Awana Software Documentation

This documentation will guide the user through the various functions of this software for
managing the records of your Awana Club ministry.

Demeo Church
I O NE To use tha Cesna spstem, |l:ll.:|ll'l & I Clubleer RBEISIM”M I
EPET W B
with the pazsword of
T T— haopns haots
— r—

Te visw rEports, requires that pop-up Awvard Raport

blacking software be disabled for this site

| Maintain Lesders |

In addition, you will esad to have adobe
Feader installed. [F you do nok have adobe
Fmadar, you can downlaad it from tha site

=1Ly

i Copyright 1598=-2002 Mecro Traning Spstems

The first step is to login by selecting the login button on the left. If you select any other
option and you have not yet logged in to the system, you will also be prompted with the
login screen.
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The login screen requires the entry of a userid and password. Userid’'s can be set up for
each of your club's leaders to access the information from home or anywhere they have

internet access.
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In the demo version of the software the userid is demouser and the password is demopass.
In the full version of the software an initial user is created with full administrative rights.
The userid for this user is admin and the password is initially set to password. The password
should be changed immediately to protect your information. You may also choose to delete

this user after creating another user with administrative rights.
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After login to the system, the menu displayed will include additional options. The options
displayed will vary depending on the authority level of the user.
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The first step in setting up your system is to enter your leader information. Leaders must be
entered before clubbers can be assigned to a leader's handbook group. To enter leaders,
select “Maintain Leaders” from the menu. The following selection screen will then be
displayed.
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You can limit the list of leaders displayed on the next screen by selecting a Club or a
subgroup within a club.
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Every leader who will have a handbook group, should be entered into the system. To add a
new leader, click on the Add a Leader button. You may also use the action options on this
screen to view, edit or delete the information for a leader.
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You should fill in as much of the information on this screen as you have available. When you
have completed entering the information, click the Update button to store the information.

It is important to select a club for each leader to allow for the proper functioning of the
program.
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After all Awana leaders have been entered, you can begin to enter detailed information for
each Awana clubber. To do this, select the option “Clubber Registration” from the main
menu.

Deme Church
AWANA Club

Makn Menu

Club: =) v Group: | =ag «|  wader: T
Eugan Erman
Dion S mith

Show nactives? [ Clubber

Al

hidke Giaan
Fim sdwson
Edll Jomas

Salmct

& Copyright 1588-2002 Micro Training Systems

The list of clubbers to be displayed can be restricted using any of the criteria on this screen.
Club, Group or Leader will restrict the list to only those that match the selected criteria. By
default, only active clubbers will be displayed. If you want to display all clubbers, including
inactive clubbers, check the box to show inactives.
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To display a specific clubber, begin typing the name of the clubber. As you type, the list of
clubbers will include only those whose names include the letters you have typed. After the
name you are looking for is displayed, select the name from the list and click the select

button.
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The clubber listing screen will then be displayed. The listing includes the name & address
along with the parent’s name, phone number, grade, age and leader’s name. The box to
the right shows the structure and achievements for each clubber in their current handbook.
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To add a new clubber, select the “Add a Clubber” button at the top or bottom of the screen.
Use the actions to View, Edit or Delete an existing clubber.
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The clubber edit screen allows the entry of basic registration information for each clubber.
In entering the grade, simply enter the number of the grade or K for kindergarten and P for
Preschool. The grade will be adjusted each year automatically by the program. The birth
date including the year is necessary to calculate the age. The club, leader and handbook
are required fields for the reports to print properly.

The attendance grid shows the weeks of club with an “_” for absences and future weeks,
and “x” for weeks that there is no club and the date (as in “24” for the 24th of the month).
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The core of this tool is the “Weekly Sheet.” This may be printed for a single club or any
specific leader using the same selection criteria as in the registration form. These are
distributed to the leaders to record the achievements of the clubbers in their group.
Attendance (Att) is required to calculate the attendance awards. Achievements can be
entered using the column to the right to specify the unit or discovery and the section
numbers passed.

At the end of the night, these sheets are turned in so that the information can be entered
for the next week. The information on this sheet allows leaders to know where clubbers are
in their books even if they do not bring their book.
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The person doing data entry should take the sheets and enter the data using the “Weekly
Sheet Entry” option from the menu. The screen below will be displayed and the attendance
and achievements are entered by checking the appropriate boxes for each clubber. After all
data is entered, press the update button to record the information.
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The award report will list any awards that have been earned including attendance awards,
grouped by individual leader.
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The leader report can be printed by any leader or can be printed for all leaders and provides
all of the necessary information leaders need for clubber follow-up.
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The church data screen is used to initially setup the default values for several important

variables.
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After completing this screen the option to “Maintain Clubs” should be selected to change

data for specific clubs
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