MSC Training 01 - People and Their Data

In this training, we will review:

* Overview of the program showing all sections that are offered
* Managing and adding participants

* Standard and custom fields

+ Adding photos

* Managing various drop-down menus (categories and types)

* Equipment Rental/loans

* Managing System Preferences and Touchscreen Settings

* Managing Volunteers, Instructor and Drivers

Adding and Updating People

1 After Logging in, Click "People”
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The people tab is your filing cabinet. Anybody and everybody that you're tracking

in MySeniorCenter will have a file under the people tab. It doesn't matter if they
are a participant, volunteer, instructor, etc. Everyone has a record in the people

tab. When you 1st come to the people tab. You'll see a short list of people at a

time. The people are alphabetically ordered and if you wanted to you could click

the arrows down at the bottom of the list to go through the pages alphabetically.

Normally you'll use the search box at the top of the list. You can search by first
name, last name, middle name and nickname. You can also search by address,

phone number, email address and zip code.
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3  Click a Person
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When you click on a person you're selecting that person's file and you'll see that
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person's information in the center pane. To get into that person's file click "File

Info".
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5 That opens up that person's file on the right hand side. That's our standard fields
area in MSC. All centers that use MSC have the same exact fields here. This is what
comes with MSC when any center starts using it. You'll see when entering a new
person that it is not all required. Even if all you have is a person's name you can
get them into MSC. Standard fields other than First and Last name can be ignored
but they cannot be removed from MSC. To the left of the file Info Icon you'll find
the Custom Icon. Click it.
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That opens the custom fields window. You're doing the same exact thing here, just
entering in information about the person but we call it the custom fields area
because you can customize this section. Whenever a new customer sends us their
data to get started with we will always build custom fields for anything that falls
outside of what we have for standard fields but you will always have the ability to
add more custom fields if anything new ever comes up that you need to start
tracking. Click any customize link to add sections and fields to MSC. You can create
drop down menus, multi-select menus, text fields, date fields and check boxes.

File info and custom fields are your two primary data areas in the program. Most
information you collect on folks is going to be in one of the two spots. These are
always separate sections so best practice is, when looking up information on a
person, go to file info first then custom fields and you'll have everything on one
screen.

Close the custom fields window.
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Click Show all above the search box. This always clears the search results and
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bring back all of the icons in the center pane.
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Remember, it doesn't matter who the person is yet. Everyone gets added the
same way. Once added you can indicate things like , volunteer, driver, instructor,

etc.
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9 You'll get a pop-up window. The only thing MSC will force you to fill in is the first
name and the last name. Everything else is optional but does serve a purpose.

* The nickname is for the touch screen. Whenever anyone checks in at the touch
screen it says their first name on the screen. If you fill in a nickname it will use
their nickname.

* Birth date is use for statistics. You will be able to see how many people are in
different age groups and use the DOB as a filter when running any statistic. MSC
also has a birthday list. With just a couple clicks you get a list of everyone that has
a birthday in whatever month you chose then you can send out a broadcast call,
text or email and even print out mailing labels for birthday cards.

* Filling in a phone number will allow you send out broadcast calls. Phone
numbers can be formatted in any way.

« If you fill in a cell phone number then the broadcast calls go to both numbers.

« If you fill in only one or the other then broadcast calls go to whichever one you
filled in. It is perfectly file to leave the phone spot blank if the person only has a

cell phone.

* Email will allow you send out email broadcasts as well.

* Entering a person's address will allow you to print mailing labels. Statistics will
show how many people are coming from each city.

Click "Add" to go to page two.
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10 Everything on page two is optional but it all does serve a purpose. Things like
Ethnic Status, Disabilities, Allergies, Head of Household, lives alone all pull to the
statistics. Disabilities and Allergies also pull to the emergency contact sheet. We
also want to fill in their primary emergency contact info. You will also be able to
enter additional contacts later. Click Custom if you wish to enter any custom field
data.
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11  Be sure to click save before closing the custom fields window.
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12

Mailing List O Yes ® 3,
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Click "Save" when finished.
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Save And Add New

The window will close and the new person will be selected right away so you can
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14 Everything we just added will be in File info and Custom Fields. Nothing is set in
stone. Anything can be edited from file info or custom fields at any time.

Close the Custom Fields Window
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Deleting, Archiving and the Deceased Setting
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15

In my senior center you're never really deleting a real person who has attended
the center. When we delete someone it's like taking their file out of the filing
cabinet and throwing it in the shredder. In my senior center. We have much better
ways to handle the different situations that come up where you might think you
should delete a person. For example, Maybe you found a duplicate record. You
wouldn't want to just pick one to delete because there may be important
information on one that's not on the other and vice versa. We have a way to
merge duplicate records together so there's no need to delete one and lose
important information. So in that situation you would not delete. If a person is no
longer active at the center you can archive their file if you want to. When you
archive someone'’s file you're not losing any information on them. If you were to
look at a past roster for an activity that they attended on a specific date they're still
going to be on that roster. If you run a report for a time period in which they were
active they're still going to show up on that report. We're just giving ourselves the
ability to hide their file away.
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16 When you click archive and then confirm, the person will be highlighted yellow.
Yellow means archived.

Archiving this person will hide them from the People section, but they will
still continue to show up in statistics, event lists, etc.

You can view archived people by clicking on Advanced and checking the box
next to View Archived People.

First Name |Last Name | Date of Birth
Sadie Adams 572571924

17 Now that the person is archived, click "Advanced" above the search box
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18 Here you can un-check "Show Archived People"

19 Click "Go Back to List"
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20 Now the person is hidden. They still exist and we have not lost anything. They are
just hidden. Click "Advanced" above the search box again.
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22 Click "Back to List"
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23 The person show's back up in list. Click the person.
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24  Click "File Info"
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25 Now the icon says Restore. Click "Restore"
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26 The person's file is no longer archived and no longer highlighted yellow.
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28

Click "Save"
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30 Click "Advanced" above the search box
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31 Just like with archiving, uncheck "Show Deceased People".
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32 Click "Back to List"
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34 Re-check "Show Deceased"
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35 Click "Back to List"
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36 Deceased People show back up again.
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38 Click "Save"
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& Both Archived and Deceased people are skipped in broadcasts. There are settings
to include archived people if necessary but not deceased people. When you set a

person to deceased, if they are pre-registered for any future events, they will be
removed from those events as well as any groups they belong to.
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39

person. The sticky notes icon brings up contacts notes and services.

The sticky note icon is the default icon that's chosen when you 1st click on a
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41 When we created a new person we entered their primary contacts at that time.
File info is where they live. That's where we would go if we needed to update them
with any changes. Click the sticky note icon
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The contacts under the sticky note icon are for any additional contacts you might
42 -

have for this person. They could be more emergency contacts or they could be

other types of contacts as well and you can add as many contacts as you like. Click

add contact
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43  Click the type drop down and choose emergency

orlD=100002&fp=GenContact

Crganization
First Mame
Last Name
Relation
Date of Birth

Email
| Parent/Guardian
Physician
| Sibling
E

44 Fill in as much or as little information as you like about this contact. Nothing is
required.
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45 Click "ADD"

46 Now we can see that contact listed there. Let's create another contact. Click add

contact.

o5t :d My Training Site j. Getting Started  JB Getting Started - 5., i‘y_ CEMO SITE

5 A & A4 W &

Age: 99 B DEFAULT PFAGE . FNT PRAGE ‘ PRIKT EMERGERC Y CONTACTE
. Irdformation belosr pertains to 1 Sade Adams
0
Contacts
Emergency -
it s &“\ Jack Johnson >
MARRY e Primary (Home): 456-741-7893 °

oUsTDMm FRLE InFO

L] head =
L W € nores + K83 Note

EATEPTI T TR S
RSN G) SERVICES  + aciamiiee
OSTENT mEALS

T Barrseuda b
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47 This time let's create a general contact. Fill in as much or as little information as
you like.

nioriD=100002&fp=GenContact

[Please select a contact type v |
¢ : Please select a contact type
Lirganizaio| Bil“ﬂ

First Mame

Last Name

Date of Birth
Emai

Work

48 Click "ADD"




49

Now we can see the 2nd contact listed there. If you have an emergency situation
you do not have to go digging around into the different areas. As soon as you find
the individual whose contacts you need, click print emergency contacts to the
right above the contacts.

