dministration Software
Product Information

Church Access® is the latest computer software developed by Jasmin Nights Software
Solutions. This guide is a brief overview of the main features of Church Access® - Church
Administration Software.

Church Access® is built on Microsoft Windows® technology and is easy to use and quick to
learn. One of the aims of this program was to ensure that everyone would be comfortable
using the program no matter their level of computer knowledge. Church Access® is also
suitable for churches that are both small and large in number. There is no limit to the number
of members that Church Access® can track.

Security]
Church Access® has built in security that will prevent unwanted or unauthorized users from

seeing private and confidential information. Each user that is allowed to use Church Access®
can also be assigned permissions to view or change information.

Please enter your Church Access user
name and password to continue..

User Name: i

password: R

The Home Page is where everything starts off. This is also useful in that the members whose
birthdays are being celebrated on the day will be shown in the list along with their telephone
number so you can quickly give them a happy birthday wish. Also wedding anniversary dates
and home visitation dates is also shown. This all happens after you log into Church Access®
and there is nothing else to click.

Also on the home page is a telephone book where each members telephone and mobile
number is displayed giving you quick access to members contact details.

There are quick access buttons on the home page that will help you get around without
having to go through the menu items.
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Church Access

Home Members Finances Church Events  Setup  Beports Help

Birthd s O Today i@ @ Month — ixlembetship

Shawn Michaels 06 Jul 35 Members 7
Debbie Michaels 06 Jul 35 ¥isitors 1
Amy Chetty 06 Jul 35 Inactive i}

8

Total

Member Telephone Book

Abraham Stevens

Wedding Anniversaries

Home Yisitations

Global Cutreach || System User: Justin Joseph - Administrator ID& Jul 2003 Church Access - Jasmin MNights

iaﬁlallli] & = ) 2] & 8 “ | Church Access Productl...lr Church Access ||_%@QI1.§;Q® 14:21

Church Access® records congregation members information to make knowing the people
easier. This information is easily accessible through a menu or a quick access button on the
home page.

Birthdays

Wedding Anniversaries
Contact Telephone Numbers
Email Address

Home Address

Employment

College

School

With this information on computer you can generate a member contact list. Other reports
include

Visitor List (with telephone numbers and email addresses)

Member Birthdays and other important information report.

Member personal details report.

Report on the members that are in a particular occupation, grade or tertiary
course.

You can also print membership/people information forms that can be given to members or
visitors so that their information can be entered into Church Access®

Another advantage of using Church Access® is that it is designed to work closely with

Microsoft® Office 2000°. Using Microsoft® Word 2000® you can quickly do a mail merge. This
involves typing a letter, for example, that you wish to send to members and then using the
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Mail Merge feature of Microsoft® Word 2000® you can prepare this letter for each member in
Church Access®. You can also take advantage of Microsoft® Word 2000® to print the
envelopes with the addresses as well!

Once all the information about the members is entered retrieving it easy and simple. This
save you time and it makes administration more efficient.

File Beport: Setup Help

%3 Member Personal Details =]

—Select member ——— [ Arrange by... Details —Member Number
= Mame Mame I
% Surname ]
H el
£ Member Ho. 1D Mumber Iarital Status Employment Wisitor [~ ome L8
" Age ;
. | | | Inactive [~
" Membership Department
Select a member to view details | S
“Home Address _I “Work | School | College |7 I
Street Company Position In Church
Skreet Tithes To Date
Suburb I |
I I Tithes = Motes |
Ciky Code Suburb Ciky Code
I I I I I Diake I Amount
Telephone MNumber  Mobile Telephone Mumber  Fax
Email C i
—Family Members mal Sl
—Important Dates
Baptism Conyversian Birthday
Wedding Anniversary  Memnbership Ane Mew | Update | Delete |
I I = Male
" Femals Print | Tithes | Close |
Global Outreach || System User: Justin Joseph - Adriniskr skor |D4 Jul 2003 |Church access - lasmin Mights

iﬂSlalt”J 7 & = > 2] [t |J [ Church Access Produc...llﬁ Church Access | B/ Mg a25s
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Home Cells

You can create districts and home cell within these districts to represent the home cell
structure of the church. Leaders and assistant leaders for districts and home cells can also be
entered and of course the people that make up home cell. This is available for viewing in
home cell structure window that you can “drill down” to view at a glance the structure of the
home churches.

