons to search for different members by entering their usernames and
then clicking on the search button.

There are various ways of searching for members on JH Connect. They are as follows:

e Search For Members (This is for searching for Jesus House members of Jesus House
that are registered on JH Connect)

e Search For Members without assigned status (This is for searching for members that
have registered on JH Connect but have not completed their profiles i.e. they have not
up updated their member status)

e Search for Workers by Status (This allows for searching members by their current
status)

List of all members

Search for Workers/\Volunteers | Search for Workers by Status

Search for Members

Search for Members without assigned Status | Search for Workers without assigned Status

Username E-mail

Enter a comma separated list of user names.

15.1.2 Search for Members
e To search for members, click on the “Search For Members” button from within the

List of all members’ area.

¢ Clicking on this button will show details of all members that have created an account

on JH Connect as below:



Hame User's groups Roles

adedina Communications, Accounts, General, IT, Church Ministries, Heads of Departments, Training (HR| manager

adedina@hotmail.com

adedoyina Communicatiens, General, Church Office, Office Managers, Leadership, CSR manager
adedoyina@jesushouse.org.uk

ademola.sobogun General, Church Ministries, Heads of Departments, Leadership, Prayer manager
princeademola@gmail.com

aderonke.shonibare General, Church Ministries, CSR, Prayer manager

aderonkeshonibare@yahoo.co.uk

¢ Bearing in mind that this button will display a list of all members that have registered
and created accounts on JH Connect, it may be necessary to use the number buttons
at the bottom of the page to view other members details that are not displayed on the

page.

¢ Once the members’ details have been located, you can click on the username of the
member to actually view the member’s profile.

Name User's groups Roles

Communications, Accounts, General, I, Church Ministries, Heads of Departments, Training (HR manager

¢ Please note: Only the Head of Ministries will be able to perform this action. This is
due to security and privacy restrictions. As you click on the user details, you will
notice that you are brought to the member’s profile.



View All activity My threads Files

H ade-dina adedina@notmail com

Your Organization [T Department - JesusHouse

Telephane +44 7956 49 4975
URL www _jesushouse.org.uk
Address Work - IT Department, JesusHouse, 112 Brent Terrace, Brent Cross, London, NW2 1LT

Home - New Malden, Surrey, KT3
Worker/Volunteer Waorker
Worker status  Waorker is available

Contributions £0

From the user profile area, you will be able to amend the status of the Member.

15.1.3 Search For Members without assigned status

To search for members, without assigned status click on the “Search For Members without
assigned status” button from within the List of all members area. Clicking on this button will
show details of all members that have created an account on JH Connect but have not

completed their status.

Name User's groups

adedoyina Communications, General, Church Office, Office Managers, Leadership, CSR
adedoyina@jesushouss.org.uk

ademola.sobogun General, Church Ministries, Heads of Departments, Leadership, Prayer

princeademola@gmail com

aderonke.shonibare General, Church Ministries, CSR, Prayer

aderonkeshonibare@yahoo.co.uk

afi.umo Evangel

afi u@

ahoo.com

ayobami.olunloyo

ayobamio@hotmail.com

15.1.4 Search For Members by known details

To search for members, by their known details, you can search by username or email. Either
enter a username, or known email address that has been registered on JH Connect. Once you

have done this, click on the “Apply” button

Roles

manager

manager

manager

manager

manager



Username E-mail User Roles

<Any> =

Enter a comma separated list of user names

Once the “Apply” button has been clicked, the user details will be displayed, as long as the
information is valid and has been entered onto JH Connect.

Username E-mail User Roles

adeding] <Any> B2l ~eoly

adedina

ladedoyina

Name User's groups Roles
adedina Communications, Accounts, General, IT, Church Ministries, Heads. of Departments, Training (HR manager
adedina@hotmail.com

Search by Username

Username E-mail User Roles

adedina@hotmail.com <Any= |Z| Apply

Enter a comma separated list of user names.

Name User's groups Roles

adedina Communications, Accounts, General, IT, Church Ministrics, Heads of Departments, Training (HR manager

adedina@hotmail.com

Search by email address.