My Training Site  J Getting Started i Getting Started - 5., [l DEMOSITE B mytutorislcenter B Work Email 1 Barracuda

40

Age: 99 "‘ DEFMLLT PALE ‘ BRINT PAGE ‘ FRINT |EASF BN
Trder rruakicen balenm portains ko : Sacke Al
cn"tacts' Add Countacts
Emergency
i lack Johnson w
- Primary (Home): 456-741-7899

el = General -
Zelda *
Primary (Home): 852-963-7894

@ 5 CLUCH HERE TO
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50

This will grab their primary contact from file info along with any other emergency

types we create. Here. You can see Zelda is not listed because Zelda is a general
contact not an emergency contact.
Sadie Adams
Age: 99 Dob:(5,/25/1924) -i_... _— L
Informaison below pertsin B0 - Secke Acdsms
1826 Clark Ave, Phone:252-288-5479 Contacts
Mew Bern, NC2E540 Cell Phone: Emergency
kack Johnes -
Disabilities/Allargies: Primary (Home): 456-741-7899 °
Gemeral -
Ermargency Contacts " R L
Andrea Malix Primary {(Home): 85
Home: 252-571-7673
I ohnson € nNoTes
Home: 456-741-7899
.:_:___‘ SERVICES
51 Click "Close"
T e I e Getting Started  J8 Getting Started - 5. ] DEmosime 8
Iqe_Senkors lhstinformationprint_emergency.a SENOrL

e 25 2-28E-5470
Phone:

I" CEFFMLT PYEE h PROT PRAGE ‘ FERT BMERGEMNCY COMTACTS

Anfermation below pertains o : Sades Adars

Contacts Add Contacts

Emergency
Jack Johnson Do
Primary (Home): 456-741-7899 °

General -
Zelda w0
Primary (Home): 852-963-7894 *

CLICH HERE TO
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52

If you need to update one of these contacts, click on it.

o
T
People

53

IOERS

Sadie L Adams Age: 99
1526 Clark Ave,

New Bern, NC 28540

252-288-5479

FEFRONMEL

CLIEx TO n? ELIEH TE 3 &I\
L i
AR -

ACTAATE

LEHGUAGE cusTom FLE NFD

_Iﬂu*:ix

WEL EUENTS  TRANSPORT.

QH S

VOLUNTEER  E0usPmENT MEALE
z | "a',) m

L -0 Ny I

i CEFFLLT FRGE ._ PRAT PRGE ‘ PR EMERGERCY CONTACTS

Enformation below pertsirs bo ; Sadie Adars

Contacts

Emergency -

Jack Johinson

Primarv (Home): 456-741-7899

GEn
Zelda
Primary (Home): 852-963-7894

1 NOTES

. SERVICES

Make any changes needed then click "Edit"

f-:ﬂ
fl"

:

E

i |

Add Contacts

x

w

CLICH HERE TO

+ ADD NOTE

ELICH HERE TO

+ ADD SERVICE

£ Eill

37



54 If you need to remove a contact, click the white X

ams .ﬂgi: gg L" DEFRL T PRGE ‘ ERNT FARE ‘_ FERE ERMERGEMCT CONTACTE
Gva, nformation below pertaing to ; Sadie Adsrs
NG 28540
] Cﬂﬂtﬂﬂtﬁ Add Contacts
Emergency -
P L Jack Johnson -

= 18" 1 I ; ]
e cme 8 @ Primary (Home): 456-741-7391 *
PRt cusTom FLE fFD

- — General
J “ Zelda
irmary = p
- . — Primary {(Home): 852-9
) %
y, ” H (R & NoTEs + ASDNore
ECR  ECuaPmEnT MEALS |
_| = -
Llj I.\\- '.J :'\a\‘r | CLIEH HERE TO
1 : - & 11 vat‘.H + App sERVICE

IARD EETANE RS ROTES
[ = ] (K- FILES

Notes



Notes are meant to be very general notes about the person. These notes are not
meant for anything confidential or anything service related. We'll learn about
those kinds of notes next. These notes are available to all staff members. There is
no way to lock anybody out of these notes. When one of you puts in a note the
rest of you will see the note as well and you'll also be able to see who put that note
in along with the date. Notes do not provide any sort of reporting at all. That's just
not what they're intended for. They're meant to be seen in MSC when you're
looking at that person'’s file.

Click "Add Note".

55

Age: 99 ‘ GEFAULT SRGE ‘ PEINT PAGE ‘ PRINT DMBEGERC Y CONTACTS
- Trifonmation below pertains to ¢ Sede Adame

Contacts
Emergency -

ko Jack Johnson »
e Primary (Home): 456-741-7391

'§ vy 3 ELICH HERE TO
i) = ADD SERVICE

)

33



56 In the pop-up window you will choose a category. If you need to add/edit or delete
choices from the category list, click "Manage Note Categories".

+

niorcenter.net/msc/senions

eploy  vet Wix B tasks  J Training Progress BN MAC-Admin [ Mac [ ChrsCross [ My Training Site Ji Getting Started
TI' = il i wlmaln (RN | 1* %I'
'Qﬂ" & Mote Management - Google Chrome — ) oy C
Ci He P
B trainingcenter.myseniorcenter.net/Legacy/manage_seniors_listinforma 0. @

Manage No* - Catugones
W DEFRLLT PRGE ‘
Click No’: ategory Tooemation below poetas

Click which cabugory the nobe mfi an you aee creating Gl undes

Emergency Contacts cnntam

Emergency Contact Infoemraton

. Emergenc
General Information lack ;?hnmmn
fmy queneral infrs aionst the serior Sk

Health Information Primary (Home):
Haalth coromms

57 In the separate pop-up window you customize the list of categories.
Close the window.

L Mote Managerment - Geogle Chrome —

] trairlngcents r.myseniarcenternet/Legacy/manage

Close and Refresh Categony: List

4 Catezor ks B Training Progress B Mac-admin [ MaC [ ChrisCross
- _— FEN

ecuens - | IS
Emergency Contacts Edit Delete . B trainingcenter.myseniorcenter.net/Legacy/manage_seniors_listin

T

- 1 Inf 4 Al
General Information  Edit  Delete PR —

Click Note Category

Chick wbich cabrgry he nobe mduernadion you are sresting Gk

Page 00 1 | b4 or ] . Emergency Contacts

Emergency Contact Infosmrabon
T e~ General Information
Records 1to 3 of 3 R i R e s

Health Information | Edy

Dielete

Health Information
Haalth corcsms
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58 When putting in a note simply click a Category.

eploy wex Wix B tasks QR Training Progress|.. [ Mac-A

dmin  EH MaC [l ChrisCross [ Training Site Q8 Getting ed
- - s na .
t.tl g T W Note Management - Google Chrome - o x n '33‘
Ci des
@ trainingcenter.myseniorcenter.net/Legacy/manage_seniors_listinformation_no... &

Manage Mobe Categories

."‘- CEFFLULT PRGE
Click Note Category e —

Chick which category the nole information you are creating falls undec

FI'I"Il‘.1‘_l_'}l""""'.‘;r Contacts Cﬂl‘ltad:s
Efrarge iy et Informration Emi'.'.l'g('.'.l'l('."‘ i
Jack Johnson
mation Primary (Home)

BT

€ NoTES

59 Type your note and click "Submit".

H  TraimngCenier.myseniorcenter.netf Legacyy/ man

irbian:qt rate Catagories -* e —— ‘ o
= , Innborirtion bed et
Genersl Informabion
Has bad balance. Tends to fall.

Contacts

Emergency -
Jack Johnson
i Primary {Home): 4

NOTES
o] ¢

al 1 b lelaf 28
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60 Now you can see that note listed there along with the date.
Click on the note.

