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Chapter 1 Getting Started

For clarification purposes in this documentation, Clubber will generally refer to a child. However, in

some instances, as in some reports, other groups may be selected, e.g. leaders, listeners, etc. even
thoughits cal l ed a Clubber report. The term fAmenu
top of theArk Individuals cr een. The term Afieldo wildl refer

in some instances, select what goes into the space froop-aaivn list).

Set-up Options

Thesewp menus will allow definition of individu
four setup options should be done before entering Clubber data. On Setup menu, click on option
desired.

Options: will allow selection of specific options for your club. Seetup/OptionsFor options
relating specifically to Cheeh, seeSetup/Session Fields

Calendar: necessary to set dates that your club méaéts.program will automatically post
subsequent dates based on the criteria you seE&ep/Calendar

User Defined Fields:Enter options specific to your club. S8etup/Custom Conta€ields

Using AwangE Shares:Shares can be awarded based on session information, sections, and any
awards. (Book Unit, Book, Additional Awards). Seession FieldsandSetup/Optionso configure
this.

Entering Current Clubber Information

After setup has been completed, data on each clubber can be entered on the Ark Individual screen. It
is helpful to have as much information as possible available on each clubber before starting to enter
data. Completing entryf@urrent clubbers before the beginning of the club year will make aheck

much easier and faster. Registration forms should be available for new clubbers to fill out. See
Entering Clubber Data

Chapter 2 Entering, Maintaining and Using Clubber Data

For clarification purposes in this documentation, List means a compilation of information viewed on
your computer screen; Report means a compilation of information to be printed on paper.

Entering Clubber Data
Entering Clubber Information: On the Ark Individual screen, enter Clubber information. When

entry is completed, click AAddo. The entry wi
cleared, ready to enter the next clubber. If you do not wish to centire current entry for a new

Clubber, click ACancel 6. The entry wil!/ be de
before the entry was begun. I f you are making

will delete only the currenthranges made for that Clubber.
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File Edit Individual Reports Inventory Setup Security Help

Active

First Name John ;

Address 1 00 Main Street

[[INo address label

\ ] — [[Joues Paid
e - ! Club | T&T v
Postal Code 75602 i = T&T !B k 1 — _—
—_— i ook | ool |
City Longview Country — -
¥ ‘ e " Team |T&T v __Sechons
State/Province X v‘ lusa v‘ o — !
LI BN R J
Grade |3 v|  Gender [Male v/ . ‘
e ————————  Group |Clubber v |
Birthday \L5f1 01999 [ Age 10 L
Phone ‘9 2 |
Cell [903-444-3333 |
E-mail gsmﬂh@gmail.com ]
Family Name ;rBiII & Jane Smith |

Church FAIrS‘lA éapilst 6hurch

Brought By ?Jaﬁeﬁﬁe || Find

Allergies |None

Notes

([ add ] [ cancal | (< ][ Finaincivioual ][ > ]

First Ent er the clubberodos First Name.
Last: Ent er the clubberods Last Name.
Address: Enter one or two lines of text for Address.

Postal Code:Enter five or nine digit Zip code. If zip is entered first, the city ant stall
automatically be filled in. To set a specific zip code as a defaul§ee@/Options

City: Enter City.
State: From dropdown list, select state.

Country: From dropdown list (below), select country. To set a specountry as a default, see
Setup/Options

Grade: From dropdown list, select current grade of Clubber. When entering a new Clubber,
selecting a grade automatically selects club group for that Clubber.

Gender: Male or Female
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Birthday: Ent er Cl ubber 6s birthday. The month, day
dash {). (Ex. MM/DD/YY or MM-DD-YYYY) The program calcul at es
automatically based on the birthday.

Phone Number:Enter Phone Number includy area code.

Cell Number: Enter Cell Number including area code.

E-Mail: Enter EMail address, if available.

Family Name:Cl i ck t he O6Findd button to select a fanm

Church: Enter the name of the church whére Clubber attends. To set a specific church as a
default, se&etup/Options

Brought By: Enter or select the name of the person who brought the new Clubber. If the name is in
the database select it, otherwise ifitnotfsucas A Gr andmot her 0) it can |

Allergies: Enter here any additional information you may want to remember about a Clubber, such
as various allergies. This field will print on the Clubber List.

Notes: Enter here any additional information yoway want to remember about a Clubber, such as a
favorite sport, or a note about the family. The note will print on the Clubber List.

Entering Clubber Status

Image Button: An image can be selected that will be stored in the database. A thumbnail will prin
instead of the button and clicking on the thumbnail will bring up a larger size.

