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1.1

1.2

Chapter 1 Overview of the Partner System

Introduction

Almost all of the activities of international miesigroups involve contacts with people. These
include:

* People joining in summer or year campaigns (or éong

e Supporters who receive prayer letters and providwtions

e Churches who support the mission or are interaatdte work

e Other mission groups and charitable trusts withwhee co-operate

e Other organisations, both those with similar aimd eommercial companies such as banks
All these work with the organisation, and can biéedapartners’.

The purpose of the Partner Administration SystefEaRA is to maintain the information necessary
for the organisation to communicate well with itgtpers, and to manage these contacts effectively.
Much of this information is also used by the otRETRA systems (e.g. Finance and Personnel).

The functions of the Partner System are to helpffice:
« hold information about partners and to keep itaxoite;

e use this data for activities such as printing lalfet sending newsletters, producing standard
letters to reply to inquiries, or contacting a atar group of partners (e.g. former members, to
invite them to a special meeting.)

Because international groups work in many counttles system must be very flexible. For example,
different cultures have different ways of using fligrand given names, and different ways of writing
addresses. TheePRA Partner System has therefore been designed smémgt features can be
changed to meet the needs of individual officedlenmetaining common principles. This results in
the system being a little more complex that it vdombed to be for use in just one situation. However
efforts have been taken to make the system asteasg as possible, while providing sufficient
flexibility.

The following sections of Chapter 1 give a genar@bduction to the Partner System. The remaining
chapters of this User Guide explain how to use it.

Scope of the Partner System

The FETRA Partner System supports the activities of an adin@tive office which require access to
Partner information. These include mailing publimas, standard or customised letters to supporters,
and the maintenance of other partner details ferysthe other rrRA Systems (e.g. the Finance
System for sending receipts and the Personneli@ysterecording personal details such as date of
birth). The most important features are as follows.

Storing Partner Names, Addresses and Other Informat  ion PETRA can store names and
addresses, phone numbers, E-mail addresses, stppdrters, churches, members, internal units and
other organisations. Where needed, several addreasdbe stored for one partner. It is also passibl
to record that partners are special types, suéfoasd members.EBRA can also record details of
‘private’ partners, such as individual prayer sup@s; these may only be seen and used by the
PETRA User who entered them.
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1.3

1.3.1

Partners are grouped into different classes, narRalyily, Church, Organisation, Unit, Bank, Venue
and Person. These are explained in section 1RattHer Class’. The reason for having different
classes is that different items of data are udefutach one. For example, ‘Date of Birth’ may need
to be recorded for an OM member, but is not relef@ma church.

Relationships between Partners PETRA can record relationships between partners, sutheas
fact that a partner of class Church supports agodast member of the Organisation.

Subscriptions to Publications PETRA can keep lists of all publications handled by Hitce and
record which partners subscribe to receive eachqation. This data can also include dates when
subscriptions need to be renewed, postage costsafrd trial subscriptions, etc. Partner recores ar
automatically updated when publications are sent.

Contacts with Partners  You can record details of contacts which yourcefhas with partners.

Sorting Groups of Partners (Extracts) PETRA allows groups of partners to be selected from
the complete list. This is essential for mass mgdiof publications, but can also be used, for
example, to contact all supporting churches withgertain area in order to advertise a meeting.

Mailings to Partners ~ PETRA can print envelopes or mailing labels for a grotipartners. There
is a lot of flexibility over the format of the adehs, to meet the different needs of different coest

Compiling and Printing Management Reports Various types of report can be generated using
the information stored inEARA, such as lists of partners subscribing to a pabba.

Producing Customised Form Letters PETRA allows a ‘Mail merge’ in which partner data
relating to subscriptions, recent gifts, etc. camierged with a standard letter to produce a set of
letters, each addressed to one partner, and cotgalata relevant to that partner. Petra also has a
export mailmerge facility; key elements of partdata, eg address, can be exported in a text table,
suitable for importing into an external word-prog@sto use in mailmerge operations.

Types of Partner

Partner Class

There are several different classes of partner.réason is that different data needs to be stared f
different types of partner. For example, you maytta record whether a person is married, but this
is meaningless for an organisatioBTRA uses 7 different classes of partner. However abrieem,
class Person, is never used by itself, but onomjunction with class Family. The classes are as
follows.

* Family - This is the general class for partners who are lpebpth individuals and married
couples For Family class partnerssRA can record basic contact data such as address and
phone number, and also information about subsoriptto publications.

» (Person) - This class is never used by itself, but as ahtidal class for partners who already
exist as class Family. It creates additional, seqmeintary records, holding extra information that
cannot be stored in a record of class Family,date of birth. It is used mainly for members. An
individual member has a main entry as class Farmailyg,a supplementary one as class Person. A
couple working with the Organisation will have a@ry as class Family, and separate records of
class Person, both linked to the same Family record

e Church - For churches with links to the Organisation, or vglapport members. In addition to
address details H?RA can store data such as denomination, or exist@nueayer cells

¢ Organisation - For all organisations except churches. Foundatishigh may fund projects,
are a special type of Organisation.

Page 10
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Figure 1-1 Classes of Partner
for data records in Petra

e Unit - For data on those internal organisational unitsttie office deals with. These units
include not just sending and receiving fields, btad,also conferences, campaigns and key
ministries.

* Venue - For sites where conferences are held. A venagseciated with accommodation details
(buildings, number of rooms, beds, etc).

« Bank - Branches of banks at which other partners hawni bccounts.

Family Church Organ- OM Bank Venue
isation Unit

Person

1.3.2 Partner Status

1.4

In PETRA, every partner is given a Status. The status eazhbnged at any time. The options are:

Active - a partner who is active

Deceased a person who used to be a partner but has died

Inactive - a partner who no longer wishes to receive mgslin

Private - a partner who is only on a personal mailing list
For most operations, offices work with partnerstattus Active.

StatusPrivate is used for personal contacts of individual usBrs/ate partners are "owned" by the
PETRA User who entered them, and are marked with tbar®RUser Identification (ID). Other users
who log in to BTRA with a different User ID cannot edit these parsner

Major Principles of Partner System

Partner Key Each partner is given a unique key number auically when they are first entered
in PETRA. The first part of the number indicates the sitere they have been entered, and the rest is
their unique identification number. This key wi@ear on many screens referring to that partner.

Partner Find Facility PETRA is designed to be used in offices which have nmamners, and so a
powerful facility is provided in th@artner Find Screeito help a User to find easily the record of a
partner. If necessary the user can look at (brottmedletails of all partners who have similar names
or live in the same area before selecting the coomee. BTRA can also produce lists of groups of
partners with something in common (these listscatied ‘Extracts’).

Addresses Addresses are made up of two partisoeation andLocation Details Partners may
share a location (for example a team of peopladit the same address), but have different
Location Details (phone numbers).

Tables of Options  Some partner data can take any form (for examglee and address).
However, much of the data relates to fixed optidiws.example, an office will only support a small
number of publications. In cases such as tHE3RR uses a simple code for each publication, and
keeps a list of publications that may be used by dfffice. Lists like this are known as Tables, and
cover not just publications, but other items suslpartner details (e.g. ex-members, church
denominations, languages spoken etc.) Some of thedees and codes are common throughout the
Organisation, but in many cases local offices athigems to these lists to meet their local
requirements.
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Administrative Operations PETRA can use the data stored to help the local teastaimdard
operations such as printing address labels fonpestwho receive publications, special letters to
announce events, etc. A range of standard repoatso available to assist local teams in effetyiv
managing their operations.

Maintenance or Housekeeping  The partner system includes housekeeping opessiuch as
searching for duplicate address entries and puigjmhgxtracts.

1.5 Menu Structure

To open the Partner Module, click on the Partnen i thePetra Welcome ScreeihePartner
Screenis displayed (see Figure 1-2). Almost all operadion the User Guide assume that you are
starting from this screen. The Partner Systemsgsdaound the main menus in the menu bar of this
screen.

* File Menu allows partners to be imported from and expotteother BETRA systems. [Note -
Add Site  used to be under this menu, but this is now irSygem Manager module.]

™ Partner System _ (O] x|
File Partner Mailing Maintain Tables Petra Help

Irpart
Export

Exit

Figure 1-2 Main partner
Screen, showing File Menu

Find & Maintain Partners. ..

browse Partners. ﬁ

» Partner Menu This offers various operations for handling pars or selected groups of
partners (extracts) and keeping information upat® dFigure 1-3 shows the optioRecent
Partners allows you to select quickly any of the last temtpers worked with.

™ partner System : -0l x|
File | Partmer  Maling  Maintain Tables  Petra  Help
Find & Mainkain... Ctrl+F

Find by Bank Account Details,.. Chrl+G

‘wark with Last Partner. .. Chrl+L

1 V.
Recent partners _' m L

. Extracts...
Figure 1-3 Partner Welcome Reparts...

Screen with Partner Menu

Mew Partner Chrl+M ’ — to PArtner
L ]
Mew Partner (shepherd) i ¢ &

Merge Partners
Delete Partner

Duplicate Address Check
Merge Addresses
iew Parkners at Lacation

Find and maintain Partner is used extremely commonly and so may also besaede
by the button in the centre of the screen (Figugg. 1
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« Mailing is a menu that leads to the main operationsffade management such as printing
labels, form letters and reports.

E Partner System =l

Eile  Partrer | Mailing Maintain Tables  Petra Help
Label Print
M ailzart Label Print

Figure 1-4 Mailing menu in R——— ;
Partner Welcome Screen ubseription Expity Notices P i
Subszcription Cancellation m .

Load [nzerts into Extracts L o
Form Letter Print

Extract kail Merge. . - to Partner

« Maintain Tables is a two level menu which allows you to updéie Tables which list
choices. The Tables are grouped into four setseant group has a sub-menu;

Most of these tables will not be changed often. klosv, several of them, particularly the Form
Letter tables must be used as part of the preparatork before sending a form letter.

™ Partner System e =10l x|

File Partmer Mailing | Maintain Tables Petra Help
Partnet Tables 3 Cauntry
Subscription Tables » Language
Address Tables » Shatus
Farm Letter Tables  » Acquisition
Mail Merge Forms Special Type
Mailings Email Address
Local Partner Data T
- Drenomination
Figure 1-5 Maintain Tables Biisingss
menu
Oecupation
Marital Stakus
Find and Maintain Partners, .. Frequency
; Relationship Category
Relationship

Inkeresk Category
Partner Interests
Contact Method

Contact Attribute

e Petra Menu allows access to the other sub-systemseaRR (Finance, Personnel, etc.)

1.6 Layout of the Partner User Guide
The Guide is organised into 11 Chapters.
Chapter 1, Overview of the Partner System

Chapter 2, Entering and Editing a Partner explains how to enter the details of a partner
and how to edit the information later; this incledew to enter a subscription to a
publication.

Chapter 3, Maintaining Tablesexplains how to update the Tables of possibleadoin the
selection lists for entering data.

Chapter 4, Selecting a Group of Partners (Extractsgxplains how to make Extracts (lists of
groups of partners with something in common).

Chapter 5, Printing Labels and Envelopesxplains how to print mailing labels and
envelopes to a group of partners selected in ara&ixt
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Chapter 6, Form Letters and Mailmergeexplains how to write and print standard letters,
and also how to save data for use in an externadywwcessor.

Chapter 7, Partner Reportsexplains how to produce management reports ubm@artner
data held in BTRA.

Chapter 8, Subscriptions to Publicationsexplains how to manage the job of sending
publications to partners. It refers to other chegptehere necessary.

Chapter 9, Address Managemengexplains a few more specialised functions on mizagag
addresses (checking for duplicate addresses araliegold addresses).

Chapter 10, Sending E-mail from ETRA explains how e-mail addresses storeddmRA
can be used easily to send email messages.

Chapter 11, Foundationsexplains how to enter Foundation details for shib-set of
Organisations.

1.7 Learning to Use the Partner System

A new user of BTRA may find the following plan useful to learn theslwaprinciples:

1.

First look through the BrRA GENERAL USERGUIDE, which gives general principles of operation
of PETRA.

Moving to the RRTNER USERGUIDE (this part), begin with the first part of ChapBefup to
section 2.3.3.2). All users need to be familiatwiite use of th€artner Find Screeand how to
enter data through theartner EditScreen, since these are central to the use™A Don’t

work through all the later sections of Chapter thes stage. You may wish first to try entering a
simple partner using the Add Family Shepherd, benttry using the ‘full’ process in order to
become familiar with the screens.

Go to Chapter 4. Extracts are essential for mogte@bperations of an office usingiRA. Work
through the first few pages up to and includingisec4.2.1 ‘Publication Extract’.

Now go to Chapter 7, ‘Partner Reports’. This wibyide an example of using Extracts and also
provide some experience in printing.

Look at the use of Tables, by studying the first pd Chapter 3. Read from the beginning to
section 3.1.5, ‘The Find Facility’.

You will then have a good knowledge of the basingples before moving on to other items
such as entering additional information on partiférs rest of Chapter 2), printing labels
(Chapter 5) and Form Letters (Chapter 6); Formdrstts perhaps the most complex common
operation, and this should not be attempted umiluser is familiar with the other parts
mentioned above.

Partners are people, not datal  We are working with people, even if they aret phian
organisation. We aim to show respect, care, apgieni and understanding of the partne
concerns in all our dealings with them, whethés & confusing address change or a miss'u?lg
subscription. It is hoped thatePRA will be a useful tool in working with Partners,dan
enhancing relationships, but it cannot substitateafcaring attitude.

Page 14
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Chapter 2 Entering and Editing a Partner

Adding a partner and maintaining (editing) partdetails are the most basic operations in tHeRR
Partner System. The Partner system allows youctwrdemuch general information about a partner.
The Personnel system is used to enter specifiopeet information, such as applications to join a
campaign, and the Finance system is used for giitejces etc, but Personnel and Finance also use
the basic information entered in the Partner system

Partner system data can be entered (and editad)tfr@Partner Edit ScreerHowever, this is a little
complex, and SOEYRA has Shepherds which lead you through the initegdssfor adding new
partners of class Family, Person and Church.ribt;mecessary to use Shepherds, but they help to
ensure that basic information is entered correttlyy do not ask for all possible information, aad
after the initial data has been entered using l&dre, thePartner Edit Screeran be used to add
additional items. Th@artner Edit Screemust also be used to change data that has albesay
entered.

Before you can open tieartner Edit Screeffor a particular partner, you must first find themthe
PETRA database. This is done through Beetner Find Screerand this is introduced in the next
section. This chapter then covers other topichaw/s below:

Section Item Page No
2.1 Using the Partner Find Screen to bring up tetdian existing partner 15
2.2 Adding basic details of a new partner usindnepBerd 19
2.3 Entering full partner details using tRartner Edit Screen 21

0 Other partner details (except and finance an#sand bank accounts) 33
2.5 Finance details (bank accounts, gift receipditie etc.) 50
2.6 Merging partner records (for example where idap information exists) 58
2.7 Importing and exporting partner details 59
2.8 An example of partner maintenance 62

2.1 Finding an Existing Partner

In many operations inEARA, it is necessary to find and display the currestais recorded for a
partner. This is done by using tRartner Find ScreenYou can go directly to a partner if you know
enough details, or browse a list of partners aed 8elect the one you want. The main way to do this
is using thePartner Find Screenwhich is described next. However, it is also fgaedo find a

partner from details of their Bank Account (sedisec2.5.4, Finding the Holder of a Bank Account,
page 57).

2.1.1 The Partner Find Screen

On the BRTRA welcome screen, click the larRartner | button to see thRartner System (Welcome)
Screen Click the|Find and Maintain Partner | button in the centre of the screen (the functsalso
available from the Partner menu on the menu bdwe)Partner Find Screeappears (see Figure 2-1).
This is the starting point for searching the datBHTRA to find a Partner.
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+" Partner Find _ O] x|
File  Quick Maintain Maling Petra Help
Partnet Marme: Class: [* 'I
Personal (First) Mame: Partner Key: (0000000000
Address 1 OMSS Key:
City  Town: Post Code:
Counkry; l_ﬂ Clear Criteria |
Status: (¢ Active  { Private All [T Mailing Addresses Only
Figure 2-1 Partner Find Screen (Class|Partner Mame ity |Post Code Jaddr1 laddrz e =
;I_I
I Cosz |
[Iast narne, Firsk nane, title] or churchjorganisationfunit narme A

1. To view all active partners on the system, justkcthe] Search | button. The screen will now
display all active partners in a list in alphabatiorder (Figure 2-2).

Figure 2-2 Partner Find
Screen, showing results of
search

=" Partner Find [_ (O]
File  Quick Maintain  Maling Petra Help
Partner Mame: Class: [* ‘I
Personal (First) Mame; Partner Key: |0000000000
Address 1 OMSS Key:
City/ Town: Post Code:
Counkry: g % Clear Criteria |
Status: (¢ Active (" Private All [ Mailing Addresses Only
Class|Partner Mame ity |Post Code Jaddr1 laddrz |
PER  Boothby, adrian 1, Sir Chew Magna  BS45 81U ‘Wwetherton Yilla wetherton
FaM  Boothby, Adrian, Sir Chew Magna  B545 81U ‘Wetherton Yilla Wetherton
PER Chung, Gum-bas, Mr Busan 135-178 Yeon-Dong 760¢
FaM Chung, Gum-Bag, Mr Eusan 135-178 Yeon-Dong 760-
CHI Clifton Baptist Church Bristol BS8 6EM Downs Wiew ChiF_
PER  da Silva, Jorge, My Lisbos 4479-553 Apartado 246-8
FarM da Silva, Jorge, Mr Lisboa 4479-553 Apartado 246-5
FaM Jones, Fiona, Miss MR45 ZRF 23 Pine Walk  Wroxham
-
1 | |
Search | WE Edit Wi

Fnter a city ar kawn

2. Use the vertical scroll bar to move up and downligteAlternatively, click on one partner to
select them, and then use the cursor keys to mpaad down the list. As shown in Figure 2-2,
some partners (e.g. Chung) may appear more tham ®hés is because the Find screen may
show a number of records for the partner, for exarag-amily record and a Person record. Also,

if a partner has several addresses, each addnesaraas a different entry. This can be prevented
by narrowing the search as described in the se2tibi.

3. Use the horizontal scroll bar to see additionabinfation, such as the addréssation key.
However, for a quick view of a partner’s informatjdighlight the partner and cli€kiew | (or
double click on the partner.) This will bring ugPartner View Scree(Figure 2-3).
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Figure 2-3 Partner View Screen

Partner: 10000041 B x|
Marne: Bariteau, Jean-Claude, M et Mme  (FAMILY)
Skatus: ACTIVE

,{:,

|Jpdated: 09-FEB-Z007
Acquired: MAILRCIONN
Speaks: French

Last contact: 07/0S/2002
Receives: SHIP/SHORE

Types: E=-OMER.
Address (twpe: HOME, key: 1072, mailing address: ves)
34 rue de |3 Loi

Avignon 39766 FR
Telephone:  046-76-84-99-24
Ernail: batiteaus865@yahoo, Fr
Address Valid: Z5-MAR-2003

Other Information:
Regular speaker ak training courses,

Click [OK] to return to théartner Find Screen

4. When you have found the partner, you can edit padetails. Highlight them and click thgit]|
button. ThePartner Edit Screemppears, and you can continue as explained ifoeezB.2, page
22, and later sections. If you wish to exit, cliclse] .

2.1.2 Narrowing the Search for Partners

Browsing the complete list of partners is very slawd so th&artner Find Screemay be used to
select a smaller number of partners, or even txtséhe one partner that you require directly. The
Partner Find Screemllows you to specify some of the following itebefore starting the search.

Class The drop-down box at the top right of the scream be used to search for partners of
just one class. It also includes the option OM-FAMSs limits the search to partners of
class Family who have also been marked as spgpal@Mer (see special type in section
2.3.5, page 32).

Name Often entering just the family name, and thstfietter of the personal name will find
the partner easily.

Address information If you know part of the address, this informatan be entered into
the blank fields to limit the search.

Partner Key If you know the partner key, you can enter thikck at the left-hand side of
the box and type in the number. (Note: Os at thieadra key are treated as ‘wild’ or ‘any
character’. So, if you enter 00270123487Ra will display all records from 0027012340
to 0027012349. Entering 0027000000 will displayredords from 0027000000 to
0027999999.)

OMSS Key If you know the OMSS key, you can enter this.

Status Normally all Active partners are considerede(page 11 for explanation of Status).
If you wish to find partners with a different statdind the Status options on the screen,
and clickALL (See Chapter 1 for definition of Status). It iscapossible just to look at
partners of status Private; this will show only gatners of status Private which have
been entered by you (entered using your User ID).

Mailing Addresses Only Mailing addresses are those which are both cuvahtl date
range) and have also been marked as the partiaifiig Address (the address to send
post to). Check the box if you wish only to seerent mailing addresses. If this box is
unchecked, you will see all addresses for thisnear(This selection is ‘sticky’ - which
means that BrrA will remember your choice for next time. (Seeduoling Warning.)

Version 2.2a (Apr 2008) Page 17



Chapter 2 Entering and Editing a Partner PELRA Partner User Guide

2.1.3

Figure 2-4 Choose layout to Adlias Leyont

Warning Normally the Family class record is used for ingil Person records hold the valid
address, but do not normally have the Mailing Addrbox checked (otherwise people might| be
sent two copies.) When using records of class Rengau will probably find that there are no
addresses marked Mailing Address, so you will ieedear theMailing Address Only checkbox.

To do a limited search, enter the known detaikh@upper part of the screen; then cjigdarch] .

Example: To search for a partner with family namadidonald. Click in the Name box, and type
MacDonald. Then clicsearch . The screen will show all partners with the namecBlonald.

It is not necessary to type the full name. Entetivig’ lists all partners with names beginning with
‘Ma’.
Several search criteria may be used simultaneoulsly.example, to find all partners which are

churchesin theBristol region ofGreat Britain, select Countr$B select Clas€HURCHenter Post
CodeBS, and clicK Search].

Very often you only need to enter the Name (theilyamame) and the personal name to find a
partner. It is possible to use * as a ‘wildcardaddcter. For example, entering “*son’ will find all
names ending with the letters ‘son’. However, usitigcards in finding partners can be very slow if
many partners have been entereddamrA.

For a new search, cli¢klear Criteria], enter the new search criteria and cligarch |.

When you have found the partner that you are lapfin, click to highlight them, then click thedit]
button to go to th@artner Edit ScreenThis takes you on to section 2.3.2, page 22.

Note - Accept Button: ThePartner Find Screelis used in many EYRA operations. Sometimegs
you need to select a partner as part of anotheratipe, for example to set up a relationship,
these cases the screen has an button in the bottom row. After highlighting a paer,
click to confirm that this is the partner you want.

=]

Copying an Address, Partner Key or Location Key

The Partner Find Screen has a number of other 8sese are described elsewhere in this User
Guide, but the several of them have more genegicapion.

To Copy a Partner’'s Address to the Clipboard
A partner’s address can be copied to the clipbsarthat it can then be pasted into a word-processor

1. Find and highlight the partner in tRartner Find Screemot thePartner Edit ScreenThen from
theFile menu, selecCopy Address , or use short-cut keys <Ctrl> + C. A dialogue box
appears, asking you to select the required forn@tgally select SmiLabel) and press the
<Enter> key. The address is copied to the Winddipbaeard.

Choose Layout:

copy to clipboard

Press <Enter:> to continue.

2. Switch to the new application, eg Word-processod, paste the address.

Page 18

Version 2.2a (Apr 2008)



Partner User Guide PELRA Chapter 2  Entering and Editing a Partner

To Copy a Partner’s Key to the Clipboard

Find and highlight the partner. From thile menu, seledCopy Partner Key . The partner key
is now on the clipboard, and can be easily pastedanother window when required.

To Find a Location Key

In thePartner Find Screehighlight the partner and address for which yoshato find the location
key. They key is actually on the same line, but lzaue to scroll to the extreme right to see it.

2.2 Adding a Partner using a Shepherd

Full details of adding or editing a partner is give the following sections (starting with secti®:3,
page 21), which explain how all data can be ent&md thePartner Edit ScreenThis section
provides a brief description of the Shepherds, Wwis&n guide you through the key processes of
entering a new partner. It is necessary to reféhedull method for a more detailed explanation of
the different items.

Shepherds do not allow you to enter more complicptatner information (such as multiple
addresses or additional data), and they cannosée to edit existing partners. For these you need t
use thePartner Edit Screent may be useful to use the Shepherd to add loesails for a new
partner first, and then go to tRartner Edit Screeito add additional information.

Figure 2-5 shows a typical Shepherd Screen. Yoasked to fill in a few items of data, and then

click [Next > ]. This takes you on to the next screen. At anytpgin can click < Back], to step back
and check what you have already entered.

Warning - Multiple Sites If you have multiple sites, set up on your systehe Persor
Shepherd asks you select the site (as shown imlésisription). The Family and Church Shepherds
miss out this stage and use the site set as tlaaltde$o, if you need to select a site other tinan t
default when entering a new partner of class Faarilghurch, you have to use the full method.

" Add New Family M=l E3

AF3-1: Family Mame

Title: |I
Firsk MName: I

Surname (Family Name): I

Addressee type: IFP.MIL‘{' ﬂ

Figure 2-5 Add Family
Shepherd (Screen 1)

Help | Cancel | % Back | Mext = I Fimish |
Fnter data or press ESC ko end. v

Currently there are Shepherds to add partnersas§dtamily, Person and Church. Much of the
information is similar. The class Person is sligimiore complicated, since it requires an additional
stage (creating or finding a Family record to In&éid to the person record).

To add a new partner using a shepherd, from theiianof thePartner Welcome Screeselect
Partner , thenNew Partner (Shepherd) , and finally the Shepherd that you want.
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File | Partmer Mailing Maintain Tables  Petra  Help

Figure 2-6 Partner menu on
Partner Screen, showing
Partner menu and New Partner _
with Shepherd options Merge Partners

Find & Mairkain,. .. Chrl+F
Find by Bank Account Details, .. Ctrl+G

wiark, with Last Partner... 4L
Recent partners L4

Extracts,..
Reparts...

Mew Partner Cerl+M —
Mew Partmet (shepherd) add Person
add Farmily
Add Church

Delete Parkrer

Duplicate Address Check
Merge Addresses
View Partners at Location

Brovwse Partners,

The Shepherd screens differ a little for the défarpartner classes. The following summary shows

the stages of the Add Person Shepherd, which itiyest of the three. Most of the screens of the

other Shepherds are included in the Person Shep¥leré complete details of the various items are
included in the "full" procedure described latethis chapter.

Fill in the data and clickNext > | . This takes you to another screen that asksdress information.
Continue until all screens have been completedtla click Finish. If you make a mistake, or wish
to check something before you finish, cligkBack] .

---------------- e e |
'

Screen Data to enter i Notes

———————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

+1 (APS-1) : Select Site  Normally just cliblext . A small number of offices manage
' : ' more than one site, and this screen allows theseltt the
correct one.

———————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

2 (APS- 2) Title (eg Mr) and namé First Name mgagrsonal name (in some languages it is not
first!) Family name means the name that childrenld/share.

Previous Family Mamused for partners who may have chan@ed
their name on being married, and may hareRA entries under !
their previous name. |

| 4 (APS-4) | Select family to which | There are three choices. Click the first buttosetect from the list
' the Personrecord | of likely candidates thateRA lists below. Click the second
should be linked i button to go to #artner Find Screeand select another eX|st|ng
i Family. Click the third button to create a new Hgmecord.

' 5 (APS-5) ! Select Family (or Fmd) This screen aapears if you chose the second option in the !

! ! previous screen. Either enter the partner keyefamily record
that you are choosing, or C|I- to bring upiad Screen to
search for the Family record required.

6 (APS- 6) Main Address details Enter the mainraglsl The exact form of this screen depends on

| | i which choice you made in selecting a family. m |
button allows you to select an address which ajrexésts in
PETRA. If you use this to find an existing address, arake a
mistake, then you can undo this by seledthey Address|. If
you find an existing address, but need to cortegbu can use
the can th button, but remember that this may be used by
other partners, so do not do this unless you are Hun doubt
use thé New | button.

'
___________________________________________ e

7 (APS- 7) Location Information :  Select the locatigpe from the drop-down box, and enter phone
- i number, e-mail address, etc. The small boxes #iféemain
phone number boxes allow you enter phone extemsiotbers. :
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2.3

————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

+ 8 (APS-8) : Partner Special Type : You can mark énpaias being of a special type. Click on the
; ; i type(s) of interest. (See section 2.3.5, pageGRurches should
be marked as special ty@urch.

9 (APS- 9) Summary i This screen displays a sumimigttye information that you have
- - i entered. If anything is wrong, you can step baakhtange it. .
Alternatively you can clickFinish] and then make amendmentd»
using thePartner Edit Screen

Screen Data to enter Notes
' (ACS-1) | Churchnameand As well as the name, select the appropriate deratiomof the |
] __denomination Lchureh.
(ACS-2) Address and Location | This combines the information requested in twoedéht screens ;
eeeeeeooo...jinformation |_inthe Add Person Shepherd. | '
' (AFS-3) and | Subscriptions Publications which the partner wigha®ceive. Click to select or

(ACS-3) ! | deselect. The extra fields at the bottom can bd tesadd more |
: . detail, but these will apply to all the subscripsq2.3.4.1, page!
29). If you need different detail for different sdbiptions, this
needs to be edited later.

Adding or Editing a Partner — Basic Information

Section 2.2 introduced a simple way of adding beata for new partners of class Family, Person or
Church using Shepherds. However, for partnershadratlasses it is necessary to useRthgner Edit
ScreenThis method is also required to add more detaiéatimation (for all classes of partner), or
to edit partner information after it has been esdePartners

This section explains the longer but fuller wayeatering details of a new partner, and editing an
existing partner, using thHeartner Edit Screenf you are entering a new partner, you first need
follow section 2.3.1, but if you are editing ansgiig partner, go straight to section 2.3.2, p&je 2
You will then need to decide which of the followiagctions are relevant, depending on what
information you wish to enter.

2.3.1 New Partner - Class and Site

Note Before entering a new partner record of class Pemsake sure that an appropriate recprd
of class Family exists.

1. From the menu bar of tHeartner Welcome ScregeselectPartner , thenNew Partner . This
opens théNew Partner ScreerfAlternatively, click theNew] button at the bottom of tHeartner
Find Screen
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B
Sites Available: |Site Key | Site Mame
i0000000 ICT
12000000 France
37000000 UK MNational Office
Figure 2-7 New Partner Screen Partner Key: 0010000177

Partner Class: |FAMILY -

Acquisition Code: |APL w | Mormal recruit applying through oM

Private Partner: [

Help [o]'4 I Cancel

Please select a Site

2. Enter or change the various fields as follows.

Site Select the Site to which you wish to add thenmartMost offices will only use one site.
If you need to add another site, then see t#sSv MANAGER GUIDE.

Partner Class Use the drop-down box to select the partner dtasthe new partner (section
1.3.1, page 10, explains the different partnerses} It is important to choose the class
correctly becauseE?RA stores different types of data for the differdiasses of partner.
It is not possible to change the class of a patater without re-entering all the data
again.

Family If you select partner class Persof€amily | button appears to the right of the Partner
Class selection box. Click this to find and setbet Family that the person belongs to. A
Partner Find Screemppears. Use it to find the Family partner asa&rgld in section 2.1,
page 15. Highlight the Family partner and cliaécept .

Acquisition Code Select the code best describing why the partbeing entered.

Partner Key is the unique identifying number for the new partiThis number is inserted
automatically by BTRA, so do not attempt to edit this field.

Private Check the box if this is a private partner (segtien 1.3.2, page 11.)
3. Click[oK]. ThePartner Edit Screeappears. You can now go on to section 2.3.2.

2.3.2 The Partner Edit Screen

Basic partner details are entered inB@etner Edit ScreenFor new partners, open this screen as
described in section 2.3.1. For an existing partmghlight them on th@artner Find Scregnand
click the[Edit] button (see section 2.1, page 15). The appeardribe Partner Edit Screenaries
slightly depending on the class of the partneruféd-8 shows thBartner Edit Screeffor class
Family, with some data entered.

New Partner Edit Screen - Video tutorial In FETRA 2.2, thePartner Edit Screeras beer
completely changed. To introduce the new featuaesitorial video has been produced. To view
this in your Web Browser, open tiartner Edit Scregnand selecHelp > Video tutorial
and follow the instructions. You may need to dovadlahe video (20MB) unless it is already
installed on your computer.
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m Partner Edit - 10000007 Abernethy, Heather, Mrs [FAMILY]

=101 x|

Menu Bar =——p
Control buttons =—p

Main partner data

Tabs —»

[

Data relevant to
the selected Tab
(in this example

Addresses)

<

Figure 2-8 Partner Edit
Screen for class family, after
entering typical data

File  Edit

A Save
=

Mainkain

0 Clase

Wiew  Help

_] Mew Partner

=l

Key: 10000007

ABEHE11 Class: FAMILY

OMer Field... I France

Title/Mame: IMrs

Last Gift:

IHeather IAhernethy

Addressee Type: IFAMIL\" vl I~ Mo Solicitations

Partner Status: [ACTIVE  =|
Status Updated: 08-FEB-2002

Last Contact: 01-NOY¥-2006

@ Addresses (2} | Partner Details I@ Subscriptions (4) I &y special Types (2) IEE- Office Specific I B notes I

Address-1

=
f

Street-2 Address-3 City

12 spalding Crescent Cherry Hinton Cambridge

Location Type ;g{.__l Mew
gl Edit
Delete

—Address

Addrl:
Street-2:
Addr3:
City:

Post Code:

Country:

Rue des Pins 64
Lussan County/State:
GARD

FR FRAMCE

Phone:
Fax:
Mobile:

Alternate:

—Partner-specific Data for this Address

33 56 78 19 56 Email:
abernethy02@camb-isp.net

Website:

Location Type:
Mailing Address: [#

HOME

“alid From: D4-NOY-2004

Walid To:

|Se|ect OMer Field

The Partner Edit Screeihas the following main components, which are iat#d in Figure 2-8.

Menu Bar TheFile menu provides options such as exporting a partheEdit menu allows
certain Undo and Find facilities; tiMaintain ~ menu is similar to the Tabs (described below) for
accessing many different items of partner data.

Control buttons At the top, underneath the menu bar, there aregveer ofcontrol buttons.
When the screen opens, button is shown selected, because this screeseds to edit
partner data. The other buttons allow yo(stee | changed Close] the window, or enter a

[New Partner |. In the future, there will be additional buttonsallow you to switch to Personnel Data
or Finance Data.

Basic partner data  Only the most essential data (name, statug,istshown here. However, this
panel also shows the date that this partner laderaaift, and the date that a Contact with the
partner was last recorded. (Dates for confideniité are only visible to users with the appromiat
Finance Security rights.)

Tabs for Partner Data The different tabs allow you to enter data fdfedent items (Addresses,
subscriptions, etc.) When a tab is selected, tmaireder of the window below the tab contains fields
which show data relevant to the subject of the tab.

The tabs cover the most important items. Howeweret are more facilities (some of which may be
added as additional tabs in later release€oRR), and the full list of facilities, including thoss
the tabs, is available from the menu Maintain  menu.

The basic partner data will now be described, astiéring a new partner. The later sections deal
with the subjects of the different Tabs, and tinthier topics available from tHdaintain ~ menu.
When all relevant data has been entered, usingethered Tabs or items from thdaintain

menu, click Save], then|Close | to exit thePartner Edit Screen
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To enter/edit basic partner data

1. Enter data as follows. Click in the first emptyldieTitle/Name, and then use the <Tab> key to
move to the next field.

Title/Name The format of the name is different for differ@artner classes. A family has
three boxes, a person has four and others one box.

\ Mr \ John | Smith | Family
\ Mr \ John \ N | Smith | Person
\ Springtime Publications | Organisation, Church, Unit, Bank, Venue

The length of the entries is not limited to theesif the box; if you type a longer name the
box ‘scrolls’ to let you type more letters. Howeyiglis not possible to include very long
names in address labels, so it may be best toeshtite name of an organisation if it is
very long.

Note — Name Change If the name of the partner changes (for exampleartner gets married
or an organisation or church changes its nameptBgious name can be recorded under|the
Partner Detail tab. It is important to retain inf@tion about this for financial audits, etc.

Gender For Partners of class Person, there is an additbox belowTitle/Name. Select
Male , Female or Unknown from the drop-down menu.

Addressee Type This controls how the person will be addressed lietter. For example in a
formal English letter, a single man will be addezkas ‘Dear Sir’, but a single woman
‘Dear Madam’. The standard options are:

Addressee Type Code Description
1-FEMALE Single female
1-MALE Single male
CHURCH Churches
COUPLE Couple (no children)
DEFAULT Default (if not known)
FAMILY Family
ORGANISA Organisation

No solicitations If a partner has said that they do not wish tenes mass mailings asking
for donations, check this box. Such partners caexieuded from lists (see explanation in
section 4.2.1, starting page 99).

OMer Field This button allows you to record the Receivingléin which an OMer is
working, and is used by the Finance departmengifoentry. If a field has been selected
already, this is shown to the right of the butttffrgnce” is shown in Figure 2-8.) See the
note at the end of this section for more informabo how this works for Person and
Family records.

Status Select the partner status, and press the <Tak=50> key. Normally for new
partners the status will be ACTIVE. (Section 1.%&ge 11, describes the alternatives.)
[Note: If you change the status of a Family claadrier, RTRA will ask if you wish to
make the same change to all members of that Fdmily.

2. When all data has been entered, you can move usetof the different Tabs, to enter additional
information. It is possible to save at this poirging the Save | button at the upper left of the
screen. However, if you do this before enteringddress, you will see a warning message
asking if you want to share this “empty” addrestickd No |, because you will later want to enter
address details.

Page 24 Version 2.2a (Apr 2008)



Partner User Guide PELRA Chapter 2  Entering and Editing a Partner

3. Section 2.3.3 and the following sections explamndifferent Tabs and other items on the
Maintain  menu. Select the item you wish to work on, andrréd the appropriate section of
this user guide, starting with section 2.3.3, p2gefor addresses.

Note — Additional information on OMer Field

The information shown for OMer Field is obtainedwo ways, depending on whether or not
commitments have been entered for Persons in tts®feel module.

New Partners With a new partner, it is possible to enter angdMield simply by selecting the
Field from a list, as described here.

1. Click . A list of OM Fields appears:

Select Ledger
Partner Key [Short Mame -
0067000000 Arabian Gulf [ Peninsula
0005000000 Argentina
0080000000 ARM
Figure 2-9 Select OMer Field 0056000000 Asia Challenge Teams
0075000000 Australia
0076000000 Bangladesh
0023000000 Belgium vI
4 4

(04 I Cancel | Clear | Help |

2. Select the correct OM Unit, and clighk]. The OM Field will then appear on tRartner Edit
ScreenTo clear an entry, clidiClear].

Existing Partners  If a commitment record has been entered in tmedheel module, then when
you click| OMer Field], you will see the commitment record screen, shgulie current commitment.
Commitments refer to records of class Person. Hewdar convenience the OMer field is also
shown on the Family class record. In the rare eds®e, say, a husband and wife are assigned to
different Fields, then, on the Family record, theld~of the family member with ID O takes
precedence over Family ID 1.(For more informationFamily IDs, see section 2.4.2, page 40.)

2.3.3 Entering or Editing Addresses

How addresses work in Petra
Because different partners can sometimes shamathe addressEPRA saves addresses as follows:

» Addresses, known dscations are saved separately from partner data, so aies&ldan be
linked to several partners.

» A partner can be linked to several different lomasi (for example home address and work
address.) One address is marked asnthiding address to which mail should be sent. (In some
situations BTRA has to decide on the best address. See ndwubiple Addressesat the end of
this section for details.)

* The link of a partner to an address can includegdtt show when it was valid (date from and
date to). When a partner moves, the old addresstishanged, but the ‘Date to’ is entered, to
show it is no longer valid. A new address is theteeed for the partner.

» For each partner, a different phone number, endditesss, etc can be associated with each of the
different addresses. So, if several partners gshareame address, they can have different phone
numbers and email addresses recorded. These amm lastocation details and correspond to a
particular partner for a particular address.
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2.3.3.1 To enter an address on the Partner Edit Scr een
1. With thePartner Edit Screeopen (Figure 2-8, page 23), click the AddressesThe parts of

the screen are explained in Figure 2-10. The Addfed screen is divided into three panels. The

top one is a list of addresses entered for thisyparFor a new partner this list will just contain
one blank line. It is possible to highlight anytioé addresses in the list, and the details of the
highlighted address appear in the second panbkedaddreen. The bottom panel shows the
location detailsfor this partner for this address.

(2) current addresses @ Addresses (Z) | Partner Details I@ Subscriptions {43 I & Special Types (2} I = Office Specific I E¥ motes I

Address-1 Strest-2 Address-3 City Location Type g Hew
LISt Of address \ 12 Spalding Crescent Cherry Hinton Cambridge HOME
(locations) B Cancel
—Address
Addrl:
Address which is Street-2: |Rue des Pins 64
highlighted in list Addra:
City: [Lussan County/State:
Post Code: [GARD
Country: [FR <] France
—Partner-specific Data for this Address
Location details for this Phane: |33 56 78 19 56 Ernail: Location Type: Im
partner and th|5 addres Fax: IahernethyDZ@camh—isp.net Mailing Address: v
Maobile: Website: Walid From: [04-NOY-2004
Alternate: I Walid To: —
Figure 2-10 Partner Edit Icons in list of addresseslin the first column a red house indicates a curagldress, a
Screen - Address Tab grey house indicates a past (expired) addressa &hae house a future address. A

green background indicates the best address fdinmain the second column, an
envelope shows that this has been flagged as angraddress (normally just one.)

Warning - Changing an existing address If an existing partner is moving to a new address
do NOT just edit the existing address. Insteadremteew address and change Efse to entry for
the old address. It is important to keep a recétevious addresses, for Finance Dept, etc.

2. To edit an existing address or location detailsafoexisting partner, select the address that you

wish to edit and click thigdit] button on the right. (In Figure 2-10, button is actually
shown as thfDone] button — the name changes after you select it. nEBw partners, there will be
only one blank address line, which is already setbcso click theEdit] button. To enter a new

address for an existing partner, click button. In each case the second and third pahels o

the screen are then enabled.
3. Enter the details in the Address panel as follows:

Address Line 1 (Note: This is NOT the street!) This should obé/used for the name of a
building, or perhaps the name of a company in #s® ¢hat the partner is an individual
but uses a company addre@sherwise leave blank. The street must be put idréss
Line 2 since otherwise the duplicate address chaltkot work effectively.

Address Lines 2 and 3, City, Postcode and County/&e/Province Enter these in a way
appropriate for your country.

4. Enter the location details relating to this partimethis address, in the third panel.

Location Type Select using the menu button. This shows whetieatdress is a home
address, business address, college addressstitoR SECRETARYaNnd TREASURERre
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used for a partner of class Church, to indicatéttiia is the address of the pastor or
secretary. [Note: If an address tyfrEASURERhas been entered for a church, this
address will be selected when some Donor extraetsua. while addresses typasTOR
or SECRETARY will be used for Partner Type, Publication anth&uiption Expiry
extracts.]

Mailing Address Check the box if mail is to be sent to this adgréormally this box
should only be checked for one address.

Warning Normally the Family class record is used for mgil Person records should not
normally have the Mailing Address box checked (otlee people might be sent two copies.)

Phone Number and Fax Number Include the full national number (including thieea
code); for international numbers, follow the offigelicy on whether to include the
international code in this box. International codes given separately in country tables.
The second box is for office extension numberauatriess addresses.

Alternate andMobile These fields allow you to record an alternapitiene number and a
mobile number.

Date From Enter the date from which the address shoulachige for this partner. (See the
GENERAL USERGUIDE for date formats). Normally you will enter todaylate. (This
option is used for address changes - a partnetteliayou that he or she will move after a
certain date.)

Date To Usually this should be left blank. However, duyknow that this address will cease
to be correct after a particular date, enter thdée d

E-mail addressandWEB URL Enter the partner’s e-mail and web site addeegdanown.

4. Click the[Done] button on the right, to exit the address edit fgrand then thksave] button at
the upper left of the screen. When entering a cetafyl new partner, the data is saved, and you
can either clickClose ], or move on to add subscriptions, special typies(see sections 2.3.4,
page 29, and following). However, you may see djaéoboxes either referring to a similar
existing address or other partners sharing thisesdd This is explained in section 2.3.3.2, page
27. If in doubt, daot share addresses or edit the addresses of otheegsar

2.3.3.2 Addresses (Locations) Shared by Partners

An address, known asl@cation, can be shared by several different partnersefample, a team
address). The most common example is where thessltivcation recorded on a partner record of
class Family also applies to the individual Pensmords for members of that family. Tleeation
only refers to the basic physical location (addiggs, town, postcode, county, country). It does n
include thelocation details (phone/fax/email/valid dates for the location,) atbich belong to each
partner individually.

When a new partner is entered, or an addresstededir a new address is addedT®n performs
three checks.

1. Firstit looks to see if that address, or a vemyilsir one, has already been entered for another
partner. [The degree of similarity is set in thest8yn Manager as the Address Match.] If a similar
address is found,B?RA asks you whether you wish to use the existingtiongFigure 2-11).
Check carefully that the address is correct. If kpaw that several partners share this address,
then click| Yes]. If you are not sure, then clitko ], to make a new record of an address location.
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Question [ <]
@ A zimilar address already exists in the database:
13 Spalding Crescent
Lawer Hintan
Figure 2-11 Dialogue box =B 7Y
concerning use of existing

. MOTE: thiz iz used by other partners.
location

Uze the existing address record ?

[If not uzed a new record will be created)

2. Second, it looks to see if the partner for whom gioeiadding a new address is part of a family. If
so, FETRA asks you if you want to make this change appBiitaenembers of that family.
Normally this will be the case. (If you are justady a “Date to” entry to the record, because the
family is moving, this date will be applied to &imily members without warning.)

3. Third, if you are editing (correcting) an addrasshecks whether this location is also used by
other partners. If so, a screen appears showinghwdther partners share the address that you are
changing (Figure 2-12).

Change Location. Partner Selection

The Following partners also use this partner's address,

Select from the list any which need to change.

Shork Mame Partner Key [DM3S

amith, Jahn and Abigail, Mr and 0035100003 SMI1g
. . Smith, John B, Mr 0035100009 SM1J3
Figure 2-12 Change Location Smith, Abigail C, Mrs 0035100010 SMII3
Selection for shared addresses Smith, Jaanna T, Miss 0035100011 SMITE
Smith, Tsaac B, Mr 0035100012 SMIIS
Smith, Timothy D, Mr 0035100013 SMIIS

‘ f

OF | Cancel | Help

Select the ones that that you wish to change fese€trl> key to select more than one.) CJiok .
Be careful! Do not change the address for all partners uyl@ssre sure that the change applies to
all the people who live at the location.

Copying an Existing Address

If an address has already been entered for a paaime you wish to use it again for another partner
it is possible to copy the address - it is not seagy to retype it. This avoids mistakes and aleida
PETRA storing the same address twice.

1. Open thePartner Edit Screeto show the partner to whom you wish to add thiresk. Select
theAddress Tab.

2. If there is an existing address displayed, whichlteen valid up to now, and you wish to mark
this as inactive, select it, cli¢kdit] enter today’s date (or the appropriate date)éDiite To

field, and click Done .

3. Click [New], to show that you wish to create a new addresa.should NOT use the Edit option
to completely change an address (see notedbutton at end of this section.)

4. On the menu bar, seletit , thenFind New Address . ThelLocation Find Screeappears
(Figure 2-13). The screen will be blank initialgnter one or two significant parts of the address
and click[Search]. All addresses which include this data are nowshdn the example we have
searched for all addresses in the town of Krainem.
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File Edit Help
Addr: [* Skreet-2; [*
Addr3: [* City: [Krainem
County; [* Post Code: [*
Country: [* ﬂ
Ciky Post Code  |addrl Skrest-2 Addr3 -
Figure 2-13 Location Find
Screen Krainem 1956 rue Jean Boisseau 10
Krainer 1956 rue Montpelier 56
A
i | 3
knter a posk bown or ciky ﬁ

2.3.4

Note — Wildcards (*) If you enter just part of a field, then you muse * to show that there a

search for “ *spald* ".