Sadie L Adams Age: 99 -" CEFRULT PRGE h PENT PRGE ~ FENT BMERGERC Y CONTACTS
1826 Clark Ave, Znfor mation bslow peries b+ Sade Adars
New Bern, NC 28540
52 54T
252-288-5479 Contacts
Emergency
= =k ) Jack Johnson -
I -
R R S W oy (Home): 456-741-7391
EORREL LAHGUAGE cUETOm FLE NFD
PR ﬂbﬂ \Q { nozss - R
FERETER UL EUENTE :
s OH 3
pAemEnTs  UOLUNTEER  sgusment nﬂ::..:JI SER v .CES + Ap DL.;E;VTIE E
“ 3 &
mu N
— z ‘\-,.‘) Ill.\ =30
AOD PMOTD RSB CARD  AETWOERE raTEs

=

61 Here you can see who entered the note.

YR

LW EUERTE TRANEPOAT .

Dake

6/16/2023

»
Qh 3

3 _ - EDIT NOTE
my CH) 5
.
; DELETE NOTE

ASSEN CARD REMinDEns noTeEs

SETATIETICS LOOS FLES




62 Click on the "Sticky Note Icon".

&Ta 38 - oy
ne I = L L= - L ﬂhﬁ
eSS | g oo ﬂ e W

PERSDNNEL cusToOm FLE NFD
lds, Michele

TaL

|, George m.-.-. L EUENTE

TRRNEROMT.
HC
1

e | 8 . o8
ﬁz VOLUNTEER  mpusment
' ’)
FETHMCATS.

OGE

n, Mildred
b

NC

MEERAGN CRRD

Sally
i =)
HE
ETATIRTCE FILEE

2
i
v 38 i
], @J

idess
5 of 224

Services/Outreach

Has bad balance. Tends to f

Draks
[6/16/2023

Entered By

Eill Henderson

EDIT NOTE
DELETE NOTE
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63 Services is designed for more confidential case notes that service providers are
entering that not everybody at your organization should be able to see. Outreach
Workers use it, Social Service Providers use it, Nurses use it, it depends on each
center and who they have working there. But the main point is that you are able to
decide who has access and who does not. Whenever any staff member gets their
user name/login set up, an admin has to choose their permissions. During that
process they are deciding whether or not you have access to the services section.
If you have access you see the services section there and you can see past records
as well as add new records and run reports. If you do not have access then you
simply do not see the services section at all and it just doesn't exist for you.

Click "Add Service"

Add Contacts

Emerngency -

: &\ Jack Johnson *®
Primary {Home): 456-741-7391

T (=
llcllwrl| -
cusTom FRE NFD

=
Q = CLEH HERE TO
" ADD NOTE
P gt c
2 5 . :

d BACR ]




64

15
Wi,
&

Here we're creating a record of a one-on-one interaction that we had with this
person on a specific date and time. The date and time will default to the current
date and time but you can change those. You can put in past dates, future dates,
and anytime that you want. Mostly what you'll be doing is choosing from lists. Just
like with our note categories, all of these lists can be edited. There's always a link
at the top to manage the list just like with our note categories.

Expand the Window

L 7]

Age: 59 MaC [ ChrsCross Q0 My Training Site
Phone: 252-288-5479 Dats Jock “ - ;

; Tima|10:1zam |
Disability: I o ? 1 A

i~ ;
N Manage List

Type or dick Interaction

Where || How did you help this person? iadre,_!' Adar{‘ﬂ' .l"'.-; a: 99
Exasmple: Fhone Corsudtabion, Home Conmuttabion 826 Clark Ay E!"

devs Barn, NC 23540
152-288-5479

Al Home

By Phone

Office Visit
ﬁ-ﬂm':r_'g ﬂ CLICH TO -
L ARG ADE cusTOm FRE NFD
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65 First we're going to choose an interaction type.

Sadie Adams Age: 88 o
1826 Clark Ava, Phone: 263-208.5478 Due[cnees | ock
Mew Bem, NC Disability: Time] 1015

—
=‘_ Mansge Lint

Type or click Interaction

AL Home
By Phne
Offige, it

- Galect Account - w

ADD | ADD and Open Custom Fialds

66 Next you'll categorize the interaction.

e ped s
Now Bem, NG Disability: B
m By Phone Mulll Ack] S Ak
[-__1|
=I I =. M-"m -
m Type or dick Category
Wi wruke
; T, J il
m Are You Dk
m Femily Support
el g'oil
m 0 Insurance
Medical
m -- Select Account - i

ADD | ADD and Open Custom Fialds



67 Nextyou can indicate a specific service

Sadie Adams Bge: 90

Mew Bedn, NG Disability: Bl —_——
By Phona Ml Akl - Singla Add

Family Suppont

[«__}
B, Mansge Lin

Type or click Assistance
Lty .
E-aivgde=: fu

Cable Discount
Electric Discount
Find A Referral
Food Stanip Applications
Fuel Assietanoe
Heous )

OTHLCA
Phone Discount

(=]

== Select Accoun] - e

ADD | ADD and Open Custom Fields

68 Nextyou can indicate if they were referred to you

oh e, Plone: 252-208.5479 i
Mow Bem, NC Disability: N 10:15 80}
By Phone
Family Suppon

Fuel Assistance

Soanl 5 Uices

=]

-- Select Account - -

ADD | ADD and Open Custom Fialds



69 You can also indicate if you are referring them to someone else

Sadie Adams Age: 49
Date
182165 Clark Ava, Phome: 252-288-5478 T
Meow Beam, Disability:
i~ ool | By Phone ]
=_ Mansge Lint
Category Family Suppaon .
Type or click Referral To
MOW
m Family Senior Cenbrr
Referta | ] ey
L1

=1

RBRE

- Galect Account -

ADD | ADD and Open Custom Fialds
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70

UNITS:

Some centers have a grading system in which they have to assign a certain
amount of unit to an interaction based on a number of factors. Although this is
one interaction, you can enter as many units as you want. Then, in statistics, you
can not only see how many interactions for a date range but you can also get a
total number of units.

HOURS:

Here you can also track how much time you have spent with a person and pull
totals within statistics. Hours are entered as decimals. For example, fifteen
minutes would be enter as .25.

RATE (Optional Field that is turned on under preferences):
Some centers do have an hourly rate they need to apply and from that they can
generate invoices.

ACCOUNT (Optional Field that is turned on under preferences):
You can choose which payments received account the rate is be allocated to.

NOTES:
You can enter any notes you like.

Tnbarsction JlRE=
[SLETU | Family Support (Optional) Type Notes
Bl Crani horvn ks, parrearil indo, grurnpleses

el | Fuel Assigtance
m Family
Refer Ta Sanior Center
Barvion 0
Units
P -
Rate 0
LT | - Select Accoun - w

my notes r
LU

ADD | ADD and Open Custom Fields

1 v @ s E@w s Be.e B
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71  Click "Add" to save the record.

Account -- Select Account -- v | _

my notes here

ADD and Open Custom Fields |

1]
e
-,
L

B Q seach L | E *n* 2 = O & =

72 Now we can see that record listed there along with your name (the creator) and
the date and time. Service records are sorted by date. The recent record is listed at
the top. The search box shows up once you create the first record so once you
have a long history of records you can easily search for specific records.

Click directly on the record.

e 4+ ApD NOTE

NSPORT...
|l . CLIEK HERE TO

sPMENT - SERVICES " ADD SERVICE

’T; _9 Search Service Notes

/ \

TIRDERS 1. Family Support - Bill Henderson - By Phone Units: 0 Hours: 1 ¢

Friday, June 16, 2023 - | 715 AM
‘ : Show More { 100)
LOGS

Show All
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73 Here you can see all the details for the record. You can also see the edit, delete

and print buttons.
Close the window.