Telephone numbers of leaders, assistants and members are shown as well so that you can
contact them without having to go back to the Members Personal Details window.

hurch Access

Fil=  Help
%3 Home Cells BE
_I Morningside j— —Home Cell

District Leader

District Assistant

|Debbie Michaels

Telephone

|Ce|este Stevens

Telephone

[MORNIMGSIDE A
Cell Leader Cell Assistant:
IShawn Michaels I

I I Telephone Telephone

Mokes I I

| MNumber of Members |4
Click to change details for Click to change details for
’7(3' District (" Leader (" Assistant ’7(3’ Cell " leader (" Assistant

District Home: Cell
e s P
’7 Idew | (W]ee |3 | Delete | Mew Hpdate [Elete

—Cell Structure Members

Celeste Stevens Home Address

[=-MORMINGSIDE A Zoe Michaels
Debbie Michaels I

Celeste Stevens Shawin Michaels Home Telephone Mumber
Zoe Michazls I I

-~Debbie Michaels

“-Shawn Michaels - Member

E--Morningside

Tew | Remove | Remove ﬂlll

Departmentsl Prink | Close |

|Church Access - Jasmin MNights

BB MRS 1350

Gloabl Qutreach ” System User: Justin Joseph - Administrator |06 Jul 2003

iaﬁlall”J @ ﬁ =l » @ 23 |J|$ChulchAccess
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Departments can be entered to show the structure of the church from a departmental view.
This also has leaders and members and you can create as many departments as you require.

Department information such as meeting date and time is also recorded as well as an
optional department age grouping. Using the age grouping you can show all members that
are within a specific age group but are not in the department. These non-members will be
shown in a separate list so you can view at a glance those members in the church that are
not in the selected department.

Adding new members and removing is an easy process. Reports can also be printed for each
department, showing the list of members that make up the department.

hurch Access

ile  Department Leader Assistant Member Help

%3 Departments ME B
_I ‘auth j_ Members —Quick Yiew
Description Ja”_TEhS CthttY Intercessory Team Dverport ]
I %EHCM.DE eitty Mens Fellowship
oe Michaels :
5 " Abraham Stevens #-Sunday School Class 1
Iy [LinS Hlamt Sunday School Class 2
| 12:00 |4 -Gerald Munsarny
Street -Andrew MNaidoo
I -Mo Marsi
Womens Fellowship

iy iy -Yoshira Marsi
I I -Anita Marsi

-Yashika Singh
Age Group Between |12 and |25

-Resha Singh —

Tew | Ujdatel Delete |

—Leader Details i Jericho Chetty j
Leader Telephone —Non Members
|Shawn Michaels | Celeste Stevens
= | Update | Delete |
—Assistant Details ————————————
Assistant Telephone
Celeste Stevens |
[dEw | Update | Delete | [ew | Delete | Close: |
Gloabl Cutreach ” Syskem User: Justin Joseph - Administrator |06 Jul 2003 Church Access - Jasmin Nights
Astat| | 4 & 2T » ©] @] & || [B Church Access BB Has 1351
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Church Roster|

The church roster is also a year planner where events of the church can be recorded. Future
events and details of these events can be entered to view daily, monthly or yearly. Also the
worship service details can also be entered like who is ministering and leading the praise and
worship.

hurch Access

File  Print Email Export Help

%3 Meeting/Service Roster = |T]