" Location Find

5. Select the address that you want to copy and thei[gccept . The address will be copied to the

partner as a new address.
Add any required location details and clickne .

e
more characters before or after the address. Famgbe, to find “12 Spalding Street” you could

If the partner now has more than one address,dheck that only one is marked as the mailing

address, by looking at the envelopes in columm redessary edit an address to remove the
Mailing Address flag.

button This button should not generally be used becaussdrwrites the currentl
selected record. However, it has the advantageitt@ipies not just the location, but also th

use theEdit| button to copy both the location and location i&ta overwrite the new blank entry|.

Multiple Addresses  Sometimes PTRA needs to decide which is the best address toFurse.it

that has @ate from closest to today’s date (Brate toin the case of past addresses).

Entering and Cancelling Subscriptions

This section explains how to enter a partner onldigation subscription list, or delete a partrreind
the list. Using subscription lists is covered ina@ter 8, ‘Subscriptions to Publications’ on pagé.16

2.3.4.1 Entering a Subscription

To enter a publication subscription for a partrert¢ edit an existing subscription), go to the
Partner Edit Screeffor the partner (Figure 2-8, page 23). In the cdggeople, subscriptions should
normally be entered on records of class Familjzaathan class Person.

1. Select theSubscriptions Tab. The upper panel of the subscriptions screews a list of all
publications that are available. If this parthneeatly has any subscriptions, these publications
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location details. To copy both an address and ilmcatetails, first create a new blank address, [and
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shown at the top of the list, and are marked bgrary in the Subscription Status column. One
item on the list is highlighted, initially the firbne. The lower part of the screen shows detiils
the highlighted subscription, but, with the curreatsion of BTRA, it cannot be edited. Instead,
changes are made as follows.

1 current Subscription ﬁ:j Addresses (1) ] Partner Details 12 Subscriptions (1) lb Special Types (0) ] = Office Specific ] B notes ]
Publication Code  Description Subscription Status - g Mew
) ) . INDEED OM USA Newsletter PERMANENT > =
List of publlcatlons INDIA-ENG OM India Monthly Mewsletter (English) gy Edit
aVaiIabIe QMM OM Switzerland Monthly Newsletter
RELAY CH - Newsletter for Ex-OMers
RUNDBRIEF CH - Jahresprogramm Rundbrief Versender j I
( Subscription Dates )
Fublication Code: INDEED OMUSANewsletter Start Date: 30-0CT-2006
Subscription Status: PERMANENT Expiry Date:
. - - - Free Subscription: [& Date Renewed:
Publication highlighted iscellaneous st Seofa
in I|St Fublication Cost: 1.0 ALL Date Ended:
Complimentary: 1
Copies: 1 [=SUEs
Reason Given: DONATION Partner donated money o OM, [=nefeeteived)
Reesen Eed First Issue Sent:
. P Last Issue Sent:
Figure 2-14 Subscription \
Tab on Partner Edit Screen

2. Select the publication and then click button. Details of this publication are now endble
in the lower part of the screen

3. Enter the appropriate data in the screen.

Subscription Status Enter the status of the subscription from tH®¥gng options.

Status Code Status Description
PERMANENT(P) This is the normal status used for a new or coirigmaubscription.
CANCELLED(C) The subscription has been cancelled. No more isshmsd be sent.

The reason is entered in the box.
The following status codes are only used by offid@ish charge for sending the publication

PROVISIONAL (V) | The partner is receiving free copies for a perimd,the subscription
is not a regular permanent one.
GIFT (G) The fee for this partner has been paid by anothgner as a gift.

EXPIRED (E) The subscription has expired. This status will éeasitomatically by
the system when expired subscriptions are chedesChapter 8).

Free Subscription Sometimes a subscription is not normally freg,ibshould be free for a
particular partner (for example because they haagena donation). In this case check
this box. If subscriptions to this publication atevays free, there is no need to use this
box.

Publication Cost This is shown for information only, and is pubtica cost entered in the
Publication Cost Table (see section 3.3.2, pageB®) postage cost is not included.

Complimentary Enter the number of complimentary (free of clealigsues. This is usually
used for a subscription of tyfRROVISIONAL, to indicate how many free issues should
be sent before the subscription is reviewed. lilgssription is always free, there is no
need to enter this.

Number of copies Enter the number of copies of each issue tehe(she normal default is
1). This is used for partners who receive a bulkintpof several copies to distribute
locally (within a church).
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Issues Received (This number is updated automatically when Ialaeé printed for
publications to be mailed.)

Reason Given Select the reason for starting the subscrigtiom the button list. Typical
reasons included in the options dbanation (if a partner has made a donatidfee
(for free publications), anBaid (for publications that require a subscription &ogdaid.)

Gift Given by If the subscription is a gift (Status Co@é&t , above) then first click the

button. Then clickGift Given by | and use th@artner Find Screeto find the partner
who has made the gift; cli¢kccept] to select the partner. (You must save the subigmmip
before you can associate the giving partner.)

Start date The start date will normally be today’s datet dulater date can be entered if
required.

Expiry date Enter this if it is a paid subscription, or dywant to review all subscriptions
after a given time.

Renewal date Enter this for publications that requires sulpdion to be renewed.

Ignore the other fields in the screen, since eithey refer tasubscription renewal(see Chapter
8, page 167), or they are updated automaticallperrA when labels are printed.

If there are no more subscriptions to enter fas gartner clickClose]. To enter another
subscription for this partner, clicBave | thenNew |. Select the next Publication Code, and repeat
the above process. There is no limit to the nurabsubscriptions. Clicksave], and thefClose].

2.3.4.2 Cancelling a Subscription

To cancel a subscription to a publication, go ®Rhartner Edit Screeffor the partner.

1.

Click the Subscriptions Tab, select the publicagabscription that you wish to cancel, and click

the[Edit] button. [To cancel all subscriptions, cligktion v | (below the Delete | button) and then

Cancel All Subscriptions.]
Enter the appropriate data in the screen.
Subscription Status SelectCancelled
Date Ended Enter the date that the subscription was casdell

Reason Ended Select the reason why a subscription has stopped

Code Reason Ended Description

BAD-ADD The mailing was returned due to a bad address
COMPLETE The subscription has ended

DECEASED The partner has died

DISCONTINUED | Publication is no longer produced.

OFFICE The office decided to end the subscription.
OTHER Unknown

REQUEST Partner asked for subscription to be ended.

3. Click[Save]. On the Subscriptions Tab for the partner, thesstiption now shows Cancelled.

Warning! Cancel or Delete? Subscriptions should bmancelledas described above, so that
the records are saved. Existing subscriptions shoaler be deleted (although deletion can be
useful if you enter a subscription in error andcheremove it immediately.)
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2.3.5

Special Type of Partner

PETRA can record that partners are of Special Types fiaikes it easy to select a group of partners,
for example Board members to mail an agenda. Tisexdist of standard special types, but local
offices often add others for local use (see se@i@ri3, page 78, for the method of viewing exgstin
special types and adding new ones). It is pos$iola partner to be of more than one Special Type.
In the case of people, check the local office pecadbr whether a Special Type should be added to a
Family record, or a Person record. To add or renaospecial type:

1. Go to thePartner Edit Screeffor the partner, and select tBpecial Types  tab. The screen
shows a list of all the special types availablgransystem.

ﬁ:j Addresses (1) ] Partner Details ]@ Subscriptions (3) b Special Types (1) l = Office Specific ] BEY notes ]
Special Type Description -
V¥ REFEREMNCE A Reference for another partner Il
[ as/c Area Coordinator
[~ ACF Area Comnrmunications Facilitator
[T AFDF Area Financial Development Facilitator
. : [~ AFO Area Finance Officer
Flgure 2-15 Spemal T,ypes [T AITA Area Information Technology Administrator
Tab on the Partner Edit [~ apo Area Personnel Officer
Screen [~ APPLIED An OM Applicant
[~ APPLIED-MM A non-national OM Applicant I
[ ASS0C Associate Member of OM
[T ATO Area Training Officer
[ BANE Bank
[~ BOARD Board member
[T COSTCENTRE Partner is linked to a cost centre j
= ~ncomrTon A e dem Fmde s A mmmmds Tobm b e

2. Scroll to find the special type that you wish talgdr remove), and check (or uncheck) the
appropriate box. A dialogue box asks you to continat you wish to add (remove) this special
type. If it is correct, clickves|. Special Types that have been set for a partrEraagmt the top of
the list.

3. If required, you can add more special types. Whsled, click Save|, and thefClose |.

Note - Person Records When you create a new Person record, existingi&pégpes on the
Family record are automatically copied to the Pensrord. You need to check these and dglete
any that do not apply to the Person record.

2.3.6 Retiring, Deleting and Deactivating a Partner

If a partner is no longer active, they mayrbtired. Previous data is stored, but the partner will not
be included in any future mailings (which are nditynanly to partners of Status Active). Normally
partners should be retired, not deleted. This ¢sbse if the partner has made a donation, then the
Finance system needs to keep the details. Howevsome cases, for example if a partner
specifically requests this, of if they were enteiredrror, it is possible tdeletea partner. In addition
to changing a partner’s status to INACTIVE, it wdlko be necessary to cancel subscriptions and
mark addresses as being no longer valiEtRA allows all these to be done in a single operation,
known asdeactivating a partner. The three operations are as follows:

To retire a partner
1. Find the partner and open tRartner Edit Scregrmas described in 2.1, page 15.
2. Change the status box NdACTIVE .

3. Click , and theMClose].
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To delete a partner (only on the authority of the o ffice manager)

For the reasons given above, a partner shouldlmntieleted on the authority of the partner system
administrator. To delete a partner.

1. From thePartner (Welcome) Screggo to thePartner menu, and sele@elete Partner
(see Figure 2-6, page 20 for a view of the menwPp#tner Find Screewopens.

2. Find the required partner, and click button. A warning appears. If you are sure that
you want to delete this partner, cligk].

To deactivate a partner

This allows several operations to be carried owat §ingle step.

1. Open thePartner Edit Screeffor the partner you wish to deactivate.

2. From the menu bar, seldéle > Deactivate Partner . The following dialog box appears:
[®eactivate Partner : x
This Dialog allowes the full ‘deactivation’ of a Partner in one go.

To 'deactivate’ a Partner, the Partner's Partner Status is simply set to anything but "ACTIVE",

If the Partner gets 'deactivated' because of returned mail, the Parther's Subscriptions should be
cancelled and the Partner's Addresses should be expired in addition to setting the Partner Status,

Figure 2-16 Deactivate [¥ Change Partner Status MNew Parther Status: |[INACTIVE vl
Partner Screen ¥ Cancel &ll Subscriptions

¥ Expire Al Current Addresses Valid To; |31-MAR-2008
H;Ipl ITI Cancel

|Enter data or press ESC to end.

3. Use the check boxes to select the operations twatwsh to perform.
Change Partner Status Use the drop down box to select the new status.

Cancel all Subscriptions Checking this box will result in all subscript®to publications
being cancelled.

All Current Addresses Checking this box will result in all current addses being given a
Valid To date of yesterday.

4. Click[oK].

2.4 Additional Partner Information (except Bank Acc  ounts)

In addition to the main items of partner data nad earlier, PrRA can hold a number of other
items of information in the partner system. Thisties describes how to enter these for an individua
partner. If you need to add exactly the same infdion for a number of partners, see section 4.6,
page 129, for a quicker way of doing this for augrof partners simultaneously, using an “extract”.

The sub-sections below section explain how to esdeitional information of different types. In all
cases, the starting point is tRartner Edit ScreenSome items may be selected by Tabs or buttons
for convenience, but all items are available friEdit menu on the menu bar of tRartner Edit
Screen

The table below shows where to find informationddiferent items of additional partner information.
This relates to “general” information. TheNENCE, PERSONNELand (NFERENCEMANAGEMENT
USERGUIDES explain how to enter detailed information relevianthose functions.

‘ Item ‘ Description ‘Section/Page ‘
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Item Description Section/Page

Finance Details Recording Bank Account and other financial detfmifsa | 2.5, Pg. 50
partner

Relationships Showing any relationship between partners (e.d.a¢ha | 2.4.3, Pg. 42
Church partner supports an individual partner.)

Contacts Recording contacts with a partner (phone callelst 2.4.6, Pg. 46
meetings, etc.)

Partner Detalil Other information, depending upon the class ofraart 2.4.1, Pg. 34

(except classes

Bank & Venue)

Partner Detail This is included in the section explaining Bankssla 2.5.2,Pg.51

(class Bank) partners.

Partner Detall Information on accommodation available, etc. See th

(class Venue) CONFERENCEMANAGEMENT USERGUIDE

24.1

Family Members | To manage all the Person records linked to the lgami | 2.4.2, Pg. 40
(Classes Person | record

and Family

Local Partner Recording specific items of data as set up bydball 2.4.4, Pg. 45

Data office.

Reminders Allows the Petra user to set a reminder to corttast 2.4.7. Pg. 48
particular partner at a future date.

Interests Recording particular interests that a partner has. 2.4.5, Pg. 45

Tip ThePartner Find Screeihas aQuick Maintain menu on the menu bar. If you highligh
partner, you can go directly to the items on kh&ntain  menu without needing to open t
Partner Edit ScreenPersonnel Module users can also access Persmreehs from here. You ca
also point to the partner and right-click to seed¢hme alternatives.

AN

Partner Details for Different Classes of Partner

Note - Banks and Venues These are special classes of partner. Partnailsd&ir Banks are

described in section 2.5.2, page 51. For VenuestreeConference Management User Guide.

PETRA can record other items of information about pagn&he operation is similar for each clas
partner, but the rrRA screens are different, because different inforomatems are collected for
each class.

s of

Warning: Be careful what you write . In some countries, such as the UK, individualseha
legal right to ask to see what information aboenthis held on computer. Make sure you know
situation in your country, and that everything relewl is bothrue andpolite.

the

2.4.1.1 Partner Details (Family)

To add additional information for a partner of el&amily, first find the partner and go to the
Partner Edit ScreenThen continue as follows.

1. Select the Partner Details Tab, so that the sappaars as follows.
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ﬁ:j Addresses (1) @ Subscriptions (1) I b Special Types (0} I = Office Specific I EY notes I

—Mares:

Previous Name: IBayard
Local Name: I

~Miscellaneous:
Figure 2-17 Partner Details Maritsl Status: [M <] Married Family Members [~
Screen - Fam||y Marital Status Since: Im

Language Code: IFR vl Franch
Acquisition Code: IMAILRDDM vl Entered by the Mailroorn Deparrnent

2. Enter the appropriate data in the screen.

Previous Name You can record a previous name (eg the name défting married.)

Local Name If required you can enter a local language nfonese in your office (this is
mainly used for classes Organisation and Unit.)

Marital Status If required, you can select the marital statusl also enter the date from
which this applied in thiarital Status Since box.

Language Select the language for the partner using tibuor type in the code.

Acquisition Code Select the Acquisition Code if required. Thiak you to record why a
new partner was first entered intaTRA.

Family Members ? (Read only) This box is for information only.itfis checked, it shows
that there is at least one person record assoaciatiedhis family record. This is checked
even in the case of a single person who has bfatinidy and person record.

3. Click[save]. If you have finished with this partner, cligitose |; otherwise select another item.
2.4.1.2 Partner Details (Person)

Note: Class ‘Person’ is mainly used for members dhe Organisation.lt is only used where it is
necessary to record more personal detailed infeom#tan can be recorded in a Family class record.

Note: One important item of information for memberstaof Organisation is an emergency contf

act
with a telephone number. This is entered as aioektip (see section 2.4.3, page 42).

To add additional information for a partner of sl&erson, first find the partner and go to the
Partner Edit ScreenThen continue as follows.

1. Select the Partner Details Tab, so that the sappaars as follows.

ﬁ:j Addresses (2) Partner Details |@ Subscriptions (0} I B Special Types (D) I S Office Specific I BY Motes I
~Marnes
Preferred Name:  [yte Previous Name: ISchuItz
Local Mame: I
~Miscellaneous
Date of Birth: |24_J|_|N_1972 Decorations: I
Marital Status: M vl Married Academic Title: I
Figure 2-18 Partner Details Marital Status Since: [04-SEP-2004
Screen - Person Language Code: [DE ] German
Acquisition Code: [maILRODOM vl Entered by the Mailroom Departrnent
Qcoupation... |IPED—CHILD—CRRE Child-care worker

Family
Family Kev:  pg10000155
Farmily ID: 1 Members... |
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2. Enter the appropriate data in the screen; leavei@dion until last, since it is explained in the
next step.

Preferred Name Enter the name that the partner would like colleago use.

Previous Name If the person has a previous family name (e.goteefnarriage), enter it
here.

Local Short Name If required you can enter a local language nfomese in your office
(this is mainly used for classes Organisation and, But is also possible here.)

Date of Birth Enter date of birth in the form DDMMYYYY or MMDDYYY, depending
upon how your system is set up (see the Date Famthe GENERAL USERGUIDE).

Marital Status Select the marital status of the person, usinglitbp down box.

Language Select the language for the partner using theurbeitton to see the choices. If
you know the correct code, you can just type it in.

Acquisition Code Select the Acquisition Code if required. Thil®ak you to record how
this partner was introduced to the Organisation.

Decorations Enter decorations, degrees, professional memigersta. which you might
wish to print after the name (for example, ‘Mr J.Sith, B.Sc., FIET’).

Academic Title (for example, Prof., Dr.) This can be includeddrm letters etc (see section
6.4.6.1, page 155).

Occupation See below on how to enter this.

Family Key The read-only entry here shows the partner kefiefamily to which this
person record is attached.

Family Identification Number (ID) The Family ID is used to identify the differeantily
members within a family. If there is only one per$o the ‘family’, this should be ‘0. If
there is a husband, wife and children, the pargmsild be numbered 0 and 1, and the
children 2, 3, etc. To get an overview of all Familembers, click théMembers | button,
which takes you to thEamily Members Scregsee section 2.4.2, page 40, for how to use
this).

3. Enter theOccupation. There are a large number of possible codes, Emeahelps you to find
the best one. Click tH®ccupation | button. This brings up th@ccupation Find Screen

+* Dccupation Find _ (O]
File Edit Help
Qccupation Code; [*
Occupation Description: [*
Code |Occu|:|ation Description | -~
Figure 2-19 Occupation Find
Screen
Search | Accept Clase I
knter an approved occupation code .

4. To browse all possible codes and descriptionsk thie[ Search | button. The codes are arranged
in a number of groups; the following table givesi@yples for each group.
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Group Sample Code Sample Description
Communications COM-DRAMA Drama/theatre
Communications COM-JOURNALIST Journalist

Ministry MIN-DRUG-ADDICT Drug addict worker
Music MUS-FLUTE Flute

Office work OFF-ADMINISTR Administrator
People PEO-CHILD-CARE Childcare worker
People PEO-DENTIST Dentist

Practical PRAC-ARCHITECT Architect

Practical PRAC-DECK-OFFICE Deck officer

5. The top two fields of th&ccupation Find Screeallow you to search for part of a code or a
word. Include an asterisk (*) at the beginning and of each search (this indicates that there
may be other letters before and after the groupdogought.

Example: To find a possible code for a schoolheac Enter*teach * in the description, and
click the Start Search button. The Occupation Find Screen shows the tesfithe search

as follows.
w* Occupation Find M=l
File Edit Help
Qreupation Code: [*
Qccupation Descripion: [*reach™
Code (Cccupation Description —
'MIMN-EIELE-TEACH Eible teacher
PEC-TEACH-ELEMEM Elementary Teacher
Figure 2-20 Occupation Find FEQ-TEACH-OTHER Other Teaching/Education
Screen, showing results of PEQ-TEACH-SECOND Secondary Teacher
search PEC-TEACH-STUDEN Student Teacher
PEC-TEACH-TEFL Teacher of English as Foreign Language
PEC-TEACH-TESL Teacher of English as 2nd Language
PECQ-TEACH-UNIY University/College TeacheriProfessar
b
Search | Accept Close I
Fnter data or press ESC to end. v

6. Perform another search if required. Select theecowccupation and cli¢kccept . This takes
you back to the Partner Details tab.

7. Click[save]. If you have finished with this partner, cligitose |; otherwise select another item.

2.4.1.3 Partner Details (Church)

To add additional information for a partner of sl&hurch, first find the partner and go to the
Partner Edit ScreenThen continue as follows.

1. Select the Partner Details Tab, so that the sappaars as follows.

>
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ﬁ:j Addresses (1) Partner Details |@ Subscriptions (0) I B Special Types (1) I = Office Specific I EY notes I
~Mames:

Previous Name: IReUerside Gospel Hall

Local Name: ||

~Miscellaneous:

Cenormination: IPENTE vl PENTECOSTAL

Figure 2-21 Partner Details Church Size: Ill]l] ¥ Map on File [~ Prayer Cell
Screen - Church Language Code: IEN VI English

Acquisition Code: IINQUIR\" vl This partneris new tothe systern and requests infa,
Contact Partner ||0010000083 Abernethy, Paula, Miss
Accormnodation: v Accomodation Size: |4 Type: IRDDM vl

2. Enter the appropriate data in the screen.
Previous Name If you wish to record a previous name for therchuenter it here.
Local Name If required you can enter a local language nfonese in your office.
Denomination Select the denomination using the menu button.
Church Size Enter the approximate church size (if known).
Map on File If your office has a map showing the church, chibekbox.
Prayer Cell If there is an OM prayer cell at the church, chéekbox.

Language Select the main language used by the churcly ik@amenu button or by typing
the code. If the church uses more than one languegerd this on thilotes Tah

Contact Person You can click this button to find and acceptantact Person for this
church. This person’s name can be included in ddyess layout for mailing to the
church (see section 3.4.2, page 84 on setting dpeasl layouts.)

Acquisition Code Select the Acquisition Code if required. Thil®ak you to record how
this partner was introduced to the Organisation.

Accommodation If the church can provide accommodation for visifaheck the box. This
opens two other boxes. Enter tBige(the number of people who can be accommodated)
and select th@ype of accommodation.

3. Click[save]. If you have finished with this partner, cligitose |; otherwise select another item.

2.4.1.4 Partner Details (Organisation)

To add additional information for a partner of cl@rganisation, first find the partner and go ® th
Partner Edit ScreenThen continue as follows.

1. Select the Partner Details Tab, so that the sappaars as follows.

@ Addresses (1) @ Partner Details I{El Subscriptions {0} ]Ef-. Special Types {0} ] Motes
Marmes: EH

Previous Name: |

Local Name: |
Miscellaneous:

[~ Christian Organisation ™ Foundation

Figure 2-22 Partner Details
Screen - organisation Business Code: |UNKNOWN  «

Language Code: |EN | Enaglish
Acquisition Code: |[ACCOUNTS | Enteredin by the Accounts Departrent

Contact Partner ||o000000000

2. Enter the appropriate data in the screen.
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Local Name If required you can enter a short name for nsgur office. For example you
may use the name of a foreign organisation inadhguage of the local office.

Previous Name If the organisation changes its name, the previmme should be entered
here, since it may need to be referred to for gquaiposes, etc.

Christian If the organisation is a ‘Christian’ one, check bu.
Business Code Select the most appropriate business code usinguiih@n menu.

Language Select the language used by the organisatiogilke menu button to see the
choices. If you know the correct code, you can fyse it in. If the organisation uses more
than one language, show this in thates

Acquisition Code Select the Acquisition Code if required. Thil®ak you to record how
this partner was introduced to the Organisation.

Contact Person You can click this button to find and acceptantact Person for this
organisation. This person’s name can be includedhjnaddress layout for mailing to the
organisation (see section 3.4.2, page 84 on satpragdress layouts.)

Foundation If this organisation is a Foundation, which offén grants, then check this box.
This introduces an additional Foundations Tab, tviailows you record specific details
of applications for funding for projects, etc.

3. If your organisation is not a foundation, then ymve finished with this tab. Cli¢kave], and
then[Close|. If you have checked the Foundations box, thetogbe Foundations Tab. Entering
data for this Tab is explained in Chapter 11, pEg@

2.4.1.5 Partner Details (Unit)

Note: If you are entering data for a Conference or Cagmpar setting up a new organisation um
consult the PBRSONNELUSERGUIDE for additional information on choice of codes,.etc

tv

To add additional information for a partner of slait, first find the partner and go to tRartner
Edit ScreenThen continue as follows.

1. Select the Partner Details Tab, so that the sappaars as follows.

2 Commitment Period Maintenance :.' 10l =|

File Edit Help

Partner Key: | |

Skatus: Language Code:
Receiving Field. .. 0001200214 Zimbabwe - Literature

Commitment Start Date: [24-JUN-2007
Commitment End Date: [01-NOY-2007
Commitment Status: (OMER ﬂ OMer on OM & months or longer, not yet long-term

Figure 2-23 Partner Details
Screen - Unit Sending Field. .. 0008000000 Canada

Recruiting Field. .. oolooo0o0o0 ICT

Comments: | After this, hopes to continue in Zimbabwe, in a different role, but J
details are not yet certain,

|

| | Save | Close

2. Enter the appropriate data in the screen. Someiglatgomatically supplied byEPRA.

Previous Name If you wish to record a previous name for thet,uemter it here.
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3.

Local Short Name If required you can enter a local language nfonese in your office.
OMSS Code An OMSS code can be entered if required.
Country Code Select the country in which the unit is based ftbmdrop-down box.

Unit Type Select the Unit type (e.g. Field. Country, Campalgey Ministry,) from the
menu button.

Language Select the language used by the unit.
Acquisition Code (This is not applicable for OM Units.)

Campaign Code If this unit is a campaign, enter the campaigdec For details on the form
of a campaign code, see theERBONNELUSERGUIDE, Event Maintenance.

Campaign CostsandCurrency For units of type Campaign, enter the cost ofigigating
and the currency.

Click , and thetClose].

2.4.2 Family Members and Family ID Numbers

PETRA allows the Person records of several persons limked to the same Family record. This is
used for single people working with the organisaisince they must have a Person class record as
well as a Family record) but also for married cespland children) working with the Organisation.
PETRA’'s Family Members system works as follows.

record

A single record of class Family identifies the fgmNormally this will be for a couple (Mr and
Mrs J Smith).

Each member of the family must have their own réajrclass Person, to store additional
personal details. These Person records are aflditd the same Family record.

Within the family, each member has an Identificatddumber (ID). The first person record to be

attached to a Family record will be assigned thé&linber 0. Numbers 0 and 1 should be used

for parents, and 2, 3, 4 ... 9 for children. In tlase of a single parent, Family ID 1 should not be
used.

Family
John & Abigail
Smith

Figure 2-24 Example of Person
records linked to a Family

Person IDO Person ID1 Person ID 2 Person D3

John Smith Abigail Smith Joanna Smith Isaac Smith

PETRA allows two specific operations related to this.

1.

From the Family record it is possible to view &k tfamily members and to amend the Family ID
numbers to give a logical sequence.

It is possible to move a Person to a different Baftypically when they become adult and so
need their own record of Class Family.) This camlémee from either the existing or the new
Family record, or the Person record of the persdsetmoved.

In both cases the options are accessed frorRahely Members tab on théPartner Edit Screen
of the record concerned.
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2.4.2.1 To View and Amend Family ID Numbers
Since an overview of the complete family is reqdirhis is done from the Family record.

1. Using the Partner Find option, go to tartner Edit Screeffor the Family class partner that you
wish to review. Select theamily Members  Tab.

@ Addresses (2) I Partner Details I@ Subscriptions (0} I B Special Types (D) %2 Family Members (4} |E§- Office 54| *
Persan Mame |Gender |Date of Birth |Par‘tner Key |Fami|\r i{n]
Schlickmann, Hans, Herr  Male 02-06-1952 10000156 ] Change Family ID
Zchlickmann, Ute, Frau Fernale 02-07-1954 10000158 1 @
Zchlickrmann, Erika Fernale 30-09-1986 10000160 2
=Zchlickmann, Thomas Male 19-03-1999 10000159 3

Figure 2-25 Family Members
Tab on Partner Edit Screen
of Family class partner

Edit Selected Person |

Move Selected Person to Other Family | Create New Person for This Family |

|'M0ve or Create Family Member:

Move Existing Person to This Family |

2. The panel on the screen shows all persons attaohbis family, and gives the Family ID
number of each one. There are two ways to chargEamily IDs.

3. Method 1 Select a person who you wish to move up or ddwrlist. Click the up (or down)
arrow on the right, and this will cause them tordeplaces with the person above (or below)

them in the list. It may be necessary to do thisrapon several times to obtain the final order
that you want.

4. Method 2 The alternative method is useful in cases whdseriecessary to omit Family ID 1

(in the case of a; single parent.) Click button. Now a box appears next to the
selected person. This allows you to select an gpjate free ID number for this person. You can
do this for each person in turn.

To check the details or a person, highlight theoh @itk the]Edit] button.

2.4.2.2 Changing Family

Occasionally it is necessary to move a Person detcobbe linked to a different family (typically whe
they become adult and so need their own recordassd~amily). This can be done using the buttons
on the lower part of the Family Members Tab. Tdada be done from the Person record, the existing
Family record, or the new Family record — the dred the person is to be moved too.

If you are working from the existing Family recoehd wish to move a family member to another
family, the procedure is as follows:

1. Open the existing Family record, and select theilydtembers tab.

2. Select the person to be moved and click|theve selected person to other family| button. A
Partner Find Screemappears.

3. Find the new Family record that you wish to link firerson to, highlight the partner and click
[Accept].

It is also possible to move a person from anotamiliy to the family that you are working on by
using the Move existing person to this family | button.

The following example explains all that is involyéa the most logical manner.
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Example: Erika Schlickmann, a child of Hans and Bthlickmann, has reached the age of 18, and
wishes to join a team for a while before going mivarsity. At present she has a record of class
Person, linked to her parents’ Family record.

1.

2423

Create a new Family-class record for Erika Scitigkn, as described in section 2.1.3 for a new
partner. It is necessary to copy all basic infofamsuch as address, phone number, etc, but this
can be done simply as describecCiopying an existing address , on page 28. This is the one
situation when it may be useful to use [tbd# | button, as described at the end of that section.

Click [Savel.

Go to the Family record of her parents, Hans ar3dhlickmann. Open thHeartner Edit
Screen

Select the Family Members tab. The list of familgmbers appears (as in Figure 2-25, page 41).
Erika should be included in the list. Highlight Eaiand click the
| Move selected person to other family | button at the bottom of the screen.

A Partner Find Screemppears. This is the same as that shown in FRylrgage 16, except that
there is afAccept| button. Find the new Family record for Erika Sckihann (the one you have
just created), and select it so that it is higtigh Click[ Accept]. A dialogue box asks you to
confirm this change - clidires]. A second dialogue box asks you if you wish totkeeupdated
list of Family members for the new Family. Clioks|. Erika’s Person record is now transferred
to her own Family record. It is no longer linkedhter parents’ Family record.

You will now see the Erika’s new Family class retavith the Family Members tab selected.
Her person record should be the only entry. at the top of the screen.

You will now again see the Family Members List ftans and Ute Schlickmann, with the list
update, so that Erika is no longer shown. ChecKehely ID numbers. If there are other
children, you may wish to set new Family ID numbersany younger children (to avoid a gap in
the numbering) - see previous section on changamyilly ID number.

Finally, check whether it is necessary to add afgiteonal information to Erika’s new Family
record, e.g. Finance Details, Additional Detaits, eas described in the earlier part of section
2.3.5, page 32. Erika’s records are no longer tirtkeher parents’ record as a Family member, so
you may wish to enter a Relationship (parent-deemytats described in section 2.4.3.

Adding a New Child to a Family

Find the family record of the family to which youtkvto add a partner. Click the Family
Members Tab.

Click the button Create New Person for this Family | near the bottom of the screen.

If prompted, select the appropriate site, and ¢lsK. (This may not be required if you only use
one site.)

The basic address details should be entered autathatrom the Family record. Check that
they are correct, if necessary copy additional estls, and clidisave]|. The child’s Person
record is now linked to the Family, and he or slitappear in théPerson List Screefsee
Figure 2-25, page 41).

Add additional information for the child (e.g. gemddate of birth). From the menu bar of the
Partner Edit Screerselect the Partner Details tab, and enter datasection 2.4.1.2, page 35.

Enter a relationship (child-parent) as describe?.4n3, page 42.

2.4.3 Relationships between Partners

This facility records a relationship between twetpers. For example, it is possible to record that
church (partner A) supports an OMer (partner B).

Page 42
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Note — Relationships and Family ID Partner Relationship is NOT the main way to link
individual partners who are family members (i.eslband, wife and children). This is done usjng
Family ID (see section 2.4.2, page 40). Partneatieiship is used for other relationships betwgen
partners. It can be used to record family relatigrs as well, but is not the main way of doing this

A list of typical standard relationships is givenGhapter 11. One important relationship for OMers
is a person to contact in @mergency This relationship must always be entered for deQ under
their record of class person.

Example: To record that partner Clifton Baptist Ctlu supports partner John Smith.

1. User thePartner Find Screeto find one of the partners (John Smith) and gihédartner Edit
ScreenFrom theMaintain  menu at the top of the screen, seRelationship . The
Partner Relationship List Screeppears.

+" Partner Relationship List

Fil= Edit Help
Partmer: 0010000089  PERSOM Smith, John F, Mr
Diescripkion Partner key [Parkner Mame =

Figure 2-26 Partner
Relationship List, showing
existing relationship

=
4 | 3

[ew I Edit Delete Wiew Partner Edit Partner I Close |

Fnter data or press ESC to end. Y

2. Existing relationships are shown in the box. Tdmeh new relationship, cli¢klew]. If you wish
to edit a relationship, select it and cljelit|. To view or edit the other Partner shown in an
existing relationship, clickview Partner | or| Edit Partner|.)

3. When you clicKNew | or[Edit], thePartner Relationship Maintenance Scresgpears. It shows
the same partner details in both the first andithimes. The second lin&elation Name is
blank at this stage.

Emergency Contacts  If you need to view somebody’s emergency costdabis is most easily
done from the Personnel Module. However, it camitwee from the Partner module, as descriped
here. Find the Person record for the partner, gomh ¢hePartner Relationship LisfFigure 2-26,
above). Highlight the emergency contact relatiopsinid click View Partner | or | Edit Partner |.

w" Partner Relationship Maintenance
File Edit Help

Partnet. .. | IDDlDDDDDSS Smith, John F, Mr
Relation; ISUPF‘CHURCH ﬂ Supporting Church of
Figure 2-27 Partner Another Partner. .. | IDDlDDDDDSQ Smith, John F, Mr

Relationship Maintenance
Screen (after selection of
relationship)

Comments:

Hew I Delete Save Close |

Fnter any additional specific relationship comments Y
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4. The relationship must now be entered. Relationglaseribed by reading down the top three
rows, as in these examples.

Example 1 Example 2
Partner Clifton Baptist Church Benoit, Pierre, Mr
Relation Name is a supporting church of is the Field Leader of
Another Partner Smith, John, Mr Lebanon Unit

5. If you are setting up a new relationship, the nemeesn appears with tlRelation Nameblank,
and the first partner’s name in BOTH Partner boXeés.will set up the relationship in Example
1.

6. Select theRelation Namethat you require from the list (in this case SUPRRCH). The words
‘is the supporting church of’ now appear on theesar(as shown in Figure 2-27).

7. We must now change one of the Partner entrieaddle relationship reads correctly. In this
case we need to change the first partner line timga‘Clifton Baptist Church’. (Which one
should you change? See the boxRaciprocal Relations at the end of this section.) Click on

the[Partner | button in the first line.

8. This will take you to &artner Find ScreerFind the correct partner (in this case Cliftorp&st
Church) using the Partner search options as destiibsection 2.1, page 15. Click on the correct

partner and then click theccept | button.
9. ThePartner Relationship Maintenance Screeappears.

¥ rartner Relationship Maintenance i 10| x|

File Edit Help

Partnet. .. | IDDlDDDDDl4 Clifton Baptist Church
Relation: ISLIPF‘CHURCH g Supporting Church of
Figure 2-28 Partner anaother Parkner. .. | IDDlDDDDDGS Smith, John F, Mr

Relationship Screen, after
entering relationship and
selecting correct partner

ComMENts: o s upparted John since 1998,

[ I Delete Save Close |

rinter any additional specific relationship comments v

10. Enter comments if required, as in the example.

11. If the details are now correct, clitkave |, and thefClose |.

12. ThePartner Relationship Lishppears again, now including the new relationsbiigk Close
or New (if you wish to enter another relationship for d@mith). If you have made a mistake,
select the relationship and cliéldit to correct it.

Note - Supporting Church When a ‘supporting church’ relationship is set hgiween 3
church and a member of the Organisation, the chig@utomatically marked as Special Type
CHURCH-OM.

Page 44 Version 2.2a (Apr 2008)



Partner User Guide PELRA Chapter 2  Entering and Editing a Partner

Note - Reciprocal Relations A relationship always relates two partners. délationship is
entered for one partnergRRA automatically knows about it for the other. Thea#tion shown
on theRelation List Screefor the second partner will be worded differenbgcause the other
partner is the subject of the sentence; this isabigrocal relation. For example,

Clifton Baptist Church is a supporting church of John Smith
John Smith is supported by Clifton Baptist Church

If the wording is difficult to understand, and yare not sure if you have entered the relationghip i
the right way, look at thRelationship List Screesf the other partner, to check that it is correct

2.4.4 Local Partner Data

Local Partner Data is data which is only relevarthie local office; it will not be exported to ahet
office. The appeaerance of the screen will dependimat lables have been set up by the local office.
Section 3.6, page 92, explains how the Local Paia¢a fields are set up.

To enter or edit Local partner Data for a partner:
1. From thePartner Edit Screerselect theé.ocal Partner Data Tab.

Subscriptions (1) I Special Types (0} I‘ﬁ Farnily Members (1) I Motes gl% Local Partner Data | h I 4

Registration Mumber: TY 75 GSL

ownership: IPERSDNAL | ounedpersonallybythe parns
Figure 2-29 Local Partner Make and Model; ¥W Polo
Data Tab on Partner Edit Tax Renewal Date: 28/03/2008
Screen (example)
Fellowship Groups:lm

2. The fields shown will depend on what has been gdouthis site. For the example shown, there
are five possible fields. Field such as the Reajfistn Number are text fields, while Ownership
requires you to select from a list using the dropad box. After entering the data, clicdave | on
thePartner Edit Screen

2.4.5 Interests

It is possible to record a partner’s interestsdrtipular areas of ministry. Interests are grouipéal
Interest Categories, which are set up in the Istéfables (see sections 3.2.9, page 75.) It is also
possible to records interests in particular coestdr Fields. The level of interest can also be
specified if required. To record an interest:

1. Find the partner concerning whom you wish to sahgerest. From the menu bar of thartner
Edit ScreenselectMaintain , theninterests . A Partner Interest List Screeappears. Click
New ThePartner Interest Maintenance Screappeatrs.
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¥ partner Interest Maintenance -0l x|

File Edit Help

|0010000092 |Fc-rd, Susan, Dr
Interest Category: IMEDICF\L g Any bvpe of medical work
Inkerest: IAIDS ﬂ AIDS kreatment, prevention and education
Figure 2-30 Partner Interest
. . Counktry: I *

Maintenance Screen, showing By J
Tool Tip decribing levels— Field ||cu:cu:cu:cu:ao
visible when the cursor hovers
over the Level box for 2 Level: |2 {From 1 ko 3)
seconds. 1 Some interest

2.4.6

ecking an overseas placement fom Sepkember 2008 for &
months as nart of nostaraduate research,

Comrment: 2 Definite interest
3 Yery high interest
5

= I Delete I Save Close |

Fnter data or press ESC to end. v

3. Record the details of the partner’s interest.

Interest Category/Interest/ Country / Field Select the interest from the drop down boxes,
and/or enter a country of interest or use the Hielition to select one of the organisation’s
Fields. If you wish to enter a new Interest or tast Category, see section 3.2.9, page 75.
However, check with yourtARA partner manager first, to ensure consistency.

Level If an Interest has been set up to allow the lef@lterest to be recorded, enter it here.
To see the range of levels, let the curson hover the box for 2 seconds or so, and the
too tip will appear as shown in the Figure.

Comment If you use comments, make sure they can be urbet$ty others.

4. When finished, clicksave|, and thefClose]. You can now enter another (new) interest for this
partner or clickClose] again.

Contacts with Partners

The Contacts menu allows you to record contactsdest the partner and the OM office, such as a
letter received, a telephone call made or thetfadtthis partner was included in a special mailing

In addition to the date and method of contactdfettmail, etc), you can record information in two
main ways. First, a text screen allows you to régaur own notes of the contact event. Second, it i
possible to assign codes to the contact, to allowty identify all partners contacted on a paracul
occasion. One type of coddailings, allows you to record contact through a mass n@itin a
particular day. The second type of cod#ributes + Attribute Details, allows you to record
contacts in a more systematic way. For examplétaibute can be set up for the category
‘Meetings’ and a different Attribute Detail set fgy each particular meeting. All partners attendang
meeting can then have a contact recorded withptiniscular Attribute Detail.

For convenience, the date of the last contact apmeathePartner Find Screernon the right hand
side, just above the row of Tabs (see Figure &fe23).

To enter details of a contact:
1. Go to thePartner Edit Screeshowing the partner details.

2. From theMaintain menu at the top, seleContact . ThePartner Contact List Screen
appears, showing details of any contacts enterfmtdoe
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=" Partner Contact List M=l E3
File Edit Help
Partner: |DDJ.DDDDDD? Iﬁbernethy, Heather, Mrs
Contack Date |Time ICUntact CDdeILlser (5} |Descripti0n =
16-APR-2002  16:23 EMAIL KEMF Ha explained her delay in returning the ref
Figure 2-31 Partner Contact (07-MAR-2002  14:35 MAILING KEMF
List, showing existing contact O7-MAR-2002  13:55 EMAILL KEMF
records

e I Edit Delete Close |

Enter data or press ESC ta end. v

3. To enter a new contact clitkew]. To edit an existing contact cliCkdit]. ThePartner Contact

Maintenance Screen, after

entering data

Figure 2-32 Partner Contact Teaching English.
attributes.,, [m@merTr - G-TESOL Cont |
< f
Restriction: |Group ™| |PTHRUSER |
Add Reminder
| | Save Close

Maintenance Screeappears.

m Partner Contact Maintenance =10 ﬂ

Flle Edit Help

Partner Key: | |

User ID: [KEMF
Contact Code: |MEETING ﬂ Partner has been in a Meeting or Conwvent
Contact Date: [01-NOY-2006  Time: [14:31

Mailing. .. ,7

Parter said she would send Johannes information on
matetrials that might be useful to people involved in

Motes:

Enter data or press ESC to end.

4. Enter details of the contact as follows.

Contact Code Use the drop-down button to select the means mifactd (letter, email, etc.)
Notes A summary of the contact can be entered in thiskex.

Restricted / Module ID If the contact detail information should not beiigable to all users,
then click theRestricted box to show a tick. If you do this, tivdodule ID field appears.
Using the drop down button, select the Module wisicbuld be able to read the contents.
Other modules will just know that there is a cohthat the contents of the Notes field
will not be visible (the word "restricted” will kdisplayed). In the example shown, the
information might be sensitive, and so is restddtethose with access to the personnel
module.

Mailing If required, a mailing code can be selected. Giickhd Mailing] button, and the
Mailings List Screen appears. Highlight the reqineailing and clickAccept . Mailing
Codes are explained further in section 3.5, Madlifigble, page 92, and are a useful
facility when many partners are sent the same ngadr email.

Attributes If required, a ‘contact attribute’ can be appli€lick thel Attribute | button to see

the Attribute Selection Screem the following, example (Figure 2-33), we halefined a
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Contact Attribute ‘EXHIBIT’, to identify all partrms to whom we have visited a stand at
an exhibition. Under this we have two different @ Attribute Details to show
different exhibitions. These have all been setaidescribed in the Contacts Attributes
Table, section 3.2.3, page 69. If there is a +dmean Attribute, this indicates that there
are attribute details (sub-categories) for thigkaite. Double-click an attribute to see the
attribute details. To select an attribute detailgitribute if there are no details), highlight
it in the upper panel and cli¢kdd]. It moves to the lower panel. When you cliok], it is
selected for adding to the partner’s record. If ymake a mistake, highlight it in the lower
panel and clickRemove |. The| Maintain Attributes | button provides a short cut to the
Maintain Attributes Table (see section 3.2.3, p@@e When you have added the correct
Attribute (and Attribute Detail if required) cli¢loK .

Contact Attribute Selection x|

Awailable contact attributes and dekails:

+ CASSETTE Sent audio cassette
— EXHIEIT Partner wisited exhibition st
ASTAZO0Z A=zian Challenge Z002 (April
TEEI;

Conf on missjion use of

INVITATION Invitations Lo special mestir
+ OFFICE Information on office facilii‘

Figure 2-33 Contact Attribute

Selection. For attribute add»> | | Maintain Attributes. ..
EXHIBIT, there are two attribute
details - - - —
(Contact Attribube |Attrlbute Dt ail |Descr|pt|on |De:
‘ LIJ
OF, | Cancel | Help

Restriction If you need to restrict which users can seedbimment, use the drop down
boxes to select the group or module access righie tapplied. Other users will be able to
see that there is a contact recorded, but no dethihe Notes or Attributes.

Add reminder After saving the entry, this button can be useset up a reminder for any
follow up action (for reminders, see section 2.page 48).

5. Click [Close].

Tip If you wish to add the same contact informatiora whole group of partners, this can|be
done using the Update Partners Extract Facilige-section 4.6, page 129.

2.4.7 Reminders

Suppose a user needs to remember to contact @pbefore a certain date. The user can enter
details in BETRA, and an email will then be sent to the user betfugeevent, reminding them of the
action to take with regard to this partner. Towget reminder:

1. Find the partner who you will need to contact. Ftbemenu bar of theartner Edit Screen
selectMaintain , thenReminders . A Reminder List Screemppears. ClickNew . ThePartner
Reminder Maintenance Screappears.
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¥ partner Reminder Maintenance . -0l x|
File Edit Help
Partner Key: | |
First Reminder: |15-4PR-2007 Reminder Frequency: 004

Mext Reminder:

Reminder Reason: | We wish to terminate the rental of 45 North Avenue on 15 June 2007, and

need ko give at least one month's notice,

Flgyre 2-34 Partner Reminder action Type: [EALL ﬂ lctroni Ma
Maintenance Screen
Event Date: [15-JUN-2007 User 1D: [KENF &

Email address: [ken7es@coclermal.co.uk

¥ Reminder Active?

Comment: | Make an insormal call to the landlord First, b0 warn that we will be sending

an official letter,

| Save Close

Click ta link Ehis rerinder to a contact,

2. Enter data as follows (the order shown here igjndt the same as the order on the screen).
Event Date The date of the actual event you want to be rdedrof.

Action Type From the drop-down list, select the type of attiequired before or on the
event date.

First Reminder / Reminder Frequency The date that the first reminder email should be
sent, and the number of days between successiveders.

Last Reminder/ Next Reminder If a first reminder has already been sent., therfirst box
shows the date that the previous email was serts€bond box shows the date on which
PETRA will send the next reminder.

Reminder Reason Description of why the reminder is being sentdiidnal information can
be added iComments

Email Address This is the email to which the reminder will fent.

Contact ID If the reminder results from a previous recordedtact, then click this button to
select the contact reference.

User ID Normally this will be the user who is settingtine reminder.

3. Click , and themClose |, then| Close | again. On the first reminder day, and subsequay d
at the specified interval until cancelled, a rereindmail will be sent to the email address, giving
all the information that you have entered. To disdhe reminder (for example when it has been
acted on) uncheck thieeminder Active box.

2.4.8 Notes on Partners

The Notes Tab allows you to add any additional iateout a partner. When you have finished, you
must press the <Tab> key on your computer, to nlogeursor out of the writing area. Otherwise
you will not be able to save the notes. On the Aedding itself, (0) indicates that no notes have ye
been entered. A tick mark‘findicates that there are already some notes ehtere

Make sure that what you write is bdthie andpolite. In some countries partners have the legal right
to ask to see what an organisation has writtentabew, even on their internal computer system!
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2.5 Finance Details (Bank Accounts, Gift Receipt De tails, etc.)

