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System Overview 

The old system - There was no efficient method for tracking records. 
There was no way to track money coming into and out of your 
organization. All records were tracked using a system of spreadsheets. 
Frequent errors were caused by volunteers having to enter data on 
multiple spread sheets. There was no unified form for vouchers. The 
method used by your organization was not secure causing abuse of 
your services. 

The new system- Designed to provide an easier and more efficient 
way of tracking transactions. Every time a transaction is complete it is 
now recorded. There is now a centralized system for keeping up with 
all records. Staff members and client records are now stored in a 
database. All products that are received, as well as given out to the 
community are now always tracked and constantly being updated for 
accuracy. The new system can easily create and print vouchers. The 
system reduces redundant data as well as abuse of your organization 
services. 



CENTRAL CIT 
MINISTRIES 



System Requirements 

Windows 7 Requirements 

Processor: 1 gigahertz (GHz) or faster 32-bit (x86) or 64-bit (x64) processor 

Memory: 1 gigabyte (GB) RAM (32-bit) or 2 GB RAM (64-bit) 

Hard Disk: 16 GB available hard disk space (32-bit) or 20 GB (64-bit) 

Graphics: DirectX 9 graphics device with WDDM 1.0 or higher driver 

Microsoft Access 2010 

Processor: 500 megahertz (MHz) processor or higher. 

Memory: 256 megabyte (MB) RAM or higher. 

Hard Disk: 1.5 GB. 

Drive: CD-ROM or DVD drive. 

Display: 1024x768 or higher resolution monitor. 

Operating System: 

Page IS 

Windows XP with Service Pack (SP3) (32-bit), Windows Vista with SPl (32-bit or 64-bit), 
Windows Server 2003 with SP2 and MSXML 6.0 (32-bit Office only), Windows Server 2008 
with SP2 (32-bit or 64-bit), Windows 7 (32-bit or 64-bit). Windows on Windows (WOW) (which 
allows installing 32-bit versions of Office 2010 on 64-bit operating systems) are supported. 

Additional: 
Use of graphics hardware acceleration requires DirectX 9.0c compatible graphics card with 64 
MB or higher video memory. Requirements and product functionality can vary based on the 
system configuration and operating system. 



CENTRAL CITY 
MINISTRIES 



Page 17 

(. System Set Up 

~ Follow setup instructions for Windows 7 and Microsoft Access 
2010. 
Open the file in Microsoft Access 2010 
Click enable content if it shows on the screen so that it works 
properly. 

Key Features 

Extremely User friendly system 
-:.I. 2 levels of security (Volunteer and Manager) 

Easy Navigation Menus 
Easily and Efficiently tracks Inventory 
Unified form for vouchers 
Receipts for donations 
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When entering the System, you will access the login Screen. Once you successfully Log in, you will be 

directed to the VOLUNTEER MAIN MENU if you are a Volunteer. If you are a manager, you will be 

directed to the MANAGER MAIN MENU. 

The LOGIN SCREEN prompts you to enter your STAFF ID, which is a dropdown menu (click on the 

arrow to the right of the STAFF ID) that lists everyone's STAFF ID as well as the first and last 

name associated with that ID. Select your STAFF ID and enter your password in the password 

box. You must then click on the LOGIN button . 

LOGIN SCREEN 

CENTRAL CITY 
M INJSTRIES 

Staff ID: 

Pa , rord: 

l.OG tN 

EXIT 

B 
: ] 

.!ii. If an incorrect password is entered, you will get an error message and will be required to enter 

your username and password over again . The EXIT button will exit the system completely. 

L\•1 i cro...oft .Access 

lncorre1.-t Pa1,sword 
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If you log in with a manager ID, this is your main screen and you will always be directed back to this 

screen. Volunteers will never have access to this screen. 

Donations· 

DONA TOR 
SCREE 

DONATOR 
TYPE SCREEN 

DONATION 
SCREE 

GRANT 
SCREE 

MANAGER MA·IN MENU 

CENT'RAL CITY 
MlN JSTRIES 

\.v'HERE \.VOULD YOU LIKE TO GO? 

Transactions: 

CLIENT 
SCREEN 

HOU SEHOLD 
SCREEN 

TRANSACTION 
SCREEN 

VOU CHER 
SCREEN 

V OU CHER 
CO- IPA.NY 

SCREE 

CO~·fPANY 
TYPESCREEN 

]l.,[anagement. 

STAFF SCREEN 

STAFF TYPE 
SCREEN 

PRODU CT 
SCREEN 

REPORTS 
_ lArN _ ·fENt., 

LOG OUT 

If you are a manager, and have logged in with manager capabilities, this will be your main screen. 

Everything you need can be found on this main screen broken up in three sections: 

.,. DONATIONS: Contains four buttons, all related to people or companies donating to your 

organization. 

~ TRANSACTIONS: Contains six buttons, all related to people or households who are receiving 

goods or money from your organization. This is also where you can create vouchers for people, 

or add new voucher companies who are donating and providing help to your organization. 

MANAGEMENT: Contains four buttons only available to management. This section lets you add 

new staff members, add or change the products your organization provides, and takes you to 

the Reports Main Menu to view and print various reports about your organization . 

.,. LOG OUT: Directs you back to the Login Screen. 
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DONATION SECTION- DONATOR SCREEN: 
The first of the Donation Screens is the DONATOR SCREEN. Donato r's can be individuals or entire 

organizations thafare coming in to donate. 

4 If they are a first time donator, you must enter all their information into the system. This will 

only have to happen once. If it's an individual, enter first, middle and last name. OR, if an 

Organization is donating, you are only required to enter the Organization name. 

-. The Donator ID will generate an ID for you . 

.:,j. Donator Type ID is a dropdown box that will list the possible choices for you to select from . 

Once information is entered (required fields are marked with an asterisk * ), click on the ADD 

NEW DONATOR button 

Donator ID 

Donalor Type ID 

· ~1 -~1~31 

* [ 

ENTER PERSONAL "Al.\lE OR ORGANIZATION • Al.\CE : 
DEPENDING O DONATOR TI'PE 

Donator' 
D nator 

ir t Name 

liddl I fr ial 
Donator1s Last N amc 

Organization's ame 

fsarah 
[R J 
fJ hnsonl 

SEAR.CHOR. 
DELETE 

CENTRAL CITY 
MIN lSTRIES 

SAVE 

CLEAR 
FOR..\,f 

GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named DONATOR SEARCH 

When the SEARCH AND DELETE button is clicked, this is the screen you will be directed to . The 

first record in the database will be automatically generated for you. To search for a record, you 

can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. 

DONATOR SEARCH 

Donator ID 

CENTRAL CITY 
MINIS TRIE S 

Donator Type ID 

Donator's First Name 

·------· i] 
DELETE 

DOKATOR 

Donator's Middle Initial 

Donator's Last Name 

Ot·ganization's Name 

Pre,.;ous Record 

~<:>usTe
[El 
lsm ith 

[united Way -

Next Record Last Record 

SAVE 
CHANGES 

BACK TO 
DONATOR 

.,I. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

'lou have reached the la!it record! 
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DONATION SECTION- DONATOR TYPE SCREEN: 

Next in the category of Donation Screens is the DONATOR TYPE screen. Only management has access to 

this screen. This screen categorizes the types of Donators that are Donating to your organization, for 

example, either an individual, or an entire organization. 

