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In Membership go to Reports

Adding Cell Phone to the Director

(Rev 4/20)

STEP 1 - Select WHO should appear on the report

Use the Query Builder to Edit People Selection Criteria and Add Giving/Pledging Selection Criteria if you would like additional
criteria added to the Directory. Otherwise, by selecting Directory (on Step 2), the program will only show those
Individuals that have the Include on Directory box checked and Directory/Report Order filled in.

e Use the Sorttab to choose the order your directory will appear. Choosing Name: Last, First - Alphabetical
provides an alphabetical sort. Click Next.

@ STEP 1 - Select who should appear on the report EI@
J Query Builder || Accounts || Sort (Mame: Last, First - Alphabetical) | h
Add a people selection. Select a join method. Then select one or more giving/pledging selections.
Includes Members, Visitors,
1. I Edit People Selection Criteria
2. And/Or |AND Use Giver # Currentas of | 04/13/2(
3. I Add Giving/Pledging Selection Criteria ‘Join I AMD I I OR ‘
| |- selection Criteria - [ Edit |
= Remove line
Saved Selections | Type to Search @B

STEP 2 - Select the report layout/format

o At the Options tab choose Directory. Under Directory, click on the drop box, which shows multiple layout op-
tions. We recommend selecting one of the layouts that is closest to the directory you want and edit it to get

all of the desired fields.
% STEP 2 - Select the report layout/format o ==
J Options || Giving/Pledging Date Range (0101200 - 12/31/200 ) ” Crganization Info
O Basic O Custo () Mail MergeExport Report Options || Grouping/Page Break Options ” Unlisted Options |
) All Information (= Directi O Directory Export Include Family Category Codes [[] indude year on Birth date
2 ColDir with Enmal and Cel E m Wl SR— Uppercase last name (selected) [] only for children

Indude additional family members (inked from ather househalds)
2 Col Dir with Addit Fields

2 Col Dir with Cell and Email 46584654654654
2 Cal Dir with Cell and Email
|| 2 Col Dir with Kids and Addit Fields
2 Col Dir with Kids and Cell_Email
2 Col Pic Dir with Email and Cell

3 Col Dir with Addit Fields
3 Col Dir with Emai and Cell

3 Col Dir with Kids and Addit Fields
3 Col Dir with Kids and Email_Cell

3 Cal Mir wids Kid
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e The example shows [Template] 3 Column Directory with Cell and Email which includes adult and children’s names,
address, home phone, alternate address information and email as well as the option to add the cell
phone.

e This message appears which lets you know additional Membership fields need to be chosen. In this case,
it's the cell phone. Click OK.

This template contains labels for cell phone. Please
edit the report and drag ‘Membership Field' beside
those labels and choose your cell phone field.

After the directory layout is selected, click the Edit button. The Report Designer opens. The green arrows
indicate where the Cell Phone fields need to be added.

E PageHeader [one band per page] A BlankLine
[Organization Name] U H [Organization Cityf ~ [Organization Statq | » .o
2/10/2018 Church Directory ] Logoor Image
ED ﬁ@ O Field Connector
etai
[Last NDl, l?refenel:ip |&|ﬁef&neﬁp | s Full Width Line
I?Iefenec Name for: Child(ren) nﬂlSﬂ %, Horizontal Line
[Main Address Block for: Famiy] | & Shape
B Page Information
[Prmary Phone0 = Border
Address from [Altemlt thra I.ﬁlte@
| R — . Data Controls
[Altemate | Addresz | Block for: FEIT].&_‘Q Space fnrrepeahng colunms.
Controls placed here willbe printed meomectly. k  Painter
@ A Membership Field "
[Altemate Phond
A Personalized Label
A Organization Info Field

To add the Membership Field of Cell Phone.

e Under Data Controls on the right side of the screen, click on Membership Field and drag to the empty space
beside cell phone.

e Pick a Membership Field box appears.

e Scroll down to Cell Phone, highlight and click OK.
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e When a Membership Field is added to the layout, it defaults to ' Pick a Membership Field @Elg
the Selected Individual which is the person with the Directory .

Report Order of 1 - Primary. |Field Name =
|4 Preferred Name L]
[__:ﬂ Spedal Character (from Ind. on Dir.)
e Repeat to add the Cell Phone for Spouse/Partner. |3 suffix
o Click on the Membership field of Cell Phone for Spouse/Partner, a 5 E:: Nickname
small white arrow appears, click on the arrow. Label Tasks

|:} [ alternate Address Fields
[} Personal Information Fields
L_;H Age -
[__:ﬂ Alternate Phone

[__:ﬂ Attendance - Last Attended Date
[__:ﬂ Attendance - Last Communion

[__:ﬂ Attendance - Last Event Attended
[__:ﬂ Attendance - Times Attended

o [Cellphone {2 el ook --| 4 Baptism Date
Cellphone {J -4 Birth Date

mail tor- Sele| Family Member Selected Individual ~| 4 icell phone
- [_:ﬂ Church School Membership

Omit if selected field is empiz, E%Fama oflndﬂ' ﬁg - |4 Comments
Adult{s) in Famiry [__:ﬂ Confirmation Date

Angle Child(ren) of Selected Individual L';H Created By
ChildrenReportHeader Parent/Adult(s) of Child(ren) L';H Date Created

L':H Directory/Report Order
[__:H Donations - Last Giving Date
[__:ﬂ Donations - Total Given

will open, change Family Member to Spouse/Partner of
Individual

Cell:
Cell:

Email:
Email:

mail for: Spot

drenReport

v [2] Detail o

ast NE |,IPrefene! F F |&|F‘Iefen
lPIEfEIIEd MName for: Child(ren) o

Main Address Block for: Farly E

Expand the cell phone fields to show the Cell Phone for: Selected
Individual and Cell phone for: Spouse/Partner.