@ MAC-Admin [ MAC [l Chrscross [0
LY e W

2gle Chrome

iseniorcenter.net/Legacy/man

TS

EDIT DELETE FRINT LIST

Family Support - Fuel Assistance
6/16/2023 - 10:15:00 AM
Bill Henderson - By Phone
Service Units - 0
Hours - 1

The Logs Icons

] Equipment

Setting Started 8 Getting Started - 5.. [l DEMOSITE B mytutoria

& A |

Statistics

Reminders

FRULT PRAGE ‘ PRINT PRGE ‘ FRINT EMERGEMNCY COMT.AC

ation below pertains to : Sadie Adams

Add Contacts

X

ary (Home): 456-741-7391

CLICH HERE T
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74

Amas Olds, Michele
2522557

Ko B, HC
Armond, George

Likrkrwen,
R—

Armstrong, Ricky
2E1457-1008

Fgwv Baern, KIC
Amington, Mildred
ZR-265THE
Unkerayeen, WIC

Arthur, Sally

2525154500
Uisemyati, MC

1 b [v#]of 38

Shiose Mlaster List
Sheew Assrans
Records 1 to 6 of 224

Click the "Logs" Icon

TR

fid DECY

S

PRMENTE

EENTRACTE

L ELENTS

WOl UNTEER
-

-+ 4
HTIL

STATIATES

wles

naOTES 1. Famnily Support - Bill Henderson - By Phone Unies: 0 H
Frickeg. Junas 16, 2002 - 10:15 AM

Shaorer More {100)

Lo arm All
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75 Logs is designed to keep track of non confidential interactions with people. Many
centers rely on statistics about phone calls for grant reporting. Logs allows you to
keep track of all of the other types of interactions that are non service related. No
center is putting in a log for every call. If someone calls to ask what time you're
open for example, you're not going to log that call. Logs is intended for things that
you're spending a little bit more time with or maybe you're going to want to
reference back to some notes because this person tends to call about this a lot.
That's what logs is for.

Click "Add Log".
I b
ning Site  J& Ge arted Jl Getting Started - 5. [} OSITE  J mytutoralcenter [BR kEmal o Barracuda Networks ([
| A & & W L

18 99 * CEFRLLT PAGE ‘ PRENT PADE

F

| ™ Loes
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76 Here we can see the person's name and phone as well as date and time. Phone,
Date and time can all be changed. You will be choosing from lists again. Just like
with services. These lists can all be customized just like the other lists we've seen

so far.

Wi Add Fhone Log - Google Chrome

m train "gEEHTE".""‘"r'SE":IZ‘TC'E!'ITE'.":E‘. Eda

Sadie Adams

To ® From

8M16/2023

Log To or Log From

03:08 PM
: Sebect Whether or Not the Log is for in incoming o outgoing action,

Next
>

To make a choice simply click on the choices in the lists.

77

Choose a category

Manage Categories List

Select or Click Category

Select or Click this event falls under.
Also will pre-set the max signups which you can then edit if needed.

Checkin
Events

Inqus
Misc
Transportation
Trips

48



78

79

Choose a sub-category

Manage SubCategonies List

Select or Click Category
Select or Click this event falls under.
Also will pre-set the max signups which you can then edit if needed.

Misc.
Other
Registraticn

Choose a type

DI BOQOr

Select or Click this event falls under.

Also will pre-set the max signups which you can then edit if needed.

Email
Left Message on Machine/Voicmail
Left Message with Another Person
No Answer/No Message Left
Spoke Directly
Transportation

Wal c-In
I

49



80 Enter your notes

03:08 PM

Time |
Registration

Phone Log Notes

T

81 Click "Add Log"

My MNotes

50



82 Now we can see that log listed there along with your name and the date. Logs are
sorted by date and the most recent log is listed at the top. All staff have access to
logs and can see all logs as well as the name of the person that entered the log.
Logs provide full statistics.

=] = @ jrr
-
. @ 11
Sadie L Adams g 99
1826 Clark Ave P
— -y s CLEDH HEME TD
E;;;:ET; ,':g i | LoGs + ADD LOO
252 47
1. SLG/HZ3 Bl Hhenberson WolkTe - Inexaming My Motiss
:
b e P W ®
nrw Y mTom FLE fF

MTENTE VOLUNTEER AT T mERLs

| ¢ DY e
_3_ i{ o IR ’) »
B T AR T - ] ROTER

A Lo B

83 Click directly on the log.

it et el i i B VEMUIE i MTUIDNMCENIET O] WONK CMmos  L§ DNTACLOD neowon: g
&% 7 A |
%l lIII _
- - £ Bill Henderson
. Rides Equipment Reminders Statistics
199 § CEFALLT PASE ' PRINT PAGE

B ]
) LOGS 4+ ADD LOG

1 Bill Hemn

FILE INFO
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84 Here you can see all the details for the log and make edits.
Close the window.

Seniors - MySenicrlenter x [ MySeniorCenter

C B trainingcenter.m s oS enrCentsr

oogle Gy Autoupdate of Seck

Bill Henderson
Phone Log To From [ROR FRCI
252-288-5479

6/16/2023

03:08 PM

Events

The Groups Icon
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The most basic definition of groups is that groups allows you to group people

85 .
together so that you can perform actions on them as a group rather than as
individuals. Actions like sending out a broadcast call to everyone in the group or
sending an email or a text or creating mailing labels for everyone in a group or
using that group as a filter when you're running statistics. You can even leaving a
message at the touch screen for everyone in that group. There's many reasons for

creating a group.

‘ _- Uniknown, NC

Armstrong, Ricky
252-497-1006
New Bem, NC

| . Arrington, Mildred
252-2697709

Unknown, NC
] 1 » [+#]of 38

s

Show Master List
Show Address

Records 1 to 6 of 224

Arthur, Sally
252-515-4500
Unikncam, NC

s OH

nTS UVOLUNTEER EQUPFMENT

g
- O LR O

ADD PHOTO ASSIGN CARD REMINDERS
++ M
T [ |
[ STATISTICS LOGS
CONTRACTS

86 To take someone out of a group simply uncheck the box

ns Age: 99
; 28540

% Cé ¥

LI cusTom FILE IRFO

Jﬂuﬁ

rs TRANSPORT..

3

EFR EDWPMENT MEALS

P =

[® ceFRULT PRGE

CREATE GROUP

ADD ANEW GROUP

, E’ Broadcast Testers

Capital Building Campaign

Newsletter - Postal

Lifetime
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87 To add someone to a group check the box

na AgE; 9y
e,

; 28540

[

Eoaee G @

UASE cusTom FLE INFO
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88 On the person level that's about all you're doing. You may be coming in to add
someone to a group, take them out of a group, or maybe you're just coming in to
see what groups they belong to. There is no limit to how many people can added
to a group and there is no limit to how many groups a person may be in.

Click create group.

¢ B Getting Started QR Getting Started - 5. [l DEMOSITE B mytutorislcenter [ Work Email oo Bamacuda Metworks [l HR Passp:

A & A L &¥ Bill Henderson ~

Rides Equipment Reminders Statistics
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89 There are two types of groups. There's a simple group and there's a membership
group. We're going to talk about simple groups first. With a simple group. All you
have to do is give it a name and enter some notes. It's highly recommended that
you do enter notes. These notes are really not for yourself but more for others
and people in the future. This will cause less confusion down the road. Optionally
you can choose from a list of sponsors. If you've created one. You can choose a
payments received account to allocate any payments you're taking in from this
group. The Membership Group setting is a simple yes or no. If you change it to yes
there will be a badge next to the person's name in their profile under the people
tab if they are in this group. With block swipe changed to yes, this means that
when someone's membership has expired the touch screen will no longer allow
them to check in. Changing required group to yes means anyone checking in at
the touchscreen is required to be in this group to be able to check in at all.
Changing display in my active center to yes will display this group in
MyActiveCenter and allow people to add and remove themselves from the group.
We'll talk about the other settings in a moment.

Create a Group

Group Mama: [Kritting Club Call Group |

Mates:

Sponsor:
Account:

Mambars hip
Group

Block Swipa:
Required Group:
Di=play in

Wy Active Center:

Group is Free:
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90 Click "Save"

wents any non-members from Swipe or Event Signup.

s group will be NOT be displayed in the Portal

expiration date.
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92  Click create group again

e » u

ning Site Jl Getting Started R Getting Started - 5. [l CEMOSITE B mytutorislcenter [JB Work Emall | Barracuds Networks [ He

Rides

&

Equipment

A L

Reminders Statistics

L} Bill Henderson ~

93 Let's name this group center membership and we'll put in some notes that tell
people this is to keep track of people's memberships

g - g L.