15.1.5 Searching For Workers / Volunteers

In Jesus House, Workers / Volunteers are members of Jesus House that have created an
account on JH Connect and are Volunteers or workers that work in the church office.

Due to the nature of the workforce in Jesus House, it is quite possible that members of Jesus

House are also workers and hence will belong to both groups. To search for workers /
volunteers, the following tasks must be completed.

¢ From the Home Page click on the following link: Search For Workers



Useful Links

= My Messages
= Create audio, video, gallery | View media

= Create new Survey

= Search for: Members |

= Report a Facility Fault
= Go to Virtual Office
= Go to Lunch Chart

Clicking on this link brings you to the search (or List) for Jesus House Workers /
Volunteers. You can also use the buttons to search for different members by entering
their usernames and then clicking on the search button.

There are various ways of searching for workers on JH Connect. They are as follows:

e Search For Workers / Volunteers (This is for searching for Jesus House Workers /
Volunteers of Jesus House that are registered on JH Connect)

e Search For Workers / Volunteers without assigned status (This is for searching for
Workers that have registered on JH Connect but have not completed their profiles i.e.
they have not up updated their workers/volunteer status)

e Search for Workers by Status (This allows for searching workers by their current status)

List of users filtered by Worker/Volunteer status

Search for Workers/Volunteers | Search for Workers by Status
Search for Workers without assigned Status

| Search for Members |
Search for Members without assigned Status

Worker/Volunteer Username E-mail User Roles
<Any= E| <Any> E| Apply

Enter a comma separated list of user names.

15.1.6 Search For Workers / Volunteers

To search for workers / volunteers, click on the “Search For Workers/Volunteers” button from
within the List of all members area. Clicking on this button will show details of all
Workers/Volunteers that have created an account on JH Connect as below.



Name User's groups Roles

adedina Communicatiens, Accounts, General, IT, Church Ministries, Heads of Departments, Training (HR| manager

adedina@hotmail. com

adedoyina Communicatiens, General, Church Office, Office Managers, Leadership, CSR manager

adedoyina@jesushouse.org.uk

ademola.sobogun General, Church Ministries, Heads of Departments, Leadership, Prayer manager

princeademola@gmail com

aderonke.shonibare General, Church Ministries, CSR, Prayer manager

aderonkeshonibare@yahoo.co.uk

Bearing in mind that this button will display a list of all Workers / Volunteers that have registered
and created accounts on JH Connect, it may be necessary to use the number buttons at the
bottom of the page to view other members details that are not displayed on the page.

Once a Workers / Volunteers details have been located, you can click on the username of the
member to actual view the Workers / Volunteers profile.

Name User's groups Roles

adedina Communications, Accounts, General, T, Church Ministries, Heads of Departments, Training (HR, manager

Please note: Only the Head of Ministries will be able to perform this action. This is due to
security and privacy restrictions. As you click on the user details, you will notice that you are
brought to the user’s profile.

View All activity My threads Files

E ade-dina =dedina@hotmail.com

Your Organization [T Department - JesusHouse

Telephone +44 7956 49 49 75
URL www_jesushouse org uk
Address Work - IT Department, JesusHouse, 112 Brent Terrace. Brent Cross, London, NW2 1LT

Home - New Malden, Surrey. KT3
WorkeriVolunteer Worker
Worker status Worker is available.

Contributions £0



From the user profile area, you will be able to amend the status of the Member.

15.1.7 Search For Workers/Volunteers without assigned status

To search for members, without assigned status click on the “Search For Workers/Volunteers
without assigned status” button from within the List of all members area. Clicking on this
button will show details of all workers/volunteers that have created an account on JH Connect
but have not completed their user status.

Name User's groups Roles

manager
a(\smu\a.sulrjcr_l\gunr General, Churcl nistries, Heads of Departments, Leadership, Prayer manager
ﬂt\amnka.shﬂnihfare General, Church Ministries, CSR, Prayer manager
afi.umo Evangelism, General, Church Ministries, Heads of Departments, Leadership, Training (HR! manager
ayobami.olunloyo Wultimedia, General, Church Office, Church Ministries, Office Managers, Heads of Departments, Leadership, Wordm manager

15.1.8 Search For Workers/Volunteers by known details

To search for members, by their known details, you can search by username or email. Either
enter a username, or known email address that has been registered on JH Connect. Once you
have done this, click on the “Apply” button

Username E-mail User Roles

<Any> =]

Enter a comma separated list of user names.

