
            
             Vital Signs Data Entry User's Guide

After you logon, click on your charge/church in the My Workspace(s) area to get to the
screen shown below:

In the box titled "View" at the left, you will see the choice "Statistical Item Summary".  Click on that 
to display the screen below:



In the "Assigned Groups" area of the display shown above, you will see "Vital Signs" displayed.  At the right on that line, 
click on "View" to get the screen below:



From the "Groups" drop down menu, select "Vital Signs" and from the "Items" drop down menu, select the item you
want to enter.  The example below is in the process of selecting "Worship Attendance".



Selecting the choice in "Items" will cause the screen to refresh and display your choice as shown below:



Once you have selected the "Items" category, you will see the entry area at the right.  The "Showing Data for" area allows
you to select the time period you want to display.  The default settings are for the year 2008.  Each entry that needs your
attention is shown with a value of "N/A".  To make an entry, double click with your left mouse button on the "N/A" and it
will change to entry mode (see below) to allow you to make your entry.  Please be sure to replace every "N/A" with an entry
even if it is zero.  Note:  You must enter only numeric values, alphabetic characters are not allowed and will cause an error
message to be presented indicating a failure of data type on entry.  

The Alert will not go away as long as there is any "N/A" under any "Items" category.



Once you have double clicked on an "N/A" and are in the data entry mode, type in the number and then click "Save Changes"
to store your entry.  As the year progresses, this entry area will grow vertically with the newest entry required added at the 
bottom of the list.  If you view this on a small screen or in a window that is small, you may have to scroll with both the bottom
scroll bar all the way to the right to see the scroll bar that controls the vertical list of items.



Once you have clicked the "Save Changes" choice, the data will be saved and look like the screen shown below:



You can then select another area for entry to check to see if it contains any "N/A" items that need your attention.  In the case 
below, "Professions Of Faith" is now the selection and a new "N/A" is there indicating that entry is needed.



Important information about Alerts
=========================

The Alert title will say "Scheduled data entry needing your attention"

Alerts will be displayed for the pastor(s), and for any person holding the appointed position of "Charge Conference Administrative 
Assistant", "Charge Conference Preparation Assistant", "Report Day Data Entry", and if there is a desire to have a special person
responsible for this entry the pastor can assign a person to the new position of "Vital Signs Data Entry".  Everyone will still get the
alert and it will stay until the required data entry is completed by someone.  It is not necessary to use the new position unless you
want to.  Anyone listed in this paragraph can do the entry and as soon as anyone completes the entry required, all Alerts will be
removed for everyone until entry is needed again in the future.