Ll

Create a Group

Group Name:

Haotes:

Block Swips:

Required Group:

Bisplay in

Group is Free:

[center Membarships |
kneps track of when peoplo paid and an
dun ta pay again
Lo
|
e
KO Group MBMmben can saips, even il expined,
e Prowants any non-membsens from Swipe or Evend Signup.
KO This group will be HOT be displayed in the Portal

Mo axpiration daba.
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94 Let's change group is free to no

Block Swipe: NO
Required Group: NO
Display in NO
MyActiveCenter:

Group is Free:

Lifetime: YES

Group member can swipe, even if e

Prevents any non-members from Sw

This group will be NOT be displayed

Mo expiration date.

95 With lifetime at yes once a member joins and pays their fee they will be a member

for life. Let's change that to no.

Required Group: NO
Display in NO
MyActiveCenter:

Group is Free: NO
Lifetime: YES
Amount: $ |o

Prevents any non-members from Sw

This group will be NOT be displayed

Group member pays once, No expire
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96 Let's change expires on a cycle to no.

Dlspla':l.r s NO This group will be NOT be displayed
MyActiveCenter:

Group is Free: NO

Lifetime: NO Group member belongs to the group

Expires on a cycle:

Group members have their own expi

be determined when they join the gr

Payment Plan: AN

97 With expires on a cycle set to no you will enter in one cost and one expiration date
that will apply to everyone in the group regardless of when they are added to the
group. Let's change expires on a cycle to yes.

EERR A AW RN W WAL LA

Group is Free: NO
Lifetime: NO Group member belongs to the group
Expires on a cycle: NO Group members all have the same e
Amount: $ —|

o
Expiration Date: [ i |

3 - b |
8 Qs »@E e = ¥



98 Click "Add New" To add a new payment plan.

LS b L L L

Group is Free:

NO
Kl NO Group member belongs to the group
Expires on a cycle: YES Group members have their own expi
be determined when they join the gn
Payment Plan: W
B Qs @ e x X
9 Let's give our plan a name and cost and choose a renewal period. You can choose
absolutely any renewal period that you want.
on a cycle: b = Group members have their own expiration date. T
be determined when they join the group.
t Plan: .
Name: Annual Plan
Cost: $ |25.00

Renew every: Years: Months: Days:

@ Save Paymer

== Q, Search () ﬁ @ x: L'.‘.; E‘% il (‘J
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100 Click "Save Payment Plan"

ip members have their own expiration date. The date will
etermined when they join the group.

ual Plan

0

irs: Months: Days:
:l Save Paym n Cancel

PEBEE IR cCHRDEBHEEO = e

101 Click "Add New" To add another plan.

Group Is Free: NO
Lifetime: NO Group member belongs to the group
Expires on a cycle: YES Group members have their own expi

be determined when they join the gn

Payment Plan: Now

$25.00 - Annual Plan (1 year) [ 5
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102 Again give your plan a name, cost and a renewal period.

NO Group member belongs to the group until an expi
DY YES Group members have their own expiration date. T
be determined when they join the group.
it Plan: :
Name: Two Year Plan
Cost: $ |50.00

Renew every: Years: Months: Days:

@ Save Payme

B Q Search N : | @ Ix: :?; Iﬁ x‘;': @

103 Click "Save Payment Plan"

Group member belongs to the group until an expiration date.

Group members have their own expiration date. The date will
be determined when they join the group.

Two Year Plan

50.00

Years: Months: Days:

Cancel
2

PEE N 3R CHDEBRIE O
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104 Click "Add New" To enter one last payment plan.

SARSTNT NO Group member belongs to the group

Expires on a cycle: YES

Group members have their own expi
be determined when they join the gr

Payment Plan:

.00 - Annual Plan (1 year) 7 x

$50.00 - Two Year Plan (2 years) 7 x

= Q Search @ a e .’.:--: LF‘.;;

105 And once more give your plan a name, cost and a renewal period.

bt NO Group member belongs to the group until an ex

s on a cycle: - : e
Y YES Group members have their own expiration date

be determined when they join the group.

t Plan:
i Name: Super VIP Plan

Cost: $ |300.00

Renew every: Years: Months: Days:

@ Save Paym

B Qs >PEe X8
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106 Click Save payment plan.

Group member belongs to the group until an expiration date.

Group members have their own expiration date. The date will
ne determined when they join the group.

Super VIP Plan

300.00

Years: Months: Days:

100

Cancel

: vEBE N IR 08B EBArEO L

107 Click Save to save the group

termined when they join the group.

gar)  x
' years) | |

(100 years) @ x

Cancel

PEBEeEFR cOCPDEBATEO LG
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108 Add a person to the group by checking the Box for that group.

LYET TITE-) Age: =4 o y

rk Ave,

e L CREATE GROUP
5=4},9 t | ADD A NEW GROUP

ﬁ Broadcast Testers

!'gn,"' CLIEH TO e g\ Lifetime

MARRY -

LN bt el ohtl A Capital Building Campaign
- Lifetime P g Campaig
X I -IIT!,!! & | a4l | Center Memberships
b

[UENTS  TRANSPORT. TRIAS * Knitting Club Call Group
™~ Lifetime
< q_ﬂ ,%: 1 | Newsletter - Postal

J I S
ATEER EDQURMENT MEALS

109 Select a payment plan.

| A &

299

Select Price Plan

Click which Price Plan this person would like to use.
ti“\ Arm/al'Plan $25.00

y FILE InFO year

Super V1P Plan $300.00
- \‘:‘ 100 years
QN Two Year Plan $50.00
TRIPS 2 yEarS
L
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110

Site B Getting Started

Here you will be asked if the Person paid but you may not be ready to settle that
payment if you're signing them up for other things as well.
Click "No" here.

N

Rides

InFO

.3- Getk <1‘f|l't'1 S E DEMO SITE j mytutonalcenter m
5 &
Equipment Reminders Statistics
Did the person pay?

‘Wiark Ema

8 =2 %
!!—-R:‘a

il Earracuda Nebwaorks

£ Bill Henderson ~

111 Once you are ready to settle the payment you can click on their payment icon.

|
[

[ ]
[
[]

[ ]

L] [.‘I

Adams, Sadie
252-288-5479

New Bern, NC e

L

Amos Clds, Michele
252-259-7744
New Bermn, NC

Armond, George
Unknown, NC
Armstrong, Ricky
252-497-1006

Mew Bern, NC
Arrington, Mildred
252-2697709
Unknown, NC

Arthur, Sally

252-515-4500
Unknown, NC

| s lsslnf2m

ADD PHOTO

gm0
“ clicH To a‘f ELICH TO sPS @\
ACTIUATE mMAFRRY
PERSONNEL LANGUAGE custom FILE INFO
e | :l ! - i—ﬁ\
UIEW EVENTS  TRANSPOAT.. TRIPS

 On 3

UOLUNTEER EQUPMENT

am@

& Lo . =



112 Here you will see their unpaid charge and can click pay at the bottom

= ol O e B, ol ST 5
E uu. ﬂn’ % %# Center Memberships £75.00
3 i-n @ @
oo B

Delete Edit Invoice Pa'_.f 525.30

$PEDarEO.e BN ~ Qo g

(O B L e Y

]

113 Now you'll choose a payment plan and enter any note you may need to. For
example, check numbers can be typed in the notes field. Now click the big green
button at the bottom

Default

)
3

Motes

TRy
mEmLs
@ Check#4569
ROTES

LB E s CHEREBN B e @B ey



114 To print a receipt click the Paid tab.

$0.00 $0.00 -
"® Total owed @ Your wallet + Add - o
There are no unpaid payments.
115 Choose a date.
e nt agkr - Q Unpaid m
. LANGUAGE cusTOm FILE INFo
FL 8 % ﬁ 2023~
REW EVERTS TRANSPORT.. TRIPS
Jg v 1 $2°
.ﬂ“ é I- Receipts Ami
OLUNTEER MEALS
- O O
ISSIGN CARD REMINDERS NOTES
. llllllllll
L
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116 Choose a receipt

LANGUAGE cusTom FILE InFO

Y

Lt

-§@

EBlO=Ig
TeR! Rv/

=)
=)
FILES

117 Click "Receipt" At the bottom

—

Edit

0 E 8 e

2023~

June 16 -«
Friday

@@] Receipt#8104 «

Mark As

Re
Unpaid

1

Receipts

$25

Amc

Refund

s CeREBAETRO0.e PR
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118 Receipts can either be printed or downloaded as a PDF.