2.5.1 Overview of Bank Accounts

With the release of BRA2.1, the way of handling bank account details ofras was changed. The
key features are as follows:

» All banks (and branches) at which Partners holdaects are now themselves Partners of class
‘Bank’. In many countries each branch of a banksusseeparate branch code (sort code, or
routing code.) In this case, each branch of a limakseparate partner, so, for example, for the
Co-op Bank in the UK, Co-op Bank Oxford and Co-gmB Bristol would be different branches.
Some banks have just one central branch.

» Accounts are linked to the “Bank+Branch” partnewaich they are held, and also to the
Partner(s) whose accounts they are.

* Main bank account A partner can have more than one bank accountinlihis case one of the
accounts must be defined as the main account.ig b account that will be used in Extract
Mailmerge (section 6.5, page 156) or other situnstiwhere only one bank account can be used.

» Bank accounts can be shared between more thareomeip(but see warning.)

Warning - Shared Bank Accounts In normal situations, where a husband and wifeeslaar
joint bank account, this should be entered onlyepmmder Financial Details on tR@amily class
record. This is NOT a shared account BTiRA terminology, since the account is only linked te ¢
partner record (class family).

» ltis possible to record the Bank Identifier Co84Q) of a bank/branch, and the International
Bank Account Number (IBAN) of an account.

* A Bank Account Find facility makes it possible tod a partner by entering an account number,
branch code, or other details.

* Information (such as discounts) relating to a Rarwho is a supplier and needs to be paid is now
entered in the Accounts Payable part of the FinAhogule, not the Partner Module.

Co-op Bank, Oxford Branch
Branch code: 08-90-38

Accounts

Mr & Mrs J Wood
Thomas Cook
Johanna Klaus

Figure 2-35 Example of a
Family class partner with two @ @
bank accounts at different John & Sue Wood
Bank/Branches. One of the
accounts must be identified as
the main account.

Co-op Bank, Bristol Branch
Branch code: 08-90-02

Accounts

Walter Rayleigh
J & S Wood

Family class partner Bank class partners

There are in principle two steps in recording arpars bank account details.

Step a) First it is necessary to select the bank/bramethéch the account is held, or to set up a
new bank/branch partner if this is the first acdaitrthat bank.

Page 50 Version 2.2a (Apr 2008)



Partner User Guide PELRA Chapter 2  Entering and Editing a Partner

Step b) Next the actual account name and number mustteeesl.
The following sections cover the operations neeédadanaging bank accounts:

1. Entering a bank account of a partner  (section 2.5.2, page 51)
Every account must be linked to a bank/branchéfrequired bank/branch has not yet been
entered as a partner, it is possible to created¢heBank partner, by entering only the name and
branch code of a new bank/branch, as part of fresation. However, to add any further
information, it is necessary to use the proceduré&¥peration 2.

2. Entering or editing a bank/branch as a partner (section 2.5.3, page 56)
This can be done before entering any accountssabémk/branch. In addition to the essential
details of name and branch code (sort code, rogtiag), full information such as address,
contact person, etc can be entered.

3. Finding a Partner from a bank account name or numbe  r (section 2.5.4, page 57)
This allows users, especially those in finance depents, to identify a donor from the bank
account number given on a bank statement of paymeoeived.

2.5.2 Entering Partner Bank Account and Other Finance Details

It is possible to record details of a partner’skbaacount(s), credit/debit cards, and preferences f
receiving receipts (in the case of donors) andtification of gifts received for their suppor (ihe
case of people working with the organisation.).

Note For consistency, bank accounts should normallpdsociated with Family records, unless
there is are particular reasons why an office dectd enter gifts to Person records.

Since entering, editing and removing an accourgtalt from the same screen, all operations will be
considered in this section. Please see the vasaheadings. To enter or edit Finance Details:

1. Go to thePartner Edit Screeshowing the partner details.

2. From theMaintain menu at the top, sele€inance Details . TheFinance Related Details
Screerfor the partner appears. If no bank account hag ketered for the partner, the Bank
Accounts section of the screen will be blank. i ascounts have been entered, they will be
listed in the upper part of the screen. If theeaready two or more accounts, one will be
marked with an asterisk (*), to show that it is thain account. The centre part of the screen lists
credit/debit cards, and the lower part deals wittfgrences associated with gifts from this
partner (or to support this partner if they areeanber of the Organisation.)
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x
Partner: IDDlDDDDMD IEharnersJ Suzanne, Ms Class: IFF\MILV
— Bank Accounts
M |Sccount Mumber [Bccount Mame Bank. Eank/Branch Code| = add

Edit |

p Remove |

Sel 45 Main Account |

rCredit Cards

Card Type|Mumber |Card Holder [Expiry Date NG

Figure 2-36 Finance Related .
Details Screen Edit |
- Remove |

— Gift Receipting

Receipt Letter Frequency: I ﬁ

¥ Printed Receipt For Each Gift [~ Email Recipient Gift Statement

[~ Ananymous Donar

— Other

Finance Cornment:

K

QF I Cancel | Help |

3. Enter the appropriate data in the lower part ofstreen. (Since the Bank Account information
needs more explanation, the other items will besiciared first.)

Receipt Letter Frequency Select the interval at which receipt letterstarbe sent, if the
partner makes donations. This field may be leftkl&ommon options aré&nnually
(every year) anQuarterly  (every three months).

Printed Receipt for Each Gift If a receipt should be sent to this donor par&aeh time
they make a donation, check this box. This willroike the Receipt Letter Frequency
setting.

Anonymous Donor If the donor wishes to remain anonymous, chkelbbx Their name
will then not appear on the Received Gift Statesent

Email Recipient Gift Statement (For OMer partners of Class Family or Unit oplythe
partner is an OMer (or OM Unit) who wishes to reediheir “Recipient Gift Statement”
by email, check the box

Finance CommentThis field can be used for any notes relatingnaricial details for this
partner. (Note that there are additional commeatdd for each bank account - see Figure
2-39.)

To Enter a Debit/Credit Card

The following describes how to enter a new creditic Details of cards can be edited, or cards
deleted, using thedit] or[ Remove | buttons on th&inance Details Screei®nly people with the
required permissions can actually see the wholebenm

1. Click the[Add] button on the right of the Card section (or hightian existing card and click
[Edit].) TheCard Entry Screemappears.
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x
Fartner: [0010000134  [verdun, Pascale, M Class: [FAMILY
— Credit Card Type
Card Type: I Wisa j
— Credit Card
Card Holder's Narne: IM Pascale Yerdun «- Partner's name |
Figure 2-37 Credit Card Entry Card humber: [1234 5675 9012 3456
Screen.
Walid From: IID,|'2UDG
Expires End: IDQ,I’ZUDQ
Cormment: ;|
[o]4 I Cancel | Help |

2. Enter data as follows.
Card Type Select the appropriate type (eg VISA) from thepddown box

Card Holder's Name This should be as it appears on the card. A®#d sht, you can use
the[ <- Partner’'s Name | button on the right to enter the f/RA name, and then edit this.

Card Number Enter this in the format used by your office gx XXXX XXXX XXXX).
Valid From and Expires End Enter the appropriate dates in the form MM/YYYY.
Comment This can include any notes about usage of thib ca

3. When complete, clickok]. The card will appear in the list on tR@ance Details Screehe n
number will appear blanked for security reasond, @rly those with the required permissions
will be able to open it and see details.

To Create a New Bank Account

4. To enter a new bank account, click button at the top of the screen. A dialogue box
appears.

Add Bank Account

Flease select:

% Create new bank account

Figure 2-38 Add Bank Account

. " Share existing bank account of anather partner
dialogue box

I~ This should became the new main accounk of this partner

o4 | Cancel | Help |

Create or ShareNormally you will selecCreate to create a new account. Although it is
possible tdShare an existing account of another partner, this shoualy be done in very
special circumstances (séérning on page 50.)

Main Bank Account The check box is only enabled if this is a sed@rdurther) account for
the partner. If this box is checked, the new acteuithbecome the main account (see
page 50). If it is not checked, then the main antoay need to be reset after entering the
new account (see ‘To Set Main Bank Account’, pag¢ 5

To create a new account, follow the instructions\weTo share an existing account, go to the
sub-heading on page 55.
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5. From the dialogue box (Figure 2-38), sel€ctate New Bank Account and Click oK]. The
Bank Account Details Screappears (all fields will be blank at first.).

Bank Account Details
Partrer: | | Class: |
Bank
BANE Marne: |N.0.TWEST BANK, Leeds ﬂ {include Branch Mame)
Eiank/Branch Code: |601613 ﬂ
Bank Partner Key: 0010000143 BIC/SWIFT Code: Country: GB
Account
. Account Name: [Radescu Lazlo Z- Partnet's name
Figure 2-39 Bank Account Hame:
Details Screen Account Mumber: [31926819
1BAN;: [GE25 NWEK 6016 1331 9268 19 valid
Cormment: J
QK Cancel | Help

This screen operates in two stages. First you selgtt the Bank Branch (which will be a
partner of class BANK) in the upper part of theeger. After selecting this, you can enter the
account details in the lower part of the screere [Diwer part of the screen is not enabled until a
bank has been selected in the top part of thescree

Warning - Format of BANK Branch Names It is important for an office to stick to |a
consistent way of entering bank and branch namese SETRA checks to see whether this
Bank+Branch partner already exists. The name is-sassitive and is also affected by additiopal
spaces. For example, the Austrian office might diedio enter the Bank name in upper case,
followed by one space and then the branch namewerl case. So, for “Sparkasse, Salzburg
Branch” they would enter: “SPARKASSE Salzburg”. Eadfice needs to have a standard form

6. Enter theBANK (Branch) Name, then theBank Branch Codeusing one of the following
methods.

(1) If you think that the Branch may already exista partner, you can use the Find facility
button[...]. This brings up a Find screen, which allows f@Search for and Accept an
existing branch.

(2) You can also use the drop down boxes to sdardm existing bank, either by selecting
the first letter of the name, or the first digittbe sort code. After the first character has
been typed, the drop down list will show all exigtibbanks starting with the selected
character.

(3) Type in the Bank and Branch name (see Warrthoge). These fields are linked with an
“auto-complete” facility. So, when you start typjrap existing Branch which matches
your entry is displayed. If the correct one appeass the <Tab> or <Enter> key, to
accept this Bank/Branch. You can keep typing -gliemno need to wait for the auto-
complete function to operate, since it may be sfdtvere are many banks.

While typing, if FETRA determines that this isreew branch, button is displayed
on the right. Check the details carefully (sinoe @luto-complete can sometimes cause
changes) and then clif8ave | to create this Bank Branch as a new partner. ¢ibils of
the bank/branch can be added later - see sectdh page 51.)
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If the Bank you are entering does not use a brande (sort, routing code), you must
either type one <space> in the Branch code bolserselect the ‘blank’ entry in the
drop-down menu, in order to make button appear.

Note - Typing text entries  If you need to correct an ‘auto-complete’ entrguymay find that
the <Backspace> key cannot be used to delete ¢dbesaespecially the first character. Use the
cursor or mouse to select the required characefierd deleting them, and if necessary to sellect
and delete the entire entry.

7. When you have selected or created the Bank/Brahelfijelds in the bottom part of the screen
are enabled. Enter the details of the Account bewe:

Account Name This must be the exact name of the account asded by the bank. This
may differ from the partner’s name as recordedenRRA. However, you can click the
| << Partner’s Name | button to enter theE'RA name, and then edit it as required.

Account Number This is the number of the account alone (exclydne branch/sort code if
that is given in the upper part of the screen.)

Savings Account If required, use this check box to indicate wieethis a savings account.

IBAN If required, enter the International Bank Accobinimber. BRTRA checks whether this
format of this number is consistent with valid nwerdy and will not accept the number if
the format is invalid.

CommentsEnter any comments about this bank account. latteeunt is shared, this
comment will also be shared between all relevarthpes.

Click [OK] to return to the Finance Related Details Scre@u(E 2-36, page 52).

If there is now more than one account, it may beessary to reset the correct account as the
main account (see sub-heading following.)

10. Click[0K] to close the screen.

To Set Main Bank Account

TheFinance Related Details Scre@figure 2-36, page 52) lists all the bank accoohts partner. If
there is more than one account, an asterisk (t)arfirst column shows which is the main account.
To set a different account as the main accounhligigt the account and click thget as Main Account |
button. Main accounts are explained on page 50.

To Share an Existing Account

1. From the dialogue box (Figure 2-38, page 53), $&bare Existing Account . AFind
Bank Account Screeappears.
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Find Bank Account
Partner Mame: |aber Clear Criteria
Account Marne: |
Account Murber:
Bank Mame: | ﬂJ

Figure 2-40 Find Bank Account

Screen

Class [Partner Mame Account Mame account Mumber
""""""""""""""""" 01149784535 |Piogybank
FaM  abernethy, Paula, Miss 1 Abernethy 01149754535 Piggy bank
FaM  abernethy, Heather, M Mrs H sbernethy 1002345659 LLloyds TSB [11-22-3:

FAaM  abernethy, James, Mr Zoli 12341234 Somerset Bank
4| | LH
Search | Cancel | Wiew | Accept | Help |

The list part of the screen will initially be empgnter any known details of the account you are
looking for and clickSearch]. The list of possible accounts then appears. fiadiccount that
you wish to share and cli¢kccept .

A warning message appears. Read this carefultpuld causenajor problems if you wrongly
select an account to be shared. If you are absplsiiee that you wish to go ahead, click], to
return to theFinance Related Details Scre@figure 2-36, page 52).

If there is now more than one account, it may beessary to reset the correct account as the
main account. Selected the required account, ackltble| Set as Main Account | button (see sub-
heading above).

Click [oK] to exit the screen.

To Edit a Bank Account

Accounts can be edited using thi@ance Related Details Screeas shown in Figure 2-36, page 52.

1.
2.

Highlight the account and click thedit] button.

TheBank Account Details Screappears. This is similar to Figure 2-39, pageabdl, data can
be entered or edited as described for a new accbbhatonly difference is that an additional
panel is present on the screen showing any othrargya who share this account.

To Remove a Bank Account

An account can be removed from a partner usingrih@nce Related Details Screaa shown in
Figure 2-36, page 52. To remove an account:

1.
2.

Highlight the account and cli¢Remove].

A warning message will appear asking you to confimat you wish to remove this account. If the
account is shared with other partners, detailgaen.

If you are sure that you wish to remove the accatlik | Yes]. If the account is shared with other
partners, it is not removed from them - only frdma partner you are working on.

2.5.3 Creating or Editing a Bank Partner

As described at the very end of the overview, sec?i.5.1, new bank partners can be created
automatically when entering a new Bank/Branch antéar a partner. The bank partner information
entered is the minimum necessary (name and brard#h)cAlternatively banks can be created as
partners in the normal way, as for OrganisationsstMbartner information can be added as for any
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organisation using th@artner Edit ScreerHowever, thd?artner Details Screeis different from
that of other partner classes. To enter or edinBabDetail for a partner of class Bank:

1. Create or find the partner in the normal way usirePartner Find Screeffor class Bank, so that
thePartner Edit Screewmpens (see section) 2.1, page 15.

2. From the menu bar, selddaintain , thenDetail . ThePartner Details Screefor the bank
appears.

iy addresses (1) | [% Partner Details l Subscriptions (0) ]Ef—' Special Types (1) ] ' Nates () ]
Mames: [E

Previous Mame: |

Local Mame: |

Bank Information:
Bank/Branch Code: |2E|4EI4

Figure 2-41 Bank BIC/SWIFT Code: |SBGSAT2S
Class Partner o]
Details Screen EP format file:

Language Code; |DE - | G=rman
Acquisition Code: |MAILROOM + | Entered by the Mailroom Departrnent
Contact Partner | 0010000151 Bloch, Jonannes, Herr

3. Enter data as follows:

Bank/Branch Code Enter the code of this branch of the bank (sametiknown as the sort
code or routing code). Some banks do not use tliis.dViake sure that you use the
standard format agreed by your office (e.g. 30921550-94-55).

BIC/SWIFT Code Enter the Bank identification code if requiredhis is not usually
needed, unless the bank is used for internatioaasters, but it is a useful way of finding
a bank/branch.)

EP File format [This feature is not used inEPRAat present.[The Electronic payment file
format may be used in the future for electronicrpegts using this bank.

Language Code The language used by this bank branch.

Contact Partner If required a link can be made to a partner whithé key contact at this
bank.

Notes Enter any useful comments. Be careful in whatwaite, since in some countries the
bank may have a legal right to see what has begtemir

4. If you have finished, clicksave], and thetClose .

2.5.4 Finding the Holder of a Bank Account

Sometimes it may be convenient to search for a ban&unt (for example to see who gave a
particular gift, if the information is missing.EPRA includes an Account Find facility, which may be
accessed from the maartner Screen(Figure 1-2, page 12). To find an existing bank:

1. On the menu bar of the maiartner System ScreeselectPartner , thenFind by Bank
Account Details . A Partner Find by Bank Account Details Screpears.
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m Partner Find By Bank Account Details |_ O] x|
File  Quick Maintain  Maling Petra Help
Account Mumber: |911IJ494 Partner Mame: |
Account Mame: | Bank/Branch Code: |
IRAM: | BIC/SWIFT Cade: |
Class [Partner Mame Account Mumber [Account Name f

Figure 2-42 Partner Find by
Bank Account Details Screen

2.6

FaM  |Maortison, Chloe, Miss|91104940 Choe Matrison

n Ha

Search | Hew Edit Close

Enter the Bank Identifier Code,

2. Enter any information that you have about the antand Click Search]|. The format of the
search information must be correct. If the bramuhecof a bank has been entered as “30-94-55",
then “309455” will not work. However, if you ent&80”, you will find all accounts at branches
with branch codes beginning with “30”. The resalts displayed in the list screen. If you have an
account which is recorded as being shared betwesdifferent Petra partners, then the account
will appear twice, once for each partner. [Notd ti@mal joint accounts for husband and wife
are entered for the family record, and so are sbafed” accounts inE?RA terminology!]

3. If the partner and account that you are lookinggi@r listed, select it and cli€kdit]. This opens
thePartner Edit Screeof the partner that you selected. Alternatively gan highlight the
partner you want and use t@eiick Maintain menu, or right click to get to the screen that
you need.

Merging Partner Records

Sometimes a partner is entered twice, and so hasitivies and two partner key€TRA can merge

one partner (A) into a second partner (B) to prevadsingle entry. Partner B is the one that remains
and it is no longer possible to access the PaAngrformation from partner A is added to Partner B
but if there is a conflict, then the data for partB is treated as the correct version. Dialoguesbo

ask you to select the addresses and bank accdupéstoer A that should be retained and transferred
to Partner B. Of course both partners must beettme class.

Warning It is possible that the office has worked on bpé#ntners recently. In this case, more
accurate data for some items may be lost when mength older data on the master recgrd
(Partner B). In this case it is necessary to nbee dorrect information from Partner A befdre
merging, and to re-enter it after merging.

Warning After partner records have been merged, it idomger possible to access the fifst
partner who has been merged into the second. Tikare way to undo this operation (except|to
restore a back-up version of the entire databakehwwill lose all ETRA changes since the date
of the back-up.) Never merge partners unless yewabsolutely sure what you are doing.

Example: To merge two records for the same partwaich have arisen on account of different
spellings of the family name (Isabelle De Haan ksatbelle Dehaene). The correct spelling of the
name is Dehaene.

1. Check all the data on both Partner records to desliich is the more correct.

Page 58

Version 2.2a (Apr 2008)



Partner User Guide PELRA Chapter 2  Entering and Editing a Partner

2. From thePartner System (Welcome) Screselect théMailing Menu  and therMerge
Partners . TheMerge Partner Records Screappears.

Merge Partner Records

Merge Partner IDD_LDUDDDSD

IDe Haar, Isabelle, Mile

Figure 2-43 Partner record
merge screen

into [ “Hooiooooogs

IDehaeneJ Isabellz, Mme

O I Cancel I Help |

3. Click the uppefPartner| button. This brings up Rartner Find Screeftsee section 2.1.1). Use this
to locate the partner to be merged (recor®é Haar) and click oK.

4. Click on the lowefPartner ]| button. Use th@artner Find Screeto locate the ‘master’ partner
record (record BDehaengand click OK]. A message warns you that it will not be possible
undo this operation. If you are sure you wish totitwe, click Yes]. TheMerge Locations
Screemappears, showing the addresses that existed ffiorepah.

Select Addreszes To Transfer

The fFollowing adresses exist for the Partner being merged: 0010000050

ity [Post Code Jaddr1 |addrz
Bruxelles ruedesFins34 .
St Pierre Rue dEspagne 2

Figure 2-44 Merge Locations -
highlight the address to be JJ
transferred to the new partner | c

Select the adresses to be transferred to Partner: 0010000049
* Use the space bar ko select a single address, or
* Hold down the <Ctrl= kew and click with the mouse to select multiple rows, or
* Hold down the «<Shift > key and click to select a range of rows.

Highlight those addresses of the first partner yloat wish to be kept for the new partner, using
the instructions written below the list. Cligsk].

5. If bank accounts are being transferred from Parner Partner B, you may receive a warning to
check the account list to make sure that the cba@munt is set as the Main account. (see
section 2.5.2, page 51.)

6. Go to thePartner Edit Screeifor Partner B, and review all addresses to make that only one
address is marked as the Mailing Address.

7. If necessary edit the merged partner (B) to retresgy correct information that may have been
overwritten.

2.7 Importing and Exporting Partners

This facility is used to pass Partner details fiama office to another. Data referring to a partreer
be saved as a text file in a special format. Thefie can be sent to another office (for examgde
an attachment to an email message). The file amltk imported into theePRA system of the new
office. Not all partner details are exported - otigse that are relevant to a new office - seevihelo
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This section explains how to use fartner Find Screetoimport or export a single partner The
same procedure is usedimnport a group of partners, butexporting a group of partnersis done
from theExtract Master Listand is explained in section 4.5, page 127.

Warning The import/export files, and the log files arettfibes, and can be read easily. They may
contain confidential personnel information, andskould be deleted when no longer required.

What is exported?

When a partner is exported from orerRA installation to another, the items exported aosdéthat
are most likely to be useful to the new installatid few items, such as subscriptions, are notyike
to be relevant, and so are not exported. For datéwes, certain details may not be exported.

If exporting a person, the family record is autacaty exported as well. If exporting a family
record, BTRA asks if you wish to also export all person rec@sisociated with that family record.

Partner Items The items exported from the partner module ineldmhsic partner information
including all currently valid addresses, specigkty, and most items for the Details screen, inofydi
comments. Bank account details are not exported.

Personnel Items For partners of class Person, additional datarteg includes: driver status and
driving licence, passports, professional area fjoations, special needs, past experience, langJage
abilities, vision, commitments, job assignmentsgpess reports, applications and forms.

For partners of class Unit, data exported includédities, languages, vision, and costs. Jobsaind
assignments are not exported with a unit.

Conference ItemsFor partners of class Venue, buildings and roorasaported.

2.7.1 To Export a Partner

This section explains how to export details ofraglg partner as a text file, which can then be gent
another office. It is also possible to export augrof partners (see section 4.5.1, page 128.)

1. InthePartner Find Screefind and highlight the partner whose details arbe exported, and
then click on thé=ile menu as shown below.

Figure 2-45 Partner Find
Screen, showing partner
highlighted and File menu
selected

Find
Mew

Chrl+F

Wiark, with Last Partner...
Recent partners

Chrl+L

Edit

Wiew

Copy Address
Copy Partmer Key
Send Email

ChrliC
Chrlk

Export Parkner
Impork Parkner

Prink Partner

Chrl+p

Delete Partner

Exit

[ partner Find

File Quick Maintain Mailing Petra Help

Class:

Partner Key:

rivate {4l

M35 Key:
Post Code:

[~ Mailing Addresses Only

=10l x|
C—

ujufuyulululuinjuls}

Clear Criteria |

|Past Code [addr1

|addrz «

hrewshbury
oskan
oskan
Cheltenham
pswich
pswich
towwrnarket
atis

FamM Cheung, Sae-hi, Mr

FAM Chung, Gu-Bag, Mr
PER Chung, Gum-bas, Mr

Busan

SY5 9KE

LMGET SRT

LMGET SRT

CLE6 4RL

1P23 2% Erockside
1P23 2% Erockside
IPSE 4FM

56 Thornkan L

3 Poplar TerreJ
3 Poplar Terrz

& Sheffield Rc
The Street

The Street

High Trees

ave de la just

‘feon-Dong 76
Yeon-Dong 7€ J
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2. SelectExport Partner A browse screen appears, asking you to seladtlarfin which to place
the export file. Select a folder and cli@k . An information box confirms the file that the
partner details have been exported to.

Information [ <]

. . Export of Chung, Gum-Bae, Mr complete.
Flgure 2'46 EXport Fi Ie @ E=port file iz C:\My Documents\PresquePoubelletp_000042.010
information box

3. Click[oK]. The named file can now be sent to another offisean attachment to an email.

2.7.2 To Import a Partner or Group of Partners

If another office has sent you details of partngos, can import them to your system. It is possible
import the details of either a single partner, foa group of partners.

Warning - Information loss on importing In certain circumstances information may be lost
when importing a file. Read the note below cargfahd always check the log file.

Remember that not all partner details are expoftadrefore after importing a partner, you may need
to add certain items of additional information.

1. InthePartner Find Screerselect thé=ile Menu, therimport Partner (see Figure 2-45).
A file directory browse screen appears and yousedect the file to import.

2. Select the required file and clipBk]. The partners are imported, and a log file isiteé. Make
a note of the location and filename of the log.file

3. Check the log file to see any errors or warning.

Note - What happens when a partner is imported?

If you import a partner who already exists on yimstallation, the data will be updated, but it is
important to ensure that important data is not dogiverwritten. Details are as follows.

If the imported Partner Status is different frora #xisting one, a warning message will be displayed
If the imported acquisition code does not existilt be created automatically.

Care is needed with regard to comments fields éggdhnel: medical, dietary, other needs,
commitment, interview). BrRA checks the complete text in a particular fieldadi®ws.

If the complete, new imported entry is identicathie existing one (every character matches),
nothing is changed.

If the new comment includes the exact text of tllecomment, the new, longer comment is used.

If the old comment includes the exact text of teevrtomment, a dialogue box asks you when to
overwrite the longer, old comment with the shortew comment.

If the old and new comments are totally differeéhgn the user is asked whether to replace the
old with the new one, or to add the new commemrafte old comment. However, the comments
can only take a maximum of 256 characters, sovif c@mments are appended to previous ones,
they may be lost if the total number of characexseeds 256.

It is important to read the log file after the innince this gives details of old and new comment
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2.8

Example of Partner Maintenance - Members get Ma  rried

Example: John Smithson and Fiona Jones are bothbmesof the Organisation. Both have records
of class Family, and also records of class Persoing additional details. They have recently got
married, and moved to a new address. We need tactheir names and addresses and link the
Person records to a single Family record. We alsedto check other detalils.

John’s Family Record

1. Find John Smithson as a partner of class Family baimg up thePartner Edit ScreerEdit this
to be the new record of class Family for the cogplange ‘Mr’ to ‘Mr & Mrs’; change ‘John’ to
‘John and Fiona’ if required, change address, .6Btigk[Save].

2. Select théPartner Details tab, and add any comments. Cliskve | and| Close |.

Fiona's Person Record

3. Edit Fiona Jones’ record of type Person. Findé®rd and clickedit] to show thePartner Edit
Screenas described in section 2.1.3. Edit this screemlf necessary changes to title (Miss to
Mrs), name (Jones to Smithson), address and tahepthetails, starting date for this address, etc.
(see section, or use the copy facility describegage 28.)

4. From this screen select tRartner Details Tab, as in section 2.4.1.2. Chardarital
statusto M enterPrevious Family Nameas Jones, and add any necessary notes.

5. Select thecamily tab, and clickMove selected partner to new family]. A Partner Find Screen
appears. Find the record for Mr and Mrs John Ssoithclass Family (the one you have just
amended). ClickAccept]. A dialogue box asks you to confirm that wanirtove this partner.
Click [Yes]. A second box asks if you wish to view the FarMigmbers List. ClickYes]. Modify
the list if necessary so that John and Fiona hawely member IDs numbers 0 and 1. Fiona
Smithson’s partner record is now set up correclp@onging to the family Mr and Mrs
Smithson.

6. If required, select the Maintain menu, then Relatfops, and add a relationship to show that she
is the wife of John Smithson as described in se@id.3, page 42.

Fiona’'s Family Record

7. Merge Fiona’s family record into John’s family redoFirst check the information on the two
records. The Merge operation will add all subsari®, special types, bank accounts, gifts, etc
from Fiona’s family record onto the joint familyaard. However, if both John and Fiona already
have other information entered, such as OMer Ftakh Fiona’s information will be lost from
the Family record - only John’s will remain. Caoyt the Merge as described in section 2.6, page
58.

8. Mark the address on Fiona’s old family record ak by entering yesterday’s date in the ‘To’
field. If you do not do this, then Fiona’s addresk be added as a second address for the couple.

John Smithson’s Person Record
9. Go to John Smithson’s Person record and updatedlsisow Married status, new address, etc.

10. You could select thMaintain  menu, therRelationships , and add a relationship to show
that he is the husband of Fiona Smithson as destitbsection 2.4.3. However, this is a
reciprocal relationship to that set up in stepodif you did this there, it has already been done.

11. Check that OMer Field information is correct foe tinree current records.

John and Smithson’s Family Record

12. Finally go to the new family record to check ththidata has been transferred correctly.
----- End of Chapter 2 -----
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Chapter 3 Maintaining Tables

3.1 Principles of Table Maintenance

When you enter data about partners, you often teeedoose an item from a list of possible choices;
you cannot enter an option that is not on theTibe set of possible choices is stored in a list or
‘Table’, in the form of short codes and descriptioAn example is the list of partner Special Types.

For most of these items, it is possible for a laffite to add new choices, and to modify the
descriptions. This Chapter explains how to alterlist of choices by editing (maintaining) the &l

When you add an item to a list of possible choiitds,sometimes also necessary to include
additional detail about it. For example, if you addew publication to the list, it is not enough to
give the publication name; you must also add thguency (for example, weekly, monthly).

The chapter explains how to make changes to mdakedPartner Tables. In the case of two sets of
tables,Form Letter Tables andMailmerge Forms, the tables are more than just a list of options —
they are an important part of the process of sgndiform letter or extracting data for mailmerge, S
these two sets of tables are not described hetén I&hapter 6, page 137, which explains these
operations in detail.

3.1.1 Standard Options

Some of the choices are standard options fixedderthroughout the Organisation, and these cannot
be deleted. It is also not possible to delete acehibit has already been used in any partnecsne
Sometimes choices become out-of-date (for examagbeiblication is no longer produced). In such
cases you can mark the choice as being ‘unassigjratihot valid'. It cannot then be used in the
future. These two situations are shown on manpefltable entry edit screens (for example Figure
3-22, page 79).

Deletable- If the box is checked, it is possible to deliie option, if it has not been used. If the
box is grey and is not checked, this is a stan@dvidoption and it cannot be deleted.
Assignable- If the box is checked, it is possible to use ttode.

3.1.2 The Partner Tables

The RETRA Partner System includes several different grodigsables:
Partner Tableslist of choices relating to general partner infation (for example, lists of
countries) and personal details (for example, sppégpbes of partner or occupations).

Subscription Tableslist details of the publications that can be reedifrom that office,
including cost, frequency, etc.

Address Tablesallow you to design address formats suitable fifergnt countries. These are
explained inChapter 5, ‘Printing Labels and Envelope§ page 131.

Form Letter Tables are used whenever a ‘mail merge’ letter is writfBmis is a letter which is
to be sent to different partners, but which inchideme specific data which is different for
each partner. Form letters are explaine@lapter 6, page 137.

Mailmerge holds forms that list the items (data fieldsptexported for use in a mailmerge (see
Chapter 6, page 137).

Mailings is a list of mailing events that you wish to ret@o see the results).
The table on the next page is an index to showwitéens of data are stored in which table.
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Table Contents ‘ Page ‘
Partner Tables
Acquisition How the partner was introduced to thiiice Pg. 68
Business Types of business for partners of clagar@sation Pg. 68
Contact Attribute Contact details, such as ‘Semb@k’. Details provide finer detail. Pg. 69
Contact Method Indicates whether a contact was rbggehone, letter, fax, etc. Pg. 69
Country Country name, international telephone cpgestal codes and time zone Pg. 72
Denomination Denomination for partners of classt€hu Pg. 73
E-mail Address Commonly used E-mail domain names fer offices of the Organisation) Pg. 73
Frequency For sending a publication or receipt We@konthly, annually etc. Pg. 74
Interest Category and | Types of work that partners are interested in (d§DICAL) , and broad Pg. 75
Partner Interest caegories that these interests are grouped inAtD$, EYESIGHT,)
Language Language spoken Pg. 75
Local Partner Data Data fields that can be used to record additideahts of partner data for use Pg. 92
Fields on a particular PTRA site only (data is not exported.)
Marital Status Used for partners of class Persahtav if they are single or married. Pg. 75
Occupation Main occupation - used for partnerslass Person Pg. 75
Partner Special Type Special Types of partnerexample, Board member, Pastor Pg. 78
Partner Status Whether a partner is Active, Prj\ette Pg. 79
Relationship For defining relationships betweertrpas Pg. 80
Subscription Tables
Publication Names of publications supported bydffiee Pg. 81
Publication Cost The cost of the publication, indhg mailing costs details Pg. 82
Reason Subscription The reason that a subscription was started fortagra(e.g. they requested it,Pg. 83
Given they made a donation, etc.)
Reason Subscription The reason that a subscription was cancelled Pg. 8

Address Tables
International Postal Type Lists the various woddions for which your local post office has diffetre | Pg. 83
charge rates.
Address Layout Used to set up address formatabmi$, etc. Pg. 84
Address Title Override Defines how to replace gifle.g. Mr, Mrs) when sending to a different Pg. 88
country (e.g. Herr, Frau for Germany)
Addressee Type Lists the different types of parmieo may need to be addressed differentlyPg. 89
in a letter, e.g. Type ‘Single Male’ might be adsired Dear Sir
Location Type Lists types of address location, kagne, business, mobile, etc. Pg. 90
Postcode Regions To set up groups of postcoddireta different areas, for use in extracts Po. 9
Form Letter Tables
Form Letter Body, etc. Since Form Letter Tablesaakey part of the whole process of sending a| Pg. 148
form letter, they are not described here, but asqfaChapter 6, ‘Form
Letters and Mailmerge’
Mailmerge Forms Since Mailmerge Forms are a key part of the dapaeprocess, they are | Pg. 156
described in the section dealing with this (ecBdb, Exporting Partner
Data for Mailmerge.)
Mailings List of particular mailing events that you wishrézord. Pg. 92

Figure 3-1 List of Partner Tables

The rest of section 3.1 describes the general iptanor maintaining all Tables. The following
sections give detailed information on all Partnabl€s (with the exception of Form Letter Tables
and Mailmerge Forms, which are covered in Chapter 6

Page 64
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3.1.3 Checking and Printing Table Contents

Before you decide whether to add an item to a fafole need to know what is in the table already.
When FEETRA s installed, each table contains a standardfsgiaices for each list. To check the
latest position onBrRA, go to thelist Screerfor the table you are interested in (see, for gplam
Figure 3-3). You can view the list on the screed pnnt it by selectind’rint  on the menu bar.

Certain table codes are exported with partner im&tion (eg special type). If you import partners
from another office you may find that additionatles have been added to your tables.

3.1.4 Table Maintenance Example
There are three main steps to maintaining a taislégllows:

Step 1 Open the table that you wish to change to slin@nist of entries
Step 2 Select the item to change
Step 3 Enter or change the data

The following example shows how these three stepsised. This example is followed by an
explanation of a Find facility which helps in thaimtenance of some tables.

The three main steps in maintaining a table wilekplained using an example.

Example: The International telephone access cod&thiopia is 251. Let us suppose that we need
to change this to a different number (e.g. 256).

Step 1 - Open the table that you wish to change

From the list on page 64, find the table that cimstéhe international access code (this is the @gun
table, which is one of the Partner Tables). Gdé&dMaintain Tables menu at the top of the
Partner Welcome Screefihis shows the four groups of tables. ClickRartner Tables and

you see a sub-menu which allows you to choosedhtcplar table that you wish to maintain (Figure
3-2). Click onCountry .

Partner System i ]|
File Partmer  Mailing | Mairkain Tables Petra  Help

Partner Tables Counkry
Subscription Tables Language
Address Tables Skatus

* v v R}

Form Letter Tables Acquisition
Mail Merge Forms Special Type
Mailings Email Address
Local Partner Data = —
Figure 3-2 Maintain Tables g ‘*\ Eramnaen
Menu g, iy Business
Occupation
Matrikal Status
Find and Mainkain Partnees, Frequency
H Relationship Category
Relationship

Interest Category
Partner Interests
Contact Method

Contact Attribute

When you have selected the Table that you wislhémge, you see a list of the possible choices for
that particular data item. As an example, FiguBeshows the Country List Table (for maintaining or
adding a country).
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+=* Country List _ (O]
File Edt Help
Code|Country it access [int'l Dial [Postal Type[Time Zone win [Time Zo «
EC  ECUADOR oo 593 LAM -05.00
S¥ EL SALVADCR ] 503 LAM -06.00
GG EQUATORIAL GUINEA 0] 240 LAM 01.00
ER  ERITREA 0] 291 AFR 03,00
EE  ESTOMIA g0 372 EUR 02,00
ET  ETHIOPIA oo 251 AFR 03.00
Figure 3-3 Country List Screen FK  FALKLAND ISLANDS (MALYINAS) O 500 LAM -04.00
FO  FAROE ISLANDS o9 298 EC 00,00 J
F1  FLI 05 679 LS 12.00
GH  GHAMNA oo 233 AFR. 00,00
Gl GIERALTAR oo 350 ELR 01.00 _|LI
4| | 3

W= I Edit. Delete % Clase |

Enter data o press ESC ko end, .

Step 2 - Select the Item to Change

You can now view the existing data in the list gsihe scroll bars, and select a country if required
using the mouse or cursor keys. You can then wsbutions at the bottom of the screen either (i) to
add a new item to the list, or (ii) to select aistrg item to edit it, or (iii) to select an exigg item

on the list and delete it. You will not be abledlete an item if it is a standard system codé ior i
has been used already on your system. This ListeBdooks similar for all Tables (although of
course the content differs.) For our example, wecsE&thiopia  and then click thggdit] button.

Step 3 - Enter or Change the Data

If you choose to add a new item, or edit an exgstine, you are taken to an ‘edit’ screen which
allows you to enter (or change) the details abloait tem. These screens are different for eachelabl
and are shown in the appropriate section belowulmexample, th€ountry Maintenance Screen
appears, showing details for Finland (Figure 3¥&u can now edit the data in the white fields. For
our example we can see the International Diallioge&for Ethiopia is 251, and we can change this
as required. The Country Code is shown in greindecate that this cannot be edited (country codes
are part of the standard data supplied wihH2.)

w* Country Maintenance H=]
File Edit Help

Country Code: |ET

Country Mame: [ETHIOPIA
Mame In Local Language: |[ETHIOPTA
™ Undercover
Intl Access Code: |00
Intl Dialing Code: [251

Intl Postal Type Code: IF\FR g Africa

Address Display Order: ID vl
Time Zone From: IDS_DD Tao: IDS.DD
W= I Delete I Save I Clase |

knter an international postal type code .

Figure 3-4 Country
Maintenance Screen

Changes take effect immediately after saving.
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3.1.5 The Find Facility

In step 2 above, it was quite easy to find the tguBthiopia in the list. However, sometimes it is
more difficult. For example, a French speaker wagkin an English-speaking office may not know
that the English name for the ‘Les Emirats ArabessUs the ‘United Arab Emirates’ (UAE). The
List Screerfor each table haskind facility to help the user to find an entry to edit

Example: A Fench-speaking person wants to findtimted Arab Emirates” from the Country List
Screen.

1. From theCountry List Scree(Figure 3-3, page 66), go to t&eit menu at the top menu bar,
and selecFind . A Find screemappears:

w" Country Find H=]
Fie Edit Help

£

Country Code:
Caunkry Mame: [* %

International Postal Tvpe Code: I"‘

Code [Country Name [intl Access Code[intl Disling Code|Postal Type| =

Figure 3-5 Country Find Screen

w
i | 3

knter an internationally accepted (1500 country code .

2. You can now search for the country code, the cgurame or the International Postal Type
(region). An asterisk (*) represents any otheelsti(a ‘wildcard’). We do not know the English
for ‘Les Emirats Arabes Unis’, but we may guesg thhas the letters ‘arab’ in it somewhere. In
the country name we type: *arab*, and then difthrt Search]. The Find facility looks for alll
countries with these letters in the name. The tesuk shown as follows:

" Country Find [_ (O]
File Edit Help
Country Code: |*
Country Mamne: |*arab® R?
International Postal Tvpe Code: I"‘
(Code [Country Mame Intl Access Code |Intl Dialing Code [Postal Type| =
Figure 3-6 Results of Country AE  ## UNITED ARAG EMIRATES 24 il 971 ME
Search LY ## LIBYAN ARAE JAMAHIRIYA ## o0 218 AFR.
S8 ## SAUDI ARABLA #3 oo 266 ME
SY  ## SYRIAM ARAB REPUBLIC #4 R 963 ME
b
i | 3
Enter data o press ESC ko end, .

3. You can now look for the country from the smalt.lidighlight ‘United Arab Emirates’ and click
[Accept |. This takes you to the Maintain Screen of step&@/a.
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3.2 Partner Tables

The Partner Tables relate to information whichpiscsfic to partners. The list of tables is given on
page 64. The main steps have been described inrs8ct.4, ‘Table Maintenance Example’, page
65, but the following sections give specific infation for each table.

3.2.1 Acquisition Route for Partner

Acquisition describes how the partner was firstadticed, that is, how the office obtained or
‘acquired’ this partner. It may be used to recéithéy were introduced by a particular group oa at
particular event. There is a standard list of agitjon methods and codes, and these existing codes
cannot be deleted. Section 3.1.3 on page 65 expaiw to view the existing list. To add to or
amend Acquisition details:

1. From the Maintain menu, seldeartner , thenAcquisition . TheAcquisition List Screen
appears.

2. To add a new type of acquisition, cliglew|. To edit an existing acquisition method, select it
from the list and clickedit]. TheAcquisition Maintenance Screeppears.

" Acquizition Maintenance
File Edit Help

Acquisition Code: IACCOUNTS [T Recruiting Mission

Figure 3-7 ACC]UiSitiOI’] Description: IEntered in by the Accounts Department
Maintenance Screen

¥ Assignable

[~ Deletable
= I Delete I Save Close |
Fnter the code description of how the partner was acquired v

3. Enter or change the various fields as required:
Acquisition Code The short code for the acquisition method.
Description An explanation of the code (for example, a grouproevent).

Recruiting Mission Check this box if the introducing group is a missgvoup that recruits
people for short-term campaigns.

Assignable Check this box to indicate if this acquisition nedhis still valid

Deletable If this box is checked, then it is possible toatdelthis entry. If the box is grey and
cannot be checked, it means the code shown isxdasthentry, and so cannot be deleted.

4. Click , and theMClose].

3.2.2 Business

The Business Table is used for Partners of clagarisation, to show the type of business that the
organisation does. There is a standard list ofrfassies and codes, ¢ To add to or amend business
details:

1. From the Maintain menu, seldeartner , thenBusiness . TheBusiness List Screappears.
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Figure 3-8 Business
Maintenance Screen

2. To add a new business, clitdew]. To edit an existing business, select it fromligteand click
[Edit]. TheBusiness Maintenance Scremppears.

=" Buziness Maintenance Hi=]
File Edit Help
Business Code! IHEALTH
Description: IDDctDrs, hospitals
e I Delete Save Close |
Enter a Business Code Description v

3. Enter or change the various fields as required:
Business Code The short code for the business

Description An explanation of the type of business

4. Click[Save], and themClose].

3.2.3 Contact Attributes

Contact Attributes are codes that can be addedrttact information. Their purpose is to allow you
to record contact ‘events’ in a standard way, anlolet able to identify all partners involved in this
‘event’. For example, the attribute ‘Sendbook’ nfeeyused to record that a partner has been sent a
book. In order to avoid having a very large lisatifibute codes, further detail can be provided by
using ‘attribute details’, which are like ‘sub-cadattached to each attribute code. In the above
example, the attribute ‘Sendbook’ could have sewgyaonal attribute details, each of which would
specify which particular book. The table below giymssible examples.

Example of Contact Attribute Examples of Attribute Details
SENDBOOK  Office has sent a book as a gift OOTCZ Out of the Comfort Zone
GRACAWK Grace Awakening
PILGPROG Pilgrim’s Progress
EXHIBIT Partner visited exhibition stand MISSNO4 2004 Missions conference
ASIA2005 Asia Challenge Conference Nov 2005

There are therefore two possible stages in seffingpntact attributes. First, contact attributes loa
set up to broad categories. Then for each attrjlattebute details can be defined as ‘sub-categori
After defining or editing a contact attributesRA will take you on automatically to a screen for
defining the first attribute detail; however, itriet necessary to set up details.

To add to or amend contact attributes:

1. From theMaintain menu, seledPartner Tables , thenContact Attribute . The
Contact Attribute Screeappears.

2. To add a new contact attribute, clidlew]. To edit an existing contact attribute, seleétdm the
list and click Edit]. TheEdit Contact Attribute Screeappears.
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w* Edit Contact Attribute _ O}
File Edit Help

Contact attribute Code: IEXHIBIT

Description: [Partner visited exhibition stand

Flgl_‘lre 3-9 Edit Contact W active {currently selectable)
Attributes Screen
Attribute Details, .. |
Mew I Delete | Save I Close |
Fnter a description Y

3. To edit an existing description, or to enter a ii@&mtact Attribute, enter data as below.
Contact Attribute Code Choose a code of up to 8 letters/numbers (egIBRHL
Description Enter a description that explains the exact nmggof the attribute.

Active If this box is checked, the code can still bedudf a code can no longer be used for
new contacts (for example because it refers tosagaent), then click this box so that it
becomes empty.

Attribute Details If you are editing an existing attribute, you @dick this button to go to a
list of attribute details (see below). If you ardgexing a new attribute, you must first save
the description of the new attribute.

4. Click[save]. If this is a new attribute, this will take youektly to a screen for entering the first
attribute detail (see below, Figure 3-11). If yoa pust editing an existing attribute, you canklic

[Close]. To view or edit attribute details, click thatribute Details | button. The attribute details list

appears.

+" Contact Attiibute Details M=l B3
File Edt Help

Atkribute Code: IEXHIBIT ﬂ Partner visited exhibition stand

& ol Ackive Only

active|attr. Detail Code [Description | —
Figure 3-10 Contact Attribute Mo MISSH9D Mission 99 Corference (Atlanta)
Details List screen ASIAZO0Z Asian Challenge 2002 (april 02)
Yes  E-TESOL Conf on mission use of TESOL

e

e Edit Delete Close |

Enter data or press ESC ta end. v

This screen allows you to add new attribute defails contact attribute, or to edit existing
details. The Attribute Code drop down box also nsakeasy to review lists of attribute details
for other contact attributes. ClicKew | or select an attribute and cliddit]. TheContact
Attribute Detail Screeappears.
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" Edit Contact Attribute Detail _ O}
Fle Edit Help

Contact Attribute Code: |EXHIELT
Description: [Partner visited exhibition skand

Figure 3-11 Edit Contact

. . i i  |ASIAZO02
Attribute Detail Screen A B G

Description: [Asian Challenge 2002 (April 02)

¥ active (currently seleckable)

Hew I Delete | Save I Close |

Fnter a descripion Vi

If you do not want to enter attribute details, k{iClose; this will return you to th€ontact
Attribute Screenwhere you can clicklose again. Otherwise enter the first set of attribute
details. The items are similar to the contactlaiteés. Enter data as required (in our example a
code and the name of the book) and , and themClose |.