Once the “Apply” button has been clicked, the user details will be displayed, as long as the
information is valid and has been entered onto JH Connect.



Username E-mail User Roles

adeding] <Any= E Apply

ladedina

ladedoyina

Name User's groups Roles

adedina Communications, Accounts, General, IT, Church Ministries, Heads of Departments, Training (HR) manager

adedina@hotmail.com
Search by Username

Username E-mail User Roles

adedina@hotmail.com <Any>= |Z| Apply

Enter a comma separated list of user names.

Name User's groups Roles

adedina Communications, Accounts, General, IT, Church Ministries, Heads of Departments, Training (HR) manager

adedina@hotmail.com

Search by email address.

16 Hospitality Records

Members of the hospitality group that have created user accounts on JH Connect are able to
create the records of attendance on JH Connect. This information is shared by the Member
Services department and is used to process information on how many attendees have come to
Jesus House Church.

16.1.1 Completing Hospitality Records

Assuming the users is on the Home Page:

e Navigate to the top right hand focus and click on “My Groups”

My groups Nead help?

Q Search

X, settings = &) Create content

e This will cause the "Groups Picker" to be displayed. You then select the Hospitality
Group from the list of groups by double clicking on the group. Please note: only
members of the hospitality group that have been assigned permissions to access this
particular group will be able to access and select the Hospitality group.



Communications Department

Hospitality

® Once you click on the group, the hospitality department dashboard will now be
displayed. Navigate to the right of the screen and click on the “Fill in Hospitality
Form” Link.

Hospitality

m Dashboard

View All activity My threads Files Fill in Hospitality form

Blog Useful Links

YEMI TESTING A BLOG - My Messages

= Create audio, video, gallery | View media

e You will now be brought to the fill out the hospitality form section. Please note: the
hospitality form should only be completed and submitted at the end of the day. Select
the date by clicking on the Day, Month and Year. Enter the number of guests for each
field. As soon as you have completed the fields, click on the Submit button.

View

Hospitality Attendance
Lﬁ admin

Date: *

Day El Month El Year El

1st Service: *
0

Enter number of Guests.

2nd Service: *
0

Enter number of Guests

3rd Service: *

0

Enter number of Guests

Evening Service: *

0

Enter number of Guests.

Grant Total will be calculated automatically.



16.1.2

If you had previously sent a form, you may also note a message on the top right hand
side of the screen. You can click on previous submissions, or ignore.

You have already submitted this form.

The form has now been submitted and the member services department will now be
able to access the information.

Viewing Hospitality Records

JH Connect users with the relevant permissions i.e. the head of the hospitality department will

be able to view submitted hospitality records. To view these records, the following tasks must be

performed:

Navigate to the top right hand focus and click on “My Groups”

ATRIUM My groups Need help?

Search

X, settings = ) Create content

This will cause the "Groups Picker" to be displayed. You then select the Hospitality
Group from the list of groups by double clicking on the group. Please note: only
members of the hospitality group that have been assigned permissions to access this
particular group will be able to access and select the Hospitality group.

Communications Department

Hospitality

Once you click on the group, the hospitality department dashboard will now be
displayed. Navigate to the right of the screen and click on the “Fill in Hospitality
Form” Link. You will now notice that there are 2 tabs that are now displayed, but
were not displayed to non managers (i.e. Edit and Results). Click on the Results
button.

O



View Edit Results

Hospitality Attendance
iag! admin

Date: *

Day E Manth E Year E

* You will now be brought to another sub-section showing other tabs. These tabs
contain submitted data. The best view for getting a complete history of submitted
hospitality information is to click on the “Table” tab

View Edit Results

Submissions Analysis Download Chart Clear

¢ Clicking on the Table Tab will show all records that have been entered over a period

of time.