~SelectDate——————— ~ { Day { Month @+
;I May 2003 _4 # | MeeFing | Dake | Skark | End | Message | Praise & \Wor:
44 Family M... | 02 Apr 2003 19:00:00 21:00:00
41 Morning ... | 04 May 2003 09:00:00 11:00:00 Pastor Rakesh Si... | Ivan John
Z7o2E 2o s o1 2003 42 Bible Call... | 05 May 2003 19:00:00 21:00:00
4 5 & 7 & 9 10 43 Prayer M... | 06 May 2003 19:00:00 20:00:00

1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 258 29 30 31

June 2003

1 2 3 4 5 & 7
& 9 40 11 12 13 14
15 16 17 18 19 20 21
22 023 24 25 26 27 2
29 30

| | |

~Event Details

Event/Meeting I Preaching/Message |
1 2 3 4 5 Date IIU Tun 2003 .I Praise and Worshipl

78 9 1011 12

13 14 15 16 17 1§ 19 Skart Time [oo:00:00 = Motes{Memo
20 21 22 23 24 25 26

End Tirne I—_I
27oze o930 31 2 00:00:00 =5

i 4 5 & 7 8§ 9

July 2003

T Today: 07/6,/2003 ew | Update | Delete | Print | Close |
Gloabl Cutreach || Syskem User: Justin Joseph - Administrator |06 Jul 2003 |Church Access - Jasmin Mights
iaﬁlalll“ & = ) 2] % |J|$ Church Access | B/l Mges 1357
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Tithes & Offering

Tithes are tracked on a per member basis. This shows amount collected from each person for
the entire duration of using Church Access®. Totals are calculated and shown on screen so
that you know exactly the amount given by a member. You can also view tithes paid in form
the entire church and see totals for specific periods for the whole church. A chart is also
available for viewing and printing that shows annual and monthly tithe totals in a graph.

Offering records can be entered to keep amounts collected for each meeting. You can also
keep track of offerings that are collected on a per department basis. There is an offering
chart with which you can view offerings collected for specific periods in time showing you
totals immediately.

For tithes and offering a Batch Process Wizard helps you “deposit” monies collected into a
bank account. Blank tithes and offering forms can be printed to make recorded and counting
easier. This includes the names of the tithe payers, offering amounts and a money
denomination section to make filling in bank deposit slips an even easier process.

Tithes Record

hurch Access

File Chartt Help
%3 Tithe Record M=
—V¥iew tithes for ——— [ Select the period that you want to view
" all Members 2002 7 June 2003 " Select Date [o; 34 2003 =] '@ [os Jul zoos =]
" Selected Members Cozo03 O July 2003 & all Dates
Chetty James Mernber # | Name [ visicor [ Tithes # | amount | Date | Batch # [ Processed
chetty Jerictio 61386 Mrs Anita Marsi 12203 R 400,00 | 21 May 2002 | 30403
Hirjes Adarsh 61380 IMr Gerald Munsany 12200 R 500,00 | 01 Jan 2003 30403
Mahadea Sarika 61372 Ms Amy Chetby 12197 R 100,00 | 19 Feb 2003 1920...
Michasle Zoe 61376 Mr Andrew Naidoo 12202 R50.00 | 21 Feb2003 | 30403
Michaels Shawn 61369 Mr Shawn Michaels 12199 R 100,00 | 03 Mar 2003 | 30403
Michaels Debbie 61383 Mr Kavendra Maidoo 12201 R 100,00 | 21 Mar 2003 30403
Mases Jabulani 61373 Mr James Chetky 12196 R 120,00 19 Apr 2003 1920...
Munsamy Gerald 61376 Mr Andrew Maidoo 12198 R 250,00 21 May 2003 | 50321
Maidoo Kavendra
Maidoo Andrew
Marsi Anita
Marsi Mo
Marsi Yoshira
Singh Yashika
Singh Resha
Stevens Celeste
Stevens Abraham 1] | ]
Wiliars Catherine —Enter, Member Tithes Total amount for selected period
Armaunt Date Batch Mumber ’7 I R 1,620.00
I I I Church Tithes Totals For: ———————
Year Total
= | Uikl | Erelatio | ity | [z003 =l R 1,220.00
Manth Toktal
Offering | Chart | Print | Close | e I R.0.00
Gloabl Qutreach ” System User: Justin Joseph - Administrator |06 Jul 2003 |Church Access - Jasmin MNights