If you are entering this information for the first time, you must enter all their information into 

the system. This will only have to happen once. 

The Donator Type ID will generate an ID for you. 

The fields that must be entered are marked with an asterisk( * ) 

-. Once all fields are entered, click on the ADD NEW DONATOR TYPE button 

DONATOR TYPE CENTRAL CITY 
M INISTRIES 

Donator Type ID 

Dona tor Type Name 

Donator Type Description 

* lorgaiJiza-tion - -- - - _______ J 

!entire organiz~tio:11 is donating : ] 

ADD NEW 
DONATO 

TYPE 

SEARCH 
OR 

DELETE 

-
-
-
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named DONATOR TYPE SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

DONATORTYPESEARC• 

Donator Type ID r 

CENTR.AL C ITY 
M I N JSTRIES 

----- j 
-

Donat or Type N an1e 

Donatot" Type Descri tion [on~ individual is .donating _ ] 

Pn~vfous Recol·d 

, DELETE 
I DONATOR 
I TYPE 

ext Record 

SA,·E 
CHANGES 

Last Record 

BACK TO 
D ONATOR 

T'YPE 

..I. When you have reached the last record in the database, you will receive this message: 

FAll!! 

You have reached the last record! 



P age I 15 

Next in the category of Donation Screens is the DONATION SCREEN. This is the screen you will go to 

when a person or organization is coming in to donate food, items, or money to your organization. You 

must enter all key fields marked with an asterisk( * ) 

DONATION ID is an ID field that will be generated for you. 

~ DONATOR ID is a dropdown box that lists ID numbers as well as names so that you can easily 

pick a donator. 

STAFF ID is the ID of the Staff member that is handling this donation. It is a dropdown box. 

-. DATE will be generated for you . 

.;,j. The sub-form to the right is where you enter the products that are being donated. You first pick 

the PRODUCT ID from a dropdown box, then enter the QUANTITY that is being donated. 

~ Once all key fields are entered, you then click the ADD NEW DONATION button. 

4. Once the data is added to the database, you may then click on PRINT RECEIPTto provide a 

receipt for the donator. 

DONATION 

Donation ID * [ 

Donator ID * [-

Staff lD * I 

Date • I 412s120 12] 

ADD NEW 
DON. Tl! N 

SEARCH OR 
DELETE 

CEN T RA L CITY 
MINISTRIES 

ENTER PRODUCTS DONATED: 
Product ID ~ Quantitv ~ 

l 244 

2 10 
~ 3 50 

* 

Reto rd.: I• • 3 of 3 • •I • f No Filter l Sea,ch 

-- o~• .:,creens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named DONATOR TYPE SEARCH. When the SEARCH AND DELETE 
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button is clicked, this is the screen you will be directed to . The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

ORATION SfARCH 

Donation ID 

onator TD 

taff ID 

Dat 

ecord 

DEL ETE 
D01':ATiO'K 

9] 

51 

/18/20 12] 

d 

SAVE 
CH:-\.NGES 

* 

C E N T RAL CIT Y 
MINJSTRIES 

PRODU TS DO ATED: 
Product ID • Quantity • 

1EJ 1 

t Record, I• l of l • •I • ~ o Falt~ S~ar<tl-

BACK TO 
DONATIOX 

When you have reached the last record in the database, you will receive this message: 

FAIL!! 

'f ou have reached the last record! 

OK 
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The final screen in the Donation category is the GRANTS screen. Only management has access to this 

screen. This is the screen you will go to track and record Grants that are being donated by Companies to 

your organization. You must enter all key fields marked with an asterisk( * ) 

.Q. GRANT ID is an ID that will be automatically generated for you to uniquely describe the new 

Grant. 

-. DONATOR ID is the Donator that is donating the Grant, and is a dropdown box that will display 

the Donator's ID as well as the name associated with the ID. 

-. GRANT AMOUNT is the dollar amount being donated . 

Once all key fields are entered, click on the ADD NEW GRANT button to add the new Grant to 

your database. 

Grant ID 

Donator ID 

Grant Amount 

ADD NE\V 
G NT 

* [ -

* [ 

* [ 

SEARCH 
OR DELET'E 

sl 
·-__ 1EI 

sool 

CENTRAL CITY 
MINISTRIES 

SA\'E 
i 

CLEAR FOR.'-1 

GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named GRANT SEARCH. When the SEARCH AND DELETE button 

is clicked, this is the screen you will be directed to . The first record in the database will be 

automatically generated for you . To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

GIIANT SEARCH 

Grant ID 

Donator ID 

Grru1t An1ount 

Previous Record 

DELETE 
GRANT 

[_ lll 
----- 8] 

$:soo~oo I 

ext Record 

SAVE 
CI-LA.NGES 

CENTRAL C ITY 

MINISTRIES 

Las.t Record 

BACK TO 
GR.ANTS 

.Q. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

OK 
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TRANSACTION SECTION - CLIENT SCREEN: 
The first of the Transaction Screens is the CLIENT SCREEN. A Client is a single person who is receiving 

products (money, food or items) from your organization. This is the screen you will go to when you 

need to add a new Client. Unique to this screen is a CREATE NEW HOUSEHOLD button. Each client must 

be attached to a HOUSEHOLD ID, so if you need to create, or search a Household for a specific client, 

you may click on the CREATE NEW HOUSEHOLD button to be redirected to that screen first . All key 

fields marked with an asterisk( * ) must be entered. 

CLIENT ID is a unique ID that will be generated for you. 

4 HOUSEHOLD ID is a dropdown box that lists Household ID as well as the name attached to the 

ID 

4. Then you must enter CLIENTS FIRST NAME, CLIENTS MIDDLE INITIAL (not required), and 

CLIENTS LAST NAME 

4 CLIENT'S CONTACT NUMBER is not a required field . Some Client's may not have a phone 

number. 

Once all required fields are entered, click ADD NEW CLIENTto add the Client to the database. 

CLIENT 

Client ID 

Ilonsehold TD 

Client's First Nan1e 

CJient's fiddle fni lial 

Client's T ,ast Nantc 

* [ 

* I 
* !Joh ns 

* [Sn1i th 

( 'licnt's (.'out· ct uruber 

AD:ONEVV 
~Ll:ENT 

SE.ARCH OR 
DELETE 
CLCENT 

1 6 1 

CENTRAL CITY 
MINISTRIES 

CR.EATENE'\V 
HOL'$EHOLD 

E·ISIE 

-
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named CLIENT SEARCH. When the SEARCH AND DELETE button is 

clicked, this is the screen you will be directed to. The first record in the database will be 

automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

Cll1ENT SEARCII 

Client TD 

Household ID 

Client's First Na.tne 

I - -

!Ryan 

Ill 

Client's riddle Initial [D ] 

Client's Last an1e [Jones 

Client's Contact Nuruber [(931) 809-0720 

Previous Record Next Record 

CENT'RAL CITY 
MIN1STR I ES 

1] 

l 

Last Recoi·d 

DELETE 
RECORD 

SA'\'E 
CHA.NGES 

BACK TO 
CLIENT 

-iii. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the lart recordt 

OK 
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TRANSACTION SECTION - HOUSEHOLD SCREEN: 
Next in the Transaction section is the HOUSEHOLD SCREEN. A household is an identifier used to track 

individuals who live in the same household that are receiving assistance from you r organization . A 

household can be one individual or severa l individua ls. All key fields marked with an asterisk (* ) must be 

entered . 