5. Click to exit, unless you wish to enter more contacitattes or contact attribute details.

3.2.4 Contact Method

Contact Method is used in partner records, andbeilused more extensively in thETRA
Development Module, when contacts with partnersecerded. There is a standard list of contact
methods and codes, and these existing codes chamatieted. Section 3.1.3 on page 65 explains
how to view the existing list. To add to or amenzbatact method:

1. From the Maintain menu, seldeartner , thenContact method . TheContact Method List
Screerappears.

2. To add a new contact method, clislew . To edit an existing contact method, select itfrite
list and click Edit]. TheContact method Maintenance Screspears.

" Method of Contact Maintenance MI=] E3
File Edit Help

Method of Contact: |LETTER
Contact Tvpe: [0S

Figure 3-12 Contact method Desctiption: |Personal or Handwritten letter
Maintenance Screen

v Walid Method

e I Delete | Save Close |

Select a contact type A

3. Enter or change the various fields as required:
Method of Contact The short code for the contact method

Contact Type The use of these codes allows different metlobdentact to be grouped
together, but you can ignore it.

Description An explanation of the contact method
Valid Method Check the box if this contact method is still valan still be used.)

4. Click[Save], and themClose].
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3.2.5 Country

There is a standard list of countries and codestla@se codes cannot be changed. However, the
names can be edited, and new entries can be dddsdtition, an office can add the country name in
its own language, which can then be used in pgrdicidress labels. To add or amend country details

follow the example below.

Example: The UK Office is updating its record ob#alia.

1. From the Maintain menu, seldeéartner

, thenCountry . TheCountry List Screeappears.

2. To add a new country, cli¢kew]. To edit an existing country (Australia in our exge), select
it from the list and clickedit]. TheCountry Maintenance Scre@ppears.

w* Country Maintenance _ (O]
File Edit Help
Country Code; AU
Cauntry Marne: |AISTRALTA
Mame In Local Language: [AJSTRALLA
[~ Undercover
Intl Access Code: |00 %
Figure 3-13 Country It Dialing Code: (61
Maintenance Screen
Intl Postal Type Code: [AUS g Australasia Pacific Islands
Address Display Order: |0 =
Time Zone From: IDS. a0 To: IlD. oo
W I Delete I Save I Clase |
Enter the International Code needed ta dial INTO the country .

3. Enter or change data in the various fields as requi

Country Code The short code for the country (these codesatamn changed.)
Country Name The country name (in English)

Name in Local Language The country name in the language of your offidgis can be
used when printing address labels, which must llegrocal language.

Undercover Check this box if this is a sensitive countrg amail should not be sent in a
normal open manner. After saving, sensitive coantappear as ##AUSTRALIA##. In
this example Australia is not a sensitive courgnyleave the box blank.

International Access Code The code used from within the country (Austratighe
example) for accessing an international telephmeeldefore dialling out to another

country.

International Dialling Code The international telephone code used to dialtinis country
(Australia in this example) when dialling from ahet country, such as the US.

International Postal Type Code This code is used for mailing from the localicéfto other
countries, to show the correct rate or tariff fosfage costs. From the UK, Australia is
Zone 2, so change this field using the drop-downunte select Zone 2. The possible
choices for this code are defined in another téd#e section 3.4.1, page 83).

Address Display Order Selection of 1 or 0 shows the most usual addreers (see the

message bar at the bottom of the screen in Figd®)3
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Time Zone From .. To .. This shows the country time zone relative togamich Mean
Time. The two figures are used for large countwbgch cover more than one time-zone.

4. Click[save], and themClose].

3.2.6 Denomination

The Denomination Table is used for churches (pestakclass Church) to show which denomination
they belongs to. There is a standard list of denations and codes, and these existing codes cannot
be deleted. Section 3.1.3 on page 65 explains baxetv the existing list. To add to or amend
denomination details:

1. From the Maintain menu, seldéartner , thenDenomination . TheDenomination List
Screerappears.

2. To add a new denomination, cligkew|. To edit an existing denomination, select it frima list
and click Edit]. TheDenomination Maintenance Screappears.

" Denomination Maintenance _ O}
File Edit Help

Denomination Code: IACT-BIBL

Denomination Mame: [SCTION EIBLIQUE

Figure 3-14 Denomination
Maintenance Screen

W #ssignable %
Mew Delete | Save Close |
Fnter the Full name of the denomination for this code: Y

3. Enter or change the various fields as required:
Denomination Code The short code for the denomination
Denomination Name The name of the denomination

AssignableCheck the box if this denomination is still valzh6 still be used.)

4. Click , and theMClose].

3.2.7 E-mail Address

The E-mail Address Table stores commonly used edagilain names, particularly those of OM
offices. There is a standard list of email domaind codes, and these codes cannot be changed.
However, the descriptions can be edited, and néresrcan be added. Each entry in the table
begins with the symbol ‘@’. To add to or amend dmeiails:

1. From the Maintain menu, seldéartner , thenEmail Address . TheEmail List Screen
appears.

2. To add a new e-mail domain, cligkew]. To edit an existing Email domain, select it frte list
and click{ Edit]. TheEmail Maintenance Screeappears.
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=" Email Maintenance M=l E3
File Edit Help
Email Address: I@H.OM.ORG v walid
Figure 3-15 E-mail
Maintenance Screen Description:  |Hungary
Mew I Delete Save Close |
Fnter the full description of this email address Y

3. Enter or change the various fields as required:
Email Address The domain name of the office.
Description The name of the group using this domain name
Valid Check this box if this address is still valid (iaynstill be used.)

4. Click , and theMClose].

3.2.8 Frequency

The Frequency Table holds a set of frequencies;mindicate how often something happens. These
are used for some partners (who may wish to regeiseipts of donations at regular intervals), and
for certain publications (to say how many timesarya publication is produced). There is a standard
list of frequencies and codes, and these codeotaerchanged. However, the descriptions can be
edited, and new entries can be added. To adddamend this list:

1. From the Maintain menu, seldeartner , thenFrequency . TheFrequency List Screen
appears.

2. To add a new frequency, clitkew |. To edit an existing frequency, select it from liseand
click [Edit]. TheFrequency Maintenance Screappears.

+" Frequency Maintenance M=l B3
File Edit Help

Frequency: IQuarterIy

Description: [Every Three Months

Mumber of Years: IU

Figure 3-16 Frequency Murmber of Months: |3

Maintenance Screen
Murmber of Daws: ID %

Mumnber of Hours: ID
MNumber of Minutes: IU

W= Delete I Sane Close |

Enter data or press ESC ta end. v

3. Enter or change the various fields as required:
Frequency The short code for the frequency

Description Explanation of the code
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Number of ... Enter a number in one of the boxes to show theiredjitime interval.
Only integers are allowed: 1, 2, etc. It is pogssiiol use more than one box; for example 1
month and 15 days means an interval of 6 weeks.

4. Click[Save], and themClose].

3.2.9 Interest Category and Partner Interest Tables

These two tables work together. It is possiblestmord that a partner has an interest in one or more
areas of service (see section 2.4.5, page 45)e $irece are many possilitartner Interests, these
are grouped inttnterest Categories so, for example, we may have an Interest Catelgi@ipICAL
and within this category we may have Partner Istsrsuch as AIDS, EYESIGHT, MALARIA, etc.
Interest Categories must be set up first. Whentlyen set up an interest, you must assign it to an
existing category.

Tip—Interests and Interest Categories When entering Partner Interests on Btagtner Edit
Screen you can select as many Interests as you like,notitan Interest Category. However,
sometimes you may only wish to record a generarést, such as MEDICAL. To allow this, when
you set up an Interest Category, MEDICAL, it casodbe useful to set up a general Partner Intgrest
MEDICAL within the category MEDICAL, as well as tlspecific interests, AIDS, etc.

Interest Category Table
To enter an interest category:

1. From theMaintain Tables menu, seledPartner , theninterest category . The
Category List Screeappears.

2. To add a new category, clitkew|. To edit an existing category, select it from liseand click
[Edit]. TheCategory Maintenance Screappears.

_iojx]
File Edit Help
Cabegory: IMEDICP\L
Description: I.ﬁ.nv type of medical work
Figure 3-17 Category Lexvel Descriptions: | 1 Some interest
Maintenance Screen 2 Definite inkerest
3 Wery high interest
Range Frorn (low): Il ta Chigh): |3
[ I Delete | Save I Close |
rinter data or press ESC to end. v

3. Enter data as follows:

Category Enter a category code (up to 8 characters). Yilunat be able to change this
later.

Description Enter a description, making it as clear as péssib

Level DescriptionsandRange from (low)andto (high) If you wish to record different
levels of interest, then the range can be setlL.amdl Descriptions entered. Obviously,
there is no point is setting up a level to repref¢a interest’!

4. Click[save], and themClose]. To enter another category, clilewon theCategory List Scregn
otherwise clicK Close].
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Partner Interest Table

To set up or edit a partner interest:
1. From theMaintain Tables menu, seledPartner , thenPartner Interests . The
Interests List Screeappears.

2. To add a new interest, clitkew]. To edit an existing interest, select it from liseand click
[Edit]. Thelnterest Maintenance Screappears.

File Edit Help

Category: J Interest any any area of medical work

Figure 3-18 Interest Interest; |
Maintenance Screen

Description: |Treatment ot education associated with AIDS

| | Save Close

Enter data or press ESC to end.

3. Select the Category, and then enter a code fdnteeest and aDescription.

4. Click Save, then[Close|. To enter another category, clislewon thelnterest List Scregn
otherwise clicK Close].

3.2.10 Language

There is a standard list of languages and codesthase codes cannot be changed. However, the
names can be edited, and new languages can be. afidedid or amend language details:

1. From the Maintain menu, seldééartner , thenLanguage . TheLanguage List Screesmppears.

2. To add a new language, clitkew]. To edit an existing language, select it fromliseand click
[Edit]. TheLanguage Maintenance Screappears.

+* Language Maintenance _ [O]
File Edit Help
Language Code: IHI
Figure 3-19 Language
Maintenance Screen Description: |Hindi
e I Delete Save Close |
Fnter a Full description or name v

3. Enter or change the various fields as required:

Language Code The short code for the language; existing cddiesain languages cannot
be changed, but new languages can be added.

Description The name of the language

4. Click , and theMClose].
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3.2.11 Marital Status

The Marital Status Table is used for Partners a$<Person. There is a standard list of marital
statuses and codes. These codes cannot be chandetishould not be necessary to add a new type
of marital status. However, the descriptions magditéed, and a new status can be added if it is
required. To add to or amend this list:

1. From the Maintain menu, seldéartner , thenMarital status . TheMarital Status List
Screerappears.

2. To add a new marital status, clislew]. To edit an existing marital status, select itrirthe list
and click Edit]. TheMarital Status Maintenance Screappears.

w* Marital Status Maintenance _ O}
File Edit Help

Marital Status Code: IE

Figure 3-20 Marital status Description: IEngaged to be married

Maintenance Screen
ble IUnassignable Date: I

W | Delete Save I Close |

Indicates if this code can stil be assigned? v

3. Enter or change the various fields as required:
Marital status Code The short code for the marital status
Description Explanation of the code

Assignable Check the box if this marital status is still vaj@hn still be used). If a status is
later made unassignable (so that you can no lamggeit) then the date that this change is
made will be entered automatically.

4. Click[save], and themClose].

3.2.12 Occupation

The Occupation Table is used for Partners of dkasson, to show their main occupation. There is a
standard list of occupations and codes, and thaserg codes cannot be deleted. Section 3.1.3 on
page 65 explains how to view the existing list.

The list of occupation codes is very structured @uite complex. If you need to add more codes plan
it very carefully to make sure that the structwereserved. To add to or amend occupation details:

1. From the Maintain menu, seldeartner , thenOccupation . TheOccupation List Screen
appears.

2. To add a new occupation, cligkew]. To edit an existing occupation, select it frora list and
click [Edit]. TheOccupation Maintenance Screappears.
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+* Dccupation Maintenance H[=]
Fle Edit Help

Code: [PRAC-SOUND-LIGHT

Figure 3-21 Occupation

Maintenance Screen QOccupation: ISDund,l'Ilghtlng technician

¥ Assignable

e I Delete Save Close |

knter a full description or name i

3. Enter or change the various fields as required:
Code The short code for the occupation
Occupation The name of the occupation
AssignableCheck the box if this occupation is still valid fcstill be used.)

4. Click[save], and themClose].

3.2.13 Partner Special Type

Partner Special Type is used to record that pastaer of special types, for example local OM Board
members. By adding a Type code for each person offece you can easily identify prayer partners
and create mailing labels for them. A partner camfbmore than one type. There is a standardflist o
partner special types and codes, and these exstogs cannot be deleted. Section 3.1.3 on page 65
explains how to view the existing list.

Note When defining a new partner type, remember thigtdode will be exported with partners,
and new codes may be meaningless to other sites, Alcan be confusing if the number of cogles
becomes to great. Before adding a special codeiademmwhether a Contact and Mailing reference
would be a more appropriate way of identifying auyr of partners. (See section 2.4.6, page 46|)

To add to or amend Partner Special Type details:
1. From the Maintain menu, seldeartner , thenSpecial Type . ThePartner Type List Screen
appears.

2. To add a new type of partner, cliglew]. To edit an existing partner type, select it fritva list
and click/ Edit]. TheType Maintenance Screappears.
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+* Type Maintenance _ [O]
File Edit Help
Type Code: IF‘ASTOR

Description: IThe Pastor of a Church
Figure 3-22 Type Maintenance

Screen W Assignable

[~ Deletable

Hew I Delete Save Close |

Fnter a Full description i

3. Enter or change the various fields as required:
Type Code The short code for the partner type.
Description An explanation of this type.
Assignable Check this box to indicate if this special typstdl valid

Deletable If this box is checked, then it is possible toatelthis entry. If the box is grey and
cannot be checked, it means the code shown isxdasthentry, and so cannot be deleted.

4. Click , and theMClose].

3.2.14 Partner Status

There is a standard list of statuses and codeghaséd codes cannot be changed. Most work will be
done with partners of status Active, and it shawdtdbe necessary to add a new status. However, the
descriptions may be editeldlis strongly recommended not to add any new staty since this may
cause confusion if the partner is exported to anotr PETRA installation. To add or amend

partner status details:

1. From the Maintain menu, seldeéartner , thenStatus . ThePartner Status List Screen
appears.

2. To add a new Partner Status, clitkw |. To edit an existing Partner Status, select itftbe list
and clickl Edit]. ThePartner Status Maintenance Scresppears.

Partner Status Maintenance ' Ol =|
File Edit Help
Partner Skatus: IF\CTIVE
Figure 3-23 Partner Status
Maintenance Screen Desctiption: Iﬂctive Partner
WE I Delete Save Close |
Fnter a Full description y

3. Enter or change the various fields as required:
Partner Status Code The short code for the status.

Description An explanation of the status
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4. Click[Save], and themClose].

3.2.15 Relationship

Figure 3-24 Relationship Reciprocal Description: |secretarv af
Maintenance Screen
Categaory: ICHURCH ﬁ Church Relationships

The Relationship Table is used for Partners oflalises, to show a relationship between two
partners. This should not be confused with the Faltembers facility (see Chapter 2). The
description of a relationship between partner A padner B depends upon the form of the sentence.
The same relationship may be described in two waysexample:

James MacDonald (partner A)isthe secretary of London Baptist Church (partner B)
London Baptist Church (B)  hasas secretary James MacDonald (A)

For each relationship, there are two descripti@Eedding upon which partner is the subject of the
sentence. Therefore, for each relationship desenipthere must also be a ‘reciprocal description’,
and both must be entered in the table. Theretiaralard list of relationship methods and codes, and
these existing codes cannot be deleted. Sectio® @nlpage 65 explains how to view the existing
list.

A relationship can be assigned toetationship category. This is not necessary, but it provides a
helpful way of organising the list of possible tedaships, to make it easier to find the correct
relationship. For example, all relationships whicmern churches can be given the relationship
category “church”. Setting up relationship categsiis described in section 3.2.16, page 81.

To add to or amend a relationship:

1. From the Maintain menu, seldeartner , thenRelationship . TheRelationship List Screen
appears.

2. To add a new relationship, clitkew]. To edit an existing relationship, select it frtma list and
click [Edit]. TheRelationship Maintenance Screappears.

-lmix]

Flle Edit Help

Relationship: ISECRETARV

Description: Ihas as secretary

[+ Assignable
[~ Deletable

Hew I Delete | Save Close |

Fnter data or press ESC to end. v

3. Enter or change the various fields as required:
Relationship Name The short code for the relationship

Relationship Description The full description of the relationship betweer partners
(partner A and partner B)

Reciprocal Description The reciprocal relationship (between partner B paudner A)

Category If required, the relationship can be assignedl telationship category (see
explanation at the start of this section on retetiops.)

Assignable Check the box if this relationship is still validap still be used).
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Deletable This box cannot be edited, but shows the statasdard relationships cannot be
deleted. New ones added by an office can be depetadded they are not assigned to any
partner.

4. Click[Save], and themClose].

3.2.16 Relationship Category

Relationship categories are explained in the sediothe relationships (3.2.15, page 80). To add to
or amend a relationship category:

1. From theMaintain Tables menu, seledPartner , thenRelationship Category
TheRelationship Category List Screappears.

2. To add a new relationship, clitkew|. To edit an existing relationship, select it frime list and
click . TheRelationship Category Maintenance Scre@pears.

3. Enter the Relationship Category and a clear desanipClick|Save |, then Close ]| .

3.3 Subscription Tables

The Subscription Tables contain information abaurtipers’ subscriptions to receive publications
from offices. The list of tables is given on pade 6

The following sections explain how to maintain th#éerent tables.

3.3.1 Publication

The Publication Table lists all the publicationatthn office uses (that is, all the publicatioret fh

can send out to partners who wish to subscribelbligations). There is a standard list of

publications and codes, and these existing codesoté®e deleted. Section 3.1.3 on page 65 explains
how to view the existing list. To add or amend aljmation:

1. From the Maintain menu, sele8tbscription Tables , thenPublication . The
Publication List Screeappears.

2. To add a new publication, cli¢kew]. To edit an existing publication, select it fronetist and
click [Edit]. ThePublication Maintenance Screappears.

+" Publication Maintenance M=l B3
File Edit Help

Publication Code: WINDCWS
Description: ICanada Mewsletker
Publication Label Code: IF
Mumber of Issues: IG_

Flgyre 3-25 Publication Frequency: IBi-Montth g Ewvery Two Months
Maintenance Screen
Rerminders: Il_

W valid Publication

Mew Delete | Save Close |

Fnter a full description Y

3. Enter or change the various fields as required:

Publication Code The short code for the publication. (In the figguthe code is shown in
grey. Once it has been used, it cannot be changed.)
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Description The name of the publication

Publication Label Code The code (normally 2 letters) that you want tghiated on labels
when this publication is mailed.

Number of Issues The number of Issues published each year
Frequency The frequency of publication

Reminders Enter the number ‘1'. This is the number of neddr letters to be issued before a
subscription is cancelled. For the early versidnBETRA it is only possible to send one
reminder.

Valid Publication Check the box if this publication is still issued

4. Click[save], and themClose].

3.3.2 Publication Cost

The Publication Cost table allows cost data todmed for any publications entered in the
publication table (section 3.3.1). Publication atetails will be different for every country, anal s
will need to be set up for each office. To addmead cost details for a publication:

1. From the Maintain menu, sele8tibscription Tables , thenPublication Cost . The
Publication Cost List Screesppears.

2. To add cost details for a publication not showrttamnlist, clickNew]. To edit existing cost
details, select it from the list and cliddit]. ThePublication Maintenance Scre@ppears.

" Publication Cost Maintenance _ O}
Fle Edit Help

Publication: |INDEED ﬂ OM USA Mewsletter
Publication Cosk: ID. oo

Figure 3-26 Publication Cost Postage: |u.uu

Maintenance Screen
Date Effective: I12—APR—2002

Currency Code: IUSD g United States Dollar
Hew Delete | Save I Close |

Fnter a currency code y:

3. Select théPublication Codeusing the drop down selection button. (This shallvpublications
that have been entered; to enter a new publicagersection 3.3.1, Publication, page 81)

4. Enter or change the various fields as required:

Publication Cost If required, record the subscription cost fa gublication. This may be
the annual cost or the cost per issue, dependirigeooffice’s local requirements.

Postage The postage that the office has to pay for normailing of a single copy (within
the country). As with the publication cost, thisyntee annual or per issue.

Date Effective The date from which that this information is remt

Currency Code This will normally be the sending field (homeio#) currency.

5. Click , and theMClose].
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3.3.3 Reason Subscription Given

Figure 3-27 Reason Reason Given Descripkion: |Partner donated money ko OM,
Subscription Given Screen

This Table lists reasons for starting a partnasisssription to a publication. There is a standetd |
of reasons and codes, and these codes cannotmgechdlowever, the descriptions can be edited,
and new entries can be added. To add or amesasan for a subscription:

1. From the Maintain menu, seleBtibscription Tables , thenReason Subscription
Given . TheReason Subscription Given List Scregpears.

2. To add a new reason, clipkew |. To edit an existing reason, select it from tisedind click Edit .
TheReason Subscription Given Maintenance Sceggrears.

+" Reason Subscription Given Maintenance
File Edit Help

Reason Given Code: IDONATION

e Delete | Save Close |

knter a full description For reason Subscripkion is given v

3. Enter or change the various fields as required:
Reason Given Code The short code for the reason

Reason Given Description Explanation of the reason

4. Click[save], and themClose].

3.3.4 Reason Subscription Cancelled

3.4

3.4.1

This Table lists reasons for cancelling a partngulsscription to a publication. There is a standard
list of reasons and codes, and these codes caambianged. However, the descriptions can be
edited, and new entries can be added.

The procedure is almost identical to that of addingason for a subscription (see section 3.3.3),
except that the Reason Subscription Cancelled Tialslelected, and appropriate descriptions given.

Address Tables

The Address Tables provide options for how partaeesaddressed in letters or in printed labels and
envelopes. The list of tables is given on page 64.

Several of the tables are simple lists, similah®wpartner and subscription tables, but two areemo
complex.Address Layout is the way to set up address formats to meet lecplirements, and
involves several steps to design each format egxactl

The following sections explain how to maintain th#erent tables.

International Postal Type (Region)

This Table lists the different regions of the wdidd which the sending postal service charges
different rates. This item is used in the counafyiés to show the postage charge band for sending
mail to that country. There is a standard listagfions and codes, and these existing codes caanot b
deleted. Section 3.1.3 on page 65 explains hovietw the existing list. To add or amend a postal
region:
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1.

Figure 3-28 International Postal
Type Screen

From the Maintain menu, sele&tidress Tables , theninternational Postal Type
ThelInternational Postal Type List Screappears.

To add a new region, clidkew To edit an existing region, select it from thet lind clickEdit .
Thelnternational Postal Type Maintenance Scregpears.

" International Postal Type Maintenance MI=] E3
File Edit Help

International Postal Type Code: IZZ

Description: |Zc-ne 2 (Rest of the world)

Hew Delete | Save I Close |

Fnter a descripkion Vi

3. Enter or change the various fields as required:

International Postal Type Code The short code for the postal charge group giore

Description The cost region used by your local post officeiximfy charges to this country

4. Click[save], and themClose].

3.4.2 Address Layout

This operation lets you set up address formatsnfating labels, addressing envelopes, or inclusion
in Form Letters. The use of these layouts is erplin Chapter 5, ‘Printing Labels and Envelopes’

and Chapter 6, ‘Form Letters’. Up to five differemdress formats can be defined, as follows:

Envelope For addressing envelopes

SmiLabel For printing onto small labels to be added toetwpes.

Ltr_head Used inside form letters to show the addreshefecipient.

One_line Used in reports to show a partner’s addresssinge line.

Rolodex For printing labels for a Rolodex machine (foinfing onto small index cards).

However, an office may need to use different fosmwathen mailing to other countries (for example

the post code (zip code) needs to be put at the@ktie country address for addresses in the UK, bu
before the town for addresses in Belgium. It issgae to define each of the above five types for an

number of different countries. If a label has bsenup for country 99, this will be used as a diéfau
for countries which have not been set up specifical

To show how to create an address layout we willamsexample. Additional features, such as
including the name of a contact person, are expthafter the example.

Example: The Belgium office wishes to create adayar small labels for UK addresses. The
required format is shown in this example:

Item in Partner Edit Screen

Mr John Paris Partner name

Grosvenor Lodge Address Line 1

52 Woodcote View Address Line 2
Address Line 3

Carlisle City

Cumbria CA1 1BJ County / Postcode

Grande Bretagne Country

Note the following points:
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Your address layout must allow for theaximum number of linesthat you have used in entering
partner data. ThBartner Edit Screemllows for 3 address lines in addition to the oityunty,
postcode and country. For small labels you mag hayput two lines together (for example County
and Postcode in the above example).

It is not necessary to have data in every lineef@ry partner. When an address is printedRR
normally does not print blank lines. So, in therapée above, ‘Carlisle’ will be printed directly
underneath ‘52 Woodcote View'. (If you really wdatprint blank lines, PTRA can be set to do this,
as described later in this section.)

To create an address layout

1. From the Maintain menu, selektidress Tables |, thenAddress Layout . TheAddress
Layout Maintenance Screappears.

w" Address Layout List M=l B3
File  Edit Help
Address Layout:

Country Layout

93 Swllakhel :l Hew
SmlLabheal
Copy
us Smllabel Delete
=
. Address Lines:
Figure 3-29 Address Layout resstnes
Maintenance Screen (after Ul EEE0 e
adding GB Small Label layout) o elmangrel et |
GESZ T <LOCALITY > Edit
GES3 T <STREET*> —
GES4 7 <ADDR3= Delete
GESE 7 =CITY> Up
GESE 7 “COUHTT><SPACE=<POST CODE —
GES7 1 <COUNTRY > Dawn

b
1 | 3

|Ac|c|ress Layouts For each country, v

The screen has two parts. The upper part showedithess layout types which have already been
set up. The lower part of the screen shows theutagbthe address type which is highlighted in
the upper list. The use of the buttons will be akpd as we work through the example, but the
following table provides a summary.

Address Layout  (Lists all existing address layouts)
New | To insert a new address layout. Opens the screginga name and description.

Allows you to copy an existing layout to a new coyttayout

(@)

o
o
<

Delete| Deletes an existing layout completely

Ad

(o}

ress Lines  (Shows the contents of the address lines folaymut highlighted in the upper list)
Insert| Inserts a new line at the top of the existing ldyou

Edits the address line highlighted in the loweesar. Allows you to change this line.
Delete| Deletes the highlighted line
Moves the highlighted line up in the list

C m
o

Down | Moves the highlighted line down in the list
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2. We wish to add a new address layout, so in thenypge of the screen clidkew (To copy an
existing description, select it from the upper &sd clickcopy . If you want help finding the
correct code, then use thind facility from theEdit menu in the Menu Bar.) Thddress
Layout Screemppears.

Mew Address Layout
Mew Country Code: IGB ﬂ
Figure 3-30 Address Layout
Screen Address Lavout Code: ISmILabeI 'I
OF I Cancel | Help I

Figure 3-31 Address Line
Layout Screen

3. Using the drop down selection buttons, select agudBand Address Layout Cod&mliLabel .
Click [oK]. The Addess Layout Maintenance Scraeappears, as in Figure 3-29, page 85, but
now including the new address layout type in theldox as:

GB SmlLabel

In this example, we are creating a new label froengtart. Often you will find it quicker to use

the Copy button to copy an existing label, and ttmexdlify the relevant lines to give the required

format. In our example the bottom box is emptyhét stage, because we have not yet defined
address lines for this address layout.

4. We wish to set up the first line of the addresslayfor example:
Mr John Paris
This is of the general form:
<Title> <space> <First name> <space> <Family name>

In theAddress Layout Maintenance Scregnto the lower half of the screen (Address Lirses])
click the[Insert] button. This takes you to tieldress Line Layout Screas shown in Figure
3-31.

Address Line Layout

Prompt: I? Address Line Code: IGBSI

Address Elements Address Line

Add == ;I
<2 Remove

<ACADEMIC
<ADDRZ=
<CAPE OFF»
<CAPE ON=
<CITY>
<COUNTRY=
<COUNTRYLOCS
<COUNTY> County naue
<CTRY CODE»  Country code

=DECRINS = Decorations i~ ds
4 | | * Do

Address Text
Copy == |

Acadenic Title

District {(address 3)
Set caps off

Zet caps on (uppercase
City name

Country name

Country in local langu

< COMMA=

<DASH- Dash

Double quote marks
Form Feed character
Fall Stop

=DBL QUOTE=
<FORMFEEL=
=FULL STOP=
<SEMICOLON= 7 character
=SNG QUOTE=

Single cquote marks -
Kl y K
oK |

i

Cancel I

Help

The screen has three main parts. On the left treréwo boxes which show menus of items that
we can use in our address line. The upper box centhe possible data items that can be used in
an address (as entered in addresses during Pitangienance - see Chapter 2). The lower box
contains punctuation items: space, comma, full;saog single (‘) or double () quotation marks.
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Note
CAPITALS, printing blank lines, form-feed when ptiing.)

See the end of this section for the meaning ohes@ddress elements, printing |i

The right hand box will show the layout of our filisie. We build the address line by choosing
the required items, one by one, from the left-hlaoxies and moving them to the right hand box.

5. In thePrompt box, give a name to the first line of the laydde will call this ‘Partner’, since
this line will be the partner’'s name. Type ‘Partnerthe Prompt box. The Address Line Code is

filled in automatically as GBS1 for Country GBmall label, |
6. Inthe top box sele®TITLE> and then clickAdd. <TITLE>

ine 1

moves to the right hand box to

show that it will be the first item in our addrédise (title means Mr, Mrs, etc.).

7. We must now add a space. In the lower left hand bebect<cSPACE>and click{ Copy . Items in
the lower box areopied notmoved because you might want to use them more thanioree
line. If you make a mistake, you can remove an item the right-hand box; select the item to
be removed and clidRemove]. You can move an item up or down in the right-hbos, by

selecting it and clicking tHesp | or[Down]| buttons.

8. Continue to add the remaining iteriBirst name>

9. Click[oK]. The first line of the address layout is now firés,
box of theAddress Line Maintenance Screen

Address Lines:

Figure 3-32 Lower portion of
Address Line Maintenance
Screen after entering line 1

a |

, <space> and<Family Name>

and it now appears in the lower

Insert
Edit.
Delete
Up
Do

|.0.ddress Lines For the selected Address Lavout.

10. To enter the second line, clifksert| again. TheAddress Line Layout Screesappears. Go back
to step 5 above, and repeat the process, enteztagsdifor the second line of the address layout.
Then continue with lines 3, 4, etc. For our exa(plage 84), the required layout is:

Line Prompt Elements
Line 2 Add Line 1 <Locality>
Line 3 Add Line 2 <Street>
Line 4 Add Line 3 <District>
Line 5 City <City>
Line 6 County postcode  <County><space><space><pastcod
Line 7 Country <Countryloc>

Notes

Country name in local laage is
required for the post office.

Moving the position of lines When you clickinsert|, to enter the second line, the new line is
added above the line that is selected - in thie tiae 2 will be added above line 1. When you
have finished entering the lines in the addressugyou will need to move lines up or down to
place line 1 at the top, line 2 below it, etc. Towa a line up or down in the layout, select the lin

and click thgUp] or[Down| buttons.

After entering data for all lines, and moving threk to the correct position, the lower box
appears as below:
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Thddresslines: T
Line code Prompt
GES1 Partner <TITLE><SPACE><FIRST><SPA;I Insert
GESZ Add Line 1 <LOCALITY > Edit
GES3 Add Line 2 <STREET*> —
Figure 3-33 Lower portion of GES4 m?ld Line 3 <ADDER3= Delete
Add L M . t GESE City ZCITY> Up
ress Line alr_l enanc_e GESE County Postcode <=COUMNTY=<SPACE=<3PACE=<P0O —
Screen after entering all lines, : <COUNTEYLOC> Doy
and re-ordering

|Ac|c|ress Lines For the selected Address Layout, v

11. If you have finished, clickClose]. To enter another new layout, cliblew To edit another
existing layout, select it in the upper left boxalick the tog Edit] button (see step 2 above).

Additional Notes on Address Elements
<PTNRNAME> inserts the Partner Short Name, (for example, “Gndibhn, Mr”.)
<PTNRNAMEL> inserts the Local Short Name.

Printing in Capital Letters (Upper Case) You may wish to print the city name or eveniele
address in CAPITAL (UPPER CASE) letters. In theerppox of the Address Line Layout Screen
(Figure 3-31) there are two elements <CAPS ON><DAPS OFF>. Move these elements to
positions before and after the part of the addifeestsyou wish to be in capital letters.

Printing Blank Lines Normally blank lines with no data are suppregseey are not printed). If
you wish to print the line, even if it is blank, w@<NOSUPPRESS> into the line.

Form Feed Copy the <FORM FEED> instruction from the lovibex to ensure that each address
appears on a new page.

Contact Person For churches and organisations you can incluee#me of a contact person in the
address (see sections 2.4.1.3, page 46, and 2fdrkdtting such a person for churches and
organisations.) To use a contact’'s name in theesddinsert KUSECONTACT> before any name
element, eg:

<USECONTACT><TITLE><SPACE><LAST>

This is where the name of the church or organisatiould normally be used, so an additional
<ORG/CHURCH?=> is available. When placed after <USBRAQT>, this will insert the name of the
organisation or church.

<USECONTACT><ORG/CHURCH>

3.4.3 Addressee Title Override

[Note: The current version oEPRA does not use this table.]

Addressee Title Override allows titles which arétten in the normal language of a field (for
example “Mr” or “Mrs” in English) to be changed antatically when sending to a destination using
a different language (for example “Herr”, “Frau’t fletters sent to partners in Germany). To addto o
amend address title override details:

1. From the Maintain menu, sele&tldress , thenAddressee Title Override . The
Address Title Override List Screappears.

2. To add a new override set, clitkew]. To edit an existing set, select it from the &istl click] Edif
. TheAddressee Title Override Maintenance Scrappears.
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=" Address Title Override Maintenance
File Edit Help

Language Code: IDE g German

Figure 3-34 Address Title Title: |Mr

Override Maintenance Screen

Title Owerride: IHerr
e I Delete | Save Close |

Enter the override title A

3. Enter or change the various fields as required:
Language Code Thedestinationlanguage
Title The title as entered in the office partner system
Title Override The actual title to be used when the address m¢quti

4. Click[save], and themClose].

3.4.4 Addressee Type

Addressee Type is used in form letters so thatggpjate salutations can be included for different
types of partner (for example ‘Dear Sir’ for a dengrale, ‘Dear Madam’ for a female, ‘Dear

Brothers and Sisters’ for a church). Chapter 1Inshihe standard list of addressee types, and these
codes cannot be changed. To add or amend addigpsse

1. From theMaintain Tables menu, selecAddress , thenAddressee Type . The
Addressee Type List Scremppears.
" Addressee Type List =] E3
File Edit Help
Addressee Tvwpe Code |Description -
1-MALE Single Male
CAMPALGH LINENCW N IMPORT
CHURCH Church
Figure 3-35 Address Type List COUPLE Couple {no children)
Screen DEFALLT Default addressee bype
FAMILY Farnily
ORGAMNISA Crganisation
Mew Edit Delete Close |
Fnter data or press ESC to end. v

2. To add a new Addressee Type, clitkw]. To edit an existing type, select it from the st
click [Edit]. TheAddressee Type Maintenance Scrappears.
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Figure 3-36 Address Type
Maintenance Screen Description: [Single Female

" Addressee Type Maintenance MI=] E3
File Edit Help

Addressee Type Code: Il-FEMALE

e I Delete | Save Close |

Entter a description A

3. Enter or change the various fields as required:

Addressee Type Code The code for the addressee type
Description A description of the type of addressee

4. Click[save], and themClose].

3.4.5 Location Type

Location Type is used to show whether an addressfphumber is a home, business, church
address, etc. There is a standard list of locdtipas, and these existing codes cannot be deleted.
Section 3.1.3 on page 65 explains how to view #igtiag list. To add or amend location types:

1.

Figure 3-37
Screen

Location Type List

From the Maintain menu, sele&tdress , thenLocation Type . ThelLocation Type List
Screerappears.

To add a new Location Type, clipkew]. To edit an existing type, select it from the &sid click
[Edit]. TheLocation Type Maintenance Scremppears.

" Location Type Maintenance
File Edit Help

Location Code! BUSIMESS

Location Description: IBusiness | Office

W &ssignable

[~ Deletable
e I Delete | Save Close |
rinter data or press ESC to end. v

3. Enter or change the various fields as required:

Location Code The code for this location type
Location Description An explanation of this type of location
Assignable Check this box, unless you are editing an obéiion type that is no longer used.

Deletable This is for information; you cannot change ih émpty box means that this is a
standard code and so it cannot be deleted; a chadkmeans that it can be deleted.

4. Click , and theMClose].

Page 90

Version 2.2a (Apr 2008)



Partner User Guide — Chapter 3 Maintaining Tables

3.4.6 Postcode Regions

Postcode Regions are groups of postcodes, for dgaatippostcodes in the eastern area of a country.
They may be used in Extracts to select partnersgin that region (for example see section 4.2.1,
page 99.) Two steps are necessary to define pastegibns. First it is necessary to enestcode
ranges giving each range a name (e.g. 1000-1999, “Bisispé\fter this we can definpostcode
regions each of which can include several postcode ranges

Example. Create a Postcode Region for the “Eastliahgegion of Britain. This should include all
postcodes for the areas of Cambridge (CAx xxx)widr (NOx xxx) and Ipswich (IPx xxx).

1. From theMaintain Tables menu, selecAddress Tables , thenPostcode Regions
ThePostcode Region List Screappears.

2. To add a new postcode region, cliskw | ThePostcode Region Maintenance Screppears.

[® Postcode Region Maintenance : -1O] x|
Flle Edit Help
Region
Region Mame: |
F.ange Marne |Frorn To
Figure 3-38 Postcode Region overall available ranges
Maintenance Screen
F.ange MName From To
Carnbtidge CE1 OAA CBO9 077
MNew Range
Edit F.ange
noe(sh
Close
Enter data or press ESC ko end.

3. First it is necessary to enter postcode rangeseifower part of the screen. Cligdew Range].
The Postcode Range Maintenance Scrappears.

+* Postcode Range Maintenance [ _ (O] x|
File Edit Help
Range MName: [Cambridge
Figure 3-39 Posicode Range From: [CE1 DAA Tai [CB99 922
Maintenance Screen
Save Close
Enter data or press ESC to end.

4. Enter the first range. Clidisave], then New]. When all postcode ranges have been entered, click
[Close]. ThePostcode Region Maintenance Screemppears, showing all the postcode ranges in
the lower part of the screen. Enter Begion Name“East Anglia” at the top.

5. To add the postcode range for Cambridge to thecpdstregion East Anglia, select Cambridge in
the lower box in the window, and click on Button. Cambridge now also
appears in the upper box, showing that it has hééded to the East Anglia postcode region.
Continue to add all other postcode ranges reqtimeHast Anglia, and then click thelose]
button.
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6. ThePostcode Region List Scremrappears. This now shows all the postcode ranbieh have
been added to each postcode region. To add a neteogle region, clickvew], otherwise click
[Close]. Note that all the postcode ranges which have betred are available to add to any
postcode region, so a range may be used for maredhe region.

3.5 Mailings Table

The mailings table is a list of particular mailingigt you wish to remember. For example you may
send out a special appeal for funds for a new mgjlgdroject and wish to track the response to this
particular letter. To add to or amend an entry:

1. From the Maintain menu, selédailings . TheMailings List Screemppears.

2. To create a new insert, clifkew]. To edit an existing one, select it from the 4istl click| Edit].
TheMailing Screerappears.
w* Mailings Edit M=l E3

File Edit Help
Mailing Code: [PRINTROL

Mailing Description: |Info on Paolish Prink House

Mailing Date: [03-A4PR-Z002

Figure 3-40 Mailing Edit Screen Mailing Cost: |0 00
Collected Amount: ID. oo

Hew I Delete | Save Close |

}Cost of Mailing Y

3. Enter or change the various fields as required:
Mailing Code The code for this mailing event. This can bawp characters.
Mailing Description Enter a description that explains exactly whatrmailing was.
Mailing Date The date that the mailing was sent.
Mailing Cost If you wish to record the cost of this partiautaailing, enter the figure here.

Collected Amount You cannot enter anything in this field. In finéure it is intended that
this will display the amount that has been spedglificraised as donations resulting from
this mailing.

4. Click , and theMClose].

3.6 Local Partner Data Fields

3.6.1 Introduction to Local Partner Data Fields

Local Partner Data fields are used by an officestmrd partner data which is only relevant to that
office. It is not exported when a partner is expdrtThere is also Local Personnel Data and Local
Application Data, which are similar, but are usedhe Personnel Module. Local Partner Data is
entered on the Local Partner Data Tab ofRbhener Edit Screeiisee section 2.4.4, page 45). The
key features of Local Labels are as follows:

* Any number of data fields can be defined, alongphieir label.

* For each data field it is possible to select wipakhtner classes it should be used for.
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The fields can be of any data type (text, date,benmyes/no, etc, or “select from list of
options”). In the case of the “option lists”, anymber of selectable options can be defined for
each list.

The fields can be grouped under headings that appeide screen.
The order of the fields in the list can easily bamged.

A “Hide” option allows fields can be set up in adea but hidden until required.

Figure 3-41 shows a typical view of the Local PartData tab on thBartner Edit Screen
illustrating some of the features above.

- {El Subscriptions (1) IE,‘-’ Special Types (0) I’ﬁ Family Members (1) I [ Naotes g% Local Partner Data | h I 4
Group heading |——

{ Data Field (text) 1 Registration Mumber: T¥ 75 GSL
/ Ownership: |PERSO j Cwned personally by the patne
[ Data Field (option list) Make and Madel; ¥W Polo

Tax Renewal Dateg 2870372008

[ Data field (date)

Figure 3-41 Local partner
Data Screen

Fellowship Gruups:IHDuseI vl

In this example, showing the local partner detmitgpartner class Family, the labels have been
grouped under twGroup Headings “Vehicle” and “Team”. Fields of three types haween used:
text fields, adate field, and two drop downption lists. With the drop-down option list for Vehicle
Ownership, the user can click on the down-arrowdain symbol and select one of taptions
(“Personal” or “Team”).

3.6.2 Setting up Local Partner Data Fields

The steps in setting up local partner data fietdsaa follows.

(a) Preparation - Field Names For each partner class, decide what fields a gat wish to
store, and the type of field (including which figldre to be selections from drop-down lists
of options.)

(b) Preparation - Option Lists For each field where you want the user to sdteah a drop-
down option list, decide on a name for the lisg(éColour”) and the actual choices to
appear in that particular list (e.g. “Blue”, “Gréeatc). The list name will not appear on the
screen, but it is needed as part of the setting up.

(c) Set-up Option ListsandOptions Enter the names of the Option Lists. Then efhier t
different options for each list.

(d) Set-up FieldsandLabels Define the Fields and the Labels that will app@ascreen, one
by one.

(e) When complete, adjust the&eld Order if required so that the list appears as you wiatat i

These steps will be illlustrated by an example.

Example: Currently Local Partner Labels have beenup as shown in Figure 3-41 for partners of
class Family. It is now necessary to record the, @@ission class of each vehicle, because this
affects the rate of car tax payable. So we needlitbone more field in the Vehicles group, with a
drop-down list to select the appropriate emissitass.

1. Preparation—deciding what to do (steps (a) andlfbye) We wish to enter one new field which

will be an option list. The data label appearingsareen will be “CO2 Emission Class”. We will
call the option list “Vehicle CO2 Emission”, and weed to enter 4 different options as follows.
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Option Description
Class A up to 100g/km
Class B 101-120 g/km
Class C 121-150 g/km
Class D over 151 g/km

2. We now move to step (c) above. Enter the OptiohMeme as follows. From thdaintain
Tables menu, seledtocal partner Data , thenOption List Names . TheOption
List Name List Screemppears, showing a list of the existing list nari@senter the new Option

List Name, clicKNew| . TheOption List Name Maintenance Scresppears, as follows (but with
fields initially blank).

Local Data - Option List Name Maintenance 't -1al =l
File Edit Help

. . ) List Name: [VEHICLE COZ EMISSION
Figure 3-42 Option List Name

Maintenance Screen Descripkion: |Classes of emission levels For tax purposes
] I Delete Sawve Clase |
Fnter a description For the Lookup Category v

Enter theList Name andDescription, as shown in the figure. Cli¢Bave] .

3. Now enter the first of the Options. From taintain Tables menu, seledtocal
Partner Data , thenOptions . TheOption List Screemppears, showing a list of all the

existing options and the names of the list(s) tictvithey belong. ClickNew | . TheLocal Data
Option Maintenance Screeppears. Enter data as described below.

Local Data - Option Maintenance ' ol =|
File Edit Help
Lisk Marne: I\-'EHICLE COZ EMISSION ﬂ Classes of emission levels for bax
. Opion: |Class &
Figure 3-43 Local Data — pton |

Option Maintenance Screen

Description: Iup to 100g/km

¥ Active
W= I Delete I Save Close |
Fnter a code For the Lookup Yalue v

List Name From the drop down list, select the list nameHhi¢le CO2 Emission”.
Option andDescription Enter the first optionfrom the table above.

Click |Ssave ], then New | to enter the second option. When all options hmen entered, click

and theriClose| . We have now completed step (c).

4. We are now in a position to set up the Field anthD&bel (step (d) above). From the
Maintain Menu , selectLocal Partner Data , thenFields . ThelLocal Partner Data —
Field List Screerappears, showing all existing fields.
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[® Local Partner Data - Field List Z_, -0l x|
File Edit Help
Label Group Heading Daka Type Lsed For -
Make and Model vehicle Text Fariily
. O hi Wehicl Opkion Lisk Farnil
Figure 3-44 Local Partner Data wnersnip B pron s Ay
— Field List Screen Tax Renewal Date Wehicle Date Farnily
Fellowship Groups Tean Cpkion List Farnily, Persan
s
i | 3
e I Edit. Delete Close |
Fnter data or press ESC to end. o

The list shows all existing fields, showing thedglgroup heading, data type and partner
class(es) for which it is used. If you scroll rightu can also check if any fields are hidden. (The
above list can be compared with Figure 3-41, page 9

5. To enter the new field, clidivew]. TheLocal Partner Data — Field Maintenance Screen
appears. Enter data as described below.

[® Local Partner Data - Field Maintenance . -0 x|

File Edit Help

Group Heading {optional): I\"ehicle

Label: ICOZ Errission Class

Daka Type: IOptiDn List 'l

Cption List Mame: IVEHICLE CO2 EMISSION ﬂ Classes of emission levels For tax

Help Text: | Select the COZ Emission class used to determing kax rate, ;I

Figure 3-45 Local Partner Data |
— Field List Screen I Hide

PERSON

Tao be used Far: & | (Cerl-click to select multiple entries)

CHURCH

ORGAMISATION
LNIT
BAME
VEMUE ll
R Delete Save I Close |
Fnter the description that the user will see For the label. A

Group Heading Since we wish the new field to appear underttisting heading of
“Vehicle”, enter “Vehicle”. Be careful to type ikactly the way it appears for the existing
fields on the List Screen (above), because otheritisill appear alone under a new
heading. If headings are not used, then this fialibe left blank.

Label Enter the new label “CO2 Emission Class” as y@hiit to appear on screen.
Date Type Select the required data type (in our caseddytist).

Option List Name This field only appears if you select the dafetption List. From the
drop-down box, select the list we have just set\Mghicle CO2 Emission”. This is why
we need to set up the Option List Name before dwefithe field.

Help Text Enter the text that you wish to appear in thaypbbar at the bottom of the screen
when the user is entering data in this field foasatner.

Hide Leave this box unchecked. The reason it is thet@ allow you to set up a set of labels
in advance, but to keep them hidden until you dlstweant to use them.
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To be used for Select the Partner Class(es) for which you wasise this field. To select
more than one class, hold down the <Ctrl> key wnile click.