Mstan| | A4 € =T > B @] & || [B Church Access BB BgRs 1352
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Offering Records|

Church Access

File Chart Help

% Offering M= B
—Select the period that you want to view
zonz 7 June 2003 " Select Date 51 3y 2003 =] t@ [06 Jul zoos = ¢ Batehumber | vl
Cozo0a O July 2003 & all dates " Department
Offering # | Date | Armournk | Meeting Mame | Deptarkment | Collected B | Assisted B | Batch # | Processed
12413 19 May 2002 R 1,200.00 1122002 | Mo
12412 18 May 2003 R 1,400.00 Sunday School Class 1 1122002 | Mo
| | i
— Enter Offerings —Offerings Totals B — — Offering For Period
Arnounk Drate Drepartment
| | | Jz003 =]/ faune =l | R.2,600.00
Babch Mumber  Mame of Meeting  Memo I R1,400.00 I RO.00 Chart | Tithes |
I I I Departrent Batch MNurnber
I Sunday School Cla 'l
Mew | Update | Delete | Batch | Print al
| R1,400.00 | R 2,600,00 i =lose

Gloabl Cutreach ” Syskem User: Justin Joseph - Administrator |06 Jul 2003 |Church Access - Jasmin Mights

Hstat| | 4 & D > #) @ f | |[88 Church Access BB MgRs 1353

Church Access

File Chart Help
% Tithes Year Chart =[] ]
—Select the chart you want to view | [ Chart Type
&l Years §% Select Year IW vl ’7 (¢ 20-Bar 2D -Line Print Chart | Print Text | Close |

Tithes Received Per Month For 2003
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Gloabl Cutreach ” Syskem User: Justin Joseph - Administrator |06 Jul 2003 Church Access - Jasmin Nights
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Financial Transactions

You can keep track of bank accounts and petty cash accounts for payments and deposits
made. Any numbers of “accounts” can be entered into Church Access”.

Payments and deposits can be recorded for each account. From here you can print an
Income & Expense Statement for a particular period. Cheque and deposit numbers can also
be recorded to make querying the bank statement easier.

Income and Expenses are divided into categories and subcategories so when printed makes
understanding the receiving and spending of money easier. This can also be presented at the
church’s AGM.

You can also view payments and receipts based on categories so you can see the amounts
spent for each. A chart is available for viewing this information in a graph.