.,. HOUSEHOLD ID is a unique ID that will be automatica lly generated for you . 

.-. HOUSEHOLD NAME is a unique name used to describe the Household (for example ... the 

Johnson House) 

HOUSEHOLD STREET, CITY, STATE, and ZIP are not required fields. If the Client is homeless, they 

will not have this information. 

,g. Once all the requ ired fields are entered, click on the ADD NEW HOUSEHOLD button to add this 

new household to the database. 

Hou ehold ID 

Household Name 

Household Street 

Honseho)d 'ity 

Household State 

Household Zip 

ADD N.EW 
H fJSEHOLD 

*r ------
----

-6] 

* IJ ohn~on hou~el 

l 

SEARCH OR 
DELETE 

GOTO 
CLCENT 

CENTRAL CITY 
MINISTRIES 

_l SAVE 

I 
CLEAR FOR..'1.i 

GO BACK 



f 

Pa ge I 22 

The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named HOUSEHOLD SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

HOUSEHOlD SEARCH 
CENTR AL C IT Y 

MIN IS T RIES 

Household ID 

Household Name 

Household Street 

Household City 

Househ ld State 

Household Zip 

Previous Record 

--- n 
li-Iouiehcita } -
[961 Cumberland D1ive- - -- ~ 7 

[clark_svi_lle I 
[rn J 
1 _ 370 441 

Next Record Last Record 

DELETE 
HOUSEHOLD 

SAVE 
CHAKGES 

BACK TO 
HOUSEHOLD 

,iii. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 
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TRANSACTION SECTION - TRANSACTION SCREEN: 
Next in the Transaction section is the TRANSACTION SCREEN. This is the screen you will go to when a 

Client is coming in to receive food, items, or money from your organization. Unique to this screen is a 

CREATE VOUCHER button. A Voucher is a separate product that must be tracked on it's own in order for 

you to provide a VOUCHER ID in the transaction screen. You must enter all key fields marked with an 

asterisk( * ) 

._ TRANSACTION ID is an ID field that will be generated for you. 

-. CLIENT ID is a dropdown box that lists ID numbers as well as names so that you can easily pick a 

Client. 

STAFF ID is the ID of the Staff member that is handling this transaction. It is a dropdown box. 

DATE will be generated for you . 

VOUCHER ID is not required because not all transactions will include a voucher. 

The sub-form to the right is where you enter the products that are being given to the client. You 

first pick the PRODUCT ID from a dropdown box, then enter the QUANTITY that is being given . 

..;.i. Once all key fields are entered, you then click the ADD NEW DONATION button. 

-. Once the data is added to the database, you may then click on PRINT VOUCHER to provide a 

voucher for the client if one was created. 

TRANSACTION 

Trausaction ID • r 
CJicnt JD * l 
.Si-afi' ID * I 
Dal~ * I 
Voucher U> I 

34] 

3EJ 

2 E1 

4 / 28/ 20 1 2 ] 

G 

CENTRAL CITY 
MIN I STRIES 

E N TER PRODUCT S : 
Product CD -

2 

··"-----* 

Re-cord: I• • 2 of 2 • • I • f No FUler f Se-a.-

SEAR.CH OR CREA TE 
DELP.TE VOC'CHE 

ii·li&E litll 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named TRANSACTION SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

RANSACTtO,N SEARCH 

Transaction ID 

Client ID 

Staff ID 

Date · 

Voucher ID 

P:re,•ious Record 

DELETE 
TRA1'-SACTI01'' 

L - -~-=-~91 
[_~~~- 3J 
c--===-~ -21 
f ±11.E120 121 

1 _ 21 

NextReco:rd 

SAVE 
CHANGES 

* 

CENTRAL C ITY 
MINISTR I ES 

P R O D UCTS: 
Product ID • Quantity~~ 

1G 100 
2 50 
3 500 

1 of3 • •I • [ ', Ho f'.!.lt.,.r [ Sear 

Last Record 

BACK TO 
TRANSACTION 

,r.l. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

0 
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TRANSACTION SECTION - VOUCHER SCREEN: 
Next in. the Transaction section is the VOUCHER SCREEN. Vouchers are printed forms given to clients 

from various Utility Companies, Gas stations, and Grocery Stores around the community that help out 

your organization. This screen is tied to the TRANSACTION SCREEN for ease of access back and forth. 

You must enter all key fields marked with an asterisk( * ) 

.Q. VOUCHER ID is a unique ID automatically generated when you create a new Voucher. 

COMPANY ID is a dropdown box that shows the ID and the name attached to the ID. The 

COMPANY ID is the ID attached to the Company that is providing the Voucher. 

4 VOUCHER AMOUNT is the dollar amount of the Voucher 

UTILITY ACCOUNT NUMBER is the Account number if it's for a specific Utility bill; this is not a 

required field whereas Gas stations and Grocery Stores will not have Account numbers. 

Once all key fields are entered, you then click the ADD NEW VOUCHER button. 

VOUCHER 

Voucher ID 

Con1.µany ID 

Voucher Amount 

Utility Acco nt Nun1ber 

ADD NE\.V 
• UCHE:R. 

SEAR.CH OR 
DELETE 

CENTRAL CITY 
MlNJSTR IE S 

• [_ ..... .. i 6I 
. , 21:] 

• 1 s2s.oo 

[12345 67 1 

BACK TO 
TRANSACTION 

I SAVE 

I CLEAR 
FOR.\.·I 

I 
I GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named VOUCHER SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

VOUCHER SEARCH 

[ -- --11 

C E NTRAL CITY 
MINJ S TR I E S 

·voucher ID 

Con1pany ID I _2] 

Voucher Amount i- $ioo.ool 
Utility Account Nun1ber f 1238-8834 ] 

Prev:ious. Record Next Record Last Record 

DELETE 
'\-'OL;CHER 

SAVE 
CHANGES 

BACK TO 
VOUCHER 

4. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

OK 
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TRANSACTION SECTION - VOUCHER COMPANY SCREEN: 
Next in the Transaction section is the VOUCHER COMPANY SCREEN. This is the screen to provide 

information about the Voucher Companies that are providing Vouchers to your organization. You must 

enter all key fields marked with an asterisk( * ) 

• COMPANY ID is a unique ID that is automatically generated when creating a new Voucher 

Company. 

COMPANY TYPE ID is a dropdown box that shows the ID and the name attached to the ID. It is 

the Type of Company that is providing the Voucher (for example ... Utility Company, Gas Station, 

Grocery Store) 

4 COMPANY NAME, COMPANY STREET ADDRESS, COMPANY CITY, COMPANY STATE, COMPANY 

ZIP and PHONE NUMBER are all required fields when creating a new Voucher Company. 

Once all key fields are entered, you then click the ADD NEW COMPANY button . 

