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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 

though it is called a Clubber report. The term ñmenuò will refer to the options in the menu bar at the 

top of the Ark Individual screen. The term ñfieldò will refer to the space you write something into (or 

in some instances, select what goes into the space from a drop-down list). 

Set-up Options 

The set-up menus will allow definition of individual areas to fit each clubôs needs. The following 

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. See Setup/Options. For options 

relating specifically to Check-in, see Setup/Session Fields. 

 

Calendar: necessary to set dates that your club meets. The program will automatically post 

subsequent dates based on the criteria you set. See Setup/Calendar. 

 

User Defined Fields: Enter options specific to your club. See Setup/Custom Contact Fields. 

 

Using AwanaÊ Shares: Shares can be awarded based on session information, sections, and any 

awards. (Book Unit, Book, Additional Awards).  See Session Fields, and Setup/Options to 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 entry of current clubbers before the beginning of the club year will make check-in 

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 ñAddò. The entry will be added to the database, and the screen will be 

cleared, ready to enter the next clubber. If you do not wish to continue the current entry for a new 

Clubber, click ñCancelò. The entry will be deleted and you will be returned to the previous screen 

before the entry was begun. If you are making changes on an existing Clubber, clicking ñCancelò 

will delete only the current changes made for that Clubber. 
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First:  Enter the clubberôs First Name.  

 

Last: Enter the clubberôs 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 and state will 

automatically be filled in. To set a specific zip code as a default, see Setup/Options. 

 

City: Enter City. 

 

State:  From drop-down list, select state. 

 

Country:  From drop-down list (below), select country. To set a specific country as a default, see 

Setup/Options. 

 

Grade: From drop-down 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:  Enter Clubberôs birthday. The month, day and year may be separated by a slash (/) or a 

dash (-). (Ex. MM/DD/YY or MM-DD-YYYY) The program calculates the clubberôs age 

automatically based on the birthday. 

 

Phone Number: Enter Phone Number including area code. 

 

Cell Number: Enter Cell Number including area code. 

 

E-Mail:  Enter E-Mail address, if available. 

 

Family Name: Click the óFindô button to select a family name already entered or to add a new one. 

 

Church:  Enter the name of the church where the Clubber attends. To set a specific church as a 

default, see Setup/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 if it not (such as ñGrandmotherò) it can be just typed in. 

 

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 you may 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 print 

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 selection screen The exception 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 label: When checked this individual will not be part of the Mailing Labels report. 

 

Dues Paid: In order for this feature to work properly, Setup/Session Fields (first) and Setup/Options 

(second) must be completed. After these have been completed, checking Dues Paid will default the 

dues session field as checked on the Individual Check-in screen and Blank Check-in reports.  

 

The secretary will keep track (separately) of the time frame for which dues are paid, and checks or 

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 Check-in. They can be individually 

checked at Check-in, if desired.)   
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To enter actual payment of dues, see Maintaining Clubber Data/Payments (for a single Clubber) or 

Payment Entry (for multiple Clubbers). 

 

Club:  Using drop-down list of active clubs, select the Club this Clubber is currently in.  To edit this 

list, see Setup/Club Definition. 

 

Book: Using the drop-down list, select the Book where this Clubber is currently working. This may 

be different from the club they are in, if desired (e.g. if a leader or clubber is ñcatching upò). To edit 

this list, see Setup/Book Definition.  

 

Team: Using drop-down list, select a Team where this Clubber is to be assigned. To edit the main 

grouping, i.e. Sparks, etc. see Setup/Group Type. To edit a sub-group, e.g. color teams within the 

Group Type, see Setup/ Group. In smaller churches, only color teams might be used, or only Group 

Type, depending on your choice of options. 

 

Color:  Using the drop-down list, select a Color for this Clubber (if colors are used). To edit this list, 

see Setup/Team Colors and Team Group Color. 

 

Group:  Using the drop-down list, select the correct classification for the person being entered (i.e. 

Clubber, Leader, Listener, etc.) This list is maintained by Maintenance/Setup/Group and Group 

Type. 