Primary Phon=§
Address from M |@ Iﬂltﬂr|

Altemate 1 Address 1 Block for: Famiyf | NOTE: If any pink appears on the screen, there is an overlap of fields,
which will cause an issue on your directory.

To expand the field, click on it and drag the blue square to the right.

Altemnate Phong
Cell:
Cell-
Email:
Email:
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e To link the Cell label to the Cell
phone field, click on the first Cell label and an arrow appears, then click on the arrow to open Label Tasks.

u Altematei’hmf " Label Tasks
u|Cell:
mCell ] Family Member Selected Individual
Email
Fmal Omit if selected field is empty _
[Mone] P
v [E] ChildrenReport Text alternate 1 Address 1 Block for: Family ?
= R Alternate 1 From Date for: Family -
¥ [=] ChildrenReportHeader Alternate 1 To Date for: Family
Alternate Phone for: Family
v E| ChildSection | Cell phone for: Selected Individual
Cell phone for: Spouse/Partner of Individual h

= — o Family
Member should be Selected Individual

o Omit if selected field is empty field, choose Cell Phone for: Selected Individual. This setting tells the layout that if there
is no cell phone, it will omit the name and the label for Cell Phone from the Directory.

e Text displays the label of Cell: on the directory.

Next...

o Select the second Cell Label and click the white arrow to open the Label Tasks window.
e Family Member should be Spouse/Partner of Individual

o Omit if selected field is empty field, choose Cell Phone for: Spouse/Partner of Individual.

e Text displays the label of Cell on the directory.

Alternate Phonf ©

d Label Tasks

Family Member SpouseFartner of Individual

Omit if selected field is empty | Cell phone for: Spouse/Partne

[Mone]

Text Alternate 1 Address 1 Blodk for: Family
Alternate 1 From Date for: Family
Alternate 1 To Date for: Family

v ChildrenReport
¥ D ChildrenReq

E1EY

El ChildSection Alternate Phone for: Family
L Cell phone for: Selected Individual ||
¥ [& ChildrenReportFooter | Cell phone for: Spouse/Partner of Individual |

Once you have your layout setup, go up to
the top left and click the Save As button.

e Enter a name for the new layout and Enter a name for your Layout:
click OK

o Exit out of Report Designer by click-
ing on the X at the top right of the #1st Church of Anytown
screen.

I.;’ oK Hx Cancel‘
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The saved Directory layout will now be listed in the drop box for use in the future when Directory is selected.

43 STEP 2 - Select the report layout/format =N iR

_J Options || Giving/Pledging Date Range (01/01/2000 - 12/31/200 ) || Organization Info |

O Basic ) Custom () Mail Merge/Expart Report Options || Grouping,Page Break Options || Unlisted Options |
() All Information () Director (_) Directory Export e TRl W= ar e [ Indude year on Birth date
. Uppercase last name (selected) nly for childr en
SnyChurch U5 (=) (2t [ew ]| st
[ Indude additional family members {inked from other households)
Directories using salutation/spouse/parents children fields require [ For family pictures, use individual picture if not available
‘Indude on Directory’ and ‘Directory/Report Order' to be filed out correctly.
v ¥IRepo g Child Delimiter for Reporting: Semicolon ; [] comma ,

Click Print at the bottom right of the Step 2 screen and a Preview of your Directory will appear.

L}B|Ef|:%p&|'|@%|% 5% \Klld 4 b l>|||33'v [ Export.. ~ —]E-Mail.. - i

41st Church of Anytown-Columbus OH !

4/13/2020 Church Directory Pagz 1 0f2
ARNOLD., Jen & Chris Day FREY. Nicolz MCCLANE | John

2916 Fourth Crossing Vietoria 4336 Church Way

Columbus OH 43233 2123 Third Canter 5t (Galsna OH 4321%

(2235559635 Columbus OH 43236 Cell: (614) 7894561

Tem's Cell: (614)111-1111 (223) 5551646 Email: IMeClens@faux com

Jen's Email: JAmold@faux . com Micola's Call: {987) 541-22435

Nicole's Email: NFray@faux com MCGRATH , Deirdss

BFLL _Eill & Donna 9213 Wilbar Run Rd

6431 Elm Piks GREENE.. Chris & Andraa Gahanna OH 43230-1154

Columbus OH 43216 2022 Cadar Dr (223) 555-5169

(223) 5558745 Webster OF 43334 Call: (614) 7894561

Eill's Call: (614) 444-4444 (223) 333-124 Email: DMeGrath{@faux.com

Dionna’s Cell: (61473333233

Eill's Email: EB2ll@faux com HART Erza MILLER . Ml & Wandy

1281 Fousth Cantar 3¢ Futh; Casev Ir; Gravson

BERNARD, Evan & Nikki Columbus OH 43206 3712 Manor Ave

Stewart Faic Blacklick OH 43004

171 Grazn Pika KILDARE , James (223) 3353594+

Wastarville OH 430381 1234 Main Strast Mal's Call: {(347) 896-5124

(2233555123 Columbus OH 43230 Wandy's Call: (614)456-7894

Evan'sCell: (614) 555-3535 Mel's Email: MMillarfifaux.com

Miklki's Call: (614) 666-6666 KILDARE#, Jamss Wendy's Email: Whiillar@faux com

Evan's Email: EBemard @faux com 1234 ME!‘_‘EQH -
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