VOUCHER COMPANIES 

Com1>any ID 

Compnay Tyµe ID 

Company Name 

C 'ompany Street Address 

Company City 

Company State 

Company Zip 

Phone: Numbc:r 

*I 
*I 
* lclat·ksville Gas and '\Vater 

* 11234 Wilma Rudolph blvci 

* [¢larksville 

* [TN 

" [ 370431 

* [(93 1) 223-4455 

CENTRAL CITY 
MI N ISTRIES 

ADD NEV.' 
CO).fPAt. .. Y 

SEARCH OR 
DELETE 

CO. fP . t-:Y 

.. 

.. 
1111 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button wh ich 

wi ll direct you to a new screen named VOUCHER COMPANY SEARCH. When the SEARCH AND 

DELETE button is clicked, this is the screen you wi ll be directed to . The first record in the 

database wi ll be automatica lly generated for you. To search for a record, you can click on 

PREVIOUS RECORD, NEXT RECORD and LAST RECORD. 

VOUCHER COMPANIES SfARCH 

Company [D [ _- --~ DI 
Compnay Type IO I 11 

ompanyName /That Company 

Company Street Address [i 23 This Road 

Company City [CJ ark~ville 

Company State mr 1 

Company Zip l __ 11940] 

P hone Number [ci 23i 456-7890 

I 
-i 
. , 

CENTRAL CITY 
MI N I S T R I E S 

Prc,~ous Record -
Next Record -

-Last Record . 
. 

4. When you have reached the last record in the database, you wi ll receive this message: 

FAIL!! 

Vou have reached the last record! 

OK 
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TRANSACTION SECTION - COMPANY TYPE: 
The final screen in the Transaction section is the COMPANY TYPE screen. Only management has access 

to this screen. This screen is used to provide information on the type of Company that is providing 

Vouchers for your organization; for example ... Utility Companies, Gas Stations and Grocery Stores. You 

must enter all key fields marked with an asterisk( * ) 

COMPANY TYPE ID is a unique ID automatically generated for you when creating a new 

Company Type 

COMPANY TYPE NAME is a Name describing the Type of Company; for example, Utility 

Company 

COMPANY TYPE DESCRIPTION is not a required field, but can be used to describe Company 

Types that may be very similar. 

Once all key fields are entered, you then click the ADD NEW COMPANY TYPE button . 

co,• PANY TYPE 

Company Type ID 

Company Type Name 

Comapny Type Description 

ADD NEW 
CO~lPANY 

TYPE 

SEARCrl 
OR 

DELETE 

CENTRAL CITY 
MrNISTRIES 

[Electric, Gas and_vVate1i _·_._ :] 

- - -
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named COMPANY TYPE SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

PANY TYPE SEARCH 
CENTRA L C IT Y 

MIN ISTRIES 

Company Type ID n 
[Utility C o n].pany_ -Con1pany Type Narn.e 

Comapny Type Description 

Previous Record ext Record 

- -
Last Record 

BACK TO 
CO:\·IP A1'-Y 

TYPE 

- l 

When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

OK 
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MANAGEMENT SECTION - STAFF SCREEN: 
Only management has access to all the screens under the Management Section. The first of this section 

is the Staff Screen. This screen provides information about all the Managers and Volunteers working for 

your organization. You must enter all key fie lds marked with an asterisk (* ). Middle Initia l is the only 

fie ld out of the following that is not required when creating a new staff member . 

.,. STAFF ID is a unique ID that is automatica lly generated when creating a new staff member 

-. STAFF TYPE ID is a dropdown box that displays an ID as well as the name attached to t hat ID; for 

example ... Manager or Vo lunteer. 

FIRST NAME, LAST NAME, STREET ADDRESS, CITY, STATE, ZIP and CONTACT NUMBER is all 

required information about your staff members 

START DATE wi ll automatica lly generate when creat ing a new Staff member 

PASSWORD is a unique password created by the staff member being added. 

Once all key fie lds are entered, you then click the ADD STAFF button . 

STAFF 

Sta.ff ID 

Sta fl' Type ID 

First Nan~e 

1'.·liddle Initial 

Las t Name 

Stn,~t Address 

Citv 

State 

Zip 

Conta, :t Nurnb~.-

St::ut D tr, 

r>::t <'".s ,_, .. . >::rd 

.. [ 11 
,. I •El 
"' !Stephanie 

[A 
"' [Taylor .. 1565 Caskey Drive 

"' I C larksville 

*.t™ . I 
.. r 3 7040] 

* [(93 1) 802.- 1544 

.. I 4 /28 ,•'2012] 

. r·····,,.·· :J 

CENTRAL CITY 
MlNJSTRIES 

I 
I 
1 

ADD 
ST_ 

SEARCH 
OR DELETE 

SAYE 

CLEAR 
FOR.."1.i 

! GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named STAFF SEARCH. When the SEARCH AND DELETE button is 

clicked, this is the screen you will be directed to . The first record in the database will be 

automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

The STAFF SEARCH screen also displays the LAST LOGIN date for the staff member 

STAFF SEARCH 

Staff ID 

Staff Type ID 

First Nan1e 

"Middle InitiaJ 

Last Nan1e 

Slleet d d.-ess 

Citv 

State 

Zip 

Contact Nurn be:t 

Start Date 

Last Login 

I -
I 
[Devin-_ -

[M .] 
[A.hi-ens 

12728 _~er _!-.ane 

I C1arks,_'ill_e 

I~ .I 
37 042] 

j(93 I) 220-0 389 
. -

1 · - - 419120121 

[ 4 /25 /2012] 

CENTRAL CITY 
MINJSTR I E ,S 

- I 
I 

- I 

Previous Record -
ext Record -

Last Rec01·d -
4 When you have reached the last record in the database, you will receive this message: 

FAIL!! 

'f ou have reached the last record! 
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MANAGEMENT SECTION - STAFF TYPE SCREEN: 
Next in the Management Section is the STAFF TYPE SCREEN which is used to create Types of Staff 

working for you; for example ... Managers and Volunteers. Only Management has access to this screen. 

You must enter all key fields marked with an asterisk( * ). 

STAFF TYPE ID is a unique ID that is automatically generated for you when you create a new 

Staff Type. 

STAFF TYPE NAME is the Name attached to the ID; for example ... Manager · 

..\I. STAFF TYPE DESCRIPTION is not a required field. Used to describe the Staff Type. 

Once all key fields are entered, you then click the ADD NEW STAFF TYPE button. 

STAFFTYPE 

Staff Type ID 

Staff Type an1e 

T)'1)e Description 

SA.VE 

ADDNE\V 
STAFF TYPE 

*I 3J 
* !Mana-o~er_-_-_-

CENTRAL CITY 
MlNJSTRIES 

[Fun accesi to. the sy~t_em 

SEARCH OR 
DELETE 

GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named STAFF TYPE SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

STAFF TYPE SEARCH 

Staff Type ID 

Staff Type Nan1e 

Type Descripti n 

Pre"<ious R ecord 

DELETE 
ST_.U-F T~ -PE 

[ _ I I 
[fylanage.i-- ·-

CENTR AL CITY 
M IN JSTR I ES 

[!::ull Acc_ess tq __ Q1e Sy~en1 

e. t Recor d 

SA '\'E 
CH...A..NGES 

Last R e ord 

BACK TO 
STAFF TYPE 

,. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 
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MANAGEMENT SECTION - PRODUCT SCREEN: 
Next in the management section is the PRODUCT SCREEN. This screen provides information about 

the Products that your organization keeps on hand for people to donate, and for your organization 

to provide for your community; for example ... food and money. You must enter all key fields marked 

with an asterisk{ * ). 