Active: Checked means to include it in all lists, uncheck will make the clubber inactive and not
appear in reports unless Include Inactive is checked on the selectiam Beesexception would be
time-sensitive reports that relate to session, awards, etc. which will list data for all Clubbers who
have met selected criteria even though they may have been checked as inactive after it was met.

No address labelWhen checkedhis individual will not be part of the Mailing Labels report.

Dues Paid:In order for this feature to work properly, Setapssion Field€first) and Setugdptions
(second) must be completed. &fthese have been completed, checking Dues Paid will default the
dues session field as checked on the Individual Ghreskreen and Blank Chedhk reports.

The secretary will keep track (separately) of the time frame for which dues are paid, andchecks
unchecks this box accordingly for each Clubber. (Unchecking this box will not affect Dues Paid
records, but the Dues boxes will not be automatically checked on @héldkey can be individually
checked at Cheein, if desired.)
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To enter actual payemt of dues, see Maintaining Clubber DB/mentgfor a single Clubber) or
Payment Entrgfor multiple Clubbers).

Club: Using dropdown list of active clubs, select the Club this Clubber igettily in. To edit this
list, seeSetup/Club Definition

Book: Using the dropdown list, select the Book where this Clubber is currently working. This may
be different from the club they are in, if desired (e.g.dalder or <cl ubber i s fic
this list, seeSetup/Book Definition

Team: Using dropdown list, select a Team where this Clubber is to be assigned. To edit the main
grouping, i.e. Sparks, etc. s8etup/Group TypeTo edit a suigroup, e.g. color teams within the
Group Type, se8etup/ Groupln smaller churches, only color teams might be used, or only Group
Type, depending on your choice of options

Color: Using the drogdown list, select a Color for this Clubber (if colors are used). To edit this list,
see Setuffleam ColorsandTeam Group Color

Group: Using the dropdown list, séct the correct classification for the person being entered (i.e.
Clubber, Leader, Listener, etc.) This list is maintained by Maintenance/SetupandGroup

Type

Custom Data You may enter da that may be unique to your club. It will appear on the lower right
guarter of the Ark Individual screen. S@astom Contact Field®s set this up.

Registration/Permission forms:Registration and permission forrage available to help you gather
information on the first club meeting or when new clubbers arrive. Theses reports are available on
the Registration submenu under the Reports menu.

Blank Registration and Permission formsi forms that do not have existigubber names
and information on them, just lines.

Preprinted Registration and Permission formsi prints existing information with blank
lines for any missing information allowing review and marking any changes if necessary.
Reports that print by familgire combination on a single form of all clubbers that have
selected the same parents.

Backup and Restore Clubber Data

Backup: To backup the Ark Database, on tfitke menu, clickBackup DatabaseUse the defaults
or change the folder and/or name of tlaekup copy.

Restore: To restore the Ark database from a previous backup, drlthenenu, clickRestore

DatabaseChoose a file previously created from the Backup option. A prompt will confirm the point
(time) at which the backup was created.
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Maintaining Clubber Data

Finding Clubber: To find an individual
Clubber, click orFind Individual on theArk
Individual screen. Th&ind Ark Individual
screen will appear.

Sort Options: Select the option(s) you wish
to use to create your list of Clubbers. To
creae a list of all the Clubbers, on the
Group dropdown list, select Clubbers.

List: When sort options have been selecte
a list will appear in the large window.
Double clicking on one of them will take
you to the Ark Individual screen for that
Clubber. Toscroll from one to the other
within the selected list, click the right/left

~ Find Ark Individual

News Ark Individual Exact Match
oo NN | Lesthene | O
Book w First Mame O
Team . Address O
Cit
Colar R v D
State/Province O
Groug W
Postal Code O
Group Type | Clubkhers L
Phone J Email | | O
|:| Include Inactive
Ak Incliviciusl Address CityrState
Jerry Smith | 123 Main Street | Longwiewy, TX_ 75602

arrows at the bottom of the Ark Individual
screen.

New Ark Individual: A new Clubber can be entered from the Find Ark Individual screen by

clicking on New Ark Individual.

Clubber Check-in: On thelndividual menu, clickCheckIn. TheList Optionsscreen will appear.
Select options to determine what will be included onGheckin screen and how it will be

arranged.

Check-in Data: Select each deria that each Clubber has met.