6. Finally we need to adjust the Field Order, so thatnew field appears where we want it, rather
than at the bottom of the screen (step (e) inighe BelectMaintain Tables > Local
Partner Data > Field Order >Family . (The field order is set for each partner class
separataely.) Thieocal Partner Data - Field Order Screappears.

[® Local Partner Data - Field Order - Family -0l x|
File Edit Help
Label |Group Heading |~
Reqistration Mumnber Wehiclz
Cuanership vehicle
Figure 3-46 Local Partner Data Make and Model wehicls
— Field List Screen Tax Renewal Date Wehicle
Fellowship Groups Tear
"COZ Emission class Wehicle
w
IMove Diown Close |
Fnter data or press ESC to end. o

Highlight the CO2 Emission Class label, and clic&[Move Up] button. This will move the label
up one line. The position of any labels can beadtdy highlighting the label and using the
[Move Up ] or[ Move Down | buttons. The Group Heading will appear automdsidagfore the first
label in the list for that particular group. Whéxe torder is as you wish, cli¢gave].

7. Finally check the result by going to tRartner Edit Screeffor any partner of class Family, and
selecting the Local Partner Data tab.
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4.1

Chapter 4 Selecting a Group of Partners (Extracts)

Overview of Extracts

For many office operations it is necessary to $etecextract’, a small group of partners from the
total list stored in PTRA. A list of partners, together with their currebiest” address location, is
called an Extract. Usually these partners have gongein common (for example, they live in the
same area, they are the same Special Type, ostisgribe to the same publication.) Extracts are
essential for most reports, since they defineigief partners to be included in the report. Selbgn
they are used for regular events like mailing alipabion, or sending receipt letters. In additiarist
may be required for a special purpose. For exanfpeneeting is planned for church leaders in a
particular place, you may wish to extract a lispaftners of class Church (or of Type Pastor) who
live in that area. An extract contains only the paand address information for the partners, but it
can be used to ‘call up’ other information relattoghe partners. Extracts are also useful for
selecting a group of partners whose details yot tasexport to anotherg?RA installation.

This chapter explains how to create extracts, antbé them to export partner details. Other chapter
explain how to use extracts for other purposes example to produce a report or to print labels.

The RETRA Extract Facilities allow for the following:

» Automatic creation of a list of partners with sohief in common (partner type, subscription,
donors to a field, campaign participants, etc.)

» Editing an existing extract to add or delete angrmanually.

» Combining two or more existing extracts to createea extract.

» Exporting details of the partners in an extrad fide for use in another application.

» Verifying that addresses in an old extract aré atitrect, and updating them as required.

» Deleting old extracts, either one-by-one, or byrging’ all old extracts in a single operation.

» Using an extract to update the records of a grdygadners with new information like a contact.

4.1.1 Types of Extract

PETRA provides many types of extract, based on diffesefection criteria, and these are listed in the
Table on page 146. Most are automatic extracts;iwéelect particular groups of partners according
to certain criteria. There is also a Manual Extradtich allows you to create an extract by adding
partners one-by-one.

Most of these extracts are created fromRheiner Welcome Screday selectingPartner , then
Extracts , and then the type required. As well as the spedtaria (eg Partners of Type ‘Board’),
it is also possible to specify address informatldowever, for selecting on the basis of addresses
alone, thePartner Find Screers used and provides the Address Extract.

Two or more extracts may be combined to producevaextract, which contains all the partners who
were in any of the original ones. It is also pokestb produce a new extract listing only those rpend
who are in all of two or more other extracts (kncagintersection), or who are in one list, butinot
another (difference or subtraction). Section 48)g121 explains this.

The following table shows the extracts availabld #re relevant section in this chapter.
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Extract Type ‘ Partner Selection ‘ Page
General Purpose Extracts
Address Extract Creates an extract based oresslififormation for all partners, or for a Pg. 117
selected partner class.
General Extract Partners of a particular coynéryguage or partner class, or partners | Pg. 119
whose records have been changed recently.
Manual Extract Allows the user to build an egtrday adding partners one-by-one. Pg. 120
Partner Extracts
Publication Extract | Partners who subscribe to &#qadar publication Pg. 99
Partner Type Extract Partners who are a Special Type (see Chapter 2) 1(Ag.
Contact Extract List of partners based on recomtedact information (visit, email, etc).,  Pg. 102
Interest Extract List of partners with particulaterests Pg. 103
Family Members Ex| From existing extract of familieseates a new extract with all family | Pg. 104
members.
Family Ex for Pers From existing record of Pers@nsates new extract of Family partners. Pg. 104
Relationship Extract Partners who have certairticgiahips to another partner. Pg. 108
Local Partner Data Partners for whom the LocalrearData has certain values. Pg. 109
Personnel Extracts
Conference Extract | Partners who attended a paaticainference. Pg. 103
Campaign Extract Partners who took part in a palefccampaign. Pg. 105
Event role Partners with a particular role at onenore events. Pg. 106
Field Extract Partners working in the same ORld-{optionally, also those who Pg. 107
previously worked there.)
Local Personnel Partners for whom the Local Personnel Data hasiceralues. Pg. 109
Data
Commitment Extract Partners with a recorded commnitmvhich starts or finishes between | Pg. 110
certain dates.
Previous Experience Partners with a particular type of recorded presiexperience Pg. 111
Extract
Finance Extracts
Donor Extract by Partners who have made donations to a particuédd Fi Pg. 111
Field
Donor Extract by Partners who have made donations for a particulgrgse (see Finance| Pg. 112
Motivation User Guide.)
Donor Extract by Partners who have made donations of a certain yvafwecertain number Pg. 113
Amount of gifts within a certain period.
Donor Extract Partners extracted according to some other crifegaall partners to Pg. 114
(Misc) support a person, with a specific receipt frequents)
Recipient Extract Partners who have sent giftafparticular Field. Pg. 116
Accounts Payable | Partners who have accounts payable. Pg. 116
Extract
Other Extracts
Conference Role For use by Conference Managere #ilnnly operates on partners who| Pg. 106
have been loaded into the Conference ManagemetdrSys
Foundation Extract Foundations and Funding Propadesalils Pg.

4.1.2 Naming and Finding Extracts

When an extract is created igTRA, the user gives the extract a short (8 charanterje. Since
extracts will be used for many purposes, and bgidiht users, be careful in the choice of names.
Offices should develop a system so that the codearalerstood by all users.

An Extract Find Screeexists to help you find an extract that you havesaly created. This appears,
for example when you print labels and need to sele@xtract. You can also access it from the
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Edit menu on th&xtract Master List Screefsee Figure 4-1). You can enter codes or words fro
the description (using * as a wildcard, meaningy“aharacters”) and search for existing extracts.

Be careful about using old extracts. Should newngas be added, or others deleted since the extract
was created? Have addresses changed? It is ubaatlyo create a new extract unless you are sure
that the old one is still valid. However, occasibnald extracts can be useful as historical resord

eg the partners who actually attended a conferenoeeting. BTRA has a facility to automatically
delete old extracts, but it is possible to makexmnact ‘undeletable’ so that it is preserved.

4.2 Creating an Extract

Most types of extract are created in the same al#ypugh the screens showing the selection criteria
are of course different. Section 4.2.1 explaindatail how to create a Publication Extract. Since
most other extracts use the same technique, thiedattions just explain the key special selection
criteria to be used. The Address Extract is differand is described in section 4.2.22, page 117.

4.2.1 Publication Extract

A Publication Extract lists all partners who haveuarent subscription to a particular publicati@h.
an end date has been entered for the subscripimoihhas passed, that partner will not be included.)

Example: To create an extract of all active parseho subscribe to the publication Ship-to-Shore.

1. From thePartner System (Welcome) Screga to thePartner menu and seleéxtracts
TheExtract Master List Screeappears, showing all existing extracts (name,rgggm and the
number of partners in the extract list, known askéy count).

If you wish to see just those extracts createdpdiated by a specific user, click the appropriate
button and select the user. If you wish to seanctafspecific extract, selegédit > Find on the
menu bar to bring up a Find screen, as mentionsdation 4.1.2.

¥ extract Master List = =
File Edit Create Maintan Update Partrers

& a|  Createdby © Updated by (For detaled search use Ctrl+F
IKENF £
Mame  [Created by|  Key Count|Description o
Catlisle  KEMF 10 Partrers with addresses in Carlisle
DOUSWIT KEMF 154 Partners in Swi
Figure 4-1 Extract Master List EAP-MUS KEMF 1 Musicians at EAP Conference =
Screen FamnilyR  KEMNF 28 Farnily relationzships for GO parthers
Famiern KEMF 28 Family Mernbers for GO partniers
GO-110C KEMF 101 &l partrers with addresses in GO on 11 October 2000
RADIOSU KEMF 3 Supporters of Radio Project
RELAY  KEMF 21 Pulbicaiton Ext
-
| _'I_
Maintain | Ediit Delete Close

Enter data or press ESC to end.

2. From the menu bar, seleCteate . A menu shows the possible types of extract.
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Figure 4-2 Upper Part of
Extract Master List, showing the
Create Menu

+* Extract Master List
Eile Edit | Create Maintain  Update Parthers Help

o oal i

IName

Shipshar
LPDATE

General Extract
I anual Extract

Publication Extract

[ [0 x|

Partner Type Extract
Contact Extract

Event Role Extract
Conference Extract
Campajgn Extract
Conference Role Extract

Field Extract
Coarnmitrment Extract
Previous Experience Extract

Donar Extract
Becipient Extract
Accounts Papable Extract

Import QMSS Extracts

o

tions ko Ship to Shore Publication

imported From KDF old standalone system

Danor Extract by Field

Donor Extract by kMotivation
Dionor Extract by Amount
Dianar Extract [Mizcellaneous]

Import Crystal Reparts Files |

3. We wish to create a mailing list for the publicati®hip/Shore, so seleublication

Extract

Figure 4-3 Address Extraction -
by Publication Screen

Automatic Address Extraction - by Publication x|
Fublication Code !
THOEED ? W Active Partners only
CEEEEEEREEPEE W Mailing Addresses anly
INDIA-ENG I~ Eamilies only
OMH ¥ Exclude "No Solicitations'
RELAY ™ Free Subscriptions only
RUMDER IEF Subscription Status: -
SHIP/SHORE
LK-AMMRET Stark Date From: | tao: |
UK-MONTHLY Expiry Date from: | o |
YERWER Townjcite: |
WINDOWS Post Code From: | Ta: |
WORLD-RPT .
iz Region: =
Counkry! ﬂ
" Bulk @ Single T al
Kews Extracted: O Extract Segment:

aree e

. TheAutomatic Address Extraction by Publication Scrappears.

In the left hand box, click on Ship/Shore to seteetpublication. It is possible to select more

than one publication by holding down th€td

> key while clicking on the selection.

Edit the other fields if required to define theraxt. In our example, the only item we need to
consider iBulk/Single/All, but the others are also described.

Active Partners only If this box is checked, only partners of stalasive will be found,
(this is what is usually required).

Mailing Addresses onlylf this box is checked, only current addresseshelfound (current
addresses must have both valid dates and are al®dn'Mailing Address’.)

Families only If this box is checked, only partners of class Bamill be found.

Exclude "No solicitations" Check this box to omit partners who have said ttiey do not
wish to receive mass mailings or letters askingifurations (seblo solicitations

page 24).
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Free Subscriptions only Check this box to select only partners receifieg subscriptions.

Subscription StatusUse the drop-down box if you wish only to seleattpers with a
particular subscription status, (ecgwrent , orexpired .)

Start Date andExpiry Date Use these if you wish to find partners with sulpgimns starting
or ending at certain times.

Town/City To limit an extract to partners in a town, erthex town name.

Post Code To limit an extract to partners within a rangeostcodes, enter the required
postcode. The two boxes allow a range to be spegifor example from 1200 to 1900. It
is not necessary to use the complete code. Faskhentering CA will find all postcodes
beginning CA1, CA2, etc. However, dot use * as a wildcard. See aRegions(next.)

Region If Post Code Regions have been set up, thersia(ale Region can be selected.
Post Code Region is a set of Post Code Rangesdsgen 3.4.6, page 91.)

Country To limit an extract to partners in a particitauntry, select the country code.

Bulk/Single/All Click All  to select all partners subscribing to Ship/Sh@&@#mmgle or Bulk
may be used to select only those partners to wheimgée copy is mailed, or only those
who receive multiple copies. Some mailrooms fingasier to have two extracts, and to
print the two sets of labels separately.

4. Click[OK]. PETRA generates the extract, and thedeav Extract Screeappears asking you to
give the extract a name and description.

Mew Extract

Extrack Mame: [SHIP-SHO

. Description: |Shipfshore current recipients (21 Dec
Figure 4-4 New Extract E A 2D§f) plents

Description Screen

Ok I Canecel Help

5. Enter arExtract Name (max 8 characters) and a cl@sescription and click OK]. A dialogue
box asks you if you wish to print labels now ast péithis operation. ClickNo]. (Clicking] Yes]
takes you to the label printing procedure descrihedhapter 5.)

6. TheExtract Master List Screeffrigure 4-1) reappears, including the new extr@titk Close .

4.2.2 Partner Type Extract

A Partner Type Extract lists Partners who are meoas being of a Special Type (see section 2.3.5,
page 32). The extract may just list one specia {ypr example Field Leaders) or partners who
belong to any of several special types (for exanfakdd Leaders and Board members).

To create a Partner Type Extract, follow the inginns for a Publication Extract (section 4.2.1ge@a
99). However, in step 3, select the menu iRartner Type Extract
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Automatic Address Extraction - by Partner Type

Tvpe Code =

Figure 4-5 Address Extraction
by Partner Special Type Screen

APPLIED
APPLIED-MNM
ASS0C

ATO

BARNK -

Keys Extracted: O

v Active Partners

W Mailing Addresses only
[ Families only

W Exclude 'Mo Solicitations'

Town)City: Ii
Post Code From:
To: Ii
Region: I—L|
Counkry: l_ﬂ

Exkrack Segment:

| Help

Select the special type(s) required for this extibgcclicking on the list on the left. To selectmo
than one type, hold down th&€tl > key while clicking on the selection. Then click .

4.2.3 Contact Extract

The Contact Extract lists partners who have a dEmbrontact of a particular type. The type may
include mailing event codes and also contact affieband attribute details, if these are used &y th
office. Section 2.4.6, Contacts with Partners, p&gjeexplains these terms in more detail.

To create a Contact Extract, follow the instrucsidor a Publication Extract (section 4.2.1, page 99

However, in step 3, select the menu it€ontact Extract

Screerappears.
Automatic Address Extraction - by Contact x|
Conkact details
Selected (Conkack Attribute Code |nttribute Detail Code |Descripti0n
Attributes:
User 10t [* Select attributes
Contact Code: [* A
) Mailing Cade: |* ﬂ
Figure 4-6 Contact Extract
Date From: | Tao: |
Screen
Address selection
Tawn ity ¥ &ctive Partners
Post Code From: | Ta | I Mailing Addresses anly
Country: ﬂ [ Families only
W Exdl. ‘Mo Solicitations'
Keys Extracted: 0 Extract Segment:
oF | Cancel | Help

. TheAddress Extraction - by Contact

The upper part of the screen allows you to seleckey items specified for contacts. The lower part
of the screen allows to further refine the selettluy limiting the search to partners living in teén
areas, etc. The key criteria for contacts are kmae:

User ID If you are only interested in contacts enterea Iparticular user, enter the User ID.
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Contact Code The drop down button allows to select just on¢ha of contact (e.g. by
post).

Mailing Code The drop-down button allows you to select altipars contacted in a
particular ‘mailing event’. Of course this is onlgeful if offices have assigned codes to
mailing events and have updated partner recordsthii information. (See section 3.5,
page 92, for how to set up a code for a mailingheeection 2.4.6, page 46, for how to
add a mailing event code to a partner’s contadildeind section 4.5.2, page 128 for how
to add this to a complete extract of partners.)

Selected Attributes You can make an extract of only partners witrcgjmecontact

attributes. To do this, click thgelect Attributes button. TheContact Attribute
Selection Screeappears.
x
Available contact attributes and details:
+ CASZETTE Sent audio cassette
- EXHIEBIT Partner wisited exhibition st
AETAZOO0E bsziamn Challenges Z00Z (April
Conf on mission use of TESG
+ INVITATION Invitations to special meetir
+ OFFICE Information on oI;fice faciliL‘I
Figure 4-7 Contact Attribute
Selection. For attribute add>> | | Mantain Atrbutes...|
EXHIBIT, there are two attribute
details . . . —
(Contack Attribuke: |Attr|bute Detail |Descr|pt|on |De
‘ ;I_‘
CK | Cancel Help

The upper part of this screen shows all possdxended attributes. A + sign indicates
that this attribute has sub-attributes (calledlaite details). To show the attribute details,
double-click the line. The example (Figure 4-7)whahe effect of double-clicking the
attribute Exhibit. To select an attribute detail fise in creating the extract, select the
attribute detail (ednv-Jun01 in the figure) and clickadd>>|. This attribute detail

then moves to the lower box, showing it has bedcta.

Continue adding additional attribute details fu&ed, and then clidiok .

The contact Extract Screen (Figure 4-6) reappeans,showing the selected attributes in
the upper part of the screen. Click] to create an extract in the normal way.

4.2.4 Interest Extract
An Interest Extract list partners for whom an iet#rhas been registered (see section 2.4.3, page 42

To create a Conference Extract, follow the instauns for a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu itetarest Extract
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Figure 4-

Extract

4.2.5

4.2.6

Automatic Address Extraction - by Interest x|

— Inkerest Details

Category: IMEDICAL ﬂ Interest any any area of medical work,
Interest: IPH\"SIOTHER ﬂ Physiotherapy
Counkry: I—g

Field | [noooononon

Lewel From: IU_ ko ID_

— Address selection

8 Partner Interest

Towny Ciky: ¥ active Partners
Post Code Fram: to: | ¥ Mailing Addresses anly
Country: _ﬂ [~ Families cnly
[V Excl, Mo Solicitations'

Keys Extracted: O Extrack Segment:

(o4 I Cancel | Help |

Check boxes allow you select partners for whomhyae recorded an interest in a particular
category of activity, country, field etc.

Family Members Extract

The Family Members Extract takes an existing exttzat contains Family class partners and creates
a new extract consisting of all the Persons whrelnaembers of those families. To create a Family
Members Extract.

1. Open theExtract Master List Screeas described for Publication Extract (sectioni4.gage 99).
From theCreate menu on the menu bar, sel€etmily Members Extract . An
explanatory message appears — ok

2. An Extract Find Screemappears. Use this to find the extract that cost&emily class partners.
Enter the data you know about the existing extaact click| Search . When you have found the
extract you want, highlight it and cli¢kccept |.

3. An Extract Find Screemppears. Use this to find the extract that cost&emily class partners.
Enter the data you know about the existing extaact click| Search . When you have found the
extract you want, highlight it and cli¢kccept |.

4. Give and name and description for the new extthet ¢ne that will contain the person records of
all family members.) Clickok]. The new extract is now produced.

Family Extract for Persons

The Family Extract for Persons takes an existirtgaek that contains Person class partners and
creates a new extract consisting of all the Familgeords to which the Persons belong. To create a
Family Extract for Persons.

1. Open theExtract Master List Screeas described for Publication Extract (sectionl4.@age 99).
From theCreate menu on the menu bar, sel€emily Extract for Persons .An
explanatory message appears — glax.

2. An Extract Find Screemappears. Use this to find the extract that costthe Person class
partners. Enter the data you know about the exgjstitiract and clickSearch|. When you have
found the extract you want, highlight it and cljekcept |.

3. Give and name and description for the new exttaet ¢ne that will contain the Families to
which the persons belong.) Clighk]. The new extract is now produced.
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4.2.7 Conference Extract

A Conference Extract lists Partners who have atiGgin entered in the Personnel Module to
attending a particular Conference (or Campaignlinmg that Conference).

To create a Conference Extract, follow the instaurs for a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu i@onference Extract

Automatic Address Extraction - by Conference Application

™ original Preference 1 [ Original Preference 2

Conference Mame —
2002: EAP 2002 Conference ¥ Accepted [ Cancelled
2002: EE - Morth East Conference ¥ Hold ™ Rejected

2002t FR. - Summiet 1 Laire Yalley Conference
2002: FR - Summer 2 Alsace Conference
2002: GA January Conference

2002: TS - Teen Street Congress

r Enquiry

IV active Partriers
™ Current pddresses only
V' Exclude o Solickations'

Figure 4-9 Automatic Address
Extraction by Conference

Town) City:

Piost Code From:

T
LILI Country: I_ﬂ

[=H

4

Keys Extracted: O Extract Segment:
oK I Cancel | Help |

In addition to selecting the conference(s) of iastrcheck boxes let you select applicants based on
the application statug\¢cepted Cancelled etc). Remember that the organising site alsoseed
know aboutCancelledapplications. For the check boxes at the Eygnt selects the partners who
are due to attend the event shown, and this is ishmdrmally required. The other boxes allow you to
select partners according to the preferences andtiginal application.

4.2.8 Campaign Extract

A Campaign Extract lists Partners who have an apftin entered in the Personnel system for
participating in a Campaign.

To create a Campaign Extract, follow the instrutsiéor a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu i@ampaign Extract

Automatic Extraction - by Campaign Application

™ original Preference 1 [ Original Preference 2

(Campaign Code |Unit Mame -
AROZ1SPEEDUZO  2002: AR - Speed Up
Wi0Z1CAUAZ.28  2002: CAUAZ - Love Sik Roac ¥ Accepted T Cancelled
¥R0Z1CAUGE. 28  2002: CAGE - Love Sik Roac ¥ Hald ™ Rejected
#¥021CALURLLZE 2002 CAURL - Love Silk Roat ™ Enquiry
CHOZ1EASTEROS  2002: CH - Zurich Easter Chal
CHOZ1SUMMER1E 2002: CH - Zurich Summer Ch IV active Partriers
Flgure 4-10 Address Extraction TW02Z1CNGRSS07 2002: EAP 2002 Conference [T Current Addresses anly
by Campalg n EE0Z1CMGRISDS  2002: EE - Morth East Confer ¥ Exclude 'No Solicitations’
EEDZ1FLYTH2O 2002 FI - Summer Challenge
FROZ1EASTEROD  2002: FR - Easter Campaign TownCity:
FROZZ,.14..14 2002: FR - Summer 1 Loire Te Post Code From:
FROZZ..1EB..14 2002: FR. - Summer 1 Loire Te Ta:
FROZZCMGRS504  2002: FR. - Surmmer 1 Loire Ya
hal ; *
3 _DI—I Counkry: l_ J

Keys Extracked: O Extract Segment:
[o]4 I Cancel Help |
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In addition to selecting the campaign(s) of intgreseck boxes let you select applicants baseti®n t
application statusiccepted On hold, etc). For the check boxes at the tBpent selects the

partners who are due to attend the event shownthégd what is normally required. The other
boxes allow you to select partners according tgtieéerences on their original application.

4.2.9 Conference Role Extract

Note The Conference Role Extract only selects partvein® have been loaded into the
Conference Management system.

A Conference Role Extract lists partners who haenkidentified as having a particular role at a
conference (SeeeRSONNELUSERGUIDE, Applications), and who have been loaded into the
Conference Management System.

To create a Conference Role Extract, follow thérutdions for a Publication Extract (section 4.2.1,
page 99). However, in step 3, select the menu @enference Role Extract

Automatic Extraction - by Conference & Conference Role
Code  |Conference - R.ole |Descripti0n -
EE0Z1  2002: EE - Morth East Conference | f__ | Unknown [ Mot Applicable _:
FROZ3  2002: FR - Summer 2 Alsace Confe BUS Bus or Coach driver —
GADZ1  2002: GA January Conference Cou Counsellar
i DEP Dependent
Figure 4-11 Conference Role EXE Exchibitor
Extract Screen als Guest
MUS Musician
- -
“ ;lJ 1 LIJ
Kews Extracked: 0 Extract Segment:
O I Cancel | Help |

In the left hand panel select tbenference(s)you want, and in the right hand panel select the
Conference Rolegor which you want an extract.

4.2.10 Event Role Extract (Campaign Role)

A Event Role Extract lists partners who have beeniified as having a particular role at an event
(See BRRSONNELUSERGUIDE, Applications).

To create an Event Role Extract, follow the indiiarts for a Publication Extract (section 4.2.1, ¢pag
99). However, in step 3, select the menu it&rant Role Extract

w* Extract by Event Role(s]) on Short Term Applications HE E
¥ Include all Events (campaigns) that share same conference (prefix)
™ Include Alternative Events
) Role [Description [«
Kind(s} of Event Role Unknown | Mot Applicable
) V¥ Pre-Conference Role ATL Assistant Team Leader
Figure 4-12 Event Role Extract [ Conference Rale BLS Bus or Coach driver
Screen ol Counsellor
¥ Campaign Role DEP Dependent
EXE Exhibitor
Gls Guest
Application Skatus ——————— g Musician
MOL Ton-0M leader
¥ accepted I Cancelled L oM leader
¥ Hald ™ Rejected v N | amplicart:
. ormal applican
r Enquiry -
[o]4 | Cancel Help |
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Select the options for your extracts as follows:

Event Click the button to select the event that yownexj If you want to include all
campaigns that share the same conference (and/edhesame first few characters in
the code) make sure tieclude all Eventsbox is checked.

Kind of Event Role These check boxes allow you to distinguish betwetes for the
different stages of an event, ie pre-conferencefezence and campaign.

Application Status These check boxes allow you to include or omitrsas with various
applications statuses.

Role In the main panel, select the role(s) for whiok yish to extract the participants.

4.2.11 Field Extract

A Field Extract lists OMers, and therefore onlyraxts partners of Special Type OMer. You can
choose to list either (1) those sent from a pasic8ending Field (Home Office), or (2) those
working in a particular Receiving Field. The extradll only select people who have a commitment
record entered,; it does not use the ‘Field’ EnmtleePartner Edit ScreenYou can select all people
on your system who have ever worked in a partidigéd, or those who have a current commitment
record for working there.

To create a Field Extract, follow the instructidosa Publication Extract (section 4.2.1, page 99).
However, in step 3, select the menu iteield Extract . TheAddress Extraction - by Field
Screemappears (Figure 4-13).

Automatic Address Extraction - by Field | ﬂ

LUnit Marme &

ACT - ACT Scholarship Fund. [ Maling Addresses only
¥ active Partners

ACT - Annual Operating Costs

-, I~ Families only
ACT - Pastoral CarejTraining ¥ Esclude o Solicitations'
Albania

Albania - Evangelism and Trainir Town/City:

#Albania - Health and Education
Albania - Mercy to the Needy/U
Albania - Outreach/Church Plan

Paost Code From:

To:

Figure 4-13 Address Extraction Algeria country: | ¥
_ by Field Screen "Andean Region
Andean Region - Community De Partners In Field:
Andean Region - Evangelism & | % Now from:
Andean Region - Training Matio " Ewver unkils ’7
Angola " within date range

Angola - Angola-hew Office Blo

-

{* Receiving Field ™ Sending Field

4 »
Keys Extracted: O Extract Segment:
oK I Cancel | Help

This is similar to the screen used for Publicatiottracts, and the procedure is the same. If reduire
more than one unit can be selected. Some data fietddescribed under Publication Extracts, but the
following are different.

Unit Name Select the Field(s) that you are interested iiese can be either a Sending Field
(listing everyone sent from that Sending Fieldadreceiving Field (listing everyone
working in that Field who is recorded on your daisd) - see below.

Partners in Field Select either those with a current commitmalav), all those who are
ever had a commitment (Ever) or those who haventiramous commitment for the whole
period between certain dates (if you select thimoppeople whose commitment record
only covers part of the period will not be included
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Receiving / Sending Field Click to select either a list of those workinga Receiving Field
or all those sent by a particular Sending Fieldriilddffice).

4.2.12 Relationship Extract

A relationship extract allows you to select onetipar (or an existing extract) and then create a new
extract of all partners who have specific relatiops set up with any of those partners. This can be
understood by an example.

Example: We already have an extract of all partnar&ermany who are serving on one of the ships.
We wish to create a new extract of all churches at@osupporting churches of any of these.

To create a Relationship Extract, follow the instiens for a Publication Extract (section 4.2.1gg@a
99). However, in step 3, select the menu iRReftionship . TheRelationship Extract Screen

appears.
Relationship Extract x|
— Select Partner(s)
i Partner...
i Exkrack, .. People from Germany servir  Key Count: 4
— Select Relationship
¥ Filker List by Relakion Categary: ICHURCH _!] Church Relationships
. . . O] " Use Reciprocal Relationship
Flgur64-14 REIatlonShlp ..I.‘.........-..‘.....-....I-.
. - .
EXtraCt Screen — Compols”:? Felation NamelDescription ~| 3 |pelation NamelReciprocaI Descriptian =/|
view (NOte — the area within the PASTOR pastored by +[PASTOR pastor of =
dotted line is the alternative SUPPCHURCH Suppaorting Church of H=PPCHURCH |Supporting church is .
view when the Reciproca| TREASURER.  has as treasurer . TREASURER.  treasurer of .
Relationship is displayed.) i .
. .
B e B
- -
[ Select allin the list % Select allin the list H
"tsessssssssssssnsnsnsnsssant’
— Select Miscellaneous
¥ ackive Partners [ Maiing Addresses anky
[ Exclude Mo Solicitations'
Kews Extracted: O Extrack Segment:
OF. I Cancel I Help |

Select Partner(s)Since we want an extract, cligtract | and find the required extract of
German partners serving on the ships.

Select Relationship — step 1To avoid seeing lots of irrelevant relationshigiseck the box
markedFilter List by Relation Category, and from the drop-down list selé€hurch
Relationships It is not necessary to do this, but it ensures dnly relationships which
have been given the category “Church” are showa ¢eetion 3.2.16, page 81, for
relationship categories).

Select Relationship — step ZT'he next step is to select the relationshipsniddiy the screen
will have the optiorUse Relationshipsselected, and the possible relationships will be
shown in the list on the left of the screen. Howegemetimes you want to use the
reciprocal relationships, and to do this you cliskUse Reciprocal Relationshipption,
and a different list appears, this time on thetrafithe screen. Figure 4-14 is actually a
composite picture showing both options, for comgxari In the example, we need to
choose a reciprocal relationsip. Since every m@hatip can be thought of as being
between Partner A and Partner B, we can show ghiisliaws:
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Partner A: For Partners in extra@hipGerm
(selected in top of screen)
Relationship: “Supporting church is....”

??2??
We want to find which the supporting churches ar
Partner B: and so the extract that we will produce will bésa |
of all the churches which support any of the pagn
in the extracBhipGerm.

D

11%

It should be possible to “read down” the screerthat the the relationship description is
followed by the “unknown” partners who we are tyito find.

If it is required to selected partners with oneseferal different relationships with the
subject partners (top extract) then hold down t8@&l= key while clicking to select
multiple relationships from the same list.

4.2.13 Local Partner/Personnel Data Extracts
There are two local data extracts, one based @h pactner data, and one on local personnel data..

To create a Local Data Extract, follow the instioies for a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu iteyoal Data , and then eithdPartner

Personnel , as required.

Figure 4-15 Example of Local
Data Extract (The actual fields
available will depend on what
field have been set up as Local
Data on your installation.)

Local Partner Data Extract

or

el

— Choose Extract as Base For Selection (no Extract means Search all Partners)

Extract... | IGD-IIOCT All partners with addresses Key Count; 101

— Select Field Yalueis) - {all specified conditions must be met)

IOwnership j ITeam
|Ta>< Renewal Date 4 |<= | ISD—JUN-EDDB

| -

— Select Miscellaneous

¥ Active Partners [ Mailing Addresses anly
™ Exclude 'No Sclicitations'

Keys Extracted: 0 Extract Segment:

O I Cancel I Help |

To select the partners that you require, enter @safallows.

Extract Normally, if this field is left blank, the seartbr partners will be for all partners in
the database (subject to the normal Select Misuatlas criteria shown in the lower part
of the screen.) However, if required, you can delkan existing extract of partners, and
then just search within that set of partners talpoe the new extract.

Select Field Value(s)Up to three selection criteria can be set, baseldcal
partner/personnel data. A partner will only be indeld in the new extract if athe criteria
entered are true. The fields in this example rdlateshicles kept by the team, and the
field ‘Ownership’ has been set up with two optiéfisam’ or ‘Personal’. We are
interested in vehicles belonging to the “Team’. Bkreond criterion is a date, so boxes
have appeared for a date and an ‘equality’. Ircds® shown we are seeking all partners
who keep cars owned by the ‘Team’ and which hatax@enewal date on or before 30
June 2008. For dates, ‘<’ (‘less than’) means ‘be&ifand ‘<=" means “on or before”.
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Note - Option Lists

If the field that you select is of the type “Optibist” — that is, the value for
a partner is entered on tiRartner Edit Screemusing a drop-down list of possible options, it

is

important to type the selected value in the rigimtchbox exactly as it appears in the drop-down

list. If, for example, an extra space is includetha start, then no matches will be found.

4.2.14 Commitment (Start/Finish) Extract

A Commitment Extract lists partners with recordethaitments which start between specified dates

or finish between specified dates.

To create a Commitment Extract, follow the instimes for a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu i@ommitment Extract

Commitment Extrack

Start Dake from: |

to: |

End Crake From: |

to: |

Yalid on: |04-JUn-2007

Sending Field

Receiving Field

[alalu]ulujuyululu]u]
0000000000

W Include only Persons with selected Commitment Skatus(es)

Figure 4-16 Commitment
Extract Screen (first checkbox
has been checked, so list of
possible statuses is displayed.)

Kews Extracted: O

[ o 1

(Ctrl-click to select multiple entries)

Associate OMer or Guest needing

Long-term CMer

Short-termer - less than 6 months]
Paid staff and emplovees not on«
wolunteer

SHORT-TERMER

WOLUMTEER,

[ Include Persons with no Commitment Status sek

W Active Parkners only
[v Mailing &ddresses only
[v Exclude 'Mo Solicikations'

Exkrack Segment:

Cancel |

Help

x|

To select the partners that you require, enter @sfallows. Normally you will only want to enter
either a range of start dates or a range of erebptte others can be left blank.

Start Date from/to Enter the range of start dates that you are irttstl@n.

End Date from/to Enter the range of end dates.

Valid on This is a way of finding partners who had a vabdnenitment on a particular date.

Sending Fieldor Receiving Field Click the button and use the Find screen to séhec
Field, if you only want partners from a particugending Field (Home Office), or with a
commitment to a particular Receiving Field.

OM Status If you check thénclude only.. checkbox, this displays the list of OM statuses.
You can select only those statuses you want. <@tidtck to select multiple statuses. If
you want also to include partners for whom a commaiit status has not been set, then
also check the box below the litclude Persons with no Commitment Status set

Page 110

Version 2.2a (Apr 2008)



Partner User Guide — Chapter 5 Printing Labels and Envelopes

4.2.15 Previous Experience Extract
The Previous Experience Extract selects all pastngth certain types of previous experience.

To create a Previous Experience Extract, followitis¢ructions for a Publication Extract (section
4.2.1, page 99). However, in step 3, select theuntemPrevious Experience Extract

Previous Experience Extract
Organisation: Locakion: Rale:
s Y s
AETF _I GAII107CMERSS _I Announcer _I
Kiak Hirashima, Japan Developrment Project
WLS Radio LE99619C7, THS Student Warker
Mauritius
Sierra Leone
TW021CMGRS507
AR021CALIAZ, 25
Figure 4-17 Previous | | _ILI
Experience Extract Screen 4] C 4] C 4] C
Skark date from: ko
End date Fram: ko
[~ with oM
[¥ Active Partners only
¥ Exclude 'Mo Solicitations'
kews Extracted: 0 Exftract Segment: I
] 4 I Cancel I Help |

This screen allows you to sort on the type of imfation included in a previous commitment record
(see the PRSONNELUSERGUIDE for additional useful detail.)

Organisation, Location, Role These panels list all entries in the databaseeder, under
Location are included the codes of previous comigge and campaigns when these
applications are automatically converted to papkernce, and so these can be useful for
creating an extract of people who took part inréade past event.

With OM Only includes partners with a previous experiereo®rd marked as with OM.

Missions work Only includes partners with a previous experiemoerd marked as with
missions work.

4.2.16 Donor Extract by Field

A Donor Extract by Field lists Partners who havalema donation to a particular Field (or Fields).

Note This extract only selects partners who have guyifis which have been entered under the
Motivation Group GIFT. (Motivation group is the mase for which the donation is to be used.)

To create a Donor Extract by Field, follow the rastions for a Publication Extract (section 4.2.1,
page 99). However, in step 3, select the menuenor Extract by Field
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x
MCOTE: This screen only processes gifts with Motivation Group 'GIFT'
Short Mame =
Abania [¥ Active Partners
Algeria - [¥ Mailing Addresses onlky

Argentina Tawn/City: li
ARM
Asia Challenge Teams Past Code From:
. Australia To: Ii
Figure 4-18 Extract by Donor Austria '
and Field Screen Bangladssh Regian: M
Belgiurn - Zounkry: ﬂ
4| | »
Receipt Letker Frequency: ﬂ
[~ Mews Donors Only [~ Receipk Each Gift Only
Date Fram: | To: |
Kews Extracted: 0 Exkract Segment:
o4 I Cancel | Help

Andean Region [~ Families anly

Angola
M ™ Exclude Mo Solicitations'

Arabian Gulf | Peninsula

To select the donors that you require, enter dafalkows.

OM Field to which donation was madeClick to select the Field (or Fields) which yoe ar
interested in. If you wish to consider all donasipthen leave the list of OM Fields blank.

Receipt Letter Frequency The menu button allows you to select only thesgngrs who are
marked as needing to receive a regular reportftsf, ghonthly, quarterly, annually, etc
(see section 2.4.3, page 42). Leave blank to salkgartners who have made donations.

New Donors Only Check the box if you wish to include only parsahose first recorded
gift to this Field was made during the period sfiedi(see Date, below).

Receipt Each Gift Only Check the box if you only want to list partnensanrequire a receipt
to be issued for each gift.

Date from andDate to Enter the first and last dates for donations yoatwish to consider.

4.2.17 Donor Extract by Motivation

A Donor Extract by Motivation lists Partners whoseanade a donation for a particular purpose or
fund. More information on Motivation Groups and Wation Detail are given in thelfANCE USER

To create a Donor Extract by Motivation, follow timstructions for a Publication Extract (section
4.2.1, page 99). However, in step 3, select theuntemDonor Extract by Motivation
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Automatic Address Extraction - by Donor and x|
Ledger: 3
* | Jaroup Code |Description Detail Code |Group Code [Detail Descr + |
GIFT Standard Gifts : FIELD GIFT Field Gift

-------------------------- KEYMIN GIFT Key Ministry
PERSOMAL GIFT Gift For per—,

SUPPORT  GIFT Suppork Gifl
4 + 4 +

Figure 4-19 Extract by Donor v Active Partrers [ Mew Donors Only — Country: l_ﬁ
and Motivation Screen [ Eamilies anly [ Receipt Each Gift Cnly Town/City: ,7
W Mailing Addresses only W Exclude Mo Solicitations'  post Code From: ’7
Receipt Frequency: ﬂ To!
Mailing Code: ﬂ

Reqion: ~

Diate Fram: To: |

Kews Extracted: O Extrack Segment:

o4 I Cancel | Help

To select the donors that you require, enter dafalkows.
Ledger Select the Ledger from which you wish to createdktract.

Motivation Group andMotivation Detail Click in the windows to select the required

entries. More information on the motivation (thathe purpose of the gift) is given in the
FINANCE USERGUIDE.

New Donors Only Check the box if you wish to include only parsehose first recorded
gift to this Field was made during the period sfiedi(see Date, below).

Receipt Each Gift Only Check the box if you wish to select only partngh® receive a
receipt for each gift made.

Receipt Letter Frequency The menu button allows you to select only thesengrs who are
marked as needing to receive a regular reportftsf, ghonthly, quarterly, annually, etc
(see section 2.4.3, page 42). Leave blank to salkgartners who have made donations.

Date from andDate to Enter the first and last dates for donations yoatwish to consider.

4.2.18 Donor Extract by Amount

A Donor Extract by Amount lists Partners who haedsndonations within a particular range of
values, or a certain number of donations withiradipular time period.

There are a number of criteria that can be entieredlect the group of donors that you requires. It
not necessary to enter data in all fields; onlythgeones relevant to your needs.

To create a Donor Extract by Amount, follow thetinstions for a Publication Extract (section 4.2.1,
page 99). However, in step 3, select the menuenor Extract by Amount
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x4
IV Active Partners
¥ Mailing Addresses anly
DL (FfeTs ™ Familizs anly
Toi v Exclude Mo Solicitations'
Gift Amount: [~ per single gift TowenCiky:
Minimurm: |, 00 Post Code From:
Figure 4-20 Extract Donor by Maxdimum: |3. 333 333, 33 To:
Amount Screen Number of Gifks: Region: -
Minimurm; |1 Country: I_ﬂ
Maxirum: [$32.5553 Currency:

¢ Base { International

Keys Extracted: 0 Extract Segrment:
[a]4 I Cancel | Help

Enter the data to select the donors that you &eedsted in (not all fields need to be used.)

New Donors Only Check the box if you wish to include only parg@hose first recorded
gift to this Field was made during the period spedi(seeDate).

Date From/To Enter the date range for which you wish giftbéoexamined.

Gift Amount If required enter minimum and maximum amountgs Téfers to the total
amount given during the period, even if it was magef several smaller gifts. To find
partners who have given a single gift between thmemum and maximum, check the
per single gift checkbox.

Number of gifts This you select people who have made more thargdnduring the period.

Currency Select whether the values you have entered t@fgsur base currency or to
international currency.

4.2.19 Donor Extract (Miscellaneous)

Donor Extract (Miscellaneous) allows you to createst of donors according to other finance
criteria, eg method of giving or method of paymeateipt letter code, reference, etc. It is also
possible to make a list of all partners who hawvegito support a particular individual.

To create a Donor Extract (Miscellaneous), folltne instructions for a Publication Extract (section
4.2.1, page 99). However, in step 3, select theuntemDonor Extract (Miscellaneous)
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ﬂ
Method of Giving: ﬂ
Method of Payment: ﬂ
Receipt Letter Code: g
Mailing Code: ﬂ
Gift Twpe: m
Recipient. .. m Carson, Simona, Miss - Skownnarket,
Figure 4-21 Extract by Donor Reference: [ Ledger Number: Ilﬂ_ﬂ
(Miscellaneous) Screen
Receipt Letker Freguency: I—g
[~ Receipt Each Gift Only [~ Mew Donors Only W Exclude Mo Solicitations'
¥ active Partners ¥ Mailing Addresses only [~ Families only

V¥ Exclude MotDekail 'No Receipt'

Date Fraom: |D4—DEC—20E|6 ko IDS-JAN—ZDD?

Kews Extracted: 0 Extract Segment:
QK I Cancel I Help |

To include the donors that you require, selecttiteria that apply. It is not necessary to make
choices for all items; only select the ones neggdsadefine your extract.

Method of Giving Donors who have given by a particular method éeeftee agreements)
Method of Payment Donors who have given by a particular mechanisgbly cheque)

Receipt Letter Code This selects partners for whom a gift receipt lesn entered, for
which it has been specified that a particular ftetter should be used for receipting. See
FINANCE USERGUIDE section on Entering New Gift&§ift Maintenance Screen

Mailing Code Donors from whom gifts have been received inoasp to a mailing which
was given a reference code.

Gift Type Donors who have gifts with a particular recordéttgpe.
Recipient Donors who have given to support a particulaipient.

Ledger Number If you wish to only refer to one ledger, enter kbeger number. If no ledger
number is selected (0), all gifts in all ledgers apnsidered.

Reference This field allows you to search for anythingtthas been entered as a reference
number on th&ift Maintenance ScregffriINANCE USERGUIDE), for example the donors
bank account number or cheque number.

Receipt Letter Frequency The menu button allows you to select only thesengrs who are
marked as needing to receive a regular reportftsf, ghonthly, quarterly, annually, etc
(see section 2.4.3, page 42). Leave blank to salgartners who have made donations.

New Donors Only Check the box if you wish to include only parsehose first recorded
gift to this Field was made during the period sfiedi(see Date, below).

Receipt Each Gift Only Check this box if you only want partners who fieg@a receipt to be
issued for each gift (see Finance Details in saQid.3, page 42).

Exclude MotDetail ‘No Receipt’ Check this box if you wish to exclude partneroviave
indicated that they do not wish to receive receipts

Date from andDate to Enter the first and last dates for donations yoatwish to consider.
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4.2.20 Recipient Extract

Recipient Extract provides a list of all people Wng in a particular Field who have received a
donation from the office. More than one Field carsbecified, or even all fields.

To create a Recipient Extract, follow the instraos for a Publication Extract (section 4.2.1, page
99). However, in step 3, select the menu iResipient Extract

Ledger -~ Dake From: IDI—JAN—ZDDZ
Albania
.ﬁ.rablallw Gulf § Peninsula o IM
argentina
ARM
Asia Challenge Teams
Figure 4-22 Extract by Bustralia
Recipient Screen Austria
-
| wil

Kews Extracted; O Extrack Segment: I
Cancel | Help |

Ledger Select the ledger(s) for the Field(s) that youiarerested in.

Date from andDate to Enter the first and last dates for donations yoatwish to consider.

4.2.21 Accounts Payable Extract

An Accounts Payable Extract lists Partners to wipayments is due (for example partners who have
submitted invoices).

To create an Accounts Payable Extract, follow tfsructions for a Publication Extract (section

4.2.1, page 99). However, in step 3, select theuntemAccounts Payable Extract . This is
similar to the screen used for publication extraaitsl the procedure is the same.
Accounts Payable Extract Eq
Post Code From:
Ta: ¥ Active Partners
TownfCity: W Current Addresses anly
Counkry: l_ﬂ
. Inwoice Date Fram: To:

Figure 4-23 Accounts Payable Bus Date From: To:
Extract Screen

Status: © Open " shut o« all

[~ only Discounted Entries

Keys Extracted: 0 Extrack Segrnent: I
[8]4 I Cancel Help |
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Invoice Dateor Due Date Enter dates in either of these boxes to showhvbartners you
wish to extract (the dates of invoices or the d#taspayment is due). If the boxes are left
blank, partners for all recorded accounts payalildo@ extracted.

Status Select Open (for unpaid bills) Closed (for paiitspor All for both.

Only Discounted Entries Check the box if you only wish to extract Partneho offer a
discount.

4.2.22 Address Extract

Address Extracts allow you to select all partneln® Wive in the same area. In addition, you can ask
for just one class of partner to be extracted. kénfhe types of extract mentioned before, Address
Extracts are generated from a menu orRtgner Find Screelfsee Chapter 2). The Partner Find
Screen is used to select the partners requiretnple operation then creates an extract of all the
partners listed.

Example: To generate an extract of all supportihgrches in the Bristol area of the UK.

1. From thePartner System (Welcome) Screelictk | Find and Maintain Partner | . A Partner Find

Screerappears
=" Partner Find [_ (O]
File  Quick Maintain  Maling Petra Help
Partner Mame: Class: [aiglials
Personal (First) Name; Partner key: |0000000000
Address 1 OMSS Key:
City/ Town: Post Code: [BS
Country; |GEB ﬂ LIMITED KINGDOM Clear Criteria |
Status: (¢ Active  { Private All [ Mailing Addresses Only
Figure 4-24 Partner Find Class [Partrer Name City Past Code [addr1 addrz e =
Screen
CHI Clifton Baptist Church Bristol BSS 6EM Downs Wiew CIift
CHI Mew Life, Hotwells Bristol BSS 6HP Avon Terrace  Hok
CHI Redland Methodist Chapel  Bristol BS7 1PP Bakers Parade Rec
CHIJ St Jude's Iy, Bristal BS56 i Quatry Bank  Che
-
i | 3
Search | W= Edit Wign Close |
'_imit the search to a specific Classification of Partner v

2. The Partner Find system normally just searchepdamners of status ACTIVE. To extract other
partners click the status buttéfi for all partners, oPrivate , to select just private partners
which were entered by the currer®TRA user. For this example use the default setting of
ACTIVE.

3. If we click[0K] at this point, BTRA will generate a list oéll active partners. However, the top
half of the screen is used to restrict the seawhhat only the required partners are included.