-. PRODUCT ID is a unique ID that is automatically generated for you when creating a new product. 

PRODUCT NAME names the product attached to the ID 

AMOUNT ON HAND is the quantity of that product on hand at the moment. It is not a required 

field because when first creating a product, you may not have any on hand at the moment. 

Once all key fields are entered, you then click the ADD NEW PRODUCT button. 

,PRODUCTS 

Product ID 

Product Nan1e 

Amount on Hand 

ADD NEW 
P ODLCT 

*[ ___ .. 4] 

[ ----

SEARCH OR 
DELETE 

l 

CENTRAL CITY 
MINISTRIES 

SAVE 

CLE..A.R FOR.,'vf 

GO BACK 
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The SEARCH AND DELETE button is unique to the Manager Screens only. If you need to find a 

specific record, delete a record or make changes to an existing record, click on this button which 

will direct you to a new screen named PRODUCT SEARCH. When the SEARCH AND DELETE 

button is clicked, this is the screen you will be directed to. The first record in the database will 

be automatically generated for you. To search for a record, you can click on PREVIOUS RECORD, 

NEXT RECORD and LAST RECORD. 

PRODUCT SEARCH 

Product ID 

Product Narne 

n1ount on Hund 

Previous Re ord 

DELETE 
PRODUCT 

lF'ood . 

extRecol"d 

SA,TE 
CHANGES 

DI 

500 

CENTRA L CITY 
MI N ISTRIES 

Last Record 

BACK TO 
PRODL-CTS 

,. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 
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1 MANAGEMENT SECTION - REPORTS MAIN MENU: 
The final category of the Management Section is the REPORTS MAIN M ENU button. Only management 

has access to the REPORTS MAIN MENU. This menu is the Main Menu for generating reports about your 

organization. 

REPORTS MAIN MENU 

DONA.TOR 
REPORTS 

STAFF 
REPORTS 

TRANSACTION 
REPORTS 

DONATION 
REPORTS 

VOUCHER 
REPORTS 

PRODUCT 
REPORTS 

HOUSEHOLD 
REPORTS 

GRANT 
REPORTS 

TIME.FRAME 
SUMMARY 

REP ORTS 

CENTRAL CITY 
MIN ISTRIES 

CLIENT 
REPORTS 

VOUCHER 
CO:\.lPANY 
REPORTS 
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REPORTS MAIN MENU - DONATOR REPORTS: 
The first button on the REPORTS MAIN MENU is the DONATOR REPORTS. This category allows you to 

generate reports specific to the Donator's to your organization. 

BY NAME: Generates a report for the name, or organization's name for each donator of your 

organization . 

BY TYPE: Generates a report by the types of Donators Donating to your organization; for 

example ... a single person, or an entire organization . 

DONAT,OR REPORTS CENTRAL CITY 
MIN ISTRIES 

HO\V WOULD YOU LIKE TO GENERATE YOUR REPORT? 

BYNA.\iE GO BACK 

BY TYPE 
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EXAMPLE OF A DONATOR REPORT: 

ALL DONA TORS SORTED BY NAME 

•

CENTRAL CITY 

[. . _ ~1N 1sTR~~s 

Last Name First Name :>liddlelnitial Donator ID Donator Type ID Organization Narne 

Doe Jane 

Johnson Sarah 

Smith Jolm 

Smith Susie 

TOTAi RECORDS 

Sunday, April 29, 20 12 

E 

R 

A 

E 

8 

10 

9 

6 

II 

13 

~ PRINT J 

ALL DON TORS SORTED BY DONATOR TYPE 

Donator T,pc ID Donator ID Last_name 

2 

2 

l 

1 

J <HAI. RECORDS 

SUtWy, April 29, 2012 

5 Smith 

7 Smith 

l l Doe 

13 Johnson 

6 

8 

9 

10 

First_Narne Middle_ Initial 

Susite E 

John A 

Ja~ E 

Sarah R 

PRINT 

2 Girls Scouts 

2 Red Cross 

2 Big Brother/Big Sister 

2 Rafferty's 

I United Way 

Page I of I 

•

. ~ENTR~LCITY 

[ . MIN_l~TRIES 

Organization_Name 

IJnited Way 

Rafferty's 

Big Brother/Big Sister 

Red Cross 

Gins ScolllS 

Page I of I 
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REPORTS MAIN MENU - STAFF REPORTS: 
The next category in the REPORTS MAIN MENU is the STAFF REPORTS. This will allow you to generate 

reports specific to the Staff members who are working for your organization. 

BY NAME: Generates a report by the name of your staff members 

• By STAFF TYPE: Generates a report by the types of staff members working for your organization; 

for example ... managers and volunteers. 

BY LAST LOGIN: Generates a report by the Last time each staff member Logged in to your 

system 

• BY START DATE: Generates a report by the Date each Staff member was added to your system. 

BY LOCATION: Generates a report by where each staff member lives. 

STA,fF RE:PORTS 
CENTR AL CITY 

MIN ISTRIES 

HO\V \VOULD YOU LIKE TO GENERATE YOUR REPORT? 

BY ~iE 

BY STAFF 
TYPE 

• 

BY LAST 
LOGIN 

BY START 
DATE 

BY LOCATION 

GO BACK 
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EXAMPLE OF A STAFF REPORT: 

ALL STAFF SORTED BY START DATE PR!KT I. CENTRAL CITY ! L_ _· M ~N ISTR IES j 
Start Date Lao:.f Name StafTTvpe ID Street Address 

4/412012 Clark 2 I 907 Cumberland Drive 
City State 7.ip 

ksville TN 

ContactNumbn Last L~;; lPasswori~- -

37040(93 1) 802- 1544 4/ J7120 121iogan007 

Last Name Staff Type ID Street Address 

4191'2012 Ahrens 3 1 2728 Turner Lane 
State Zip 

TN assword 

Start Date Last Name Staff Type ID Su eel Address 

419/20 12 Smith I 2 565 Caskey Dm·e 

Citv State Zip 
Clarks,,ille TN 

StaffTvpe ID Stre,I Address 

~ _ _ · - 2 987 Creekside 

Password 
password - - --

ALL STAFFS RTED BY NAlvIE PRINT 

State 

TN 

First Nam e 
D e,-in 

Zip 

First Name 

Sarah 
Zip 

Middle lnitial StalTID Sta IT Type LO Street Address 

.... . M ... __ .I . . . ... 3 . . . I 273!!_'.!'ui:'_lcr Lane 

!Contact N~Un- fscart ~ate Last l.ogin }Pass, .. •ord 

37041 (93 1) 220-0389 J 4/9120 12 4115120l2'password 

!.fiddle Initial Staff ID 

E 
COlllact Number Start Date Last Lo~in 

37040 931 802-1544 4/•/2012 4117/201 2• 

Last Login 
411912012 

o007 

Stt et"t Atl<lrcs-;. 