%2 Check:In Saturday, July 15, 2006 - Alphabetical EBEX

PUHBDS PUHBDS PUHBDS
Andrew Brockwsy  [CJCJCIC] - O
SharonBrockway  [CJCJCICT - O
Hannsh Furlow oooooo
Noce Garrett Ooooof
Bethany Harding I [
Grace Harding I
Stephanie Kom Ooooon
Mieah Locenz oooo- o0
Lauren Metz ] o
Calle Newton ooapon
Jacob Newton Oooooo
Britney Pack Ooooon
Rhea Sparks i |
VWl Whiteley | |
[ox ][ concel ]
Reviseds/7/2010

% Check-in options

Clubher in|

Group £

[ f Director

~|
Group Type | Clubb v ‘
I:I Include Inactive

Check-in Date | v|

Color | v/

Team | v

Book | v w

Gender v |
Show subheadings

Cl Journey 24/7

Sort Options

) Alphabetical

O Club

O Main Group

() Main Group / Color
(O Team Group

() Team Group / Color
O Grade

) Family Name

O Gender

Name Sort Options
() Last Name / First Name

(O First Name / Last Name
Name Display Order

(O Last Name, First Name
(®)First Name Last Name
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When completed, click OK. Default letters at the top of the Cleskreen are P (Present), U
(Uniform), H (Handbook), B (Bible), D (Dues). To change these options, or select other options, see
Setup/Session Field$o allow individual selection of Dues Paid (D) instead of automatic entry, see

SetupDptions

Note: If a paper copy of Chedk is preferred or the computer is not accessible at the g¢heck
location, a blank form is available for printing. On Reports menu, clidBlank Checkin Form

Most award information (including Attendance and Book awards) is calculated automatically from

Checkin informationand/o i nf or mati on entered in Sections
For further information on Awards, see Repdktgards
9 Individual Session E@@
Jerry Smith
Date Pr...  Un.. Ha.. Bible Du.. %is..
Date |BE2005
F‘reserrtD
Uritarm [
HandbnnkD
Bible [ ]
Dues [
Visitors
[ Add ][ Cancel ][ Dane ][ Sections ]

Sessions Review/Updatédn theArk Individualscreen for the specific Clubber, click on Sessions.
Review: Gives a summary of previous sessions for this individual Clubber.

Update: This screen can be used to Chétlan individual Clubber for the current session, if
desired. It can also be used to make a correction on a previous session foridnah@iubber.

Sections Update On theArk Individualscreen for the specific Clubber, click 8ectionsFor a
range of clubbers based on some critemamenu bar, click oindividual, thenSections

List Options: Select criteria for the list you wigb use. For a list of all Clubbers, simply select

session date and click OK. Clubber and alphabetical sort are defaults. Data will appear in window to
the right or on the next page. (Click Next, Previous, First, Last to move from one Clubber to
another.)Click OK when completed. For more details e Options
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& One Year Record: John Smith / Sparks / Sparks - HangGlider Q\: @

' One Year Record: John Smith / TRT / T&T - Book 1

[ Frst | [previous | [ met [ tat | [ ok ][ cance |

4/8/2009 Vi 12345678 9101112131415161718192021222324

Hanggg;;ﬁgglzzl e /42010 s{:jz O&IE]E]E\E[EH&S 91011121314 151617 181920 21 22 23
Red Jewel 1 (] 11 ] art Zone
GYE:H J:x:” oood piscovery 1 (11000
o000 picovery2 0000000
Red Jewel 30] CICIC] DiscoveryS%E%%%%EE
Green Jewel 3] (][] Discovery 4
croen s s3I0 oiscovery SOOI OI0O00
(R) HangGlider Rank [ ] oono piscovery s (]C]C1C1CICIC1C]
(R)Red Jewel 1 [(1CIC] piscovery 7 ] OO 00
(R) Green Jewel 1 |[][1[] piscovery 8] 11O OO0

(R)Red Jewel2 1101
(R) Green Jewel 2 O

silver Extra credt  [(][]CJCICO00

(R) Green Jewel 3]

(R;RGJ Red jewe:" %DD Gold Extra Credit  [][1[J11CIC1C]
reen Jewel 4
return Fight ] )00 000000000 |
Tekeott CJCJCCIE]
Passport (]I 1] Book 1 Rave Review  []
passenger List (] CICIC]
Lending Gear LI &wana Attendance [ ][C][C][] Book Award [ ]
Awana Attendance ][] ][] Book &ward[ ] Review[ ] Sunday School ][] Uniform []
Sunday School [ ][] Uniform ]
ook TRV | (Pt ] [ Permanent Record | Book| v