View  Edit  Results
Submissions  Analysis  Table  Download  Chart  Clear
Showing all resuls. 8 results total.
Submitted user 1P Address Date 1st Service
24/0372010- 08:16 149254 217.10 24772010 100

240320102142 149254 217.34 annot0 a5

271042010 - 20:17 2173670 232010 12

) 27042010 - 20:18 diyemi 21736670 28908 1

e It is possible to download records on to
“Download” tab...

View Edit Results

an excel spreadsheet.

Submissions Analysis Table Chart Clear

¢ Then select the Microsoft Excel option

Grand Total

1780

Click on the



Submissions Analysis Table Download Chart Clear

Export format:
" Delimitad tesd

i+ Microsoft Excel

Delimited text format:

Tab (1t) (=]

This is the delimiter used in the CSVITSY file when downloading Webform results. Using tabs in the export iz the mos

program with which vou anticipate importing resufts.

Clicking on the download button will now bring download the form into Microsoft Excel
available for users to use.

17 Ushering Records

Members of the ushering department that have created user accounts on JH Connect are able
to create the records of attendance of Jesus House attendees on JH Connect. This information
is shared by the Member Services department and is used to process information on how many
attendees have come to Jesus House Church.

1711 Completing Ushering Records

The following tasks have to be completed so as to complete ushering records:
Assuming the users is on the Home Page:

e Navigate to the top right hand focus and click on “My Groups”

Need help?

Search

A Settings ° Create content




e This will cause the "Groups Picker" to be displayed. You then select the Ushering
Group from the list of groups by double clicking on the group. Please note: only
members of the ushering group that have been assigned permissions to access this
particular group will be able to access and select the ushering group.

Communications Department

Ushering

e Once you click on the group, the hospitality department dashboard will now be
displayed. Navigate to the right of the screen and click on the “Fill in Ushering Form”
Link.

m Dashboard

View All activity My threads Files

Fill in Ushering form

Blog Useful Links

YEMI TESTING A BLOG * My Messages

- Create audio, video, gallery | View media

® You will now be brought to the fill out the ushering section. Please note: the ushering
form should only completed and submitted at the end of the service. Select the date
by clicking on the Day, Month and Year. Enter the number of guests for each field. As
soon as you have completed the fields, click on the Submit button.



View

Ushering Department

B2 o
Date: *
Day E| Month E| Year E|

1st Service: *

0

Enter Number of Worshippers

2nd Service: *
0

Enter Mumber of Worshippers

3rd Service: *

1]

Enter Number of Worshippers

Evening Service: *
0

Enter Number of Worshippers for each service

Grant Total will be calculated automatically.

e If you had previously sent a form, you may also note a message on the top right hand
side of the screen. You can click on previous submissions, or ignore.

You have already submitted this form.

¢ The form has now been submitted and the member services department will now be
able to access the information.

17.1.2 Viewing Ushering Records

JH Connect users with the relevant permissions i.e. the head of the ushering department will be
able to view submitted ushering records. To view these records, the following tasks must be
performed:

e Navigate to the top right hand focus and click on “My Groups”.

; diyemi My groups Need help?

Q Search

A Settings ° Create content




This will cause the "Groups Picker" to be displayed. You then select the Ushering
Group from the list of groups by double clicking on the group. Please note: only
members of the ushering group that have been assigned permissions to access this
particular group will be able to access and select the ushering group.

Communications Department

Ushering

View

Once you click on the group, the ushering department dashboard will now be
displayed. Navigate to the right of the screen and click on the “Fill in ushering Form”
Link. You will now notice that there are 2 tabs that are now displayed, but were not
displayed to non managers (i.e. Edit and Results). Click on the Results button.

Edit

Ushering Department

Date:

admin

*

Day |Z| Month Year |Z|

1st Service: *

You will now be brought to another sub-section showing other tabs. These tabs
contain submitted data. The best view for getting a complete history of submitted
hospitality information is to click on the “Table” tab

View Edit Results

Submissions Analysis Download Chart Clear

Clicking on the Table Tab will show all records that have been entered over a period
of time.