2 98ic·,~cksidc 

Middle Initial Staff ID 
C 

Staff Type ID Stred Addr.,.s 
5 . I 999 Elm Street 

Lip Contact Nr.mber St:ait Date Last Login 
370401 931 2HJ-Sn7 .f /19/201 2 

CENTRAL CITY 
MINISTR IES 
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REPORTS MAIN MENU - VOUCHER REPORTS: 
The next category in the REPORTS MAIN MENU is the VOUCHER REPORTS. This will allow you to 

generate reports specific to the Vouchers being distributed by your organization. 

~ BY DATE: Generates a report by the date each Voucher was created and distributed. 

BY COMPANY: Generates a report by the Company that provided the Voucher 

-. BY AMOUNT: Generates a report by the Amount of each Voucher 

BY STAFF: Generates a report by the Staff members that handled the Voucher. 

,;,j,, BY HOUSEHOLD: Generates a report that shows what vouchers are going to each Household. 

~ BY CLIENT: Generates a report that shows what vouchers are being given to each individual. 

CENTRAL CITY 
MINISTR IES 

HO\V ,voULD YOU LlKE TO GENERATE YOUR REPORT? 

BY DATE EYSTAFF 

EY CO. ·lPANY EY HOCSEH0LD 

BY A.: ·iOUNT BYCLlENT 

GO BACK ),LA.IN :\IENU 



EXAMPLE OF A VOUCHER REPORT: 

VOUCHER BY DATE 

Transaction Date Transaction JD Voucher ID Company ID Vouchet Amount Utility Account Num 

4112/20 12 28 13 20 

411712012 8 10 56 123 

4/ISl2012 9 2 2 100 123456789 

4/ 1812012 15 9 

4120/20 12 16 2 100 !2388834 

4/20/2012 17 200 123456789 

4/2012012 IS 4 2 50 98765432 1 

4120/2012 20 6 2 10 54789 

4/2012012 21 7 l 456 

4120/2012 22 s 2 5 123354 

4tl3120l 2 27 10 2 10 

VOUCHER BY AMOUNT 

Voud,er Amotmt Client ID Voucher IT) Company ID 1Jtility Account N1m1 Transaction fD 

200 8 I 123456789 17 

100 2 2 123456789 9 

100 4 2 12388834 16 

50 9 4 2 987654321 18 

40 4 15 2 33 

20 13 3 28 

15 4 11 2 29 

10 5 3 56123 8 

10 3 10 2 27 

10 4 6 2 54789 20 

Client ID 

3 

3 

3 

4 

8 

9 

4 

8 

Tr an,;;;:iction Datf" 

4/20120 12 

4/ 18/2012 

4t2012012 

4/20/2012 

4125/2011 

4112/2012 

412512012 

4/1712012 

4 /23/20 12 

4/20l2012 
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CENTRAL CITY 
MINISTR IES 

Staff ID PRTh7' 

6 

2 

3 

3 

5 

6 

2 

6 

6 

CENTRAL CITY 
MINISTRIES 

Staff ID 

5 

2 

3 

5 

3 

6 

6 

6 

PRINT 
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REPORTS MAIN MENU - PRODUCT REPORTS: 
The next category in the REPORTS MAIN MENU is the PRODUCT REPORTS. This will allow you to 

generate reports specific to the Products received and distributed by your organization . 

.Qi. AMOUNT ON HAND: Generates a report that shows how much of each product is in stock at 

your organization . 

PRODUCT REPORTS 
CENTRAL CITY 

MINISTRIE,S 

A :IOUNTON 
HAND 

GO BACK 

I )..IA.IN )..•lENU 
I 



EXAMPLE OF A PRODUCT REPORT: 

PRODUCT 

Product ID P,oduct Name Arnotml otl Hand 

1 Food 

2 Items 

3 Money 

Sunday, April 29, 2.012. 

Page I 45 

I. CENTRAL CITY 
M IN ISTRIES 

I - --- -- r=====i 
L PRI?-t' 

500 

497 

2448 

Page 1 of 1 
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REPORTS MAIN MENU - HOUSEHOLD REPORTS: 
The next category in the REPORTS MAIN MENU is the HOUSEHOLD REPORTS. This will allow you to 

generate reports specific to the Households receiving assistance from your organization . 

.Q. BY NUMBER IN HOUSEHOLD: Generates a report that shows the number of clients in each 

household 

,. AMOUNT OF VOUCHERS: Generates a report that shows how many Vouchers are being given to 

each household . 

~ AMOUNT OF PROUCTS: Generates a report that shows what products are being given to each 

household 

,. BY LOCATION: Generates a report by wear each household is located . 

HOUSEHOlD REPORTS 
CENTRAL CITY 

MINISTRIES 

HO\V WOULD YOU LIKE TO GENERATE YOUR REPORT? 

BYNm\mER 
1N 

HOt:SHIOLD 

Al.\fOUNT OF 
VOVCHERS 

A.'\iOUNT OF 
PRODC'C1'S 

BY LO-CA 1'ION 

11-f:iii 



EXAMPLE OF A HOUSEHOLD REPORT: 

HOUSEHOLD AMOUNT OF 
VOUCHERS 

Household Id Hou~ehold Name 

1 Household 1 

Voucher Total 

2 Household 2 

3 Household 3 

4 Household 4 

Sunday, April 29, 2012 

HOUSEI OLD 1- MOUNT 
OFPROD TS 

12 

135 

170 

255 

Household Id 

2 

Household Name 

Household 2 

Product Id Total Receh·ed 

3 Household 3 

Household4 

Suuday. April 29, 2012 

2 

3 

2 

3 

2 

3 

134 

53 

500 

55 

56 

50 

:S 

9 

5 
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CENTRAL CITY 

MINISTRIES 

PRINT 

Pagel of I 

C E NTRAL C ITY 
MINIS TR I E S 

PRINT 

Pagel of I 
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REPORTS MAIN MENU - GRANT REPORTS: 
The next category in the REPORTS MAIN MENU is the GRANT REPORTS. This will allow you to generate 

reports specific to the Grants that your organization receives from outside organizations. 

4. BY DONATOR: Generates a report by who is donating the Grants 

,. BY AMOUNT: Generates a report by how much each Grant was for. 

GRANT REPORTS 
CENTRAL CITY 

MINISTRIES 

HO\V \:VOULD YOU LIKE TO GENERA TE YOUR REPORT? 