4. UnderClass selectCHURCH
UnderCountry selectGB

6. To select the area of Bristol, type ‘BS’ in tRest Codebox. This selects all partners with a
postcode BS1, BS2, etc. We have chosen to seliexg thhe postcode. It would also be possible to
type ‘Bristol’ in the address line City/town. Howay the results may not be quite the same. In
the UK, postcodes BS cover a wider area than tigatself. If we sort on the city ‘Bristol’ we
may miss out addresses in nearby villages thabtibawe the city name in the address.

7. Click Find . PETRA now makes a list of all partners meeting the ddfeand displays the list in
the lower part of the screen.
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8. From the menu bar, selddiiling and therGenerate Extract

+"* Partner Find

File Guick Maintain | Maiing Petra  Help

Partner Mame:

Generate Extract

Class:

Personal (First) Mame; Extracts.. Partner Kew:
Figure 4-25 Upper part of Address 1: Duplicate &ddress Check OMS5 Key:
Partner Find Screen, showing City[Town:  Merae Addresses Post Code:
Mailing Menu Courtry: Partners at Location
Stakus: Merge Partners

™ Current Addresses Cnly

(see Figure 4-25).
=] E3

CHURCH ‘I

oooooooooo0

ES

Clear Criteria |

Class |Partner Mame

CHI Bethel Evangeli
CHID Clifton Baptist

Subszeriptions
Subscription Expiry Naotices
Subszcription Cancellation

e |Addri

| & Edal

g yap iy

CHI Dawn EvangelicSr e

lif1
Pheasant Close Pat

Dawins Wiew

A New Extract Screeappears, as shown in Figure 4-4. Enter the ext@i? and description,

and click[ oK].

4.2.23 Foundation Extract

The Foundation Extract can be used to select parteo are Foundations, based on specific
Foundation information, such as details of Fundingposals, Key Ministries, etc.

To create a Foundation Extract, follow the instiarts for a Publication Extract (section 4.2.1, page

99). However, in step 3, select the menu iEundation Extract

Foundations Extract

. The screen is as follows.
x|

rInclude foundations that hawve:
I 'I Review Frequency: I 'I
I jv

Submit Frequency:

Special Type:

~

Postal Region: I

Post Code: I

Mexk Submit Dakes From: I

To:l

Interest: I 'l

Contack: I

Submit Method: I 'l
FLr Cwwnier: I 'l

City: |

——and that have ' no proposals € any proposals

Figure 4-26 Foundation

" proposals that have:

Extract Screen Submitted Dates From: I To: I Approved Amk Min: I? Ma: I’-‘
Requested Amt Min: I? Max: I? Received amk Min: I? Man: I‘?
Fields Areas Key Ministries [Submitted By |Projects Status
Q000a00000 0o0oa0oa0a Juluulula]uulalu]u]
000000000 0000000000 0000000000

% Create new extract

" Merge inko extract I 'l
oK |

Extract Mame:

Key Counk:

Cancel I

=]

Help |

The upper part of the screen allows you to seleahBations on the basis of their general
information, while the lower part of the screeroalé you to search for Foundations on the basis of

proposals submitted for the support of specific K#yistries, etc.

Create new extract Always use this option, since currently the fagibif merging into an existing
extract has not been completed. To combine witktiggj extracts, see section 4.3, page 121.
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4.2.24 General Extract

The General Extract facility can select partnera pérticular class and recorded language, but it's
main use is to list all partners whose records Iean edited within a selected time period. It is
possible to select the time period and also thewke made the changes. This makes it easier to
recover possible errors (for example if a usensealthat they may have made a mistake in a batch o
subscriptions entered yesterday, they can easlybéch partner records they altered).

The General Extract also allows detailed specificedf address information, similar to that possibl
in the Address Extract (which is based on the Rafimd Screen, see section 4.2.22, page 117.)

To create a General Extract, follow the instrucdiéor a Publication Extract (section 4.2.1, page 99

However, in step 3, select the menu it@emeral Extract . The screen is as follows.
x|

Partner Class: |Family -
Language: ﬂ

Post Code From: Tot

Reqion: | ﬂ W Active Partners
TananyCity: W Mailing Addresses anly
County/State: Ii ¥ Exclude Mo Solicitations'
Figure 4-27 General Address courtry: | %]

Extraction

Created By: ﬂ
Modified By ﬂ

Created Date  From: | To: |
Muodified Date  From: | Tor |
Keys Extracted: 0 Extrackt Segment:
a4 | Cancel | Help

Partner Class If you wish to select by class, use the drop-dbwnx. If you select class
church or organisation, then a second box appesiiseoright; this allows you to select by
churchdenomination or organisatiofusiness

Created / Modified Date These allow you to select partners who have bedded/changed
between certain dates. This is described in maiaide the following example. Use
either theCreated boxes or théd/lodified boxes; it is NOT correct to use them both
together. Separate searches are necessary todfitmb s created and partners modified.

Example: Today is 24 April 02. User JACQUES widbeasheck all partners that he has maintained
since 17 April 02. Some were new partners, and seene existing records, which he modified.

Jacques must first create an extract for the netm@s that he entered. To do this he enters 12/4/0
in the boxCreated Date From He then selects JACQUES from the drop down n@mated by.
He clicks| 0K ] and continues as for other extracts.

Jacques must then create a second extract foathreeps that he modified. He enters 17/4/02 in the
box Modified Date From. He then selects JACQUES from the drop down niMadified by. He
clicks[ok] and continues as for other extracts.

As with other extracts, address criteria can beeddd limit the search (for example, if Jacques was
looking for a particular partner that he remembeaxetdring from Quebec, he can enter this in the
address fieldown/City).
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4.2.25 Manual Extract

The Manual Extract facility allows you to creatbsa of names by adding partners individually, with
no automatic searching. Manual Extracts are craatadsimilar manner to the automatic extracts

described above. However, since partners must dedaddividually, a separate step is needed. The
partners to be included are selected one-by-omg asPartner Find Screen.

Example: At a recent meeting 30 partners askdzbteent brochures about a special activity. You
wish to create an extract to print mailing labels.

1. From thePartner System (Welcome) Screga to thePartner menu and seleé&xtracts
TheExtract Master List Screeappears (see Figure 4-1, page 99).

From the menu bar, sele€teate , thenManual Extract

3. A New Extract Screeappears asking you to give the extract a namelascription (see Figure
4-4, page 101 for an example.) Enter an extracenama description. ClidloK .

4. An Extract Maintenance Screen appears, as showwbel

+* Extract Maintenance | [3] x|
File Edit Help
Partner KeyIPartner Mame =

Figure 4-28 Extract
Maintenance Screen

Wiew add Delete Close |

Make changes to the highlighted record. .

At first this list contains no names and the boklank. To add a partner to the list, clisid.

5. A Partner Find Screemappears. This is similar to that described in @, section 2.1, except
that it has apAccept] button at the bottom.

Parkner Mame: [Mousel Class: m
Perzonal (First) hame: Partner key: 0000000000
Addr 1 0MS3 Key: —
Ciky ) Town; Post Code:
Country; ’_ﬂ Clear Criteria |
Figure 4-29 Partner Find

Screen for Adding Partners to Status: (% Active (" Private (" Al ™ Current Addresses Only

Manual Extract (Class [Partner Marne Ciky Post Code [addrl Lddr2 e -

=
o | 3

Press the Application key (Shift+F10) or right-click anywhere in the browse For mare functions,

Search I [t I Edit I Wigt I Help I Accept I Close I

6. Find the first partner who you wish to add, usingRartner Find ScreerHighlight the partner
and click| Accept .

7. TheExtract Maintenance List Screappears, now showing the new partner. To add anoth
partner, clickAdd again, and find the next partner. To remove angaifrom the list, highlight

the name and clidloelete |.

Page 120 Version 2.2a (Apr 2008)



Partner User Guide — Chapter 5 Printing Labels and Envelopes

8. Continue until the extract includes all partnersckd Close |.

4.3 Extract Combination

Sometimes it is not possible to create the requesdhct in a single operation. However, you can
make two or more extracts and combine them to ginew extract. PrRA can combine existing
extracts in three possible ways.

» Extract Addition (Merging or Combining Extracts) This creates a new extract which
contains all the partners in the original extrabtgplicate entries (where a partner is in more than
one of the original extracts) are removed.

» Extract Intersection  This creates a new extract containing only thgeseéners who are in all
of the selected original extracts.

» Extract Difference (or Extract Subtraction) This creates a new extract in which we
remove from one existing extract any partners wiecadso on a second existing extract.

The following diagram illustrates these operatibased on two existing extracts:

Original Extracts = New Extracts
Extract 1 Extract 2 Merged Intersected Extract 1 Extract 2
(Combined) Extract minus minus
) Extract Extract 2 Extract 1
Figure 4-30
Examples of Extract
Combination Partner A Partner A Partner A
Partner B Partner B Partner B
Partner C Partner C Partner C Partner C
Partner D Partner D Partner D Partner D
Partner E Partner E Partner E
Partner F Partner F Partner F
Partner G Partner G Partner G

In each case a new extract is created and theyivesr it a new name. The existing extracts are left
unchanged. Merging and Intersecting can be caoug¢dvith more than two extracts in a single
operation if required. The three operations formt patheMaintain ~ menu in theExtract Master

List Screen
w" Extract Master List [_ (O]
File Edit Create | Mairtain Update Partners  Help
Maintain Extract
@ Al Creab Werfy and Update Extract
Figure 4-31 Maintain Menu on " DelersEwract
Extract Master List Screen Mame  |creater  Ewg= Erlracts -
Carlisle  KEMF Combine E stracts ddresses in Carlisle
Mews2001 KEMF Irtersect Extracts ter distribution - Dec 2001
'ShipShor  KEMF Estract Difference 1 Ship bo Shore Publication
UPDATE  KEMF ed Frarm KDF old standalane swskem

Bun Reports

4.3.1 Combining (Merging) Extracts

Two or more extracts can be copied, and the capipwined to form a single new extract. For
example, you may wish to create an extract of pastiiving in postcode ranges 1200-1399 and
1600-1799, but excluding those in 1400-1599. Yauaaate two separate extracts and combine
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them. If a partner appears on more than one dbtilggnal extracts, they only appear once in the
combined extract.

Example: To combine a mailing list for subscrip8dn Ship/Shore with a list of all active Swiss
partners living in Geneva; you wish to mail a spéceport on the first visit of the Doulos to
Switzerland!

1. Create separate extracts for the Ship/Shore retfpand for all Swiss partners living in Geneva,
as described in sections 4.2.1, Publication Extrzade 99 and 4.2.22, Address Extract, page
117, respectively. Give these the names SHIP-SHISAMISSPT.

2. From thePartner (Welcome) Scregselect the menu iteMailing , thenExtracts . The
Extract Master List Screemppears (see Figure 4-1, page 99).

3. From the menu bar, select the menu itddaintain  , thenCombine Extracts . The
Combine Extracts Screexppears.

Combine Extracts x|

Extract |Description -

Med+Fou Merged into extract Medical
RELAY  Pulbicaiton Ext

SHIP-SHIC Partriets receiving Ship-Share April 02

ShipGerm People from Germany serviing on the ships oin 17 Moy 20
Figure 4-32 Combine Extracts SingPart Partrers living in Singapore (May 2002)

Screen 'SWISSPT Al partners in Switzerland
YWEHKEEP Oweniers of keepers of vehicles
wihionw2 vehicles owner personally
wvEHowh  Wehicles owned personally *

| 2
oK I Canicel | Zind E}{tract...l Help |

4. Click on SHIP-SHO and then, while holding down #t&trl> key, on SWISSPT to select the
extracts which you wish to combine. If you click am extract by mistake, you can click on it a
second time to de-select it. Then cliok .

5. TheNew Extract Screeappears, asking you to give the extract a namalasdription. Enter a
new code and description, then cliok].

New Extract
Extract Mame: [DOUSWITE
Flgure 4-33 New !Extract Description: |Combined extract Ship/Shore and Swiss
Screen after entering partners,
description
O, I Cancel Help

6. TheExtract Master List Screerappears and shows the new extract. Ctioke.

4.3.2 Intersection of Extracts

It is possible to compare two or more extractstantteate a new extract which contains only those
partners who are on ALL of the extracts compared.

Example: To produce a list of churches who haveer@adonation to a particular OM Field.
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1. Create an address extract of all partners of @didRCHsee section 4.2.22, Address Extract,
page 117).

2. Create a donor extract of all partners who haveentixhations to the OM Field. (see section
4.2.16, Donor Extract by Field, 111).

3. Compare these two extracts using Extract Intersecho the same as in Combining extracts
(section 4.3.1, page 121), but in step 3, sédlaihtain  and therintersect Extracts
Select the two (or more) extracts to form the net@rsection extract, and give it a new name.

4.3.3 Subtracting Extracts (Extract Difference)

Using the Extract Difference facility you can ceean extract which includes all partners from an
existing extract except those on another extrae Sgure 4-30).

Example: You wish to mail a special newsletterlt@active partners in Singapore. However, it is not
necessary to send it to partners of special typgd?abecause it was included in a mailing which
went to them last week.

You need an extract which contains all active gagrexcept Pastors. First create an extract of all
active partners in Singapore. Next create an extfaall Pastors. Then subtract this from the first
extract.

1. Create an extract of all active partners in Singajas described in Section 4.2.24, General
Extract, page 119. Call 8ingPart

2. Create an extract of all Pastors, as describe@dtidh 4.2.2, ‘Partner Type Extract’. Call it
Pastors

3. From thePartner (Welcome) Scregselect the menu iteMailing , thenExtracts . The
Extract Master List Screesppears,

4. From the menu bar, select the menu iMaintain , thenExtract Difference (see
Figure 4-3) . TheExtract Difference Screesppears.

Extract Difference

Choose Extract ko subtract From:

Extrack |Des-:riptic-n -
Pastors  Partners with special bype Paskor (25 March 2002),
SHIP-SHO Subscriptions to Ship ko Shore Publication

SimgPart  Parkners in Singapore
SPECIAL  KF partners, designated special bype Reference

SWISSPT Al partners in Switzerland _ILI
Figure 4-34 Extract Difference J | r

Screen Choose Extract to be subtracted:

Extract |Descripti0n
Mews2001 Annual Mewsletter distribution - Dec 2001

Partners with special bype Pastor (25 March 2002).

-
—1

'Pastors
SHIP-SHO Subscriptions to Ship to Shore Publication
SingPart  Partners in Singapore

SPECIAL  KF partners, designated special bype Reference -
< | 3
ok I Cancel | Help |

5. In the upper box, click to highlight the extractiefhyou wish to subtract frons(ngPart ). In
the lower box, highlight the extract which contaihe names that you wish to remove

(Pastors ). Click[OK].

Note It is possible to subtract more than one extraotdo this, hold down th€trl  key while
you click the extracts in the lower box, that yolsiwto subtract from the extract in the upper bgx.
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6. A blankNew Extract Screeappears, asking you to name the new extract. Bmeme and
description and clickok .

7. The new extract is generated. You are returneda&xtract Master List Screemvhich now
shows the new extract. Cli¢Rlose]. The new extract can now be used for printing imgilabels,
etc.

4.4 Maintaining an Extract

Extracts normally have short lives. They are usedjénerating a report, form letter or for mailing
labels. The next time that at similar report isuiegd, it is best to create a new extract, sineedidia
from which the extract was generated may have atartidowever, there are situations where it is
useful to alter an existing extract. The variousgiailities are:

* Adding or Deleting a Partner  The five types of extract (publication, Fieldyioer type,
donor and address) will meet most standard neealseter, sometimes you need exceptionally
to add one or two partners to a mailing list (odétete them from it). It is possible to manually
add or delete partners in an existing extract. €@etion 4.4.1, page 124).

» Editing an Extract Description or Code It is possible to alter an extract description or
reference code without generating the extract ag8ee section 4.4.2, page 125).

» Verifying and Updating an Extract Sometimes you need to use an old extract (famgke
because it lists people who participated in a cagmjdut you need to make sure that the
addresses are up-to-date. This facility allowsetkieact to be updated to include only current
addresses. (See section 4.4.3, page 126).

This does NOT update the search criteria. So,arctise of a publication mailing list, verifying
and updating will not add new partners who havesstbed to the publication since the extract
was generated.

» Deleting Old Extracts  Old extracts can be deleted, either individyallyby using the
Purge Extracts command which removes all (deleteable) extractshware more than a
specified number of days old. (See sections 4pade 126 and 4.4.5, page 127 ).

4.4.1 Adding or Deleting a Partner

It is possible to manually add a partner to antegsextract, or to remove (delete) a partner feom
extract. To add or delete a partner:

1. From the menu bar of tHeartner System (Welcome) ScreselectMailing , thenExtracts
TheExtract Master List Screeappears:
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™ extract Master List =1ol:

File Edit Create Maintan Update Partners  Help

& a|  Createdby © Updated by (For detaled search use Ctrl+F
IKENF ﬂ
Marme  [Created by|  Key Count|Description o
Catlisle  KEMF 10 Partrers with addresses in Carlisle
g 154 Partners in S
Figure 4-35 Extract Master List EAP-MUS KEMF 1 Musicians at EAP Conference -
Screen FamilyR  KEMF 28 Family relationszhips for GD partners
FarmiMern KEMF 28 Family Mernbers for GO partniers
GD-110C KEMF 101 &l partrers with addresses in GD on 11 October 200°
RADIOSU KEMF 3 Supporters of Radio Project
RELAY  KEMF 21 Pulbicaiton Ext
J | o
Mairitain | Edlit Delete Close
Enter data or press ESC to end. 4

2. Using the buttons at the top, select whether yahwo view all extracts, those created by you or

those updated (maintained) by you previously. $todhe right to show the date that the
extracts were created. If there are many extrddtsi®type in the system, you can use the Find
system to help you locate the extract you wantoRtee menu bar, selegtlit and therFind .
The Find procedure is described in theNERAL USERGUIDE, section 4.2.3. To search all
extracts, replace the user name with an asterjsk (*

3. Click on the extract to which you wish to add (etede) a partner, and clitiaintain| . The
Extract Maintenance Screeppears, showing all the partners in that Extract.

w" Maintenance of extract: "SPECIAL" - O] =]
File Edit Help

Partrer Key |Class |Partner Marmne
0010000007 FAMILY Abernethy, Heather, Mrs
0010000015 CHURCH Bethel Evangelical Church
. 0010000024 FAMILY  Bloxharn, Andrew, Mr
Figure 4-36 Extract 0010000014 CHURCH Cliftan Baptist Church
Maintenance Screen 0035 100006|FAMILY [Jones, Fiona, Miss
0010000009 FAMILY Lincoln, Emma, Miss
0012000003 FAMILY Mousel, Jean-Claude, M

Edit Yigw Add Delete Close

Enter data or press ESC ko end.

4. To delete a partner, click to select the partner, and then cfibitete] . You will be asked to
confirm this. Click Yes|, then Close] .

To add a partner, Click . A Partner Find Screeappears.

5. Use thePartner Find Screelfsee Chapter 2, section 2.2) to find the partnatr you wish to add;
then click OK]. Click Close to exit theExtract Master List

4.4.2 Editing an Extract Description
To edit an Extract description:

1. From the menu bar of tHeartner System (Welcome) ScreselectMailing , thenExtracts
TheExtract Master List Screeappears (as in Figure 4-35)

2. Click on the extract for which you wish to edit thescription or code, and cligkdit] . The
Extract Master Maintenance Screappears.
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w" Extract Master Maintenance [_ [0}
File Edit Help

Extract Mame: |SHIP-5HO
Ky Counk:

Frozen: [~
Deletable: [

Description: | Subscripkions to Ship bo Shore Publication

Figure 4-37 Extract Master

Maintenance Screen Last Referenced: ’7
Manually Updated: ™
Updated: | B |
Created: | B |
Modified,Yerified: | By |
Maintain | Delete | | Close

Enter data or press ESC to end.

3. You can now alter thExtract Name andDescription. This screen also shows additional
information about the extract, for example, whewas created, and by whom, and whether it has
been updated, manually and automatically.

Frozen If you wish to protect the extract so that parsncannot be added or deleted in error,
check the box. It is now not possible to add oetdea partner.

Deletable If the box is not checked, the extract itselfroairbe deleted (although individual
partners can still be added or deleted.)

4. Click[Ciose].

4.4.3 Verifying and Updating an Extract

PETRA can verify and update an extract so that it usdsaurrent addresses. This does NOT
‘recreate’ the extract; it will not add new partaesince an extract does not store the criterid tese
create it. Similarly it will not delete partnerseavif they have since become inactive. To verifg an
update an Extract:

1. Bring up theExtract Master List Screeas described in section 4.4.2, page 125.
2. Click to select the extract that you wish to vedfyd update.
3. From the menu bar selddiaintain , thenVerify and Update Extract (Figure 4-38).

w* Extract Master List [_[O]
File Edit Create | Mairtain Update Partners  Help
kaintain Estract
@ Al creab Verify and Update Extract
FEMF

Figure 4-38 Maintain menu in Delete Extract
Extract Master List [Mame [creatss  EugeExbiacts N
Catlisle  KEMF Combine E stracts ddresses in Carlisle
Mews2001 KEMF ;ﬂersect Ewtracts ter distribukion - Dec 2001
'ShipShor  KEMF _E:-:llac:t Difference 1 Ship bo Shore Publication
UPDATE  KEMF - ed fram KDF old standalone swstem

Bur Reparts

4. PETRA verifies and updates the addresses in the extfadtis well, click Close .

If one of the addresses is not current, then adpmears, warning you: ‘Address for partner is not
current. Update the address key?’ Make a noteeopéntner’'s name and CIlig8K . If there is no
alternative current valid another box appears: tNent address exists. Remove key from this
extract?’ If this happens, then it is best to cligk] to remove the partner, but then to find this
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partner using th@artner Edit Screeand check that there is no valid address. If yaufind a
good address, then you can manually add the Pdrémirto the Extract.

4.4.4 Deleting an Extract
To delete an Extract:

1. From the menu bar of tHeartner System (Welcome) ScreselectMailing , thenExtracts
TheExtract Master List Screeappears:

¥ Extract Master List I =1
File Edit Create Maintan Update Partners  Help

@ g O Createdby ¢ Updated by (For detaled search use Ctrl+F
IKENF ﬂ
Marme  [Created by|  Key Count|Description o
Catlisle  KEMF 10 Partrers with addresses in Carlisle
DOUSWIT KEMF 154 Partrners in
Figure 4-39 Extract Master List EAP-MUS KEMF 1 Musicians at EAP Conference -
Screen FamilyR  KEMF 28 Family relationszhips for GD partners
FarmiMern KEMF 28 Family Mernbers for GO partniers
GD-110C KEMF 101 &l partrers with addresses in GD on 11 October 200°
RADIOSU KEMF 3 Supporters of Radio Project
RELAY  KEMF 21 Pulbicaiton Ext
o | >|
Mairitain | Edlit Delete Close

Enter data or press ESC to end.

2. Click on the extract that you wish to delete, alickd Delete] . A dialogue box asks you to
confirm this. Click Yes|, then Close].

4.4.5 Deleting All Old Extracts (Purging)

It is possible to delete all old extracts with mgée command.

1. To do this, from théartner System (Welcome) Screselect the menMailing , thenPurge
Extracts . A dialogue box appears:

Purge extracts
Delete extracts that are
Figure 4-40 Purge Extracts Days old: |m
Dialogue Box, to set User and
age of extracts to be purged For user: [KENICHI =] Kenichi Matsumato
Cancel |

Days Old Enter the age of an extract. Extracts this ahd, @der, will be deleted, unless they
have been marked ‘undeletable’.

For User Select the creator of the extracts that you wapurge. In general this will be you.
Do NOT select the optioAll , since this will delete other people’s extracts] gou will
be very unpopular!

2. Click [oK].
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4.5 Exporting and Importing Extracts and Partner Da  ta

Importing data for a group of partners is donexactly the same way as for a single partner (see
section 2.7.2, page 61). Data relating to a grdymdners in an extract can also be exportedderor
to be sent to another office, and this is explainetthis section. Lists of partners, (extracts) raéso
be imported from OMSS or Crystal Reports using@heate menu on thé&xtract Master List

Screen(see Figure 4-2).

Note - Exporting Email Addresses  For details of how to do this, see section 10a8e 179.

4.5.1 Exporting Partner Data

If you need to export details of a group of parsndris best to begin by creating an extract okth
partners. (Section 2.7.1, page 60 explains howport details of a single partner.) The detailalbf
partners in the extract can be exported to a tiexa$ follows:

1. From thePartner System (Welcome) Scrego toMailing |, thenExtracts . TheExtract
Master List Screeappears.

Click to highlight the extract of partners that ywish to export.
3. Onthe menu bar, sele€ile , thenExport Partners in Extract
¥ Extract Master List - O] x|

Fle Edit Create Mantain Update Partners  Help
Print Ctrl+P

Figure 4-41 Upper Part of G ] ;; {For detalled search use Crl+F

Extract Master List Screen, Pegasus Email Distribution. .
showing the File Menu Export Emal Addresses in csv format,., "

Exit
{u—u'-'n: TH-FEMNF TTMPOOrTes ERvract

ConfExt  KEMF 5 Test

4. A question box then asks you whether, when exppdiframily record, you wish also to export
the associated Person records. or[No].

5. A File Manager browse screen appears. Select tterfmto which you wish the exported file
to be placed. Cliclsave.

6. The export is made. An information box gives theeaf the file to which the data has been
exported. You can therefore copy and send thiddikenother BTRA installation, as required.

4.5.2 Importing an Extract from OMSS

1. Identify the OMSS Extract that you wish to impdttmust have each partner on a separate line,
with the OMSS key as the first item on each line.

2. Open theextract Master List Screems described in section 4.2.1. From@reate menu,
selectimport OMSS Extracts . A dialogue box appears, asking you to selecfitbe
containing the extract that you wish to import.

Import OMSS Extracts

File: Mame: [c:iPetra 2ikmpl*, ext Browse
Figure 4-42 Import Extract from ! e
OMSS File Finder ¥ active Partners only

¥ Current Addresses anly

[o] 4 I Cancel Help
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3. Use the browse button to find the OMSS extract fflgou do not want the options of Active
Partners Only and Current Addresses Only, thek ttichange these. Cli¢RK] twice (on the
browse screen and then on thgort OMSS Extracts Screen

4. A New Extract Screeappears, asking you to name the new extract aredagclear description
(see Figure 4-4 as an example). Cliok].

5. The new extract appears in the list in Ehd¢ract Master List Screen

4.5.3 Importing an Extract from Crystal Reports

1. Identify the Crystal Report containing the partridest you wish to import. It must have each
partner on a separate line, with the Partner Kahasirst item on each line.

2. Open theExtract Master List Screeas described in section 4.2.1, page 99. FronCthate
menu, seledmport Crystal Reports Files . A dialogue box appears, asking you to
select the file containing the extract that youhatis import.

Import Crystal Reports
vy OMSS cods

. File N s |cYPetra 2itmph*.chr Browse
Figure 4-43 Import Extract from e I —I

Crystal Reports The delimiter used in exporting the repork: I,_
[ Active Partners only

[ Current Addresses anly

Cancel _| b |

3. Use the browse button to find the Crystal Repalgs If necessary change the options for Active

Partners and Current Addresses. Cliak].
If necessary change the delimiter character touked in Crystal Reports. Clip8K].

A New Extract Screeappears, asking you to name the new extract aredegtlear description
(see Figure 4-4, page 101 as an example). @ick

6. The new extract appears in the list in Ehd¢ract Master List Screen

4.6 Using Extracts to Update Partner Information

Sometimes it is useful to be able to update theroscof a number of partners in the same way (for
example to add a contact record to all partners attemded a meeting). If an extract is made, which
contains the partners to be updated, then ceribomnation can be added to each partner’s record in
a single operation. The operations which are ptessite described below.

To update the records of all partners in an extract

1. From thePartner System (Welcome) Screga to thePartner menu and seleéxtracts
TheExtract Master List Screemppears, showing all existing extracts.

2. Highlight the extract that contains the partnegg tfou wish to update, and clitkpdate
Partners  on the menu bar. This then shows the differentaifmns that you can carry out for
all the partners in the extract (see Figure 4-Z4 different options are described below.
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+* Extract Master List H[=] B3

File Edit Create Maintain | Update Partners  Help

= all

Figure 4-44 Upper part of
Extract Master List Screen ,

Add Subscription
€ Createdby € Delete Subscription

IKENF Change subscription

showing the Update Partners

Menu Carisle

LContacts
Bartner Types
Mo Salicitations flag

Created by Ke

ses in Carlisle

Beceipt Frequency

Email Gift Staternznt stribution - Dec 2001
T S OOS RO T =P to Shore Publication

Menu ltem

Operation

Add Subscription

Add a subscription to all partners in the extréch. partner already has had &
subscription to this publication, the previous dstare not changed, even i
the previous subscription has been cancelled.tAfiall such partners is
displayed on the screen. (See Subscriptions, se2i®4, page 29).

Delete Subscription

Allows you to delete a subscription for all parser
Warning: This will delete all reference to the subscriptitt isnot the same
as cancelling a subscription (see section 2.3page 31).

Change Subscription

Enters new details for a subscription for all partn(Subscriptions, section
2.3.4, page 29).

Contacts

Adds a new contact record to all partners in theaek (see Contacts, section
2.4.6, page 46).

Partner Types

Adds or deletes a special type designation toatingrs in the extract. Takes
you toType List ScreerSelect the special type and click Add or Delete (
Close to cancel the operation.) Adding or deleting wilit all the partners
in the same state; it doesn’'t matter whether otm®t had this type before.

No solicitations

Allows you to mark all partners as ‘no solicitatgdnwhich means that they d
not wish to receive requests for donations ($eesolicitations page 24.)

Receipt frequency

Allows you to change all partners with regard tpttle frequency at which gi
receipts are sent, and (2) whether all gifts shbeldeceipted for this partne
(see section 2.5.2, page 51).

Email Gift
Statement

Allows you to set or cancel this condition for pdirtners. Setting this
condition means that the partner receives notificadby email of gifts made

n)

to them (se&mail Recipient Gift Statement, page 52 ).
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5.1

5.2

Chapter 5 Printing Labels and Envelopes

Printing Addresses - Overview

PETRA can print labels and envelopes in a number oérbfit formats. It can print sets of labels from
extracts or labels for an individual partner (eithesingle label or a number of identical labelthwi
the same address).

The act of printing requires three inputs.

» An Extract listing the partners to whom the mailing is todeat, or thd?artner Key for an
individual partner.

* An Address Layout, which describes the format of the address (whantts of the address will
be on line 1, line 2, etc.) There are differentradd layouts for small labels, envelopes, etc.

» A Label Code which describes the size of paper or form on twhie addresses are to be
printed, for example, A4 sheets of labels withl#la across and 6 down on each sheet.

To print labels you tell BrrRA which Extract (or partner), which Address Layound avhich Label
Code to use.

Labels are printed in a standard order but thisbheaaltered to meet the particular requirements of
country office for post-code mail sorting (see grtb.3.4, page 135).

If a mailing includes addresses in different coiastrRETRA will automatically choose the correct
format for any country, provided that it has beehup in the Address Tables. If not, it will use a
default format (eg for country code 99). Similatifles will be automatically changed (for example
‘Mrs’ will be changed to ‘Frau’ or ‘Madame’, etdf)this has been set up in the Address Title
Override Tables. If these have not been set up, FBERA will use an existing (default) format.
Chapter 3 explains how to maintain the Address §abl

Labels will be printed to a printer that can useeth of labels. However, it is also possible tintpr
the labels to the computer screen to check thaubig correct. This can be a useful way to avoid
wasting labels, especially on a large print rurd for new users.

When you print labels, either to printer or to stref=TRA stores the output data irLabel Report.
It is possible to reprint this report without hayito select all the input items a second time.

This Chapter only explains how to print addreselsland envelopes. You may wish to print an
address at the top of a letter (so that it carele@ shrough a window envelope). Printing in letters
explained in Chapter 6, Form Letters. Section %#aéns what to do before printing. Section 5.3
explains the different steps in printing labelsngsan example.

Preparing to Print Addresses

Before beginning to print you must make sure thatrghing needed for printing is ready. Normally
you will have to create a new Extract to give artaydate list of partners and their addresses. The
Address Layout and Label Code will already exidess this is the first time that your office has
done this sort of printing.

The Extract (Partner List)  Chapter 4 explains how to create an Extrads.ibrmally best to
create a new Extract every time that you wish totpin order to make sure that it contains the
correct list of partners and up-to-date addresses.
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It may be easier to make several printings usiffgrdint Extracts, than to combine everything into
one Extract. For example, if you are mailing a patlon, it will be easier to use one set of lalfets
all partners who require a single copy, and a sttsehfor those who require multiple copies.
However, to do this you will have to create twdeliént Extracts.

Address Layout ~ When printing you must say which layout you wislugse. Chapter 3 explains
how to set up layouts. The standard address ldypas used for printing labels and envelopes are:

* Envelope For printing directly onto envelopes
* SmlLabel For printing onto small labels.

Label Code In order to print onto sheets of labels, you neekihiow the code for the type of label
sheet. This will already be set up, unless ththésfirst time that your office has used this sirt

label sheet. Envelopes also need a ‘label codadéfime where the address is to be printed. Setting
Labels is explained in therSTEM MANAGER GUIDE.

5.3 How to Print Addresses

New users should read th&@RAL USERGUIDE, which explains the basic steps in printing. Setcti
5.3.1 gives a worked example of printing labels:ti®a 5.3.3 explains special steps when printing
labels for a subscription mailing.

5.3.1 Printing Labels from an Extract

In the following example the labels will first bprinted’ to the screen to check that the format is
correct. The Label Report is then re-printed todbmputer printer.

5.3.1.1 Set up and Print to Screen

Example: You wish to print some small labels foilim@ga letter to a group of partners. The letter
tells them about a special meeting about a futisi of the ship Doulos to Switzerland.

1. First you must create an Extract of the partnetsetmailed. Section 4.2, page 99, explains how
to do this, and here we assume that you have glieradted an Extract DOUSWITZ.

2. From the menu bar of tHeartner System (Welcome) ScresslectMailing , thenLabel
Print . ThePrint Label Selection Screeppears.

erin Label selectin x
Prink Labels For:
& Extract... ”W Partners in Switzerland.
i Partrer... |
Sark by lm
Address Layout: ISmILabeI 'I Repeat Label(s): Il— Wieww Sheet Settings =
Label code: IIXEE ﬁ Sheets of 8 labels down

Mailing Code on Label  {Optional)
Mailing... ”DOLILOS-l

Figure 5-1 Print Label
Selection Screen

Invitation - Doulos in Geneva
[~ Update Subcription Issues Received

[~ Suppress System Labels

(o4 I Cancel | Help |

3. Fill in the data fields as follows:
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4.

Extract Click on theg Extract | button. AnExtract Find Screemppears. Use this to find the
extract DOUSWITZ, or just click tHeearch | button to see all extracts. Highlight
DOUSWITZ and click th¢Accept | button. (If you are only printing labels for onarmer,

then click| Partner] instead ofExtract].

Sort by Select whether you want the labels to be sortedipeof by Postal Region . If
by postal region, then this groups by country anstal code.

Label Code Select 3x7. This is the code that the office deesheets of small labels, with 3
label across and 7 down on each A4 page. To clhecidtails, select a Label code and
then click view Sheet Settings > | . This displays the label detail.

Address Layout You are printing small labels, so use the drop+atwtton to change
Envelope toSmlLabel .

Mailing (This step is not essential.) It will be usefulse a Mailing code so that you can
easily record who received this mailing. Clickilings|. Select the code from the list, or,
if it has not been created, cligkew | and then add a new code as described in secton 3.
page 92). This code will be printed on the labafa] will help office staff to know what
to put in the envelope.

No of Labels for Partner Leave this at 1 for our example. If you wish toapmore than one
label for each partner, the number can be entexssl h

Update Subscriptions Received Do not check the box, since you are not maiding
Publication.

Suppress System Label$PETRA normally prints a heading showing the extract wsadlthe
number of partners. If you do not want this, chiekbox to suppress theséote: Petra
also prints ‘end of group’ labels after each adslig®up. These can be switched off in the
System Manager module, by going to System Parameted changing Gap Labels to the
value 0.)

Click [0K]. TheStart Print Job - Labels Scre@ppears. Select destination Screen, and print in
the normal way (seeEBIERAL USERGUIDE). The addresses are now printed to the computer
screen.

Check that the print looks to be correct. C[iok]. This returns you to theartner System
(Welcome) ScreemNow reprint the Label Report and print to the poer printer (see the
following section).

5.3.1.2 Reprinting a Label Report
Note: Reprinting is explained fully in theEBIERAL USERGUIDE, along with typical screen shots.

1.

From the menu bar of tHeartner System (Welcome) ScreselectMailing |, thenLabel
Print . ThePrint Label Selection Screeppears (see step 2, in section 5.3.1.1, above).

Since we are printing an existing report, ignospst3, 4, 5 and 6, and just cl{ck]. This takes
you to theStart Print Job - Labels Screen

In the top left of the screen cligkeprint , and then thESelect Report | button. TheSelect Report
Screerappears.

Select the report that you printed to the scregmeference to the date and time. Cliok]. This
returns you to th&tart Print Job - Labels Screewhich has now been updated to show the
selected Label Report.

Change the destination to the printer, as desciib#te GENERAL USERGUIDE, and click oK.
The labels will now be printed to the printer.
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5.3.2 Printing Labels or Envelopes for One Partner

It is possible to print a single label, or a seideintical labels for one partner, without needimg
create an extract. The method is similar to thatdkeed in section 5.3.1, but the following stagie i
different.

1. When thePrint Label Screems shown (Figure 5-1), instead of selecting amatf click the
button. This brings up Rartner Find Screen

Use thePartner Find Screeto select the required partner and cfiok .

Enter the number of labels required for this par{say 12) and clickok|. Then continue as
before.

4. In theStart Print Job Screerselect 1 copy (each copy will contain the nundfdabels that you
have asked for. If you ask for 12 copies of theorepou will get 12 x 12 or 144 labels!)

5.3.3 Labels for Subscriptions
PETRA provides extra facilities for use when printingé¢s to mail Publications.

» With bulk mailing, labels can be printed which shitlv@ number of copies to be sent to each
partner, to help the people filling the envelopes.

» PETRA can automatically update the partners’ recordshtawv that they have received an
additional issue of the publication.

» PETRA can print on the label thmublication label code(s)so that office staff know what to put
in the envelope. (This is useful if several pulilimas are being mailed at the same time.)

The following procedure explains the key differen@®m ‘general’ label printing, and it will be
useful to refer to the example in section 5.3.Y@sread it.

1. Create a Publication Extract (see section 4.2 de |99). You can create a single extract if you
have several publications to send at the same Tilie.avoids sending two items to the same
address, which can be wasteful in postage. Youoaduce different extracts for those partners
who receive a single copy of a publication and ¢heho receive more than one copy (bulk
mailings) if you wish, or a single extract can u# both.

Note When you create a Publication Extract you will ls&eal if you wish to print labels. If yo
say| Yes|, this takes you directly to the Label Print Screen

[

2. When you bring up thBrint Label Selection Scresgiu can use the special publication facilities.

Page 134 Version 2.2a (Apr 2008)



Partner User Guide — Chapter 5 Printing Labels and Envelopes
Print Labels Fors
& Extract... ||SHIP-SHO Subscriptions to Ship to Shore Publication
i Partrer... |

Figure 5-2 Print Label Selection Mailing Cade on Label (Optianal)

Screen after selecting Mailing, . ”—

subscription

Address Layout: ISmILabeI 'I Repeat Label{s): Il Wieww Sheet Settings =
Sheet Style: ISX? ﬁ Sheet of 3 by 7 Labels

¥ Update Subcription Issues Received CLEARWORD =

Publication Codes: |[INDEED
IMDIA-ENG

M

¥ Publication Codes on Labels RELAY
RUMCERIEF

[~ Suppress System Labels
UK-ANMRPT
LIk-MCONTHLY LI

(o4 I Cancel | Help |

When printing labels for a publication, click oretipdate Subscription Issues Receivelox.
When you do this, the panel at the lower right appeshowing the different publications. Select
the publications for which you created the extractselect more than one, hold down the <Ctrl>

key

as you click on the publication. This causesfollowing:

When the labels are printedsRA will check to see which of the partners in theract
receives each of the publications highlighted anli$t. Partner’s records will be updated
to show that they have received an additional affifzie publications that they are being
mailed.

If you also check thBublication Codes on Label$ox, then on each label the
publication code will be printed showing which bétpublications they should be mailed.
If a partner receives several copies of a pubbcatihis will also be shown. This helps the
mailroom staff to know which publications to sendeach partner. For example, imagine
that the publications Indeed and Ship-Shore arie being mailed.

Carmen Gonzales (IN SH:4)
indicates that Carmen should be sent one copydefdd and 4 copies of Ship-Shore.

Warning! If you selectUpdate Subscription Issuesthe partners’ records will be updated, eyen
if you print to screen. Be careful only to do thisce for each mailing. If you print first to screzs
a check, the partners’ records are updated attithat To avoid updating the partners’ records
twice, you should not start again from the LabehtPmenu. Instead, reprint the report (sectjon
5.3.1.2, page 133).

5.3.4 Mailsort Label Printing

When using th&rint Labels menu command, labels are printed after sortirtgerfollowing

order.
1.

2.
3.
4

Undercover countries - which will be handledasegely

Sort by International Postal Type (area of tloelavfor which different postage rates apply)
Sort by country

Sort by postcode
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In some countries the post office charges a redtatedf items are sorted in a particular order.
Mailsort Label printing is used to allow the items for the homerttry to be sorted in a particular
order.

Before Mailsort Label Printing can be used, the@trdata must be entered inteTRA by the
System Administrator (seerSTEM MANAGER GUIDE).

To print in mailsort order, go to thartner Welcome Scregand from thévlailing menu, select
Mailsort Label Print . After choosing this command, the procedure ictyahe same as for
normal label printing.
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Chapter 6 Form Letters and Mailmerge

6.1 Introduction to Form Letters and Mailmerge

Form letters are standard letters which can betsemmnhumber of
different partners; the main text for each is thme, but all
letters are slightly different (for example thegliude the name of
the person to whom the letter is sent). The opmnas the same as
that of ‘mail merge’ in a word-processing prografaTRA can itself
produce form letters, and can also export some@adata in a form
that can be used in a separate word-processoregdgheet, etc.

Form letters are usually sent to a group of pastneimg an extract, but it is
possible to send a standard letter just to a sipalmer.

Form letters almost always include the name andesddf the individual

recipient at the top. However, it is possible tcliile other specific information relating to that
partner in the body of the letter. Details of gfftsm a partner can be included, and so form Igtter
can be used to generate acknowledgement letteish witlude gift summaries. However, the system
for Gift Receipting in the Finance Module givesapar flexibility in layout for designing formal
receipts (see theNANCE USERGUIDE).

Section 6.2 explains in general terms havEh generates form letters; it is important that users
understand the process before actually creatitgy¢etSection 6.3, page 140, gives detailed
instructions on how to create and print form lettéroth simple letters and more complex ones
including inserts. Some of the items used in enflatter are set up and saved in Form Letter Tables
These are explained where necessary as part ofdtractions, but a more complete description of
each of the Form Letter Tables is given section 6.4

An alternative Instead of usingeERA's Form Letter facility, you may prefer to UseTRA’s
Mail Merge facility to export the relevant datadriorm that you can then import into your word-
processor, spreadsheet, etc. THugract Mail Merge facility is described in section 6.5, page 156.

6.2 Understanding Form Lettersin P ETRA

6.2.1 Parts of a Form Letter

This section explains how the different parts &bran letter fit together. It is suggested that new
users read this section, then the examples inose6tB, page 140, and then this section again.

To print a form letter up to six items may be nakdéhese are illustrated in Figure 6-1.

» Extract or Partner Key - the list of partners (+ addresses) to whom ¢fted is to be sent, or the
individual partner if the letter is only being séatone partner. Chapter 4 explains how extracts
are generated. For each printing of a form letiee extract is used, but the same form letter may
be printed several times with different extracts.

» Address Layout The address layout to be used on the printed léttem letters will normally
use the address layouty _head, but may use any other layout that has been sbtrtipe local
office. Section 3.4.2, page 84, explains how addi@gouts may be set up. If an address layout
such ad.tr_head has been defined for several different destinatmmtries, BTRA will
automatically use the correct one when printingléieer for each partner.
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Formality Form letters normally start and close with phgagf greeting, which may include a
name. The formality level allows an office to sptdifferent greetings for formal or informal
situations, and for men and women, e.g. Dear Svear Madam (formal), Dear George or Dear
Mary (informal). When printing a form letter, youst select the level of formality required. [A
PETRA user can also set up a special sébaetingsto be used for one particular partner, such
as a relative. This is explained in section 6.gagje 153.]

Body The body text is the main part of the lettere Thain text is the same for all recipients,
but it can include markers to show that additiomatds should be inserted at one or more places
in the letter at the time of printing (see nextriténserts).

Since a@orm Letter Body is almost always used with the saR@mality andAddress Layout,
these three items are selected together and @altedm Letter Design.

Figure 6-1

Typical form

[T ============= 1
letter, showing 1 Stephen Taylor

the different

parts

Inserts These are small, variable items such as dateseqlavents or amounts of money, that
may be inserted into a standard body teerts allow a standard letter body (such as an
invitation to a training seminar) to be used fdfatient occasions (for seminars in different
places). Inserts may be the same for all recigantners in the extract or different for each one.

Sender The name of the sender, to be included at the &tidedetter.

}tre;et

Extract contains
list of partners to
receive letters

1

1

| 1

I__J' Mr & Mrs T_Gray ! '
i

1

1

- -Mrs Ann Jones.

L
I Mr John Smith Ed ' F--
1 127 Starfield Street | - -t
/: Ipswich | |

' 1P4 5]
Address U _Q _______ |

layout

":rDear OM Friend

] We are pleased to be able to tell you that a team the ships
office are visiting several towns in the UK to gidetails of the
\ newly purchased sail training ship. One of the @néstions will
be in your area, and we do hope that you will He tdocome

% _ | Formality and to tell others who may be interested.
*+[ controls
fm e m o e e e memm—eem_ .,
the The meeting is scheduled for_ Tuesday 24 March 1988an€—_|
wording of and will take place &tthé Méthodist 'C'h'u'rc':ﬁ,'[éﬁgs's&t'o'riﬁ——
opening (( TTTTTTTTTTToTTTTTomTmooTommooT -
and Further details are available from Susan WhiteQ1el73 7124.
closing (|  fTTTTTTTITTTTTTTTTOOOS
t. //'l ------ M aarall
greeungs :Yours smcerely

(Publicity Department)
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The example in Figure 6-1 explains these diffepamts. TheExtract controls how many different
letters are printed, and to whom they are addre§desiAddress Layout controls the format of the
address (for example, where the post code is pugBody is the main message. TRermality
controls the opening and closing greetings used SEmderis the name that appears at the end. The
Inserts, if used, may be the same for each recipientféeréint for each.

6.2.2 Main stages in Producing a Form Letter

The main steps in creating and printing a formeledire listed below. Figure 6-2 shows how the
different items are used. A number of items (e@dyBand Form Design) must be set-up before the
printing operation, and these are saved as emtriésrm Letter Tables. Detailed instructions are
given in section 6.3, page 140; the following dgdn is an overview of how to print.

_________________

Address : | =
i Inserts |
Body Layout Formality | nserts :
Different for Same for
each partner§ all partners
v
Form Design Extract
Before Printing
Figure 6-2 Items required for o
printing a form letter On Printing Sender
v

Print Letter

Print Labels

Before Printing
1. Create théBody of the form letter, using the Form Letter Body Teab
2. Check that a suitablddress LayoutandFormality already exist.

3. Use the Form Letter Design Table to createRbiem Designby grouping together the three
items mentioned in 1 and 2.

4. |If your letter is to go to more than one partneeate arExtract of partners who you wish to
send to.

5. If you are usingnserts, make a note of exactly what information you wislinclude at each
insertion point in the body text. If the inserts aifferent for each partner, use the Load Inserts
into Extracts commands before printing. &#wlerstanding Inserts later in this section.