View  Edit  Results

Submissions  Analysis  Table  Download  Chart  Clear

Showing all results. 8 results total.
Submitted user 1P Address Date 1st Service 2nd Service 3rd Service Evening Service Grand Total

20032010 08:16 149254 217.10 20010 100 20 ) <60 1780

20032010 21:42 admin.content 14925421734 nnoto 5 . 0 s 185

21042010 2047 diyemi 21736670 22010 2 2 s 0 2
w 21042010 20:15 diyemi 21736670 2508 1 1 0 o 3

e It is possible to download records on to an excel spreadsheet. Click on the
“Download” tab...

View Edit Results

Submissions Analysis Table Chart Clear

¢ Then select the Microsoft Excel option

Submissions Analysis Table Download Chart Clear

Export format:
 Deljouted fed

+ Microsoft Excel

Delimited text format:

Tab (\t) [~]

Thiz iz the delimiter used in the CSWITSY file when downloading Webform results. Using tabs in the export is the mos

program with which you anticipate importing results.

e Clicking on the download button will now bring download the form into Microsoft
Excel available for users to use.



18 Follow Up Database

JH Connect can be used to record the details of users that have recently converted and given
their lives. These records are now stored on a database that the follow up management group
can use. Please note: due to the sensitive nature of personal data in the follow up group, only
members of the follow up department can access this group. To access the follow up
departments group, the following tasks must be performed:

Assuming the users is on the Home Page:

¢ Navigate to the top right hand focus and click on “My Groups”

Wy groups Need help?

ATRIUM T
© sy divemi

Q Search

X, settings = ) Create content

e This will cause the "Groups Picker" to be displayed. You then select the Follow Up
Group from the list of groups by double clicking on the group. Please note: only
members of the Follow Up group that have been assigned permissions to access this
particular group will be able to access and select the follow up user group.

4Follow Up Department

General

* You will now be brought to the Follow up Groups dashboard.



m Dashboard

View All activity My threads Files

Recent activity

No recent activity found.

e  You will need to click on the 2™ icon shaped into a question mark so as to access
the Follow up Database. Once you have clicked on this button, you will be brought to
the Follow Up database. The first task is to create a Group. This is done by clicking on
the button which is located to the right of the screen.

Follow Up Department Q

'H:l Follow Up ° ok 2, Settings = () Create content

+ Add Convert
Centresand groups ~ Converts | My Converts i

Useful Links

- My Messages

- Create audio, video, gallery | View media

- Create new Survey

- Send While You Were Out message

- Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin

- Room Booking: Make a Reservation | View Reservations | View Rooms | Admin | Admin
Bookings

« Holiday R Make a ion | View ions | Admin

- Cases: all | my | unassigned

- Search for: Members | Workers

- Report a Facility Fault

- Go to Virtual Office

- Goto Lunch Chart

Add your first customer to get started.

e You will now be brought to the Create a Centre / Group page where you can create
the name of the group as well as other details pertaining to this group. Please
complete all of the fields for the group and on completion, please scroll down.



Create Centre/Group

A post of this type is private. Only members of this group will be able to see it

Name: *
Phone number:

Street Address:

Street address of group

Fax:

e The next tasks are to enter the size of the group. Please do not add existing users to

the group at this stage, but enter the size of the group.

Group Size (aprox.):

e The next step is to click on Save. The group will now be created. You may now want
2 13 LR
to add users to your group. Click on the “Add Convert” button.
“ Follow Up
view - - Add Convert | + Add Centre/Group
Useful Links
Finchley Group
* My Messages
admin.content * Create audio, video, gallery | View media
v - Create new Survey
Ehona e « Send While You Were Out message
208888 = Vehicle Use: Make A Reservation | View Reservations | Check Out | Check In | Admin
Street Address: * Room Booking: Make a Reservation | View Reservations | View Rooms | Admin | Admin
dssdsds Bookings
+* Holiday Reservation: Make a Reservation | View Reservations | Admin
Sl DS ] + Cases: all | my | unassigned
oo + Search for- Members | Workers
- Report a Facility Fault
- Go to Virtual Office
* Goto Lunch Chart
[

You will now be brought to the “Create Convert” page. Here you enter the details of

the convert. Please complete all of the personal details of the convert and once you
have completed these, scroll down to the next section.