BY 
DONATOR 

BY A.\•101.J T 

GO BACK 



EXAMPLE OF A GRANT REPORT: 

ALL GRANTS SORTED BY DONATOR 

Dm,atot ID (;,ant ID 

8 

9 

Amount 

TOT AL ,\,\IQUNT OF GRANTS 

Sunday, A pril 29, 20 12 

$200.00 

$500.00 

SS00.00 

$50.00 

$200.00 

$1,450.00 

ALL GRANTS SORTED BY AMOUNT 

G, .mt A mount 

SS0.00 

$200.00 

$200.00 

$500.00 

$SOO 00 

TOTAf AMOUNT Of GAANTS 

SutJday, April 29, 20ll 

Donator ID Grant ID 

8 

7 

9 

7 

8 

Sl ,450.00 

3 

4 

2 
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CENTRAL C IT Y 

M IN ISTRI ES 

PRINT 

Page I of I 

• 

CEN TR A L C IT Y 

[ MINISTRI ES 

- - - - - ,==~---
l PIUh'T J 
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REPORTS MAIN MENU - CLIENT REPORTS: 
The next category in the REPORTS MAIN MENU is the CLIENT REPORTS. This will allow you to generate 

reports specific to the Individuals receiving assistance from your organization. 

BY NAME: Generates a report by the name of each Client receiving assistance 

BY HOUSEHOLD: Generates a report that ties each Client to a specific household. 

CllENT REPORTS 
CENTRAL CITY 

M INISTRIES 

OV./ \VOULD YOU LIKE TO GENERATE YOUR REPORT? 

BYN IE 

GO BACK 

::VtAIN ).-IENU 

BY 
HOUSEHOLD 



EXAMPLE OF A CLIENT REPORT: 
ALL CLIENfS SORTED BY NAME 

CENTRAL CITY 
MIN ISTR IES 

Page I 51 

La· t Namr 

dark 

Clark 

First Name :\hddl~ lnfrial 1 [nu.;.ehold ID Ctient ID ( JiMU. Contact 'Jl;un10f'r 

Jones 

May 

Reigns 

Smith 

Taylor 

TOT·'\L RECORDS 

Stmday, April 29, 20 12 

H eather h 

Jason E 

Ryan D 

Sally 

Quanesheia L 

Johns 

Stephanie K 

CLIENT BY HOUSEHOLD 

Household ID Household Name 

Household l 

2 Household 2 

3 Household 3 

4 Household 4 

$1.tt-'<Lay, April 29, 1012 

Client ID 

l 

3 

16 

4 

11 

8 

9 

4 

2 

Last Name 

Jones 

Clai·k 

Smith 

Clar.le 

fay 

T aylor 

R eigns 

4 (93 1) 2.49-9869 

J (93 I) 106-8939 

I (93 1) 809-0720 

II (93 I) 552-M66 

9 (93 1) 987-3333 

16 

8 (93 1) 80 1-9997 

Page 1 of I 

CENTRAL CITY 
MINIS TRIE S 

First Name 

R y an 

J ason 

Johns 

Heather 

Sally 

Stephanie 

Quanesheia. 

PRINT 

• fiddle Initial 

D 

E 

h 

K 

L 

P age l of l 
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REPORTS MAIN MENU - VOUCHER COMPANY REPORTS: 
The next category in the REPORTS MAIN MENU is the VOUCHER COMPANY REPORTS. This will allow you 

to generate reports specific to the Voucher Companies providing Vouchers to your organization. 

4 BY NAME: Generates a report by the name of each Voucher Company. 

BY LOCATION: Generates a report by the Location of each Voucher Company. 

BY COMPANY TYPE: Generates a report by the Type of each Company providing Vouchers to 

your organization; for example ... Utility Company, Gas Station, Grocery Store. 

1O,UCHER COMPANY REPORTS 
CENTRAL CITY 

M JNJSTRIES 

HOW \VOlJLD YOU LIKE TO GENERATE YOUR REPORT? 

BYNA ... "\.fE 

BY LOCATION 

BY COJ.\,iPANY 
TYPE 

GO BACK 



EXAMPLE OF A VOUCHER COMPANY REPORT: 

ALL VOUCHER COMPANIES SORTED 
BYNAME 

Company Name 

Clarksville Departm, 

Clarksville Gas and ' 

Kroger's 

Shell Station 

TI1at Company 

TOTAL RECORDS 

Sunday, April 29, 2012 

C ompanv JD Company Tvpe ID Street Address 

2 

6 

I 1212 Wilma Rudolph Bk·d 

1 1234 Wilma Rudolph blvd 

3 23 Peacher's Mill Rd 

2 45 Madison Street 

1 123 This Road 

City 

Clarlmille 

ClarkS>ille 

Clarl=ille 

Clarksville 

Clarks,.file 

ALL VOUCHER COiv1PANIES ORTED BY TYPE 

11 

.ompany Tvpe lD Companv ID Company Name Street Address 

I 23 This Road 

2 

TOTAL RECORDS. 

Sund2y, April 29, 2012 

I That Company 

2 Clarksville D,p:utmt 1212 Wilma Rudolph Blvd 

6 Cbrksvillc Gas and , 1234 Wilma Rudolph blvd 

3 Shell Station 

5 Kroger's 

45 Madison Street 

23 Peacher's Mill Rd 

Company_ City 

Clarksville 

Clarks.,,illc 

Clarksville 

Clarksi.filc 

Clarksville. 

P a g e I 53 

• 

CENTRAL CITY 

MIN ISTRIES 

State Zip [ PRC\T j 

TN 

TN 

TN 

TN 

TN 

37040 

37043 

370-!2 

37043 

37040 

Pagel of I 

,. CENTRAL CITY 

[_ _ M IN ISTRIES 

State Company__?jp ~ PRI!'."T J 
TN 37040 

TN 37040 

TN 37043 

TN 370-!3 

TN 37042 

Page I of I 
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REPORTS MAIN MENU - DONATION REPORTS: 
The next category in the REPORTS MAIN MENU is the DONATION REPORTS. This will allow you to 

generate reports specific to the Donations coming into your organization. They are broken up into two 

categories: BY DETAILED reports, and BY SUMMARY reports . 

BY DETAILED: 

BY STAFF: Generates a report that shows what Staff member is handling the Donations coming 

in. 

BY PRODUCT: Generates a report by what products are being donated to your organization. 

BY DONATOR: Generates a report by which specific donator is donating. 

BY SUMMARY: 

BY TIMEFRAME: Generates a report by a specific timeframe. The user will be prompted to enter 

a beginning date and an ending date to which the report will be generated. 

"- BY PRODUCT ID: Generates a report by a specific product. The user will be prompted to enter a 

specific product ID in which to generate the report by. 

BY STAFF ID: Generates a report by a specific staff member. The user will be prompted to enter 

a specific Staff ID in which to generate the report by, 

DONAT·ION REPORTS 

• 
CENTRAL CITY 

MINISTRIES 

HOW WOULD Y U LIKE TO GENERATE YOUR REPORT? 