| chrome-extension:/fefaidnbmnnnibpcajpoglcefindmkaj/https://H

s [ My Training Site  J} Getting Started  J} Gettiny

n Q
] i = Q Meals Rides Equipment
Bl . =n5 58
2, 1
2023~
(e
1
o June 16 «
Friday

119 Click Back on their groups icon
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120 Here we can see there new expiration date and when they're ready to renew,
instead of checking the box we simply click the renew button

e AR ADD ANEW GROUP
- v Broadcast Testers Free
CLICH TO TQ Q e
mARRY H
[ cusTom FILE INFO Capital Building Campaign Free
= Lfetime P! g Campaig
o : s
Expi nter Memberships c
' o itting Club Call Group Free
v Lifetime
EQUIPMENT MEALS U Newsletter - Postal Free
REMINDERS NOTES
121 Click show all above the search box
« C & trainingcenter.myseniorcenter.net/mso/senion
& Google Ty Autoupdate of Seek@Deploy v Wix R tasks R Training Progress|.. [} MAC - Admin [ Mac [l ChrisCross
A  [Eg) TheMscNorth HH &
- NIV Center People Personnel Events
] g- @ sadie L Adams
1826 Clark Ave,
Advanced - Scan Card New Bern, NC 28540
| |[ search | 252.288-5479
: [ B
: usE
4
e e
(K Amos Olds, Michele PERSONNEL s '
252-259-7744 — R —
| == A Qe
B i F__ " Armammd CAamnrmaa ) L1 3



122 Click " Groups"

I W vnivonn, e Email List L 7

Armstrong, Ricky -
252-497-1006 EA4 Mailing Labels
New Bem, NC
. Arrington, Mildred A At Risk - Emergency Info
252-2697709
: i . Phone Logs

=
w

Arthur, Sally
252-515-4500
Unkmown, NC

1 » [»#]of 38

g ® Time at Center
Show Master List
Show Address
Records 1 to 6 of 224 &» Legacy Voice Connect

123 Here you'll see the opposite view. Before, we were looking at a list of people and
the groups they belong to. Now we're looking at the groups and the people that
belong to them. This is where we can perform a bunch of different actions Like
printing or exporting to excel.

) s
A [BF) e vscrom 18 (/] f{T A & A
- | Center People Persomne vernts P als Ficles Equipmeent Remindars
.
Groups

« :

Select a group 5 @ m r‘ - | 1

_ )
(Y] roaamslTosters Print Expart Columns Emasit  Bi
't;.:' Center.  nberships Pickup Mailing Group Member

: Konitting Club Call Group 1. .| Adams, Sadie o

First Mame: Sadia

Last Mams; Adams

Date of Birth: 05/25/1924
Age: B8

Joined Dala

WNewslatter - Postal

@

I



124 You can customize your excel export by clicking on columns icon.

I ¢ B . e = Lot I~
Events Meals Rides Equipment Reminders Statistics

éj J J = 3
Print

Export Columns Email Broadcast event Signup

- R

Pickup Mailing Group Member Begin Expiration Actic
1. 0] Adams, Sadie 06/16/2023 No expiration Q“
First Name: Sadie

125 Here you can choose from their file info fields and custom fields and completely
customize your exported excel sheet.

Click "Cancel"

Last Name
0 suffix

L) Gender
Date of Birth
Age

s

Clear Columns
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If you prefer to send emails using a 3rd party program like male chimp, simply

126 click on the email button to get a list of email addresses that you can copy and
paste into that third party program.
i1 am (@1 L | Pl L2 Bill Hender
Meals Rides Equipment Reminders Statistics

£80 Y 0

Export Broadcast event Signup

p Mailing Group Member Begin Expiration Actions

Adams, Sadie 06/16/2023 No expiration (#* $¢
First Name: Sadie

| act Mama: Adame

127 Click the broadcast button

-. - .\u-" - ‘_ u Bill Henaerson -
Rides Equipment Reminders Statistics

= =3
9 0 g

>rint Export Br st Event Signup List
I Group Member Begin Expiration Actions
Adams, Sadie 06/16/2023 No expiration Ej‘

First Name: Sadie
Last Name: Adams
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128 From here you can send a call, email, or text to everyone in the group.

Click the drop down list.

People Personnel Events Meals Rides Equipment I

Export and Broadcast Options

List Current

129 For your membership group you'll be able to decide if you want to send the
broadcasts out to everyone, just people that are current on their membership, just
people that have expired or people that are going to be expiring within a future
date range.

Jle Personnel Events Meals Rides Equipment Reminders Stat

xport and Broadcast Options

ist Current w Q
Current m
Expired

Expiring

Close

76



130 Click "Close"

131 Clicking event signup will bring to your list of events so you can register the
people in this group for events as a group instead of individuals. It's a shortcut for
adding groups of people to rosters.

L o~ L X Bill Henderson ~
Equipment Reminders Statistics

© Create Group
txport \ig

Email Broadcast

\ LAY

oup Member Begin Expiration Actions

Jams. Sadie 06/16/2023 No expiration E‘f p 4
st Name: Sadie

ct hlamea- Adame

77



132 Click " Labels"

ASENIOrS

B tasks QR Training Progress | [ MAC - Admin [ MaC [ ChesCross [ My Training Site Q8 Getting Started  J} Getting Started -

- @ B ! A &

People Personnel Events Meals Rides Equipment R

-0 IR

Export Columns

s

Here you have various choices for printing out mailing labels including the same
133 choices i
you have with broadcasts.

Click the actions drop down

enors
B min  J Tining Progress Bl MAC - Admin  [J MAC CheiiCroms [ My Trairing Site JB Gettng Starned  J Getting Started « 5 DEMOSITE J seytutorislcenser E
- © B ! A & 2, Lol
- all
(i L -
eaple rsannel Events deals des quipmen termninders atistics
P Per 1 heal Rid I 1 R 5t

Label Settings
O Include members who pickup mailings

Print Labels
= Alphabetically J “: "T ﬁ !15 l
lers & By Postal@ipeode -l Email Broadcast gvent sm
& By Mailing Route

Campaign
&= Expiring....
wships i irati
p & Expired Begin Expiratio
sall Group ey B 06/16/2023 Mo expira
fal First Mame: Sadie
K Last Mame: Adams
1 Miatn ~f Birdh: NEFIGMA 034

78



134 Here you can edit the group, delete the group, create invoices for the group as a
group and create a ride for everybody all together as a group. You have some
different mailing list actions and you can create a touch screen reminder that will
pop up on the touchscreen the next time anybody in this group checks in.

+
rEOTCEnhEs rar
Degiy w= ‘Wa Jl tmin  Jl Traieng Frogrem B el -fdmen [ WA [l Crewlrom [ Wy Tawing Ste ) Oetting Sieted  JI witing ltaried -5 [ DEMOUTE | mytctonsions ﬂ-‘ tork fmad 5
1 I

I15C North 11 ® 1 A & A 4l Qs
r People Personne Evenits Meals Rides Equipment Reminders Ctatistics
roups

& E roup

g, o Delete Group

& Inwoicing B
abect a group 15 .
roadcast Testers & Create Ride Broadcast fvemt Signup  List
apital Building Campaign Mail List Actions
‘anter Meamberships Pickup | EmADD ALL o mail list Begin Expiration Actions
nitting Club Call Graup 1 O = REMOVE ALL frarm il list B/16/2023 No expiration [ #F %

& REMOVE EXPIRED from mail list

lewslatiar - Posta

I —
Touchscreen Reminders

= Croate Rormindar

2 O # Dalate Reminders 6/16/2023 No expiration (4
O Block "Expiring Soon”

135 Under settings you'll find some different print options as well.

|, ChrisCross ﬁ My Training Site  Jl Getting Started  Jl Getting Started - 5... E DEMOSITE B mytutorialcenter Ea Wark Email i Ba

