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UsingtheMissionBaseUser Guide

TheMissionBase User Guide can be used online, or downloaded to your local computer. Itisall
in Adobe Acrobat (PDF) format requiring the Adobe Reader for viewing.
If the Adobe Reader program is needed, download a free copy from the Adobe website.

The entire User Guide now contains links throughout for quick access to the help areayou are
trying to locate in the document. Throughout the PDF documents, the “Find” (Ctrl + F) feature
isavailable for entry of akeyword to quickly jump to the topic being searched.

Using the MissionBase User Guide can be done exclusively online, or the documents can all be
downloaded from alink on our website, www.greatspirit.com, and used directly from your local
computer without an internet connection. Note the “Key” below to know when an internet
connectionisrequired.

To begin, it isgenerally easiest to start with the Table of Contents (on the next page.)
You can aways return to the Table of Contents from the links throughout the various

documentsinthe User Guide. All topicsand subtopicsin the Table of Contentsare linked to take
you directly to that section of the User Guide.

After following a hyperlink to another page of the User Guide, you may return to your

previously viewed page by clicking this link. If you scroll to another page after following a
hyperlink, the last page accessed becomes your “last view.”

User Guide KEY:
Hyperlinks appear throughout the body of the User Guidein two formats. Green text hyperlinks
reguire an internet connection such as the Great Spirit Systems website address which appears
above.

All other links, which jump to a specific section in the same document or in another Acrobat
document of the User Guide will appear as Brown text hyperlinks. As long as all of the User
Guide documents remain in the same folder on your local computer, these links will function
correctly.

Also new in this addition of the User Guide are active links directly to our MissionBase

QuickTip sheets. These are simplified “how to” instructions for several areas of the Mission-
Base program. Just click on the “QuickTip” icon to access the QuickTip sheet for viewing or
printing. Thislink also requiresan internet connection.

NOTE:
Pages of the User Guide are also formatted for printing, and allow for abinding or 3-hole punch
along the left margin, for users who prefer a paper copy rather than the electronic version.
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I ntroduction

MissionBase™ isacomputer database program designed for the purpose of hel ping the staff of
religiousdenominationd officesto dotheir job. Itiswritten generdly for judicatory offices, such asthe
conference, diocese, synod, and presbytery or smilar regional officewithin areligiousorganization.

The software supportsthe maintenance of professiona clergy dataand records, church committees
and other groups, local church leadership, and ahost of functionsthat dependent upon the accurate
maintenance of thisdata. Thesefunctionsincludemailings, informational reports, accountsreceivable,
event registration, the ass gnment of clergy to ministries, and many others. Many of therequired records
and reports of adenomination can be maintained and printed from MissionBase™.

Gresat Spirit Systems Corporation (GSS), theauthor and owner of MissionBase™ and Mission South-
west, itspredecessor, isasmall softwarefirm dedicated to thetask of serving the needsof thesesame
offices. Wedo thisthrough our software, aswell asthrough more general computer and consulting
Services.

Terminology
For the purposes of this user guide, common computer terms, and terms specific to the Mission

Base™/Mission Southwest™ software, have been defined to clarify meaning asthey areused through-
out thistext.

Childgrid agrid, or table, of information relating back to an entry on the parent grid. (See
parent grid below).
Click referstoasingle-click of theleft button onyour computer mouse. (If your mouse

isset for left-handed use, thiswill betheright button.)

Double-click refersto adouble-click of theleft button on your computer mouse.

Drag referstoleft-clicking on an object and moving the mousewhile holding the | eft-
mouse button down, thusmoving (dragging) the object acrossthe screenuntil itis
dropped.

Drop refersto therelease of the object being dragged, by release of the left-mouse

button when the object ispositioned over itsdestination on the screen.

Drop-downbox/ referstoabox whichopenstolist all available selectionsfor afield. Thislistis
Drop-downlist  reveaed upon clicking thedrop down arrow v/ symbol inthefield.

Field refersto ablank text box on aforminto which text or numbersareto beinserted.
Functions refer totheindividua portionsof the program found within each module. é
Eachisindicated by aseparate Eagle head | con.
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List Bar referstothe areato thefar left of the screen where M odul e selections may be

made.

L og-on/ isatermused for entering the program, usually under aunique user-nameor ID.

L ogging-on

Modules refer to the sectionsof the program indicated by thetopicsof SETTINGS, HELPR,
REPORTS, ETC, FIND & EDIT, and otherswhich may have been purchased to
accompany thissoftware package.

Parent Grid agrid, or table, of information contai ning entrieswith the ability to open asecond
grid (table), known asthechild grid, containing further information related to the
entry onthe parent grid.

Radiobutton referstoasdectionfeatureindicated by a t+ symbol inwhichonly &+ Male
one selection can be made from the choices given, asin Maleor ¢~ Female
Femde.

Right-click refersto asingle-click of theright button on your computer mouse. (If your
mouseisset for left-handed use, thiswill betheleft button.)

Synchronize refersto the process of 1ogging onto the Internet sitefor information exchange.

User-name thenameor identification uniqueto auser of aprogram, often usedtosign-inor
log-ontoaprogram.

Zip whenreferringtoafile, thisisafunction which compactsthedataintoasmaller file
sizefor quicker transfer acrossthe Internet.
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