One Year Record:Select sections that this Clubber has completed this session. When the list has
been completed, click OK. Note: A right mouse click on amyige that has been completed will

give the date when that section was completed. A right mouse click on a section that has not been
completed will allow all prior sections to be filled in. Any section can be changed with a left mouse
click. For a printoudf this information, se®ne Year Recorteport. Book awards will be calculated
automatically from Sections information. See RepAm&rds

Payments:This button on thérk Individualscreerfor a specific Clubber will allow recording
payment for that Clubber only. To enter payments for several ClubbeRageent Entry

Group Points: OnIndividual menu, seledGroup PointsClick on Addto begin a new entry

52 Group Points

ObYesr 8IRWS o
Dete Growp Name Red B Green  Yelow NoCo.. Reference
432006 | T8TAY ] | | [ | | -
452006 T8TAV 60 70 0 80
32972006 T8TAV 30 ) 70 100
INS2008 | Sperks 120 200 110
382006 Sparks €0 13 43
34 2006 T&TAV 80 70 0 100
22272006 T8TAV 120 70 70 60 >
S e o en aen T
Date 8472006
Team Group v
Man Group v
Reterence
Red
Blue
Green
Yelow
No Coloe
[ Acd J[ Canced JL Dore J

Reviseds/7/2010 Page8



Club Year: Using scroll buttons, select club year. Default will be current club year.
Date: Enter session date points were earned.
Team Group/Main Group: Using the drogdown lists, select either a Main Group OR a

Team Group.

Reference:Enter additonal information about source of points, e.g. Game points or Council

Time points.

Colors: Enter points earned for each of the color teams.

When finished with this entry, clickdd The screen will be cleared for the next entry. When

all entries have beaompleted, clickDone

Promote Clubbers: This feature is designed to be used at the end of the club year to promote
Clubbers to the next grade, and to the next club if applicable. On Clubber men.R setexte
Clubbers This should be done only oncgear. It will promote all Clubbers at once.

Shares Spent. Ent er s h

ar es

used

(for

to determine how and how much shares are uSédres repodisplays all share information

together wih a balance.

© Shares spent - Thursday, July 19, 2007 - Alphabetical =13

Shares Shares
Matt Gabriela Groves
Nathan Alexander Merrit Hom
Judah Armour 25 Okvia Ham
Rachel Armour Reagan Ham
Semaj Austn Bethany Harding
Zaire Austin Grace Harding
Maria G Bautista Jonathan Harding 10
Chioce’ Bidne Phiip Harding
Shede Bodine Ruth Harding
Andrew Brockway Sarah Harding
Nathan Brockway Keth Johnson
Sharon Brockway John Jones
Zachary Brown Bryanna King
Karahline Byrd Hescli King
SarahAnn Byrd Melodk King
Hadey Canchola Danial Korn
Dandel Derrick Jessica Korn
Jennifer Derrick Stephanis Korm
Lesta Eaton Miesh Lorenz
Jacob Estel Sarah Lorenz
Hannah Furfow Jordan McDonald
Felicty Gleason Anne Motz
Aaron Groves Austin Metz

Jane Metz

Lauren Metz

El Nicks

Tete Nicks

Brend Owens
Jarrett Owens
Avery Painter
Joshua Painter
Griselda Palencia
Lauro Jurior Palencia
Amanda Pendergast
Eljah Pendergast
Samara Rainey
Holden Sivey
Reagan Sivey
David Simpson
Hale' Simpson
Martha Simpson
Rachel Sirpson
Wesley Simpson
Jason Sparacing
Jeremy Sprayberry
Cade Weaver

Shores

Shares
Ben Whiteley
Seth Whiteley
Wl Winiteley
Aried Wingfield
Liza Wingfield

l

OK

| [ cancet | [ Paymerts |

Book Award Exceptions: Processes all clubber book history and reports any inconsistencies
regarding book history. (For example, a clubber has worked on climber handbg&ar Sparks
but has no information for thé'dr 2" years)

Book History: Previous book history may be added by changing the book to a previously completed
book. Enter an estimated date for the book completion and check the book award box. Repeat for
each previously completed book. This will ensure that cob@ak awards are calculated for the

Reviseds/7/2010
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current year. When finished, remember to change the book back to the currer@deRsctions
Update for explanation of some mouse click functions to save time entering history.

Additional Awards: Give an award not covered automatically, to a specific clubber.

UseGroupset up an Award Group
UseAward Definitionto define an Award

Using Clubber Data +Reports and Awards

List Optionswill be offered for each

report selected (as well as other places in
the program), though individual
selections may vary slightly in some
places. In general, the draown lists

will determine who/what will be included
in the report. Theort options will
determine how the information is
arranged on the screen/printed page.
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