At the Time of Printing

6. When you use thEorm Letter Print command, you first need to select the requifedn
DesignandExtract (or individual partner).
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6.3

7. Enter theSender'sname. On the print screen you can also make gangtatents necessary to the
layout of the letter(margins, position of date,) etsing the options provided.

8. If you are usingnserts, PETRA will then prompt you to enter the insert contentdess you have
already done this.

9. Print to screen to check the layout.

10. Print the form letter again, this time to the pemnt

Understanding Inserts

Figure 6-2 shows two ways of using inserts — thay either be entered at the time of printing, or
“loaded into the extract” at some time before pnigt Here is a brief description of how this works.

If the same(identical) inserts are being used for all parghérey are normally entered at the time of
printing. Suppose a letter contains 3 insertsdhathe same for all partners (for example a standa
invitation letter contains a date, a time and &@lall as inserts). When you print, a series deh
dialogue boxes appears, each asking you to erdeatata for the next insert. When you have entered
the last of the three, all the letters print. Thgeirt information is stored automatically in therRo
Letter Insert Table, so if you then need to repitiet same letter body with the same extract, tizere
no need to enter the insert data again.

If different inserts are being used for each partner, thenpipssible to use the same procedure as
with the identical inserts. In this case, when pant, FETRA will display dialogue boxes for each
insert for each partner. So, if there are 3 insant 25 partners, you will see a series of 75 disdo
boxes, asking you for: “Partner 1 insert 17, “Partd insert 2", “Partner 1 insert 3", “Partner 2eint
1", etc. Since this may take some timeTRA allows you to enter the inserts for each partsex a
separate operation before printing. You can thextklor edit them before finally printing.

Once inserts have been entered, either at thedfippenting or beforehand, they are stored
automatically in the Form Letter Insert Table, whitas a separate record for each combination of
“Form Letter Body + Extract + Partner Key”. (Themaries can be accessed from Mentain
Tables menu, so it is possible to correct any errors eitrentering everything again.)

What actually happens is as follows. When you paifdrm letter, BTRA looks in the Form Letter
Insert Table for a record containing the requirekrt information, for each combination of “Form
Letter Body + Extract + Partner key”. If it findlse record it needs, it will print the letter ftrat
partner. If it does not find it, then it will pregedialogue boxes asking you to enter the missisgri
information. Incidentally, when the same (idenfidakerts are used for each partner®a actually
does the same thing. In this case the insert irdtian is also stored in the Form Letter Insert €abl
as a single record with the Partner Key 0000000000.

Tip In cases where the same inserts are to be useadh partner, it is sometimes quicker jus} to
edit or create a new body text, and to includenddirmation as part of the body. However, in the
case of a standard letter which is used regulérlg,best to leave the body unchanged and to|use
inserts, in order to avoid the risk of printingedtér containing old information.

How to Write and Print a Form Letter

The first part of this section describes how taeva simple letter, with no inserts. The later isest
describe how to use inserts, first where the issam@ the same for all partners, and then for thieem
complex case where inserts are different for eactnpr.

As explained in section 6.2, to create and priforen letter it is necessary to use Form Letter &abl
The instructions in this section explain in sim@ems how to use these tables, but a fuller
description of each table is given in section fage 148.
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6.3.1 Simple Form Letters (No Inserts)

This section explains how to write a simple forittde with no inserts, to be sent to a number or
partners. An example is used to explain the opmrati

Example: You wish to send a short letter to a nurobeartners living in Winnipeg, Canada, to
invite them to a meeting.

1. Form Letter Body First create thEorm Letter Body. On the menu bar of tHeartner Screen
selectMaintain Tables , thenForm Letter Tables , thenForm Letter Body and
click [New]. TheForm Letter Body Screemppears.

¥ Form Letter Body Maintenance -10] x|
File Edit Help
Body Mame: Cwiner; [KEMF File: |
Description: |Invitation ta Winnipeg Meg - June 07
Farm Letter Body Text:
Use = Faor kext inserts, Use Field inserts of this format: eg. <MPF<
Figure 6-3 Form Letter Body -l
Screen (example with no As one of our supporters, we would like to inform you about a team from various countries will
inserts) be in Winnipeg For the week 10-17 June, We would like to invite vou to a special meeting to be
held at 7,00 pra on Wedensday 13 June at The ark, Cumberland Avenus,
The evening will start with refreshements, with the main program commencing at 7,45 pm.
Save Close
Enter the form letter body Body Text

Choose 8ody Name(code) and enter a cleBescription. Then type your letter in the box.

It is not possible to use text formatting suctbaldl. If you require a new paragraph, press the
<Enter> (or <O >)key twice. For how to add indents, see sectidnl6pagel49.

Do NOT include an opening or closing greeting (Deater, yours sincerely, etc), unless you are
going to use a ‘blank’ formality. Clidksave | and| Close |, then| Close | again.

2. Form Letter Design  Next, we prepare to create an appropfiaten Letter Design. In this
example we assume that an appropratdress Layouthas been set up (for more information
on this see section 3.4.2, page 84.) We need tkakichFormality level to use. Select
Maintain Tables , thenForm Letter Tables , thenForm Letter Formality , to
see existing formalities. In our case we will chotevel 3. (For more on Formality Levels, see
section 6.4.3, page 150.)

3. From theForm Letter Tables menu, seledform Letter Design , and click New |.
TheForm Letter Design Screeappears.
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[® Form Letter Design Maintenance 4 -10] x|

Flle Edit Help

Design Marne: [KO1-WIN

Description: [Design For Winnipeg invitation

Address Layvout Code: |Ltr_head 'I

Figure 6-4 Form Letter Design Farmality Level: |3 ,I

Screen
Body Code: IKUI-WIN E Inwitation to Winnipeg Mkg - June 07

[ I Delete | Save Close |

Enter data or press ESC ta end. i

Enter an appropriateesign NameandDescription. In this case we have used the same code as
for the Body (KO1-WIN). Select the Formality Levbht you checked just now (level 3), and the
required Form Letter Body (also KO1-WIN in our exaen) Click|Save] and| Close |, then| Close |
again.

4. Extract Nextwe must create an extract of the peopsetal the mailing list to, as described in
Chapter 4, page 97. The extract name we have cli®gelVINNI. We are now ready to print
the form letter.

5. Printing From theMailing Menu, selecForm Letter Print . TheForm Letter Print
Screerappears.
Form etterprme x
Form Design: [KO1-WIN ﬂ Design For Winnipeg invit
Extract Mame | |K-WINNI

Choose Partner| 0000000000 Copies: O

V¥ Inside Address Layout: ILtr_heacI 'I IV Prink Labels

Address Postion: Calurmn: Il R Il

Date Paosition: " Before Address * s Mo Date

Gap After: Date: IZ Address: |5

. ) Layouk Definition: Left Margin: Il Width: ISD
Figure 6-5 Form Letter Print =altation Position: Column: |_l Lines to name: |_l

Screen
" Select sender From user % Enker own sender

Enter Sendet's Mame: IPam Ricahrdson

Closing text:
(Publicity Manager) ﬂ
&l
(o4 I Cancel ﬂ;lpl

This screen allows you to select the letter thatwant to print, who to send it to, and a number
of options about the actual layout. We will firsinsider the main items of content, and then the
additional items which allow you to control the day.

Form Design Select the required design (KO1-WIN) using thepedown list button.

Extract Name K-WINNI is the extract in our example. You cape this, but you can also

click the[ Extract name | button; this will bring up a Find screen to allgou to search for
the extract. If your letter is just to go to onetpar, then instead of an extract, click

to bring up a find screen to select the partneraddress required.
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Tip If this is the first time you are printing a foretter, instead of the extract, first print fasf
one partner to check that the letter appears oarpapyou want. The print again using the whole
extract. ThePartner option is also useful if you need to reprint agtenletter to correct an error.

Inside Address Check this box, since we wish the letter totstdth the partner's name and
address.

Address Layout The Address Layout to be used (enter the ong insthe Form Design,
normallyLtr_head).

Print Labels If you check the box,EBRA will offer to print labels after printing the letts.

Sender’'s Name Click Enter Own Senderand in the box type the name of the publicity
manager who has set the visit up. (The alternégite select a name from the user list.)

Closing Text This allows you to put a final line following tiame. For our example, delete
the text which is there and type ‘Publicity Manager

The remaining items allow you to make adjustmenthi¢ layout of the letter. Figure 6-6
illustrates how these items affect the layout efldtter.

[ Address position rows down ]I

Mr Alastair Brown Select date
( Address position ] 127 Langdale Ave before
i inni or after
columng from margin Winnipeg

_________________________________ NE __RB3 _Sf//,/ address
]CBapeferaddress ] PRy
I [ Gapafterdate |

Dear OM Friend

L=z one of our supporters, we would like to inform you
abhout & team frow various countries will be in Winniped
for the week 10-17 June. We would like to invite you to a

Fﬁgure 6-6 Layout special meeting to be held at 7.00 pw on Wednesday 13
measurements in June at The Ark, Cumberland ALvenue.

Form Letter Print

Screen The ewvening will start with refreshments, with the main

progrsm commencing at V.45 pm.

WMe are also looking for accommodation for some of the
testm of visitors for the week. If vou think that wvou
could help by offering accommodation for the week, please
contact us at the office.

—Tours sincerely
Salutation -
position

Pam Richardson
[Publicity Department)

Left [. Layout width in columns 1
Margin

Date Position Click to show if you want the date to be printeiore or after the address.

Address Position Enter the position on the page (row and column rennvhere you want
the address to be printed. If you have chosenve ttee date before the address, this will
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be the position of the date, not the address. Tinaoer of rows will be from the top of
the ‘printable area’.

Gap After Enter the number of lines to be left blank afterDate and after théddress.

Layout Definition If necessary, adjust theft Margin andPage Width (number of
characters). For our example we use a left-hangimaf 1 column and a width of 80
columns.

Salutation Position Enter the position on the page where you want libgng salutation to
be printedColumn Number is the distance from the left-hand mardimes to Sender
is the number of lines between the closing salmafeg Yours sincerely) and the
Sender’'s Name.

Click [oK]. This takes you to &tart Print Job Screen

6. Select the Printer and Cli¢RK], then[OK] again to print in the normal way. It is usuallg@od
idea to print to the screen first, so that you claeck that the content of the letter is what you
want. You can then print again to the actual printe

Tip — Faster Reprinting If you print to screen and all is correct, theyeno need to use th
Form Letter Print command a second time. You cah japrint the “Report” of your previod
printing to screen. This avoids the risk of makigistake. From theERRA main menu (not the
Partner menu), sele&ile thenReprint Report . You can now select the Form Letter that
you just printed, according to the time of printiagd print it again, this time to the printer.

\umm

6.3.2 Form Letters with Identical Inserts for all Partners

Suppose that you have a standard letter that y@omisnany occasions, but with slight variations.
For example, a presentation is to take place israétowns. You want to send an invitation to
partners in each of the towns, but the dates andegewill be different for each town.

It is possible to create a letter body which hdanrks’ for the dates, and venues. When you priat th
letters for partners in a particular towrETRA prompts you to enter the data relevant for that
particular printing. The items entered into thddanks’ are known as inserts. The following example
is for a situation such as that described, whezariberts are the same for each partner in a phatic
town. RETRA also allows you to use inserts which are diffefentach partner, and this is described
in the next example (section 6.3.3, page 147.)

Example: A drama group is making 8 presentatiornthéUK. The first is to take place in Bristol on
8 May 2007. There will then be 7 other similar pemfiances in different towns later that month. You
need to send a similar letter to partners in eatthe 8 towns.

Since many of the steps are the same as in theopsegxample, references are given to the previous
example where appropriate.

1. First create th&orm Letter Body. On the menu bar of tHeartner ScreerselectMaintain
Tables , thenForm Letter Tables , thenForm Letter Body and clicKNew]. The
Form Letter Body Screesppears.
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% form Letter ody Maintenance =R
Flle Edit Help

Body Mame: IKDRAMF\ Cnaner s IKENF File: Ikl:lrama.txt

Description: IInVitiation ko Drama Production

Faorm Letter Body Text:
Use = For kext inserts, Use Field inserts of this format: eg. <MPF<

e
This is to let ywou know that a team from Asia are touring the UK and will be putting on a drama

Figure 6-7 Form Letter Body

Screen, for creation of form production near vou, The production wil take place =,

>
letter bOdy (NOte the USEI of wWe do hope that wou will be able to attend. For any Further information, please contact the
symbols to show where inserts local organiser .

will be used.
) ‘We look Forward to seeing you,

||
[ Delete Save Close |
knter the farm letter body Body Text i

1. Choose 8ody Name(code) and enter a cleBescription, and type your letter as described in
the previous example (page 141.) There are twositgimformation that will be different for
each of the 8 cities in the tour (the date anchdrae of the local organiser). Where this data is to
be inserted, enter a > symbol, as shown in the pbarRETRA will enter the insert text in place
of the > character, with no additional spaces leeéorafter, so remember to add a space where
you need it.

2. Prepare the data that you want to add in the im$ertall the different places. You can type this
when RETRA asks for it, but it may be easier to use a womtessor to get it all ready in advance.
Then you just need to copy and paste the reletamisi It is not possible to use formatting like
bold or italics.

Inserts for Bristol

Friday 8 May 2007 at 7.45 p.m. in Bethel ChapBh &liftonwood Road, Bristol

Mrs Paula Ruddock (Tel. 0117-299-56743)

Figure 6-8 Data for Inserts,
prepared in text file Inserts for Glasgow

Wednesday 11 May 2007 at 7.30 p.m. in Bothwell&tBaptist Church, Glasgow

Dr lain Henderson (Tel. 0131-996-79345)

etc.

3. Create &orm Letter Design and then aikxtract of partners for the first city (Bristol), as
described in the previous example. In our exaniped are named DRAMA-1 and KDRAMBRI
respectively.

4. From theMailing Menu, selecForm Letter Print . TheForm Letter Print Screen
appears.
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Choose Partner| [ooo0o000000 Copies; 1
¥ Inside Address Layout: |Lkr_head ¥ IV Prink Labels
Address Postion: Column: |1 Row |1
Diake Position: 7 Before Address % After Address € Mo Dake
Gap After: Date: |2 Address: |0
. . Layout Definition: Left Margin: |1 Width: |20
Figure 6-9 Form Letter Print ol e o
. . i ition: alurnn: ines ko name:
Screen for case with simple Salistoploat ey
inserts, the same for all partners (™ Select sender from user * Enter own sender

in the extract.

x
Figure 6-10 Insert Dialogue
Screen after Pasting First Insert  sert [at 7,30 o Friday, & May 2007, at Bethel Chapel, Clfton

Form Letter Print ﬂ

Farm Design: [DRAMA-1 ﬂ Inwitation letter For Dra
Exfract Mame | |[KDRAMERI

Enter Sender's Mame: |Pam Richardson

[ Create Mew Inserts {+ Same inserts - DiFfe@

Clasing text
{Publicity Manager) J
(o4 I Cancel %

Select the Form Design and Extract Name, and ali@r as in the previous example. However,
since the selected form body contains inseg3RR displays an additional line of entries on the
screen (circled in Figure). Select the opt@ame inserts since we want to use the same inserts
for each partner. Do not cheCkeate New Inserts— this relates toeprinting a form letter , as
explained at the end of this example. C[iok].

A dialogue box appears, for you to type in the fekthe first entry. If you have prepared the
data already, then you just need to copy it toctboard and paste it in. The size of the insert i
not limited to the length of the box — the textadlsrwithin the box. If necessary use the left/tigh
cursor keys to scroll beyond the edges of the box.

Click and a new dialogue box appears for the second ifrseme of contact person), which
you enter in the same way. Cligk] again.

The Start Print Job Screeappears. You can then print the form letters khegito screen to check
them, or to a printer.

If you selectedPrint Labels on theStart Print Job Screerhen after printing the letters, the label
print screen appears, allowing you to continue @niat the labels for the extract you are using.

Reprinting a form letter which includes inserts

As described earlier (‘Understanding Inserts’, padg@), when you enter inserts for a particular
combination of form letter body + extract, these stored in the Form Letter Inserts Table. If you
reprint the same form letter with the same extf@etRA will not ask you to enter the inserts again,
because it already has them. However, if they do@ta error, you might want to correct them. In
this case when printing for the second time, clibelCreate Newbox on the=orm Letter Print
Screen(see Figure 6-9). In this caseTRA will ask once again ask for the insert informatiemen
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though is already has an earlier version. Remenab@ncheck the box if you do not want to have to
enter the data again!

6.3.3 Form Letters with different inserts for each partner

Sometimes you want to send the same letter to deuof different partners, but with certain items
changed for each partner. There are two ways thido

1) The first is virtually the same as for a letteth an identical insert for each partner (see joev
section.) The only change is that on Bwem Letter Print Scree(Figure 6-9, page 146) you select
Different Inserts. When you print, PBTRA will present you with the insert dialogue boxesdach
partner in turn, so you can enter different dataech partner. If the letter has 2 inserts, aedetlare
twelve partners, the same 2 boxes will be presel?ddnes. The partner key and name is displayed
to show which box is being displayed.

2) The second allows you to view the dialogue bdgegach partner in the extract and enter the data
before printing, rather than as part of the maintjrg operation. This method is particularly ugefu
when there are many partners, and is explaingakifiailowing example.

Example: You want to write the same letter to 3f2dént people inviting them to come for a
personnel interviews at different times and oredéit days.

1. Create the form letter body, form letter design exulact of partners in the same way as for the
previous example (for identical inserts). Use theharacter wherever there is to be an insert.
There will be two inserts, one for the time and forehe date.

Prepare a list showing the date and time to eotezdch individual partner in the extract.

3. From the menu bar of theartner ScreepselectMailing thenLoad Inserts into
Extracts . ThelLoad Inserts into Extracts Screappears.

Load Inserts into Extracts ﬂ

Extract Mame ||APP-INT

Figure 6-11 Load Inserts into

Extracts Screen Body Mame: [INT-IMY ﬂ Invitation ko interview F
K Cancel | Help

Select theExtract Name and theForm Letter Body Name, and clicK oK. The Form Letters
Inserts Dialogue box appears, for the first partmat the first insert, the time of interview. (Note
— the partners may appear in ascending order trigrakey.)

Form Letter Insert Dialogue: ﬂ

Partmer: 0010000004  \Watanabe, Yukiko, Miss

Figure 6-12 Form Letter Insert

. I 3 10,30 a.m.
Dialogue Screen neer !

4. Enter the required data, and cljcgk]. You will then see the second insert for this peart Enter
the date of the interview. Continue until you hawntered all the inserts for all the partners.
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Note — pre-existing data  If insert data has already been entered forpgaitner in this “extract
+ body” combination, then you see a dialogue bdinasif you wish to edit it. If you clickYes]
you will be taken to thé-orm Letter Insert Tablewhich allows you to edit the inserts. This
shown in Figure 6-18, page 154, in the section Whiescribes this table.

S

5. The data has now been loaded. When you are regaintdhe letters, follow the instructions for
actually printing in the previous example (identiceserts). When thEorm Letter Print Screen
appears (Figure 6-9, page 146), make sure th&bete Newbox is cleared, and thBifferent
Inserts is selected. If th€reate Newbox is checked, then you will be presented wittihed
dialogue boxes and have to enter the data again.

6. Editing Data before Printing Suppose that you have loaded inserts for 5t@arinto the
extract and are ready to print, and then you redliat the inserts for one partner need to be
changed. You do not have create new inserts fgraathers again. Instead you can find the
record in the Form Letter Inserts Table for thatmer for the extract and form letter body you
are using and edit it. This is explained in 6.4#&ge 153.

6.3.4 Form Letters Including Partner Data

6.4

Sometimes it is necessary to include individuatrgardetails in the body of a form letter. If Petra
contains the data, it is not necessary to ents &n insert; instead a special code can be used.

An example is printing a batch of letters acknowjied the receipt of gifts; each letter must contain
finance information relating to the individual pzet. In the body of a form letter it is possible to
include codes to indicate that details of a pagiggts are to be included. For example including
<G87SQ< in a letter will includ&ift information for the individual partner from lgdr87 in the

form of aSummary of gifts over the laQuarter (3 months). Full details of the optionsiactuded

in section 6.4.6, page 154.

Individual names are often included in salutatiadg. ‘Dear Dr Livingstone’), and this is explained
in section 6.4.6, page 154.

Form Letter Tables

Note This section describes all the form letter talahedetail. If you are learning how to use form
letters for the first time, it is recommendeat to read this section at one sitting, but to follthe
instructions in section 6.3, page 140. These wipl@n when you need to refer to the more
detailed information explained in this chapter.

The Form Letter Tables sub-menu allows the follaptiables to be edited:

Table Contents

Form Letter Body This is the main text of a forrttde. It may be just one or two sentences,
or several paragraphs. The body can include ingsgtsForm Letter
Insert Table below).

Form Letter Design Selection of various items teeghe overall design of a letter (i.e. which
letter body to use, which formality level, whichdress layout type.)

Form Letter Formality The opening and closing gregt may be defined for different levels of
formality (from very formal to informal).

Form Letter Greeting This allows special greetitiggbe used for letters to particular partners

(for example those who are special friends or isedatof the sender).
These greetings are only work when used by #i®R user who created
them.

Form Letter Insert One or more inserts which cainberted into a letter. This allows a single

letter body to be used in different situationsuing different inserts.
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6.4.1 Form Letter Body

The Form Letter Body Table contains the ‘body’ aimtext of a form letter. It does not include
opening and closing greetings (which are defineithénFormality Table). It can contain references to
‘inserts’. This allows the same letter body to sediin different situations by using different irise
(inserts may be small items of text, or data). i®add.4.5, page 140, explains how to include irssert

To create a new Letter Body (or to edit an existing).

1. From the Maintain menu, seldebrm Letter Tables , thenForm Letter Body . The
Form Letter Body List Screaappeatrs.

2. To create a new Form Letter Body, clickw]. To edit an existing body, select it from the list
and click/Edit]. TheForm Letter Body Maintenance Scremppears.

¥ Form Letter Body Maintenance e =10 x|
Flle Edit Help

Body Mame: [TOUR-1 Owiner: [KEMF File:

Diescription: |Invitation ko presentation on Africa

) Form Letter Body Text:
Figure 6-13 Form Letter Body

. Use = For kext inserts, Use Field inserts of this format: eg. <MPF<
Maintenance Screen

Save Close

Enter data or press ESC to end.

3. Enter or change the various fields as required:

Body Name The code for this Form Letter Body. This carupdo 8 characters. If you type
a code that already exists, then the existing L&ely will appear for you to edit.

Owner Shows who created this letter.
File PETRA shows the file in which this letter will be storasl <Body Name>.txt
Description Enter a clear description of the contents ofi¢hier.

Form Letter Body Text Write the text of your letter. Form Letters yallow you to use a
simple text; formats lik&old, or Underlineor Italics are not possible.

If you require anew paragraph, press the <Enter> (or[& >)key twice. This will leave a
blank line and then start a new paragraph.

To start anew ling, without leaving a complete blank line beforeygy cannot use the
<Enter> key. It is necessary to type in a spe@de¢ which is “~n.” without the
quotation marks, that is: tilde-n-period. Soincude the following:

Happy Christmas
and Best Wishes for the New Year
type in the form letter body:

Happy Christmas~n.and Best Wishes for the New Year
To indent a whole paragraph, at the beginning of the papdgtgpe: <. In<  where n is
the number of spaces to be indented (typically 4).

4. Click , and theMClose].
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6.4.2 Form Letter Design
The Form Letter Design is used to set up a forteddtefore printing. This is the way that you selec
* The form letter body for this printing

* The level of formality required
* The address layout to be used on the letter

To create a Form Letter Design (or edit an existing).

1. From the Maintain menu, seldebrm Letter Tables , thenForm Letter Design . The
Form Letter Design List Screappears.

2. To create a new Form Letter Design, cliskw |. To edit an existing design, select it from tise i
and click Edit]. TheForm Letter Design Maintenance Scresgpears.

w* Form Letter Design Maintenance MI=] E3
File Edit Help

Design Mame: |MAILO3G

Description: [Letter For mailing 036

. . Address Layout Code: ILtr hiead ’I
Figure 6-14 Form Letter Design = Yr s
Maintenance Screen Farmalty Level: [1 7

Body Code: IKF130402 ﬂ Invitation to presentation on Africa, Ju

[ I Delete | Save Close |

rinter a description For this Form letter design v

3. Enter or change the various fields as required:
Design Name Enter a design name which is easy to use.
Description Enter a clear description of the Form LetteriDes
Address Layout Type Select the required type of address layout (atynb.tr_head.)

Formality Level Select the formality level required for this des(see section 6.4.3, page
150.)

Body Code Select the form letter body that you wish tdude in the design.
4. Click[Save], and thefClose].

6.4.3 Form Letter Formality

6.4.3.1 Formality Principles

The Form Letter Formality Table allows you to ahemw a letter starts and finishes. For example, in
English a very formal letter might start ‘Dear St a single man, and ‘Dear Madam’ for a single
woman. A less formal letter would be ‘Dear Mr Betiher ‘Dear Mrs Cook’. An informal letter

might start ‘Dear Abraham’ or ‘Dear Sarah’. Theteys is very flexible, in the following ways:

» PETRA can provide up to five levels of formality; howeveis best to keep things simple, and to
start with just setting up one or two. Others caratided later if the need becomes clear.

» Different greetings can be set up for differentroies. For countries that use more than one
language, different greetings can be added for kEagjuage.
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» Different salutations (initial greetings) and ergfircan be specified for all different addressee
types (see section 3.4.4, page 89).

» If no formality is set up for a particular countiylanguage or addressee typeT®a will use the
nearest appropriate one or a default formality agctbDear OM Friends'.

» If required, a BTRA user can give an individual partner their own tousised’ greeting, which
will override other formalities when that user énding a letter. This special option is provided
so that individual users can send prayers to patfaends, and is explained in section 6.4.4,
‘Form Letter Greeting’, page 153.

6.4.3.2 Planning Formality Levels

If no formalities are set up EPRA will use default settings for the opening ‘salidat and closing
text; these may be ‘Dear OM Partner’ and ‘In Hignida The following points are recommended.

 Keepit Simple Only set up those formalities that you needfiit, just set up one ‘normal’
formality level for each addressee type. Additideakls which are more formal or less formal
can be added if it is necessary.

» Write it down Before you set up any formality levels, write doexactly what you want using
a table such as that shown in Figure 6-15. Thererany combinations of addressee type,
formality level, language, etc, so keep a very ftaumote of which ones have been set up.

» Defaults Decide which you wish to be the default greetjrand set these up first.

Addressee 1 very 2 informal 3 normal 4 formal 5 Blank
Type informal

Church Dear Brothers and Sisters | Dear Brothers and Sisters |Dear friends
Figure 6-15 Couple Dear John and Sue * Dear Mr and Mrs Smith Dear Sir and Madam
Typical Planning Famil Dear Smith famil Dear Mr and Mrs Smith Dear Mr and Mrs Smith
Table for English iy y
Opening Organisation Dear Friends Dear Friends Dear Sir or Madam
Salutations Single female Dear Sue * Dear Friend Dear Madam

Single male Dear John * Dear Friend Dear Sir

Default Dear Friend Dear Friend Dear Sir or Madam

* Warning - see following warning box regarding problems with use of personal names

It is not necessary to set up all formalities. faaticular formality has not been defined exactly
PETRA will look for the nearest appropriate one in tbhédwing order:

Same addressee type and language code; lookgfariformality level first, then lower level

Same addressee type and correct formality level

Same addressee type; looks for higher formalitgll&rst, then lower level

Default type, correct level

Default type; higher formality level first, theower level

General Default type (‘Dear OM Partner’, ‘In Hiame’)

Tip — Blank Formality It is useful to have one formality level whietiery entry is completel
blank. This lets you put any special greeting ia thrm letter body itself. BrRA always adds
opening and closing greetings, and the only waprtvent this is to select a formality level |in
which every entry is blank.

~
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Warning — Personal Names  Only use Personal Names when you know that thase beer
entered in BTRA for all relevant partners. Some of the examplesvaluse names (Mr Smith,
Mary, etc). RTRA takes the names from the partner records. If patstames are used (as in leyel
2 in the above example), there can be problemsekample, a couple, James and Alison Smith
may be entered as ‘Mr and Mrs James Smith’ or eMerand Mrs J. Smith’. If you just use the
first name, this will give ‘Dear James’ or ‘Deat, heither of which is acceptable for addressing a
couple.

6.4.3.3 To Set up Form Letter Formalities

Example: The New Zealand office wishes to setuprmal (level 3) formality for each addressee
type. The opening salutations should be as in FEd@405, and the closing greeting will be ‘Yours
sincerely’ for all addressee types.

1. Write down clearly exactly what you wish to do (raaktable like that shown) and keep a careful
record. For formality level 3, each addressee typst be set up separately. So, the following
procedure must be repeated several times.

2. From the Maintain menu, seldebrm Letter Tables , thenForm Letter Formality
TheForm Letter Formality List Screesppears.

3. To create a new Form Letter Formality entry, cliséw|. (To edit an existing Formality, select it
from the list and clickedit].) TheForm Letter Formality Maintenance Screappears.

" Formality Maintenance _ O}
File Edit Help

Addressee Type Code: Il-FEMF\LE g Single Female
Country Code: INZ g MEWY ZEALAND

Language Code: IEN ﬂ English
Figure 6-16 Form Letter

Formality Maintenance Screen Farmalicy Level: |3

Salutation Text: IDear <MTF=

Clasing Text: I\"ours sincerely

Hew I Delete | Save Close |

Fnter an addressee bype code y

4. Enter or change the various fields as required:

Addressee Type Code Use the drop-down button to select the addreypecfor which you
wish to enter or edit formality details.

Country Code The destination country for which this formabhityll apply (for our example,
selectGR for the United Kingdom)

Language Code The language of the letter (used for multi-liabcountries). It is not
necessary to enter this unless you are using rharedne language.

Formality Level Select the formality level that you wish to aefi for our example we will
use level 3.

Salutation Text Enter the greeting to begin a letter. In thisecave wish to include the
Partner’'s name, so we need to use special codes¢ston 6.4.6.1, Inserting Names,
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page 155, for details of special codes to incluNe)special codes are necessary for a
fixed salutation such as ‘Dear Brothers and Sisters

Closing Text Enter the closing text (“Yours sincerely’).

5. Click[Save], and thefClose].

6.4.4 Form Letter Greeting

The Form Letter Greeting Table allows BTRA user to use a special ‘customised’ greeting for a
particular partner (for example, ‘Dear Dad’ if th&ther is a partner). This will override the naim
Formality setting for that partner, but only whesed by the BTRA user who defined this.

To create a Customised Greeting (or edit an exjsiire).

1. From the Maintain menu, seldebrm Letter Tables , thenForm Letter Greeting
The Customised Greeting List Screappears.

2. To create a new customised greeting, dligw]. To edit an existing greeting, select it from the
list and click Edit]. TheCustomised Greeting Maintenance Scrappears.

w* Customised Greeting Maintenance _ O}
File Edit Help

Parkner Key | |0010000044 I\I'andevelde, Robert, M
User ID: JRENICHT %] Matsumoto

Figure 6-17 Customised

Greeting Maintenance Screen Custamised Gresting: [Reberto-sama
Customised Closing: IKeep in touch

Hew I Delete Save Close |

Fnter a customised greeting v

3. Enter or change the various fields as required:

Partner Key Enter the partner for whom you wish to set wustomised greeting. If you
know the partner key you can type it in. If notcklon[Partner Key|. This will take you to
aPartner Find Screefrom which you can find the partner. (Chapter glains the use of
Partner Find Screei

User ID Enter the User ID of theePRA user who will use this customised greeting when
sending to the partner. The customised greetingideewill only operate when this
PETRA user is logged on and sending a letter.

Customised Greeting Enter the required opening greeting for a Foetidr.

Customised Closing Enter the required closing greeting for a Forettér.

4. Click[Save], and themClose].

6.4.5 Form Letter Insert

Form Letter Inserts are described in ‘Understandiisgrts’, page 140 with examples of their use
starting in section 6.3.2, page 144. Inserts aseried in places where markers have already been
placed in the Form Letter Body (see Figure 6-7 epb4p.)

Inserts are normally entered as described in thesigons 6.3.2 and 6.3.3. When entered inserts are
stored as entries in the Form Letters Insert Talllere is a separate entry in that table for each
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combination of Partner Key + Extract Name + ForntéreBody. If the same inserts are to be used
for each partner in an extract, there is not arsgépantry for each partner key. Instead there is a
single entry using the partner key 0000000000, WwRETRA understands to mean ‘all partners in the
given extract’.

It is sometimes useful to edit inserts which haveaaly been entered, and this explains how to do
this. Inserts are normally text, but can contaitadaich as gifts given by a partner. This is exgldi
further in section 6.4.6, page 154.

To create Inserts for a partner (or edit existimgeits).

1. From theMaintain menu, seledform Letter Tables , thenForm Letter Insert
TheForm Letter Insert List Screaappears.

2. To create a new insert, clitkew]. To edit an existing one, select it from the 4istl click Edit|.
TheForm Letter Insert Maintenance Screappears.

Form Letter Insert Maintenance 3 - |0 ﬂ

File Edit Help

_Extract name | |
Extrack I1d:

Body Mame: J Invitation ko interview For applicaants

Figure 6-18 Form Letter Insert Partner key: J Watanabe, Yukiko, Miss
Maintenance Screen

Insert Text (End each insert with a " »"):

E.an a.m. »8 March 2007 -]

| Save Close

Enter data or press ESC to end.,

3. Enter or change the various fields as required:

Extract Name Type in the name of the Extract that you wishige, or click the
Extract Name  button to use the Extract Find facility.

Body Name Select the code of the Form Letter Body that thsert will be inserted into.

Partner Key Enter the partner key if these inserts relasé o one partner. If all partners
will have the same inserts, then enter partnefOd9p000000.

Insert Enter the required inserts, each one finishingth >. If a form letter body contains
more than one insert, then each one must end witfo>not use extra line breaks in the
table unless you wish extra line breaks to apgestrare not in the Form Letter Body.

4. Click , and theMClose].

6.4.6 Inserting Partner Data in Form Letters

Form letters will usually insert the individual narand address for each recipient as part of the
addressat the top of the letter, which is specified ie fform Letter Design. However, it is also
possible to use individual information in the satidn greeting, known as ti®rmality (section
6.4.3, page 150) or in theorm Letter Body (section 6.4.1, page 149). This allows you toaise
salutation like ‘Dear Mr Jones’ in the Formalitydato include gift information in the body of an
acknowledgement letter. Special codes are usdubtw the information to be inserted.
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6.4.6.1 Inserting Names
Names can be included in both the Form Letter Boutyin the formality (salutation greeting).

To insert Name data in the text, put two ‘less tlsgmbols ‘< <* at the appropriate point, and
between them ‘N’ followed by the options that yoistwto insert. This gives the form <N{options}<.
Options may be one or more of the following:

T Title
P Personal name
I Initial (first letter of personal name)
F Family name
A Academic Title
Example: A typical formal salutation greeting text is:
Dear <NTF<

The printed output will be a&me with the Tle and Family name as in the following examples:

Dear Mr and Mrs Hui
Dear Family Bucher
Dear Dr Fernandez

For churches, organisations and units, the nanegtiosly inserts the name of the partner.

6.4.6.2 Gift Information

Codes to insert Gift information should only bedigethe body of a form letter. These may be used
in producing regular gift receipts.

To insert gift information in the text, put two de than’ symbols ‘< <‘ at the appropriate poingl an
between them ‘G’ followed by your ledger numbele(tffice receiving the gift) and the options that
you wish to insert. The form is therefore: <G[ledfoptions}<. Options allow you to choose the
type of report (summary or detail) and the periodeced.

S Summary of gifts given

D Details of all gifts

M gifts during the previous Month (31 days)

Q gifts during the previous Quarter (3 months9bidays)
A gifts during the previous 366 days (Annual reépor

Zdd-mm-yyyy (Zmm-dd-yyyy for US format) modifies,ND or A to give the period up to dd-mm-yyyy.

L includes the name of the ledger in which theigifecorded

You must specify either S or D or both of them. Yahiwuld choose only one of M, Q or A (if you do
not specify, then A will be assumed). The periadvwbich gifts are printed ends on the day that the
report is generated.

Example: You wish to print out both detail and sary of gifts given during the year up to 31 May
1999 from the New Zealand ledger (Ledger 74).

The insert to do this is:
<G74SDAZ31051999<

Summary Information  If only summary information is required, it wile printed in line with the
text. For example: the Form Letter Body contairesftilowing:

Thank you for your total donations of <G78SQ< given to Operation
Mobilisation in Singapore over the last quarter.
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The printed output in the form letter might be:

Thank you for your total donations of 2,000.00 SG $ given to Operation
Mobilisation in Singapore over the last quarter.

Details If details are required, these will be printed one per line. If a summary is also requested,
this will be printed immediately following the déa For example: the Form Letter Body contains

the following:
Thank you for the following gifts over the last yea r. <G78SDA<
The printed output might be:
Thank you for the following gifts over the last yea r:
06-Nov-1997 500.00 SG$ Melissa Bong (East Asia Paci fic Area)

30-Apr-1998 300.00 SG$ Ships Fuel Project
22-May-1998 400.00 SG$ Singapore (Singapore)

Total:  1,200.00 SG$

For a periodic receipt letter, one possibilityashve an insert for the summary (total amounthén
main body, and to have a second insert with thaildedt the bottom of the letter. The name codes
can also be included in the same form letter itinesgl.

6.5 Exporting Partner Data for Mailmerge

6.5.1 Introduction to Mailmerge Export

Although FETRA can produce Form Letters to meet many needs, yyupmefer to export the key
data in a form that you can use in a spread-shidbeanailmerge facility of a word-processor. This
may allow greater flexibility in layout, etcEPRA allows quite a number of basic items to be
exported. The specific list of data items to beagtgd for each partner is created adalmerge
Form in PETRA. A Mailmerge Form is not the actual data itselft just a list of the data fields that
will be obtained if this form is used (for examplgmily Name, Personal Name and Telephone
Number). It is a sub-set of the total number oadalds that can be exported fromaTRA.

The stages are illustrated in the following diagram

1. First create (a) an extract of the partners that yo [ 1 Extract - which ] [ 1 Merge form - which ]
want, and (b) a Mailmerge Form, listing the data partne:s? data fields?

fields that you wish to export.

2. Start the Extract Mailmerge procedure. In this you merge command
select the extract that you want and the mailmerg [ 3 Textiilo ]
form that you want. You also give the name and v
location of the text file to which the data will be ‘ 4 Mail Merge in
exported. word-processor

3. PETRA exports the data, normally as text items,
separated by commas.

4. Use this text file as the data source and do anmeagle using your word-processor, or import it
into a spreadsheet.

The data fields which can be exported are divideal different categories. For example, the
“communication” category allows you to select itesngh as phone number and email address.
Although most of the fields relate to partner daig address, contacts, etc), it is also possible to
include the special codes for name and gift infdroma as for form letters (see section 6.4.6, page
154).
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Important - Confidentiality The text file that you produce contains persomata abouf

partners and is not secure, since it can be reahpyne. Therefore be very careful where su¢

h a

file is stored, and make sure it is deleted as smahis no longer required.

6.5.2 Using Mailmerge to Export Partner Data

The use of the Mailmerge export facility is begpleined by an example. It will be useful to refer t
the diagram above to follow the different stages.

Example: You wish to write a letter to a numbepaitners, to check that the bank account number
and e-mail address that you hold are still corrdnstead of using a form letter, you wish to useryo
word-processor, but need to extract the name, addaed bank details of the partners froeTRA

1.
2.

Extract First create the extract of partners. We vall this extract BANKCHK.

Mailmerge Form On the partner system menu bar selégintain Tables , then
Mailmerge Forms . TheMailmerge Form List Screemppears. This is a list of all the
MergeForms that already exist oBTRA.

1ol x|
Flle Edit Help
Merge Farm: [+
Drescripkion: |*
Created By: [* ﬂ Modified By: [* ﬂ
Merge Form |Descripti0n Figlds in:
H _ : ANP-O1 Finance Update 2002-03
Eilgtugec?eelr? Mailmerge Form ANP-02  Bark & Email detals Fisld Name
BASICADD  Full address information
JE-01 Personnel Record Update 2002-01
Pers-05 Basic personnel data
4| | 3 4 | 3
[ew | Copy | Edit Delete | Close
Enter data or press ESC to end.
The central panel lists the existing forms. Wheu kimghlight an existing form, the panel on the
right lists all the data elements that will be etpd if you use that form (for the list of possible
elements, see below.). You may find that a suitédoi@ already exists. If many forms have been
created and stored, you can use the upper pareafcreen as a to search for a form. For
example, to find a form that has the word ‘emailthie description, enter *email* in the
Description and click Search | to see all the possible forms that already ekist.our example,
we assume that a suitable form does not exist.
3. To create a new form, cli¢kew|. TheMerge Form Edit Screeappears.
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=" Merge Form Edit Hi=]
File Edit Help
Merge Form: IF\NF‘-DZ Description: IBank & Email details
Merge Field

Type: |<Communication> j

Field Mame: IE-Ma“ Telex

Figure 6-20 Merge Form Screen

Add = | Field Mame Merge Field Field Type -

Bank Account Mu Bank Account Mumber <FinanceRelated=

< Remove | Bank Mame: Bank Mame <FinanceRelated>

[ | Delete Save Close |

Fnter a descripkion Vi

4. Type in aMerge Form code andescription. Here we choose the code ANP-02.

5. The next step is select the data fields that wé wdsexport for each partner. The possible fields
are grouped into different types as follows:

Type Available Data Fields
Address element Title, First Name, Family Name, rédd Line 1, Address Line 2, City, etc.
Address These options give the complete addresseasp in the available address layouts,
eg Small Label, and One-line (see section 3phge 84.)
Communication Telephone number, email, Fax nundder,
Personal Data Date of birth, etc (as entered iAtigitional Detail screen of a PERSON record).
Finance Related Gift receipting details, and basdoant number, etc of MAIN account (as entered

in the Finance Related Details screen of a parteard).

Warning: Where a partner has more than one bank acount, only details of the
account marked as the main account will be exported

Text Allows you to enter special codes to extraoter information, as described in
section 6.4.6, page 154.

For our example, we need to select and add a nuofields as follows:

Address elements: Title, First Name, Family Name
Address: Ltr_head format (to put at top of letter)
Finance Related: Bank account name, etc, (to qodédter).
Communication: E-mail address (to quote in letter)

Add the elements one by one. For example, to agl@&thail address:

(1) From the Type drop-down box, sel@immunication . A panel on the right opens
showing the different fields of this type.

(2) Selecte-mail . Click on this, and it will appear in the box medéield Name

(3) Click on thgAdd] button.E-mail  will then be listed in the lower panel, joiningetfields
already selected.

Continue until all required fields have been adtbethe form. If you add the wrong field,
highlight it in the lower panel and cli¢Remove].

6. When the form is complete, cli¢gave], and themClose].
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7. Extract Mailmerge Operation ~ We can now start the main Export operation. Ftioen
Partner ScreenselectMailing , thenExtract Mail Merge . TheMail Merge Screen
appears. Select or enter the required data asvi&llo

w* Extract Mail Merge [_[Of =]

Parkner Extract. .. | IIN\-‘ITAT Partners to be invited to new building
. . il Farm... ! Add
Figure 6-21 Extract Mail Merge e | fieme flme snd Adcress

Screen (after entenng rEqUIrEd Qukput File... | IC:'l,My DacumentsikFiamendd. bxt

data)
= Advanced I

[0]4 I Cancel I

F.nter data or press ESC to end. Y

Partner Extract Click on the Partner Extract| button. A Find screen appears to help you sort
through all existing extracts. Click pstart Search |, and then look for BANKCHK.
Highlight it and click Accept] to return to thd&xtract Mail Merge Screen

Merge Form Click the[Merge Form| button. This brings up thderge Forms List Screen
which is similar to Figure 6-19, except that thisran additionalAccept] button. Highlight
the MergeForm that we require (ANP-02), and :

Output File Click[Output File] and browse to the location where you wish to stieesoutput
text file. Enter a suitable name. There is no neeatld a suffix (.txt or .csv) to the name
because this is added automatically, dependingtat you select asile Type, in the
box below the name. For more information on oufpattypes, see box below.

Click [oK] to start the export operation. This may take arfemments, depending on the size of
the extract. When the operation is complete, tiheesccloses.

it

Short Cut  In this example we created the Mailmerge Forradmance. However, you can do
as part of the main operation, by selecting ke | button on théVlerge Form List Screen

8. Use File in Other Application  You can now use the output file as the sourca filatfor a
mailmerge operation using your word-processorpgaart it into a spreadsheet.

Output File Types The exported data fields are put into the outexit file, which normally has
one partner on each row. Each data filed is sudedrby quotation marks, and usually separated
by a comma (see last paragraph in this box), e.qg.

“Willliam”,“Smith”,“12345"
“Martha”,“Stone”,“38709"

Choosing a suffix .txt or .csv (comma separatedabée) makes no difference to the contents of
the file. However, some spreadsheets may impadke admed xxxxx.csv more easily,

automatically removing the quotation marks. Otheenfou may need to use your word-procesgor
to replace all quotation marks with nothing (leawepty). (In Microsoft Word do this using the

Find and Replace mentind what[* | Replace with| | then clickReplace All ] .)

csv Files If your computer system normally uses a comman&,’a decimal point marker, then ypu
should not use commas to separate the data itesrshange the format, select
button shown in Figure 6-21. This gives you thearfymity to change the character that separates
the data items (known as tBelimiter) from a comma, to, for example, a semi-colon “;".

----- End of Chapter 6 ----

Version 2.2a (Apr 2008) Page 159



Chapter 6 Form Letters — Partner User Guide

Page 160 Version 2.2a (Apr 2008)



Partner User Guide — Chapter 7 Partner Reports

7.1

7.2

Chapter 7 Partner Reports

Introduction to Partner Reports

PETRA provides various forms of lists and summarieefdata that it holds on partners. This can
assist the local team in strategic planning fomarging where to hold meetings with partners as wel
as the more detailed work of checking that evengli$ up-to-date.

The standard reports cover the most commonly reduists for addresses, publications, etc. They
can be displayed on the computer screen for a qusclal check, or sent to a printer if a paper copy
is required. Long reports can take some time tatpso R TRA allows the printing of reports to be
delayed and run in Batch Mode at a time when tfieeofs less busy (for example, overnight.)

Many reports are lists of partners; these may theefor all partners recorded oBTRA, or else for
a limited group of partners. To run a report oimdtéd group it is necessary first to create arr&ott
of the required partners (see Chapter 4). Paristsrrhay be sorted by hame, by postcode or by
partner key.

Once a report has been generated it is storeddbom time and can be reprinted (for exampledf th
printer has not been working properly). Old repairs deleted under the control of the System
Manager. Old reports are stored &TRA in date order, so it is useful to note the datktane of a
report if you think you may want to run it again.

New Style Flexible Reports A new type of report is being introduced iBTRA, which allows the
user to change the items that are displayed. Agmtethere is only one partner report that alldvs t
In the following, section 7.2 introduces the stadd&ports and section 7.3 explains how to print
them. Section 7.4 introduces the new style repdrich is currently only used for the Local partner
Data report.

Confidentiality The Organisation has a responsibility to protéet privacy of its partners.
Reports contain useful lists of partners’ persotaia such as addresses, phone numbery and
sometimes other data. Reports containing partnéilslemust only be used in an authoriged
manner and should not be left in public areas.@laes should not be used as scrap paper if there
is a chance that it will find its way outside theg@nisation.

Standard Reports on P ETRA

The basic installation ofERA provides a number of commonly used reports. Thelbde added to
as required. The reports currently available inRaetner module are as follows. Other reports are
available in other modules (for example, Birthday report , see the BRSONNELUSERGUIDE.)

Mabupr Bulk Address Report Prints details of all partners who receive bulklimgs of periodicals.
Machpr Supporting Churches Report Prints a list of all churches supporting members.