Create Convert
A post of this type is private. Only members of this group will be able to see it

Name: *

Street Address:

Customers street address

Phone number:
Email Address:
Organization:

Position:

Their title or position in the company

e The next step is to complete the categories for the new convert. There are various to
choose from. Please select an option that best described how they gave their life.
After you have selected a category, please scroll down to the next section titled
classes.

Categories: *

" Sunday altar calls

" Mid-week altar call

" Evangelism Team outreach
" Annual car wash

™ Christmas Carol senice

™ Watch night senice

™ other

® Here, you complete the class as well as the group that you would like your user to be
a part of. Select one of these and please scroll down to the next section titled special
needs



Classes/Groups:

[ Baptismal class

[~ Foundational class
[~ Life group

[ Interest group

[~ Follow up fellowship
[ Workers in training
[ Volunteers

* Here, you complete the special needs that the new convert may need. Select one of
these and please scroll down to the next section.
Special needs:
[~ Urgent prayer
[ Immediate counseling
[ Welfare Assistance
[ Pastoral Care
[~ Youth Pastor
[~ Visitation

e The final step is to select whom the new convert is to be assigned to. This would
normally be a member of the follow up group and such members would be displayed
in the “Assigned to” picker. Select a member of the follow up group and also click on
the “notifications” section so that they are made aware of any changes to the status of
the new convert. Once you have completed these tasks, please click on the Save
button.

ed to:
admin_content

File attachments

Printer, e-mail and PDF versions

otifications
admin_content
ons for this update._

Once you click on submit, the user details will now be saved as a new convert and the
member of the follow up group that has been assigned to the new convert will have their
name displayed on the user details.




View Edit

Mr Paul Daniels

Street Address
128 Danny Boy Close, London

Phone number:

02025555454

Email Address:

dannyboy@dannyboy.com

Organization:
The Magic Club

Position

Wanager

Categories:

Sunday altar calls

Classes/Groups:
Follow up fellowship

Special needs:

Urgent prayer

Assigned to

admin.content

18.1.1 Viewing Data in the Follow Up Group

Now that a group has been created and a new convert has been added, data can now be
managed.

e To view all converts, that have been added, click on the Converts tab.

Follow Up Department

m‘ Follow Up

Centres and groups My Converts

Finchley Group
Last updated 14/06/2010 - 22:32
Last activity 14/06/2010 - 22:32

Luton Converts Group
Last updated 14/06/2010 - 22:29
Last activity 14/06/2010 - 22:29

* You will now be brought to a list of all of the converts. You can also filter through all

of the converts, categories and search based on their classes/groups or if they have
special needs.



Centres and groups Converts My Converts

Assigned to Category Classes/Groups Has special needs Date: Date (node)
<Any> E <Any= E Baptismal class Urgent prayer e dates jRolnates
Foundational class Immediate counseling
Life group Welfare Assistance
Interest group Pastoral Care Format: 2010-08-14 Format: 2010-08-14
Follow up fellowship Youth Pastor
Workers in training Visitation
Volunteers
Name Phone number ClassesiGroups Special needs Assigned to
1 Mr Paul Daniels 02025555454 Follow up felowship Urgent prayer admin.content

TIP: Try CTRL+Click fo unselect all in multiselect filter.

¢ To view details of converts that have been assigned to you, all you need to do is click

on the “My Converts” button

Follow Up Department

Centres and groups Converts

Finchley Group Luton Converts Group
Last updated 14/06/2010 - 22:32 Last updated 14/06/2010 - 22:29
Last activity 14/06/2010 - 22:29

Last activity 14/06/2010 - 22:32

®  You will now be brought to a list of all of the converts that have been assigned to you.

ollow Up Department

Follow Up

Centres and groups Converts My Converts

Hame Phone number Classes/Groups Special needs Assigned to

1 Mr Paul Daniels 02025555454 Follow up fellowship Urgent prayer admin.content