 

Custom Data:  You may enter data that may be unique to your club. It will appear on the lower right 

quarter of the Ark Individual screen. See Custom Contact Fields to set this up. 

 

Registration/Permission forms: Registration and permission forms are 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 forms ï forms that do not have existing clubber names 

and information on them, just lines. 

Preprinted Registration and Permission forms ï prints existing information with blank 

lines for any missing information allowing review and marking any changes if necessary.  

Reports that print by family are 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 the File menu, click Backup Database.  Use the defaults 

or change the folder and/or name of the backup copy. 

 

Restore: To restore the Ark database from a previous backup, on the File menu, click Restore 

Database  Choose 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 on Find Individual on the Ark 

Individual screen. The Find Ark Individual 

screen will appear.  

 

Sort Options: Select the option(s) you wish 

to use to create your list of Clubbers. To 

create a list of all the Clubbers, on the 

Group drop-down list, select Clubbers.  

 

List: When sort options have been selected, 

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. To scroll from one to the other 

within the selected list, click the right/left 

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 the Individual menu, click Check-In. The List Options screen will appear. 

Select options to determine what will be included on the Check-in screen and how it will be 

arranged. 

 

Check-in Data: Select each criteria that each Clubber has met.  
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When completed, click OK. Default letters at the top of the Check-in screen are P (Present), U 

(Uniform), H (Handbook), B (Bible), D (Dues). To change these options, or select other options, see 

Setup/Session Fields. To allow individual selection of Dues Paid (D) instead of automatic entry, see 

Setup/Options.  

 

Note: If a paper copy of Check-in is preferred or the computer is not accessible at the check-in 

location, a blank form is available for printing. On Reports menu, click on Blank Check-in Form.  

 

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

Check-in information and/or information entered in Sections from an individual Clubberôs screen. 

For further information on Awards, see Reports/Awards.   

 
 

Sessions Review/Update: On the Ark Individual screen 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 Check-In an individual Clubber for the current session, if 

desired. It can also be used to make a correction on a previous session for an individual Clubber.  

 

Sections Update: On the Ark Individual screen for the specific Clubber, click on Sections. For a 

range of clubbers based on some criteria, on menu bar, click on Individual, then Sections 

 

List Options: Select criteria for the list you wish to 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 see List Options,  
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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 any section 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 printout of this information, see One Year Record report. Book awards will be calculated 

automatically from Sections information. See Reports/Awards. 

 

Payments: This button on the Ark Individual screen for a specific Clubber will allow recording 

payment for that Clubber only. To enter payments for several Clubbers, see Payment Entry. 

 

Group Points: On Individual menu, select Group Points. Click on Add to begin a new entry. 

 

 
 



Revised 5/7/2010  Page 9  

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 drop-down lists, select either a Main Group OR a 

Team Group.  

Reference: Enter additional 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, click Add. The screen will be cleared for the next entry. When 

all entries have been completed, click Done.  

 

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 menu, select Promote 

Clubbers. This should be done only once a year. It will promote all Clubbers at once. 

 

Shares Spent: .Enter shares used (for example at the AwanaÊ store).  See Using AwanaÊ Shares 

to determine how and how much shares are used.  Shares report displays all share information 

together with a balance. 

 

 
 

Book Award Exceptions:  Processes all clubber book history and reports any inconsistencies 

regarding book history.  (For example, a clubber has worked on climber handbook - 3
rd

 year Sparks - 

but has no information for the 1
st
 or 2

nd
 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 correct book awards are calculated for the 
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current year. When finished, remember to change the book back to the current book. See Sections 

Update for explanation of some mouse click functions to save time entering history. 

 

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

 

 
 

Use Group set up an Award Group 

Use Award Definition to define an Award 

Using Clubber Data �± Reports and Awards 

List Options will 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 drop-down lists 

will determine who/what will be included 

in the report. The sort options will 

determine how the information is 

arranged on the screen/printed page.  

 

 

 


































