Mailpl Brief Address Report List of partners showing partner key, name, asklesnd phone numbe
Mailple Brief Address Report, as Mailp1, but with address printed on the sedwred

Mailp2 Full Address/Subscription Report List of partners showing key, name, addresspdnmhe
number, together with other details, such as spgia, subscriptions and last gift.

Mailp7 Phone Number Report List of partners showing partner key, name, asilesnd phone
number.

Mailp8 Email Address Report
Mapconr | Partner Contact Report

=
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Mastpr Statistical Report by Publication Report of Publications, showing the number ofrens

subscribing to each and the number of bulk copiegiged. This analysis is done by
County/State/Province to give a regional distributi

7.3 To Print a Partner Report

7.3.1 Worked Example of Partner Report

The procedure for printing a report is describedgian example.

Example: We wish to print a Brief Address Repartfbour partners resident in Singapore.

1. If you wish to run a report for a certain groupgpaftners, create an Extract to include that set of
partners (see Chapter 4 for creating an Extrace) héte already created an Extract called
SingPart

2. From the menu bar of the Partner System (WelcoreeB, seledPartner , thenReports .
ThePartner Report Selection Screappears.

Partner Report Selection
Extract Name,.. | ISingPart Partrners in Singapore
Report |Description -
Mabupr Bulk Address Report
Machpr Supparting Churches Report
Brief #ddress Report
railple EBrief Address Report {address on 2nd line)
Figure 7-1 Partner Report Mailpz Full &ddress/Subscription Repart
Selection Screen Mailp7 Telephone Muriber Report
rnailps E-mail Address Report
Mapcont Partner Conktack Report
Maskpr Skatistical Report by Publication
4 | |
Sortby: " Key (% Mame { PostCode { Town
[o]4 I Cancel | Help |
3. Select the details to define your report.
Extract Name Select the name of the extract of partners tm@leded SingPart ).
Report Select the type of report that you wish to remg( Brief Address Report).
Sort Order Select the order (alphabetical or numericalylvich records are to be sorted (by
partner key, name, post code or town). We will bgrhame for our example.
4. Click[oK].
5. TheStart Print Job Screeappears. Follow the standard printing procedurexatained in the

GENERAL USERGUIDE. For most reports, the report will now be printEdyure 7-2 is an example
of how a report will appear if printed to screen.

Partner Contact Report  In the case of the Partner Contact Report, ditiadal dialogue box
appears, allowing to report on the contacts enteyeal particular person, or between certain date
ranges (see Figure 7-3). To print all contacts/dehe fields blank.
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h
mailpl.p Brief Address Report 27-May-z002 !

Page: 1 ICT - Carlisle 12:06:15 I

Report regquested by: KENF \

I

I

Extract: SingPart Partners living in Singapore (May Z00Z2) i

I

I

Hey Clacs HName hddraszs Thone '

0010000007 F  Heacher Abernethy 1z Spalding Crescent, Cherry Hinton, Cambridge, CBl 01223 100!

0010000040 F  Suzanne Berners 37 Upper West Streetc, Calgary, L3K 3FZ, Alberta, GI 1

. B 00lo0000%0 F Jon Carrington 3 Poplar Terrace, Boston, LN&? SRT, Lincs, GI :
F|gure 7-2 Brief Address 0010000074 F Simona Carson High Trees, Wetheringsett, Stowmarket, IDEG 4FM, Guf '
. 0010000042 F  Cun-Bae Chung Yeon-Dong 7604, Busan, 135-178, GD |

Report Displayed on Screen 0025100141 F  Jorge da Silva Lishoa, GD '
_ i 0010000043 F Isabelle Dehaene Awe Slegers 34, Brussels, GD I
(left hand part Of screen Only IS 0010000032 F  Susan Ford & Warling Street, Chester, CHS? &FM, Cheshire, GI :
shown_) (For this screen-shot 0010000039 F  Wayne Johnson 3402 Wallsend Bouleward, Atlanta, 84728-8499, Georgi '
. 0025100006 F Fiona Jonmes 23 Dine Wall, Wroxham, NR45 ZIF, Norfolk, GD I

the addresses are not in 0012000002 F Jean-Claude Mousel rue des Hirondelles, Lussan, 32807, GD !
H 0010000008 F  Isabel Fereira 50 Poplar Close, Morwich, NO§ SHX, Norfolk, GD i
Slngapore’ because Of the 0010000028 F PRisto Pohijala Brontie A46.5, Tampere, GD :
Samp|e data used]) 0010000022 F  Lazla Radescu Sea View, Winterton, NESS 4Fi, Norfollk, GD '
0010000004 F  Yukike Watanahe z-2-4 Hikari no cka, Nagasava, Yokosuka, 239, Kanaga !

I

I

15 == Total Addresses Printed '

I

Partner Classes: F - Family, P - Person, C - Church, 0 - Organisacion, U - Unic :

iddress Flags: < expired, » mnot yet current, # no mail, ** no walid address I

I

I

I

I

I

|

!

!

!

!

!

Partner Contact Report Range

Limit range covered by report if desired

Figure 7-3 Additional dialogue Contactor:[FRanT <]
box in the case of Contact Dats Frorm: | To: [17-mAv-2002
report

Cancel | Help |

7.3.2 Options for Printing Reports

PETRA saves all reports; they can be reprinted up tingitime that they are deleted by the System
Manager (typically every few days). The procedweprinting old reports is explained in the
GENERAL USERGUIDE.

Long reports should be run as batch jobs, to keeptinter free during normal office hours.

7.4 New Style Flexible Reports

At present the only partner report that uses the sigle report is the Local Partner Data Report.

7.4.1 Principles of New Style (Extended) Reports

The new style report allows the user much morerobotrer the generation of a report. The way the
reports work is as follows:

» For the selected reportgRRA listsall the relevant elementsand offers a default layout.

* The user can chooseadd additional itemsfrom the list of possible ones, or delete them, so
that the report will include exactly what is recpdr

* The user can adjust tlseze and position of the columnshowing the different elements, and
then save the report layout for future use.
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* The user can select whionder the partners should be sorted in.
» Finally the user can select the partner or releeatract of partners, and generate the report.

The following explains how to create an Local PartData Report (Partner).

7.4.2 Local Partner Data Report

Example: Local Partner Data has been set up to mcietails of vehicles owned or kept by team
members. We wish to print a report showing thisdat

1. From the menu bar of tHeartner ScreerselectExtended Reports  , thenLocal partner
Data . TheLocal Partner Data Report Screappears.

4 Local Partner Data: default 1Ol =l

File  Help

Control buttons > ] Close 3 Generate el save Save As load -

General Settings | Sort By | Colurnn Settings
Tabs > | | |

Selection

& Partner Find ||unnnununnn
" Extract Find ||

Figure 7-4 Local
partner Data Screen —
General Settings tab

|Enter data or press ESC to end. y

The screen has three Tabs, which allow you tosé¢he content and layout of the report you
require. The control buttons allow you to save ¢hesttings, load previously saved settings and
to generate the report. (See note at end of thi#oseon saving and reloading settings.)

2. Use theGeneral Settings Tab to select the partners to be included in the tefar our
example we assume we have already set up an eafrisetm members. Seldextract, then
to go to a find screen to select the extract..

3. Select theColumn Settings Tab . This screen is used to select which fields atgetdisplayed
(the columns in the report), the width of each nwiyand the order in which they are displayed.
o x
File Help
[ Close g Generate s Save Saveds Load -

General Settingsl Sort By Column Settings |

Column 1 |COIumn 2 Calurnn 3 “ |
LayOUt Of Fartner Key Partner Marme
columns > 2 om 4 om R |

&dd | Rerove |
Cefine Colurmn

Content of Colurnn: IOwnership j

Width of Column: I3 =m
Figure 7-5 Local
partner Data Screen — Caml | Apply |
Column Settings tab,
after clicking the | Add
button. |Enter data or press ESC to end. y
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When the tab opens, it shows a default layoutHat teport. In the case of the Local Partner Data
report, there is no way of knowing which of theriteis most likely to be of interest, so the
default layout only shows the Partner Name andhaiey (the two white columns in the figure
— Column 3 is not there initially).

4. Click[Add]. This will add a new column 3, which is highlightin blue, indicating that it is
“being edited” (see figure). At this point Colummy show the first data label (in an
alphabetically sequence), but what is shows ismpbrtant, since it is now going to be changed.

5. Use the drop down list of possible fields to setbetContent of Colum (the data field to be
placed in Column 3) and type thié¢idth of Column. For our example (see Figure) , we select the
field “Ownership” (shows whether the vehicle is aarprivately or by the team) and a column
width of 3 cm. ClicKApply ] to update the settings in the column layout. Col@will now
appear in white, showing “Ownership” and “3 cm”.

6. Continue to add colums as required, by first cligkirdd | then selecting th€ontent andWidth,
and finally clicking Apply]. Do not worry about the order of the columns & $tage, since this
will be adjusted in the next step. If you wish thtea column, highlight it, change the data in the
lower part of the screen, and cligipply | .

7. To move a column to the left, first click on ithahlight it, and then click thé€ | button at the
right of the screen, to move the column to the Idfain, click[Apply| . Similarly, columns may
be moved to the right using>]. If you need to remove a column, highlight it aridk [Remove] .

8. Select theSort By Tab .

ix Local Partner Data: default -0l x|

File  Help

i Close  [£] Generate 7 Save Save As load -

General Settings  Sort By |Co|umn Settings

) Sort first by: IPar‘tner Name j
Figure 7-6  Local partner Data
Screen — Sort By tab Sart then by: [Gunershin &
Sort last by: ITax Renewal Date j
|Enter data or press ESC to end. #

Using the drop down boxes, you can select the andehich partners should be listed in the
report. In the example, the second and third lestetsvn here are not very meaningful, because
all partner keys are unique, so there is no pailaive a second or third sort order.

9. If you wish to store the settings of the three Tabsise them again in the future, then click the
button on the ribbon above the tabs. A dialoguedppears asking you to give a name
to this report structure. If you later wish to deler rename this report structure, from the menu
bar selecFile , thenMaintain Settings

10. To generate the report, click thenerate | button. The report appears on the screen. Twdorers
are available — plain text or formatted. Buttonghattop of the screen allow the report to be
saved as a text file, or the data to be exported@SV file. [At present, if you export to CSV,
and have Microsoft Excel installed, the file open&xcel. You must then save as a CSV file.]
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Saving Settings

After setting up a report, you may want to savesiigings to reuse on another occasion. To do this,
click the[Save As] button. A dialogue box appears, asking you to seaname. To reload these
settings at a future date, click button, and select the name that you gave foseftings.

Tip — Saving Settings  Saved settings are available to all users pignttis report. Therefora,
there is a danger that another user may deletbasrge the settings that you have saved. It may be
useful to include your User ID in the settings nasmother users know who first set them up. You

may also like to make a separate note of the colitdths so as to be able to recreate it.
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Chapter 8 Subscriptions to Publications

8.1 Overview of Subscriptions

A local office manages the subscriptions to OM Hettsrs and publications, and mails them to
partners. There are several different things tartthsome of the operations are described in other
chapters of this User Guide. The different partSwabscription management are as follows.

Publications to be supported An office must decide which publications it wslipport. The
chosen publications must be entered in the Sulismripables, as described in Chapter 3,
section 3.3. These tables record the names oktheted publications and also details of
subscription and postage costs to assist in thengai

Partner Subscriptions If a partner wishes to receive a publicatiois th entered in the Partner
Maintenance Procedure (section 2.3.4, EnteringGarttelling Subscriptions, page 29). This
allows the BTRA User to record the reason for starting the supsori, and the number of
copies to be sent to a partner (bulk mailingsiedfuired an expiry date can be entera&fRA
automatically records the number of issues that een sent.

Publication Mailing Section 8.4, later in this chapter, explains howrint labels for mailing a
publication.

Subscription Expiry Notices If required, expiry notices can be sent to alitpers whose
subscriptions have expired. This is described laténis chapter (section 8.5, Subscription
Expiry Notices, page 169).

Subscription Cancellation Subscriptions can be cancelled at any time eop#he Partner
Maintenance Procedure (section 2.3.4.2, page 8Rddition, BTRA can automatically cancel
the subscriptions of all partners whose subscrigtitave expired (see section 8.6, Subscription
Cancellation, page 171).

Reports PETRA can print reports to allow an office to see adispartners who subscribe to a
particular publication. This is explained in ChaptePartner Reports, page 161.

8.2 Publications to be Supported

Details of the Publications supported by an ofice entered in Subscription Tables. These are

accessed from tHdaintain Tables Menu in thePartner (Welcome) Screen
=" Partner System M=l E3
File Patrer Maling | Mairtain Tables Feta Heln

Figure 8-1 Upper Part of
Partner Welcome Screen with
Menus for Subscriptions and

Publications

Partrer Tables 3 I
Subscription Tables ¥ Publization

Address Tables 3 Publication Cost

Eorm Letter Tables BReason Subscription Given
el Mail Merge Forms Reason Subscription Cancelled

Maiings |

Find & Maintain Partners. ..

The Subscription Tables sub-menu allows the foltgaables to be edited:
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Table Contents
Publication Names of publications supported bydffiee
Publication Cost The cost of the publication, iihg mailing costs details
Reason Subscription Given The reason that a syitiscriwas started for a partner (e.g.
they requested it, they made a donation, etc.)
Reason Subscription cancelled The reason thatscgption was cancelled

8.3

Section 3.3, Subscription Tables, page 81, explhi@sise of these tables and how to add or amend
entries in them.

Partners’ Subscriptions

8.3.1 Viewing a List of Subscriptions

If a partner has several subscriptions, you may tosview the details of all of them. To do thiseu
thePartner Find Screeto show the partner, and from thiailing Menu, select

Subscriptions . (This option is only available from thartner Find Screef TheSubscription
List Screerappears, listing all the partner’s subscriptidfrem this list it is possible to edit each
subscription if required.

8.3.2 Entering or Cancelling a Subscription

Adding a subscription for a partner (or cancellimg) is done from thBartner Edit Screelfsee
Chapter 2, section 2.3.4).

8.3.3 Renewing a Subscription

8.4

For free publications, a subscription is renewedpgating the dates in tf8ubscription
Maintenance Screefsee section 2.3.4.1, page 29). The renewal datieainged, normally to extend
the period for one more year.

For those subscriptions where there is a costmeerishould send in the payment in order for the
subscription to be renewed. There is no automattkctd the Finance module, so the following steps
are necessary.

1. Update the Subscription Maintenance Screen fopé#n@er.

2. Pass the payment to the Finance department, whentér it as a gift (see theNANCE USER
GUIDE).

Mailing a Publication

Mailing publications is a regular event, and wil & common activity for most offices. There are two
stages necessary:

» Create one or more lists (extracts) of partners areao receive a publication
* Print mailing labels and update partner records

In fact, when you create a publication extra@rin asks if you want to go directly on to the second
step of printing labels.

Page 168
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8.4.1 Creating Publication Extracts

Chapter 4, section 4.2.1, Publication Extract, @@@eexplains how to create an extract of partners
who should receive a publication. In general ltést to create two extracts, one for partners who
receive just one copy, and one for partners wheivecseveral copies to distribute locally.

A new extract should be created each time a masdimgade, so that it takes account of the latest
changes to the mailing list.

8.4.2 Printing Labels for Publication Mailing

Chapter 5, section 5.3, explains how to print lalliedm the extract, including use of the Mailsort
Label Print command (which prints labels in theesrdf postal code required by a local post office -
see section 5.3.4). There are two special requimesyfer printing labels for subscriptions, whiclke ar
different to other sorts of label printing.

» Updating Partner Records When printing labels for publication subscripitso FETRA can
automatically update partner records to show they have received a further issue of the
publication.

» Format of Printed Labels As was explained above it is best to have aragpaxtract for bulk
mailing. When this option is selectedTRA prints a number on the labels to show how many
copies should be sent to that address. This hetigetwho are putting the items into an envelope.

These special aspects for printing labels for mgif publication are explained in Chapter 5, sactio
5.3.3, Labels for Subscriptions, page 134. Whenogmue to thd’rint Label Selection Scredse sure
(1) to click on Update Subscription Issues Receiaad (2) to select the publication being mailed.
PETRA will then automatically update the partner recddshow that they have received an
additional issue.

Remember that Partners’ records may be updated ydheprint, even if you print to screen as a
check, or if the printer jams part way through phieting operation. If you need several attempts to
print the labels, make sure that the Update Sytsani box is only checked] for one of the
attempts. Otherwise the ‘number of issues receiwetlie partners’ records will be increased byrl fo
every attempt that you have to make.

8.5 Subscription Expiry Notices

8.5.1 Purpose of Subscription Expiry

It is necessary to review subscriptions to publoceg now and again, to check that it is still
appropriate to send the publication to a partnbis & essential in cases where a charge is made fo
receiving the publication, but is a good idea imeotcases. This can be done by means of Partner
Reports (see Chapter 7), bilTRA provides a tool to assist with this.

When a partner is entered as having a subscrifgextion 2.3.4.1, page 29), tBabscription
Maintenance Screegives you the opportunity to enter an expiry dage Figure 8-2).
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m Subscription Maintenance [_ [0}
File Edit Help

Partner Key: 0010000100  Sutherland, Alistair, Mr

glgtl)‘lre 8'2 Up'\ge_r part of Publication Code: |[INDIA-ENG ﬂ O India Monthly Mewsletter (E
ubscription X alntengnce Subscription Status; [PERMAMNENT = Start Date; [O4-NOV-2004 /
Screen, showing Expiry Date
field W Free Subscription Expiry Date:
Publication Cost: Date Renewed:
Complimentary; |1 Motice Sent:
Copies: |1 Date Ended:

If an expiry date is entered (say one year lateer) FETRA can assist in sending renewal letters and
in cancelling the subscription automatically ortoe éxpiry date has passed.

The main parts of BrRA’s Subscription Expiry Notice Procedure are:
1. Decide which publication you wish to review andestla date a few weeks in the future.

2. PETRAloOks at all subscriptions to that publication @fhhave an expiry date before the chosen
date, and saves the partner’s details in an Extract

PETRA prints out labels so that you can send a letténdse partners

PETRA updates the partners’ records to show that a gniletter has been sent.

8.5.2 To Issue Subscription Expiry Notices

Example: It is 18 April 2002. We wish to send apigxnotice to all partners whose subscriptions to
Ship-to-Shore are due to expire by 23 May 2002.

1. From the menu bar of tHeartner Welcome ScregselectMailing , and therSubscription
Expiry Notices . A box appears showing a date.

Subscription Expiry Notices

Figure 8-3 Subscription Expiry Expiry Date: I23-MA‘|"—2EID2
Notices
(o] I Cancel I

2. Enter the date of 23 May 2002.

3. A New Extract Screeappears asking you to give a name to the Extragthawwill hold the
names of the partners whose subscriptions areiegpir

Mew Extract

Extract Mame: |SUBEXPIR

Figure 8-4 New Extract Screen Description: [Subscriptions expiring before 23 May
2002
OF I Cancel I Help

4. Enter a name and description and cfigk]. A Print Label Screemppears.
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Print Labels Fors

{*  Extrack,.. | ISUBEXPIR Subscriptions expiring by 23 May 2002
. Partmet... |

Address Layout: ISmILabeI 'I Repeat Label{s): Il Wieww Sheet Settings =

Sheet Style: ISX? ﬂ Sheet of 3 by 7 Labels
Figure 8-5 Print Label Screen

for Subscription Expiry Notices, Mailing Code on Label {Optional)

shown after clicking on ‘Update Maiing. .. ||

Subscription’

¥ Update Subcription Issues Received CLEARWORD &
Publication Codes: |[NDEED

INDIA-ENG
QMM

¥ Publication Codes on Labels RELAY
RUMCERIEF

[T Suppress System Labels
LK-ANMRPT
LIk-MCONTHLY LI

(o4 I Cancel | Help |

5. Select the label sheet design and the addresstlesaquired (see Chapter 5 for further details).

Click onUpdate Subscription Issues Received his will automatically update partners’ records
to show that an expiry notice has been sent. (N#llitalso, incorrectly, increment the number of
issues received by 1.)

Select the publication for which you are lookinglre subscriptions (Ship-to-Shore). Click .

8. TheStart Print Job Screeappears. Continue with the print job in the normay (see GNERAL
USERGUIDE).

8.6 Subscription Cancellation

Offices may prefer to study a report and decidamindividual basis whether to cancel a
subscription. However, in the case of some pulbiioatan automatic procedure is useful.

To cancel all expired subscriptions:

1. From the menu bar of tHeartner Welcome ScregselectMailing , and therSubscription
Cancellation

2. All expired subscriptions are immediately cancell@ad partner records are updated to show
this.
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Chapter 9 Address Management

9.1 General Principles

Partners addresses are entered and amended abtharPartner Maintenance described in
Chapter 2. Address Management, the subject ottiapter, has two different functions.

* To check for duplicate addresses
» Toremove old addresses (for example when a panasemoved).

Duplicate Addresses Sometimes addresses are used more than on@x@mple several OMers
may live in one house; parents and young childridirhave the same addressBTRA therefore

stores addresses as ‘locations’ and several pamngy share one location. Saving a full addresg onl
once helps to improve the efficiency afiRA and makes it easier to change to address for all
partners if they move.

PETRA can compare all the address locations storedtinsiée if they are similar, and possibly the
same. A report is produced listing all addressasltdok similar. The office can study the reporiga
if the same location has been entered twice th@éesrdan be merged to form a single location entry.

Old Addresses  PETRA can store more than one address for each paBosretimes a partner will
have more than one current address (a home adirdssbusiness address) and there may be good
reason to store both. However, sometimes it is knthat, say, a home address will cease to be
correct after a certain date. A partner may writand say that they will be moving in 4 weeks time.
PETRA can add the new address immediately, and entrgemade that the old address will expire in
4 weeks time and the new address will become vakdweeks time.

PETRA can automatically remove dates that expired bedayiwen date.

9.2 Duplicate Addresses

When a new address is enteregTn warns you if there is a similar address (see @e@i3.3.2,

page 27). However, if you are not sure that ihesgame, you should enter it as a new address. Over
time, duplicate addresses may be entered iBEtT®&® The operation described in this section is a
housekeeping operation to help you to keep theesdds in good order.

PETRA checks for duplicate addresses, by comparingdaheeats of important parts of the address
(e.g. Address Line 2, City and postcode). If twdradses are a little different (for example differe
numbers in the same street) they will still be itfead as possible duplicates (although of couhssyt
are not duplicates and should not be merged). [Evel'of match’ is set in the System Manager
Module.

9.2.1 Checking for Duplicate Addresses

Checking for duplicate addresses can take a long, 5ince each address is checked against every
other address. This job should therefore ideallgdreied out overnight or at a weekend (see pigntin
batch mode, in the ENERAL USERGUIDE). However, it is possible to do the job in stagasd Petra
allows you to select the percentage of addressesek.

Performing a duplicate address check results @part being printed out. This lists addresses that
may be duplicates, in the form:
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Address location Number 109
34 Northgate Street, Bath

may duplicate the following addresses

Address Location Number 5301
34 Northgate Street, Bath

Address Location Number 489
34 Northgate St, Bath

This report can then be studied to decide whichies$#s are duplicates and should be merged.
To check for duplicate addresses,

1. From the menu bar of tHeartner Welcome ScregselectMailing , thenDuplicate
Address Check . The results of the duplicate address check wilpkesented in a report, and
so aStart Print Job Screeappears. Enter data as follows:

Report Select New Report

Run Mode Select Batch. The duplicate address check takeisg time and should be run at
a time when the office is not busy (overnight).

Destination Since the report may be very long, it is begirtot to screen first. The report
can be reprinted later (reprinting a report is mgaktker than generating it).

2. Click[oK]. A dialogue box appears, asking you to selecptreentage of address to be checked.
It is best to select a small percentage until yoovkhow long this sort of job will take.

X
) ) Mumber of Addresses: 454 Start Key: 103

Figure 9-1 Dialogue box to

select percentage of addresses Process %: [a0

to check. Cancel |

3. Select the percentage and cliok .

4. When the check is finished, the duplicate addrisskcreport will appear on screen. If the report
is not too long you may be able to study it on eordf not, the report can be reprinted.

Warning: The duplicate address check will indicate sondwreskes that are NOT duplicates. For
example there may well be two different partner®\lite in the same street; their addresses look
similar, but they are not the same. The report thilrefore need to be studied carefully. The
following step of merging locations should onlydmne on the authorisation of the office manager.

9.2.2 Merging Addresses

The duplicate address check may indicate that $ooa¢ions are the same as others, and should be
merged. This is done byePRA one at a time.

Tip - Finding the Location Key If you want to check the location key for the a$ of
partner, first use th®artner Find Screerio list the partner with all their addresses (cldee
Mailing Address only check box.) Scroll to the extre right to see the location keys.

To merge addresses:
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1. From the menu bar of tHeartner Welcome ScregselectPartner , thenMerge
Addresses . A Merge Locations Screeappears.

Merge Locations

Merge Location | 1079

Figure 9-2 Merge Location
Screen inta Lacation | 1080

Cancel Help

2. The dialogue box asks you to enter the locatiors kdywo locations that should be merged. The
location entered in the upper box will be mergdd the lower box. Thus the details of the lower
box will be the ones that remain. Click the upecation | button.

A Find screen appears. Find the first location (the you wish to remove), and cligiccept .
Find the second Location (the one to retain) aiuk thccept|. A Merge Address Screeppears.

Select Partners where Locations should x|
The following Partners use the Location being merged: 1325
Shark MNamne |Partrer Class| Partner key| =
Tyndale, Jobm M ] FAMILY 0010000130;
Figure 9-3 Merge Address -
Screen | 4

Select Parkners where the Location should be merged into Location: 1323
* Use the space bar ko select a single Partner, or
* Hald down the <Chrl= key and click with the mouse to select mulkiple rows, or
* Hold down the =5Shift > key and click to select a range of rows.

Moke: The From-Location will only be deleted if all Partners are selected,

[8]8 I Cancel I

This screen serves as a check. It shows all thegrarwho are using the address that is to be
merged. If the two addresses are just duplicateesmf the same location (the real purpose of
this function) then you can select all partneragshe mouse, and cli¢Rk]. The two addresses
will then be merged. If there are any partners yo do not select, then for those partners, the
original location will continue to be used, andtlse two locations will continue to exist
independently.

5. Continue with each set of locations that need tmbgged. If in any doubt, do NOT merge
locations.

9.3 Purging Expired Addresses

Addresses remain inefPRA after their ‘expiry’ date until they are ‘purgedurging expired
addresses is a System Manager function. MsaSv MANAGER GUIDE shows the menu to use this.
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Chapter 10Sending Email fromiErRA

There are three facilities to make it easy to semd-mail when usingefRA. These relate to:
sending an individual message to a partner; crgatme-mail distribution list from an extract, and
sending a report directly to a partner (normalig thill be an internal member of an OM Unit).

10.1 Sending an E-mail message to a Partner

A link to the Pegasus mail program makes it eagetal an email to a partner on theriRa
database.

1. From the menu bar of tHeartner Welcome Scregdlick | Find and Maintain Partner |. Enter search
criteria as described in 2.1.1, page 15, and ¢hiekSearch | button. The partner will now be listed
on the screen.

w* Partner Find [_TO[x]
File Quick Maintain  Maiing Petra  Help
Fird Ctrl+F Class: |FAMILY 'I
Hew Partner Key: (0000000000
. Edit OMSS Key!
Figure 10-1 Upper part of Vo v
partner Find Screen showing Copy Address ClsC Post Code:
i i = E Clear Criteri
Send Email on File menu Send Emai CEEL ear Criteria |
wve 0 Private (Al [T Mailing Addresses Only
Egport Partner | = JPost Code [Addrt Jdarz Jodc =
Import Partner s Cambridge  CB13 7YY 12 Spaiding cre Low
Frint Partner — Cirl+P Bournemouth  BH4S 93C 457 Florida Dri

34 rue de lalo

Exit

_________________________________________________________________________

2. Highlight the partner, and select the File menantBend Email . The Pegasus email program
will be opened with a new message window address#uds partner. Send your email message
in the normal way. The option is also availablerirthheFile menu of théPartner Edit Screen

10.2 Sending a Report by E-mail

It is often useful to send a report by e-mail tother person. There are two ways of sending a tepor
by e-mail.

» The report can be saved as a text file (using tim¢ gestination ‘File’, as described in the
GENERAL USERGUIDE chapter on printing). The file can then be serdgraattachment to an e-
mail message, using your normal e-mail proceduré iecluding any other comments that you
wish to write.

» If your local system is set up for it, and you #sgasus Mail, the above can be done
automatically to an e-mail address by using thettestination ‘Email’. The report is sent as an
attachment to a very simple standard message.

The second method is explained below.

1. The starting point is thBrint Job ScreenNormally you will only email reports that you reav
already printed (at least to screen) to checkttigt are correct. If the report exists alreadynthe
go to the BTRA main menu (the openingPRA screen, not the Partner Screen.); sétdet and
thenReprint Report . A list of reports appears; highlight the one ymnt and clickPrint
It is possible to email a new report directly, girtbe act of creating a report takes you to the
screen automatically.
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2. On theStart Print Job Scree(see), select the destinatiBmail . This opens th8elect Email

AddressScreen. When this first appears, it is rather Bmihan the example shown in Figure
10-2, since the centre panel of addresses is sitlii

Select Email Addresses [ x|

Enter the email addresses, separated by commas:

Ibariteau9865@yahoo. fr,bloxhamlZ3@yahooo.uk

Partners Extracts

Short Mame Siend Mail [Email Address -

Figure 10-2 Select Email _ _ :

Address Selection Mairns, Charlotte, M Yes naritnsc@easymail, fr
Mathan, Johm, Mr - Yes nathan0z@alphnet3. org,uk
Mazareth, H, Irs es naza@computernet, org. uk
Meibaum, Julian, Dr  Yes clarity@businessorg.co.jp
Mekanova, Simon, M Ves nekanova@colline, suffolk, net

—
-
4 »

oK I Cancel | Eind I Help I

There are now three ways to select e-mail addrebsassing partners, browsing extracts and
finding partners. (You can also type e-mail addzestirectly into the top box.)

To browse partners  Click on thd Partners| button. A panel opens in the screen as shown in
Figure 10-2. One or more partners can be sele¥tmdcan move up and down the list with the
cursor keys or witkkHome>and<End>. Typing a letter will take you to the next itemgbaing
with that letter. Typing it again will take you tiee second entry. To select an item, press
<Enter> or<Space> or double-click with the mouse.

To browse extracts  Click on the Extracts | button. This opens a panel similar to the partner
panel, but listing extracts. Select in the same, way note that the extracts may not be in
alphabetical order.

To find a partner or e-mail address  Click on theFind ]| button. A Find Screen appears. This
allows you to search for a partner’s e-mail addessshown in Figure 10-3.

Find Email Address E3
Email: |*
Short Mame: [blox*

Shiork Mare: Send Mail [Ernail -
Figure 10-3 E-mail Address
Find Screen Bloxham, Andrew, Mr Yes blozharn 12 3@y ahooo, uk,

q | 2

Start Search | Accept I Close |

To search for a partner, enter some text and &8takt Search . An asterisk represents a
‘wildcard’ or any text. To search for all Compu$eraddresses, you can enter *compu* in the

Email field. When you have found the correct addréuighlight it and clickAccept|. This returns
you to theSelect E-mail Addresscreen.

3. When you have selected all addresses, This returns you to th8tart Print Job Screen
The Selected Destinatiorbox now shows the selected e-mail address(es).

4. Click [0K] on theStart Print Job Screerf Pegasus Mail is not open alreadgTRA will open it
and place the message in the print queue. Thetrefibhowever, not be sent immediately,
depending upon your settings of Pegasus. If Pegasiieady open, you may see a warning
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message about different settings. This can gegdyalignored, but if the report is important it
is recommended that you check with the recipieat the message has been received.

Warning: The e-mail addresses for a single mailing cannoeed a total of 4096 characters
(about 150 e-mail addresses).

10.3 Creating E-mail Lists from Extracts

It is possible to export email addresses eithem(DSV format, or (2) in a format which can be
imported directly into Pegasus Mail. Either of thesin also be edited for importing into other
applications or email clients, and examples aremgiater based on the Pegasus format.

10.3.1 Creating an E-mail List for Pegasus Mail

If you wish to send an e-mail message to a groygadhers, it is best to create an extract of those
partners (see Chapter 4, page 97). A distribuigirfdr use in the Pegasus Mail program may then be
set up as described here (see the next secti@xparting to other email clients):

1. Open theExtract Master List Screefsee Figure 4-1, page 99).

™ extract Master List =10l x|
File Edit Create Maintain Update Partners  Help

Print Ctri+P

(For detailed search use Ctri+F
Export Partners in Extract...

Pegasus Emnail Distribution, ..
Export Ernail Addresses in csv format...

Figure 10-4 File Menu on
Extract Master List Screen

Exit
ConfExt  KENF 5 Test
2. From theFile menu, seledPegasus Email Distribution . ThePegasus Distribution
List Screerappears.

Long name For distribution lisk: |Musicians at EAP Conference

Fi.gur.e 1,0_5 P,egasus Email Filename: IL'I.MAIL'I.musician.me Browse |
Distribution List Screen
Sender! Ipierre@abcd.Fr

QF I Cancel I Help |

Long Name for Distribution List Enter a suitable name for the list

Filename Click the[Browse ] button, find the Pegasus mail file where yourriistion lists
are kept, and provide a suitable file name. If gater the full path for your email
directory, the list will automatically appear ing2sus. For the example in Figure 10-5:

For network : h:\mail\musician.pml
For stand-alone c:\pmail\mail\musician.pml

Sender Enter your full e-mail address.

Click [oK]. The distribution list will be added to your Pegagmail program.
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10.3.2 Exporting E-mail Addresses in CSV Format

This will produce a text file, with a CSV suffix,ithr the format as follows (column heading firstdan
then one line for each entry):

Name,Email
"Mousel, Jean-Luc, M.","jeanluc22975@.ing.nantes.ac fr

Note that although this is called a CSV file (comseparated variable) commas are also included in
the name field, so quotation marks (“) are usetkeeiside of the name and email address. This file
can be imported directly into MS Excel, but in athases it may be necessary to Find and Replace
certain characters (see next section based on Wefil@sformat, but the same ideas apply.)

1. Open theExtract Master List Screeas described in the previous section for Pegasaik &hd
highlight the extract of partners whose email assies you wish to export. Select the itéile
> Export Email Addresses in CSV Format . TheExport Email Addresses in CSV
Format Screemppears:

Export Email Addresses in csv fi - x|
Filename: |C:RDDcuments and Settingsike  Browse...
Figure 10-6 Pegasus Email Daliiiics e g (Possible Values: , ; )

Distribution List Screen [~ Open Data in Excel

oK | Cancel | Help

2. Enter data as follows:

Filename Click Browse and select the folder you wish mretthe file in and enter a file
name. There is no need to add the .csv suffixs-dtided automatically.

Delimiter Choose comma (,) or semi-colon (;). Semicolon b@petter if you will need to
modify the file, since commas will be present ia #hort name.

Open Data in Excel If you check this box, BrrRA will automatically open the file in MS
Excel if that application is installed on your caumbgr.

3. Click[oK]. The file will now be exported.

10.3.3 Exporting E-mail Addresses to Other Applications

The file produced for Pegasus Mail (as describexkotion 10.3.1) is actually a text file, and ityma
be possible to import it into other applicationbeTexact requirements depend on what you wish to
do with the file, but the following steps may help.

1. Produce the list as described in section 10.3.Pé&yasus Mail. This is a file with a name ending
in .pml

2. Open a word-processing program, and from within #mglication, open the new pml file. The
file is of the form:

\TITLE aaaaaaaa.

\SENDER bbbbb

\REPLYTO ccccc

\NOSIG Y

"Smith, John, Mr" <johnsmith@claritymusic3.org>
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"Abernethy, Heather, Mrs" <abernethyha@cambridg@2.co.uk>
etc.
“name” space <email address>

Delete the first 4 lines of the file, those begmmivith \. You now have a list of all the email
addresses, one on each line, with the followinghr

Save the file as a new text filéxt )

Review the file, to check for anomalies, such aaibaddresses starting with an *. This sort of
list may be recognised directly by some email prows if you wish to import addresses.
However, other possibilities exist, such as thofaing.

Using a word-processor

The following applies to Microsoft Word, but similaperations may be possible in other word-
processors.

1.

Use Find and Replace to replace all occurrences ofith #< (assuming that # is not used in the
list.) The purpose of # is to act as a delimitershiow where to start a new column.

Select all rows of the list and the sel€able thenConvert Text to Table . Inthe
dialogue box, select@olumns, and enter # in the box labell&eparate Text at. Click[0K].

Word now converts the text into two columns.

Use Find and Replace to remove the # characteptaéeall occurrences of # with nothing (an
empty field). You now have a table of email addesss

Using a spread-sheet

The following applies to Microsoft Excel, but sianiloperations may be possible in other spreadsheet

programs.

1. Open Excel. Then go to File, then Open, and séhectext file. The Text Import Wizard starts
up.

2. In step one of the Wizard, chose Original Data TRgeIMITED. Click Next .

3. As the delimiter, select Space. The data previewalshshow that this will make two columns. If
S0, selecFinish

4. You can now either use the Excel file, or savesiC&V file.
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Chapter 11Foundations

Introduction to Foundations

Note: Although basic data for Foundations can be edtdbe functionality to record individua
proposals has not yet been implemented (as of Noge2007).

Foundations are organisations that can help weHuhding of mission work. To help them organise
their work, they may ask for requests for fundjpgpposals) to be submitted by particular dates and
they may require proposals to be submitted in qudar format.

Foundations are entered inteTRA as partners of class Organisation. If under Parbatails they
are marked as being foundations, Batner Edit Screeshows the Foundations Tab, which allows
you enter the requirements of the Foundation ataildef any Proposals that you submit. This
chapter explains how to use the Foundations Tab.

Relationships with Foundations can be quite seasker this reason, each foundation is assigned
two “Owners”, who are BTRA users and who “own” the relationship with the Fatimh.

Entering Foundation Information and Proposals

As described under Partner Details - Organisatjend of section 2.4.1.4, which begins on page 38),
the Foundations Tab only appears when an orgamisetimarked as being a foundation. The
Foundations Tab allows you to enter details about to apply for grants, and to keep a record of
proposals submitted.

To add or edit foundation details for a partneclass Organisation, first find the partner andao t
thePartner Edit ScreenThen continue as follows.

1. Select the Foundation Tab, so that the screen eppsedollows.

@ Addresses (1) I Partrier Details # Foundation Details |@ Subscriptions (0) I f Special Types (D) IEE- Office SDLI_’|
Qwners
FO Qwner 1 IANDREAG vl FD Owner 2: IANDREAG vl
Please get owners' permission before making any contact with this Foundation Ma reminders
Foundation Info roposalsl
ey contact —Proposal Deadline

TitIe:IMr

Reckl Monthly -

Figure 11-1 Foundation Tab
pf Organisations which are
Foundations, showing the
sub-tab for Foundation
Information

|7 Name:lnndrew Gosling

Email:lamg@stn34.org

Phone: (076 5578 1003

Subrmit Method:lMﬂIL vl Narmal rmail

Special
Requirements:

SLIbI-mt:ll\lo Restrictions vl

—Possible Submit Dates

Main focus is support for training
indigenous workers in the Spanish
speaking world.

Month
JANUARY 15
FEBRUARY 15

Formatting: |Preferred if special form provided by the LPRIL 15 Edit |
organisation is used.
MaY 15

Special
Instructions:

JUNE 15

Last Submit:

MNext Submit: 15-NO¥-2006

The screen has three parts — the “Owners” at {heatad two Tabs, one for general foundation
information and one for specific proposals. Entdéotimation in the three areas.
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2. First select the person who is tRimancial Development Ownerfor this foundation using the
drop down list of users on your system. A secomgbdly) owner can also be entered. Users will
only appear on the drop-down list if their UserH&s also been linked to a Person record (see
System Manager Module, th&ecurity >User >Edit >Partner Key ). Foundation
information can only be edited by one of the Owners

3. Using theFoundation Info tab, enter basic information as follows.

Key Contact Enter theName, Title, Email address anBhonenumber of the key contact in
this foundation.

Submit Method Select the preferred method for submitting prefmfor funding.

Special RequirementsFormatting, Special Instructions Enter in these fields any specific
information regarding how to apply for a grant.

Proposal Deadlines Select the time interval fdteviewsand the dates by which it is possible
to Submit a proposal. The actuBbssible Submit Datesan then be set up.

4. Use theProposalsTab to submit an actual Proposal. When selecieddlreen appears as
follows.

[The Proposal Tab has not yet been implemented.]

Screen not yet available.

Figure 11-2 Proposal entry
on Foundations tab.

5. Enter data as follows.

Details not yet available.

6. Click , and theMClose].
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Index to Partner User Guide

Tip If using Acrobat Reader to view on line, you gamp to the page. Find the item in the indgex,
click once in the box at the bottom of the Readegen to highlight the field, type the page numper
you want, and then press the <Enter> or <Rtn> Khis takes you immediately to the page.

| i4 qq 35 of 199 >L bl | o |

academic title, partner, 36
accounts payable extract, 116
acquisition code, 35
acquisition code table, 68
active partner, 11
address
copy to another partner, 28
copy to clipboard, 18
display order, 72
duplicate address check, 173
entering and editing, 26
location key, 16
management, 173
merging, 174
multiple addresses, 29
purging expired, 175
shared, 27
shared address (new partner), 27
address extract, 117
address layout
setting up - tables, 84
addressee type, 24
assignable options, 63
attributes (for contacts), 46
bank - class of partner, 11
bank accounts
editing or removing, 56
entering, 51
find partner facility, 57
introduction, 50
set main account, 55
bank details, 52
Bank Identification code, 57
bank, creating as partner, 56
BIC, 57
birthday report,SeePersonnel User Guid8eePersonnel User Guide
brief address report, 161
bulk mailing, 101
business type code
entering, 39
table, 68
campaign code, 40
campaign extract, 105
church class of partner, 10
closing text, 143
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commitment extract, 110
conference extract, 105
conference role extract, 106
contacts
attributes table, 69
contact method table, 71
contact type, 71
entering contacts, 46
copy address
to clipboard, 18
copying an address, 28
country, 72
undercover, 72
credit card, 52
Crystal reports, importing, 129
customised closing, 153
customised greeting, 153¢ee alsdorm letters greeting
date of birth, 36
deactivating a partner, 32
debit card, 52
deceased partner, 11
decorations, partner, 36
deletable options, 63
deleting a parter, 32
delimiter (for text/csv files), 159
denomination
entering, 38
table, 73
donor extract (misc), 114
donor extract by Field, 111
donor motivation extract, 112, 113
duplicate address check, 173
e-mail
create distribution list, 179
e-mail address table, 73
entering partner’'s address, 27
export e-mail addresses, 179
sending a report, 177
sending to partner, 177
emergency contact, 43
end-of-group labels, 133
EP File format, 57
exporting
a group of partners, 128
an individual partner, 59
data for mailmerge, 156
email addresses, 179
extended reports, 163
extracts
accounts payable, 116
addition of, 121
campaign, 105
combination, 121
commitment start/finish, 110
conference, 105
conference role, 106
contact, 102
deleting, 127
difference, 121
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donor (misc), 114
donor by Field, 111
donor motivation, 112, 113
edit description, 125
event role, 106
family extract for persons, 104
family members, 104
field, 107
finding, 98
foundation, 118
general extract, 119
importing from Crystal Reports, 129
importing from OMSS, 128
index of types, 97
interest, 103
intersection, 121, 122
local partner/personnel data, 109
maintaining, 124
manual extract, 120
partner special type, 101
previous experience, 111
publication, 99
purging old extracts, 127
recipient, 116
relationship, 108
subtraction, 121, 123
update/verify, 126
use to update partners, 129
family class of partner, 10
family extract for persons, 104
family ID number, 36
family ID numbers
introduction, 40
family members, 40
changing family, 41
extract, 104
fax number,Seephone
Field extract, 107
finance details, 50, 51
Find facility, 67
finding
a partner, 15
an extract, 98
form letters
address position, 143
closing text, 153
example (inserts), 144
example (simple), 141
form letter body, 138
form letter body table, 149
form letter design table, 150
formality, 150
greeting table, 153
including partner data, 148
inserting gift information, 155
inserting names, 155
inserts, 138, 153
inside address, 143
introduction, 137
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salutation text, 152

sender, 138
formality, 150
foundation extract, 118
foundations, 182
frequency

publication, 82

table, 74
full address report, 161
gender, 24
importing

a partner, 59
inactive partner, 11
interest

entering, 45

extract, 103

set up interest, 76

set up interest category, 75
international access code, 72
international dialling code, 72
international postal type (region), 83
international postal type code, 72
key count, 99

label code, 131See als®YSTEM MANAGER USERGUIDE

labels, printing,Seeprinting
ledgers, 32
local partner data

entering, 45

extract, 109

report, 164

set-up labels, 92
location, 11

definition, 27

finding, 28

Location Find Screen, 28

location key, 16, 174
location details, 27
location key, 19
location type, 26

table, 90
maiden name Seeprevious name
mailing address, 17, 27
mailings

recording contact, 46

table of mailing codes, 92
mailmerge

export data to text file, 156
mailsort label printing, 135
marital status

entering as addl. detail, 36

table, 77
merge addresses, 174
merging partners, 58
motivation (for donations), 112, 113
name

local language, 36

preferred name, 36

previous family name, 36
no solicitations, 24
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notes tab (Partner Edit), 49
occupation
entering, 36
table, 77
OMer Field, 24
OM-FAM, 17
OMSS extracts, 128
OMSS Key, 17
organisation - class of partner, 10
partner
deactivating, 32
deleting, 32
details, 34
finance details, 51
importing/exporting, 59
relationships, 42
retiring, 32
shepherd, 19
special type, 32
status, 11
status table, 79
Partner Edit Screen, 22
partner find screen, 15
partner key, 11, 22
Pegasus Mail, 177
phone
entering partner's number, 27
international access code table, 72
international dialling code table, 72
phone number report, 161
phone number report, 161
postage
publication cost table, 82
postal type code, 72
postcode regions and ranges, 91
previous experience extract, 111
previous name, 35
printing
addresses and labels, 131
labels from an extract, 132
mailsort, 135
reprinting a label report, 133
single label/envelope, 134
subscription labels, 134
private partner, 11
proposals (foundations), 182
publication extract, 99
publication label code, 82, 134
publications
frequency, 82
publication cost table, 82
statistical report, 162
supported by office, 167
table, 81
quick maintain, 34
ranges (postcode), 91
recipient extract, 116
recruiting mission, 68
regional director, 45
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regions (postcode), 91
relationship
define new relationship category, 81
define new relationship type, 80
entering relationship for partner, 42
reciprocal relationships, 45
relationship extract, 108
reminders
set-up a reminder, 48
subscription renewal, 82
renewing a subscription, 168
reports
address (brief), 161
address (full)/subscription, 161
birthday, SeePersonnel User Guide
extended, 163
local partner data, 164
partner reports, 161
phone number, 161
printing, 162
printing batch jobs, 163
publication statistical, 162
sort order, 162
retiring a partner, 32
salutation
position, 144
text, 152
shepherd, add partner, 19
short name (partner), 88
solicitations, 24
sort order, 162
special type (partner), 32
extract, 101
status of partner, 11, 24,79
subscriptions
cancelling, 31, 167
cancelling expired subs, 171
complimentary, 30
entering, 29
entering expiry date, 31
expiry notices, 167, 169
free, 30
issues received, 31
issuing expiry notices, 170
mailing, 168
overview, 167
printing labels, 134, 169
reason cancelled table, 83
reason given table, 83
renewal, 168
renewal date, 31
Subsctiption List Screen, 168
tables, 81
update issues received, 171
updating partner records, 169
viewing a partner's, 168
SWIFT code, 57
tables
checking contents, 65

Page 190 Version 2.2a (Apr 2008)



Partner User Guide —— Index

index to partner tables, 64
maintaining, 63
time zone, 73
tutorial for Partner Edit Screen, 22
undercover country, 72
unit
type of unit, 40
unit - class of partner, 11
update partners (using extract), 129
venue - class of partner, 11
verify & update addresses in extract, 126
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