hurch Access

Tranzaction: Payees Accounts Categories Heports  Help

%3 Account Transactions M= B
—Select Bank Account————————————— ~¥iew transactions for
™ Wiew all accounks % Select Account 2002 " June " Select Date Jo1 ol 2003 =] o [oe aul 2003 =]
2003  July i all dates
I Main Chegue Account j Income Total ————Expense Total
’7| F.50,000,00 | R231000 | R 47,690.00
TR | Date | Mame I Cateqgor | Sub Categor | Payment | CHO # | Deposit | Dep # | Ealance =
31238 | 19 Jan 2002 Telkom Wehicles Petral R 100.00 (R100.00
31239 21 Jan 2002 G0-Go Motars Wehicles Petrol R 250,00 (R350.00
31240 23 Jan 2002 Go-Go Motors Wehicles Petrol R 100,00 (R450.00
31241 | 27 Jan 2002 Go-Go Motars Wehicles Petral R 100,00 (RE50.00
31233 | 19 Dec 2002 Telkom Telephone Rental R 100,00 (RAS50.00
31234 | 19 Dec 2002 Durban Metro Music Departm... | Cable Repair R 100,00 (R750.00
31235 | 19 Dec 2002 Durban Metro Music Departm,.. | Drum Sticks R 10,00 (R760.00
31236 | 19 Dec 2002 Durban Metro Music Departm,.. | Guitar Strings R 1,000,00 (R1,760.00
31237 | 19 Dec 2002 Telkom Wehicles Petral R 100.00 (R1,660.00
31232 | 19 Feb 2003 Telkom Telephone Rental R 100,00 (R1,960.00_ |
31242 | 27 Apr 2003 Durban Metro Wehicles Petrol R 100,00 (R2,060.00
31231 | 19 May 2003 Durban Metro Bills Electricity R 250,00 (R2,310.00 =
| | »
I Payment = Deposit |
Accounts | Payees |
Name [ =l Date [§3 14 zo0z [=|
Category I j I j Amount I | Category | Sub-Cat |
Cheque # | Notes| ¥aT [ I Category Details |
Enter | Cancel | Delete | Print | Close |
Gloabl Cutreach ” Syskem User: Justin Joseph - Administrator |06 Jul 2003 |Church Access - Jasmin Mights
Astat| | 4 & 2T » ©] @] & || [B Church Access BB Bk 135
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Home Visitations

Visits made to congregation members can also be entered. This is done for each member
with the reason for visit, person making the visit and the outcome of the visit being recorded.

hurch Access

Fil=  Help
%2 Home Visits M=

—Select member ———— [~ ¥isits made to date

Chetty Jericho
Chetty Anny
Hirjee Adarsh
Mahadeo Sarika
Michaels Zoe
Michaels Shawn
Michaels Debbie
Moses Jabulani
Munsamy Gerald
Maidoo Kavendra
Maidoo Andrew
Marsi Anita

Marsi Mo

Marsi Yoshira
Singh Yashika
Singh Resha
Stewens Celeste
Stewens Abraham

williams atherine | | _’I
Date Wisited By Accompanied By Mext Visit Due
| Jog l zooz =
Reason Faor Yisit Motes
ew | Update | Delete | Print | Close |

Gloabl Qutreach ” System User: Justin Joseph - Administrator |06 Jul 2003 |Church Access - Jasmin MNights
| Slall”J @ ﬁ =l ) 2 @ 23 |J Iﬁ Church Access ||%@<EJ§.% 1356
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Events Planning

Should you have events that are being planned such as camps and conferences you can use
the Church Access®. Event planner to register attendees for these events. Information such
as event dates and locations are recorded.

Also post payments for these events and see the number of available spaces left as you
register new attendees. You can add new attendees and see which events these attendees
have already attended.

%3 Events - Details ==

List of all exvents

# | Event Name Location Az ailable
Youth Camp ... | Camp Cavid 4

45 | Prayer Fire ... | ICI Durban 10

~Event Details

Marne Lacation Req. Amaunkt
Jvouth Camp 2003 JCamp David |R. 250,00
Description Type Staff  Awvailable Space
I'f'outh's Annual Camp. Bring A F Icamp j |5 |49

Stark End Confirmed

|24 oct zoos =] [15:0m00 ==/ |26 oct 2003 =] 170000 2= W

Mew | UJ:u:Iatel Delete |

— Reqgistered Attendees

Attendee | Reg. Amount I Paid | Balance
Andrew Maidoo R 250,00 R 0.00
Reqistration Attendees Payments | Prink | Close |

There are various re(gorts that can be printed. Also certain reports are available for emailing
from Church Access . You may also export information to a spreadsheet for further
manipulation. Here you can arrange the information according to your preference.

Jasmin Nights Software Solutions|

National
Telephone: | 031 208 6146
Fax: 031 208 6164
Email: sales@jasminnights.net
Web: http://www.jasminnights.net
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