T 1 A & [ | L £ il

ants Meals Rides Equipment Reminders Statistics
Print Settings

(O Hide senior's image

(O Hide member begin date o
(O Hide member exp date 5
Print O Hide field names m'inup List

(O Hide Senior Columns

79



136 Click the statistics tab

L -5

8 =2 * A

M Getting Started  J Getting Started - 5., CEMOSITE B mytutonalcenter [B7 Work Email 1 Barracuda Networks HR Passpor

A & @

lides Equipment Reminders Stz

1 =3
0 O H [

i| Broadcast gvent Signup

£} Bill Henderson ~

© Create Group

137 Click "Person Statistics"

Statistics

ALl Event Statistics & sl

285l Perso tistics A [l

© Ll Volunteer Hours Ll
il Log Statistics Sl

AN .. —_— —a e P N



138 Click "Filters"

o[}

srson Statistics

son Statistics

ed Date

erday

Week
Week
Month

$ S0

Settings Columm

People that were active between 01/01/2023 and 03/31/20z

Filters:

Age:==0
Site(s): The MSC North Center

Meals

Ride

He

¥l

81



139 If you scroll through the filters you'll find the group's section where you can
choose to get results on people that are in a certain group, not in a certain group
or in one or more groups. You could also choose to only get current members for
that group meaning if you have chosen a membership group, their membership is
current. These filters show up in all of the statistics.

Srals/f rivwvines. |Logd vaiueas,,.

Zip/Postal Code: |oad Values...

Group
Group: ® Any
O In Group
O Not In Group
| --Sele

£ Gro E]r up-- v
In Group (1 or more): |Load Valul: .

Current Member: ([ cyrrent for selected group(s) as of 6/16/2023
NAPIS
Living Arrangement: (] Sglect All/None

Lllives alone

= "
[ livvae with enmanna

140 Click "Cancel"

-

ling Campaign 16/2023

berships

> Call Group

_ Postal

e

someone -
Clear Filters Ok el
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141 Close the window

142 Go back to the people tab.

MySeniorCenter x +

& B frainingcenter.myseniorcenter.net/msc/stats

b Autoupdate of SeekBDeploy wor Wix i tasks b Training Progress|.. [l MAC- Admin [l MaC [ ChrisCross [ My Trai
L]
The MSC North 2 (V] Y
.?'
NI Center ple Personnel Events Meals

Statistics

BAlnl  Event Statistics

05| .1l Parcenn Qtatictire

83



The Add Photo Icon

143 Click Add photo

I U e o Y
252-284-547 T . Jack Johnson
N USE - [+
NewBem N =P, I e n Creeme e ‘Q\ Primary (Hom
Amos Olds, Michele it ki Mdnareld
2523587704 — |
— 4 ajsls = P
: NOTE
Armond, Gesrge FERSTER EW EUENTS  TRAMSMORT.. TRIPE |
- J i ; :-.-_l I0F - e
Armstrong, Ricky 3 % J I “ @
252-457-1006
Heve Bern, NC PAvTENTS UOLUNTEER  EouaPmEnT mERLE
[
oy e By ()
Unkrcuen, HC

RSN ChRmD ETHNDE RS MOTES
I Arthur, Salty
3535154500 _a
Linkrow, HC (il ‘

'SlmHu_'hrl.ut
Show Accress

Records 1 to & of 224

84



Here you can click live capture to take a photo of the person as long as you have a

144 : :
web cam connected to the computer that you are currently using. When you click
Live Capture you'll get a pop up window and your computer should ask for
permission to use your camera. Make sure to say yes.

L

ousTom FLE INFG

Delete Picture

{oR! BV /)

OR : Have a photo already?
1. Click Browse and find any photo you wish to use.

2. Click Update Picture to upload the new ?cttw
Choose File | Mo file chosen Update Picture

¥ Auto Collect :
Request people to take a photo at the Kiosk.

' I =]

145 Now you'll see the person's face on the screen and you can click the green camera
icon to take their picture.

LEE@ i d o B E@sTAe. @B



Alternatively you can click "Choose File" to upload a photo from Your computer.
146
Click choose file.

147 Choose a picture.

M Desktop *
enter

& Documents * d p——. 4 i |

i + banner.png bannerd.png banner3.png banneri.png k
Ao A - L A B d

7 Pictues » — ‘ = | [

) Music » G5-BackDlpng G5-BackOZpng G5-Back0dpng  G5- Back 04.png G5 - Back G5

04 001.png

B videos »

Bolibufs g C mSC 7

—— d - {

0 SOL IMPORT TOOLS leenter.prg lil_banner.png lil_bannerZpng i,

Al s

& K¥_Hancockeounty (GRADD)

=0 WIK Videos

File name: |




148 Click "Update Picture"

149 You can also take pictures via the touch screen which will learn about in training
two

The Assign Card Icon

87



150 Click Assign card

151 Grab a card out of the the box and type the number that is on the card into the
textbox to the right.

L

-
B Gemgs Uy Sdmgiew o rihbegiey = wa B ey iegra ) [ i i [ aid [ renteen [ sy et B Gy s ) Geeg e [ S ) eyt [ et il s s

The MSC Horth &= @ B " oA & L 8 B Handeron «
Pecols  Pemosssl Dentn Meak  Bde [qupmen

Center Rermrcn  Smaa

@ £ D 4 & ©
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152 Click "Assign ID Card".

a = %
Training Site J8 Getting Started R Getting Started -5, [ DEMOSITE B mytutorialcenter [ Work Email 1 Barracuda Networks  [[§

“ A .' = £} Bill Henderson -

‘eals Rides Equipment Reminders Statistics

153 Immediately that card is ready to be scanned.

E# v - @
b e P %= @n 0@
F Sesihlagiy = Wa ) uan J g vugen | [ -k [ b [ Ot [ et B Gemeg tues ) Gomng -5 [ 0003 B s [ ook nad o f e Nenemin [ 148 Prangos

The MSC Morth L ] Hna & A T
.fﬂﬂf e Frra=mrl Eardy Mgk Bedey  lgupewed By Uaile B

Amgend
KTE0456132 =
g oty

89



154 If they lose their card simply assign them another card. Either card will work even
the old card as long as you have not deleted it. It's best to not delete it because
you can search for that card's owner if it's found later on.

Qa & #
sining Site j. Getting Started R Getting Started - 5. E DEMO SITE _j. mytutorialcenter ﬂﬂ Work Email 4 Barracuds Metworks n i
)
%‘I A shi
I ﬂ & - L"" L2 Bill Henderson -
ilg Rides Equipment Reminders Statistics

[@ oermeT Proe

| %123456789

Assigned Cards

't&
- X789456132 X

Swiped Today

Example: X32 or X281721 or X9867

Card ID 1s found under barcode.

155 Click scan card above the search Box and you can type in the card number to
search for who that card belongs to. If you had deleted the card and then found it
you would have no way of knowing who it belongs to.

eniorCenter x =+

# trainingcenter.myseniorcenter.net/msc/seniors

Autoupdate of SeekBiDeploy wee Wix J tasks  J Training Progress|.. [ MAC- Admin [ MAC [ ChrisCross [ My Traming Sit

&%) The MSC North O (V] ﬂ

Center Peaple Personne Events deals

@ [3 Sadie L Adams Age: 99

= & @& 1826 Clark Ave,

Advanead - Show All MWew Bern, NC 28540

‘ 252.288-5479
ol Agams, Sadie
252-18E-5479 i
' |0 see el B osee 8§
LENGUAGE custom FILE N

amos Olds, Michele

9

Nmmd,. Gmrm VI EVENTE T

RAMNGATAT, TRIFE
Urknown, NG
PEF40T1 A
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156 The only time you actually have to delete a card is if you want to recycle that card
and assign it to someone else. Click the black. X to delete it and now that is a blank
card and can be a reassigned to another person.

* * - =

bk e S L a g e @a0@
RN T R e Il TR Lo LTI o tereesvp ISR R [T (SRS P S SR ([T
The MSC orth L - ] Ha & A M —
-fﬂlﬂ e Frrmmr Eraris Erem [Ty Anprmeard. i Agteptan B

The Reminders Icon

91



157 The reminders icon allows you to leave messages at the touch screen for the
person to see the next time they scan their card. Reminders are the 1st thing they
see at the touch screen. It pops up on the screen and covers the entire screen. You
have to touch OK to make it disappear.

158 Click Add reminder

—

v [ MyTraining Site Q& Getting Started  J Getting Started - 5. [} DEMOSITE @ mytuterislesnter [ Work Email o Barrscuda Met

) “ 7 2\ & ‘ ] £} Bill Henderson ~

s Meals Rides Equipment Reminders Statistics
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159 Choose a sound effect if you'd like. This is optional.

o

calm-ascending-arpeggio-alert. mp3
edm-amendng-arpeggn-nuhﬁ mp3

160 Type in your message

e - Wb =+
+ O & o v L]
lmgh T Aeupdes o edlaicy e s 0 uein I gl [ M- dowes [ 00 [ Ovelem [ My Temeg S ) Gomeg bmems I Gomeg Seees -5 [ 00000 B synecnsicess [ WortDemd f Baeces Nameceia

[ 1
& oy 2 0 B H A 3 & W guse.

prearuiery

=

93



161 Click "Add Reminder"

T Ty

D e S o o o L B o ki e e

& trainingcenter.myseniorcenter.net/Legacy/manage_reminders_addsenior.asp?SenioriD=1... &

Re-mandher e B

The Statistics Icon

162 Here you can run quick statistics on any individual. Click the statistics icon.

] Equipment

| Generate St:

A\

i
.
&
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Here you can choose the type of activity. You would like to see on the person and
163 y p y P
you can click either date to change the date range. Then click generates statistics.

gﬁﬂx Age: 09 Activity between 01/01/2023 and 03/31/2023
g-a&rg.‘l‘;g 28540 TYPe: B Event Checkins

8 Phone Logs

B volunteer Checkins

O Transponation

O Meals

O equipment

164 Now you can print or export that statistic report

.

1826 Clar Awe, Phona: 250-2B8-54T9
W Bam, N

irass G123 s SAIR1IBR
Evant Checking T
Date
0ANPIA Ha

.l @“Hﬂlmﬂﬁ

0A0TR023 M9a

1 Free

Sl




Volunteers, Drivers, Instructors, Paid and Staff

165 Click the "Click to Activate Personnel" icon just below the person's picture

B2 The MSC North 5 & 1T A
. Personnel Events Meals

N Center Peomle

@ . Sadie L Adams Age: 99
= 1826 Clark Ave
Advarced - Show All - Scan Card Mew Bem, NG 28540
[ 252.268-54T79
o o Adams, Sadie Emerge
262 3EE-E4TY T Jack Joh
? 5
W PeBen e RETWATE n i 4 @ Primary (
LAmGUsaE cUETOm FLE NnFO
Amaos Olds, Michele
253-253-7744 / e
Herew By, HE I
Armond, George AT UElW EUENTS  TRANSPOAT..
1. /16203

ke, HC g
Armstrong, Ricky @x @ ﬁ-ﬂ

2524971008
v Bern, NC

FERTEnTS [E=18
L4
A L RO
Unkncean, WG
FEFTHNDE S

| g BT

1O i g




166 Here you can change the person's title/purpose and then you can indicate a few
different things. Checking the volunteer box will add this person to your list of
volunteers so that you can start entering in volunteer hours for the person.

Em Volunteer Siaff - Google Chrome - (] x I.I &

Mok
Meals KL
B trainingcenter.myseniorcenter.net/Legacy/manage_staff_addnew.as... &

How does this person help vour Senior Center?
Age: 99

| Sadie Adams

Title f Purpose

(Fake Training Person |

W Staff

| Save / Update |

Checking the driver box will add this person to your list of drivers so if you
167 . : .
schedule a ride for someone else you can choose this person as the driver.

B ramnngienter.mysemnorcenter.nel/ Legacyymanage_Siarm_adanew.as.. A

How does this person help yvour Senior Center?

e [

(Fake Training Parson
| SavelUpdate [ 3;5 ‘ﬂik

cusTom FLE mFD

Age: 9%
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168 Checking the instructor Box will add this person to your list of instructors so if
you're setting up a class you can choose this person as the instructor.

|Sadie Adams

|Fake Training Person

169 You can indicate that someone is paid.

| SaudIs AddIEs

Bl |Fake Training Person
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170 You can also indicate if someone is a member of staff.

|l L

Voluntees
Diriver

171 Click "Save / Update"

99



This person is still always going to have all of their information under the people
172 . ; :

tab. Now that you've made them a member of personnel they're also going to

have their information under the personnel tab. Click the personnel tab.

nter.net/msc/seniors

v Wix JB tasks  J Treining Progress|.. [ MAC-Admin [ MaC [ CheisCross [ My Training Site  Jl Getting Started  J1 Ge
The MSC Morth 3 H 4 '“ A '3'
Rl Center People b Events Mea Rides Equipment
@ ; @‘ Sadie L Adams Age: 99 W oErmT Pro ) FRIOT S
— & @& 1326 Clark Ave e rriakion bk portains to : 5
Advarced - Show All - Scan Card Naw Barn, NC 28540
| == ‘ 252.288-5479 Contacts
Y. Sadie 1 Emergency
252-288-5473 e Jack Johnson
x
R ﬁ == b n wenr ‘2&\ Primary (Home): 456-7

Amos Olds, Michele PERROII. S bl Bl
253-253-Trad = -
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173 Here you'll see a list of anybody that has any one of those checkboxes checked.

leeceal The MSC North ::,'- O . |||1 ﬂ. '3;

o Center Peaple Personnel heals Rides Equipment
" —F
4l ADD PERSON ADD REMINDER = CATEGORIES &
ADD N AERBONNEL UOLUNTEER AEMNDER i ¥ UOLUNTEER HOURS :
Show All
| Gam) A R

Staff Best Phone | |
A B Adams  Fake Training Person  252-288-5479  View
No in:lw Armstrong  Standard Volunteer View

Page Ll o |1 Ll velof 1

Records 1 to 2 of 2
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174 Click "People"

R
ier.myseniorcenter.net/msc/staff
! SeekBiDeploy woe Wix JJ tesis B Training Progress .. [ MAC - Admin [l MaC [ CheisCross [ My Training Site R Getting
The MSC North (V) " A
Center by Personnel Events Meals Rides Eq

cort | Staff Full Name

175 Click the same person

@ Google [y Avtoupdate of Seck@Deploy wor Wi J tesks  J Training Progress | [l MAC - Admin [ MAC [ ChrisCross

A The MSC North (11 (V)
Center Pecple Personnel Event

&+ Add Person

B Person List

& Import People

B Manage Dropdown Lists
* Manual Person Merge
&= Email List

£4 Mailing Labels

®@ £ 0 A A

A At Risk - Emergency Info
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176 Click That person's volunteer clock.

SEIR Y
Advaneced - Show All - Scen Card
[ |[[Search |
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177 Click Add hours.
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Jack Johnson
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Show All
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Classes 3h 30m.
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178 Select a category

Bem, NC 28540
188-5479

-4

179 The date and time will default to the current date and time but you can change
those. You can put in past dates, future dates, and anytime you like. Then enter in
hours and minutes and click add hours.

“ A & .- 1= £} Bill Henderson -

Meals Rides Equipment Reminders Statistics
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180 Now we can see those hours listed there. In training two you will learn how
volunteers can enter their own hours at the touchscreen. Click the personnel tab.
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181 Click categories

B MAC- Admin 8 MAC [ ChrisCross [ MyTraimingSite JB Getting Started  J Getting Started - 5.. [l DEMOSITE B mytutor

&% O BH 1 A &3 A w4

People Persannel Events Meals Rides Equipment Reminders Statistics

cort | Staff Full Name

Ko | Sadie Adams Fake Training Person  252-288-5479 Zvlew:Edt!De-mu
Ricky Armstrong | Standard Volunteer | View Edit De-Activate
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Here you can customize that list of volunteer categories. You're able to add

182 . , . : o
categories, edit categories, delete categories and you can add subcategories if
you'd like to get more specific. Click back to the people tab.
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183 You have completed MSC Training 01, People and their data. In MSC Training 02
you will learn all about keeping track of attendance.
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