BY DETAILED 

BY STAFF 

BY PRODVC'T 

.BV .DONATO 

BY Sill\.·L'\·lAR Y 

BY 
TO. lE FR.A2 lE 

BYPRODU CT 
[D 

.BY STAFF ID 

GO BACK 



EXAMPLE OF A DONATION REPORT: 
ALL DONATIONS SORTED BY PRODUCT 

Product ID 

Sunday, A pril 29, 20 12 

Enter Parameter Value 

ENTER STAFF ID 

[ ----

OK 

Donation ID Dunatur rD 

'y 

9 

12 

13 

15 

14 

15 

12 

13 

M 

15 

cancel 

., 

DONAllONS BY SPECIFIED STAFF 

St.,ITIO 0(,nation m t)m1:1ticn O.ate 

l 9 4118/1012 

2 13 41191201 2 

2 M 4l19tl0.12 

2 IS 4'2812012 

T~tal Re<ouls 4 

Swday, Apri 19, 2012 

Staff ID Donation Dal~ Donation Quantiho 

2 41181201 1 100 

4119 1201 2 100 

4119/ZOl l 50 

4'281201 2 2•4 

41191201 2 500 

4/28120 12 IO 

4 119'20 11 1500 

4119120 12 500 

4119120 11 100 

412812012 50 
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MINI STR IES 

Page l of l 

CENTR AL CITY 
MINISTR IES 
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PRINT 

PRINT 
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REPORTS MAIN MENU -TRANSACTION REPORTS: 
The next category in the REPORTS MAIN MENU is the TRANSACTION REPORTS. This will allow you to 

generate reports specific to the products (food, items, money and vouchers) leaving your organization. 

They are broken up into two categories: BY DETAILED reports, and BY SUMMARY reports. 

BY DETAILED: 

.,. BY HOUSEHOLD: Generates a report by what each household is receiving . 

.Q. BY STAFF: Generates a report by what staff member is handling the transactions. 

BY CLIENT: Generates a report by what specific client is receiving form your organization. 

4 BY DATE: Generates a report by what date the transactions were logged. 

BY SUMMARY: 

BY TIMEFRAME: Gen~rates a report by a specific timeframe. The user will be prompted to enter 

a beginning date and an ending date to which the report will be generated 

-. BY STAFF ID: Generates a report by a specific staff member. The user will be prompted to enter 

a specific Staff ID in which to generate the report by, 

~ CLIENT BY PRODUCT: The user will be prompted to enter a product Id, then a report will be 

generated that shows which client's received that product. 

TRANSACTION REPORTS 
CENTRAL CITY 

MINISTRIES 

HOW WOULD YOU LlKE TO GENERATE YOUR REPORT? 

BY DETAlLED· 

BY HOUSEHOLD BY STAFF 

B\' CUENT B\' DATE 

GO BACK 

BYSIBIMARY 

BY T~IEFRA:. fE BY STAFF ID 

MAIN::-1E1'-U 

CLCENTBY 
PRODL'CT 



EXAMPLE OF A TRANSACTION REPORT: 

ALL TRANSACTIONS SORTED BY STAFF 

StalT!D Tr;:10<.action JD Ctimt JD Tranc;artion Datr Vo11rher JD Prochtrf ID 

2 

3 

l 1t I 
ENTER PRODUCT ID 

i [ ---- ---

OK Cancel 

9 

9 

9 

34 

34 

16 

16 

16 

33 

33 

r 

SPECIFIED PRODUCT 

Clim! ID 

Stl!IAA • 

TrJrl',:.tctiou Date 

•' IS/1012 

411811012 

4ll0/l0l2 

~ •12511012 

8 •f/20/2012 

19 2012 

3 

3 

3 

4 

4 

4 

4 

4 

4 ' 18/2012 

41 18/201 2 

4118/2012 

41281201 2 

4 1281201 2 

4,1012012 

4/2012012 

4/10120 12 

4125/2012 

4/25120 11 

2 

2 

2 

I S 

15 

2 

2 

2 
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Tran<action Quantitv 

500 

so 
100 

34 

50 

50 

50 

6 

5 

PRINT 

CENTRAL CITY 

MINIS TRIES 

c I of I 
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REPORTS MAIN MENU - TIMEFRAME SUMMARY REPORTS: 
The final category for reporting is the TIMEFRAME SUMMARY REPORTS. This is where you go to 

generate reports based on a specific timeframe. These reports give you an overview of donations, 

transactions, what staff members worked, how much food, items, and money came into and left your 

organization by a specific timeframe. It is broken up into four options: END OF DAY, END OF WEEK, END 

OF MONTH, and END OF YEAR. 

11:•EFRAME su• -RY REPORTS 

END OF DAY 

END OF\VEEK 

END OF~ •iONTH 

ENDO.F 'YEAR 

CENTRAL CITY 
MINISTRIES 

GO BACK 

),!A.IN );!ENl) 
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EXAMPLE OF A TIMEFRAME SUMMARY REPORT: 

END OF MONTH 
REPORT 

Amount of Staff\'Vor.king : 

Number of Donations: 

Total of Food Donations: 

Total of Item Donations: 

Amount of Money Donations: 

Number of Transactions: 

Total of Food Transactions: 

Total of Item Transactions: 

Amount of :Money Transactions: 

Sunday. April 29, 20 U 

14 
16 
1494 
!s10 
12150 

[~7~ 
j194 
j11s 
j555 

I 
7 

I 
I 

CENTRAL CITY 
MINISTRIES 

PRINT 

Pagel of l 
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When entering the System, you will access the Login Screen. Once you successfully Log in, you will be 

directed to the VOLUNTEER MAIN MENU if you are a Volunteer. If you are a manager, you will be 

directed to the MANAGER MAIN MENU . 

.Q. The LOGIN SCREEN prompts you to enter your STAFF ID, which is a dropdown menu (click on the 

arrow to the right of the STAFF ID) that lists everyone's STAFF ID as well as the first and last 

name associated with that ID. Select your STAFF ID and enter your password in the password 

box. You must then click on the LOGIN button. 

LOGIN SCREEN 

Staff ID: 

Pa ~ ·~ .rord: 

CENTRAL CITY 
MINISTRIES 

LOG£N 

EXIT 

If an incorrect password is entered, you will get an error message and will be required to enter 

your username and password over again. The EXIT button will exit the system completely. 

OK 
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If you log in with a Volunteer ID, this is your main screen and you will always be directed back to this 

screen while navigating through the system. 

VOLUNTEER IIAIN MENU 
CENTRAL CITY 

M INISTRIES 

\\-'HERE \VOULD YOlJ LIKE TO GO? 

Donations: 

DONATOR 
SCREEN 

DONATION 
SCREEN 

Transactions: 

CLIENT 
SCREEN 

HOUSEHOLD 
SCREEN 

TRANSACTION 
SCREEN 

VOUCHER 
SCREEN 

VOUCHER 
CO. •lPANY 

SCREE 

l\.·fanagernent : 

PRODUCT 
SCREEN 

1 LOGOUT 

I 

If you are a volunteer, this will be your main screen . Everything you need can be found on this main 

screen broken up in three sections: 

DONATIONS: Contains two buttons, all related to people or companies donating to your 

organization. 

TRANSACTIONS: Contains five buttons, all related to people or households who are receiving 

goods or money from your organization. This is also where you can create vouchers for people, 

or add new voucher companies who are donating and providing help to your organization . 

.;,j. MANAGEMENT: Contains one button. As a volunteer, you have limited access to the system. 

This section lets you search for products handled by the organization . 

.I. LOG OUT: Directs you back to the Login Screen. 
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DONATION SECTION - DONATOR-VOLUNTEER SCREEN: 
The first of the Donation Screens is the DONATOR SCREEN. Donato r's can be individuals or entire 

organizations that are coming in to donate. 

4 If they are a first time donator, you must enter all their information into the system. This will 

only have to happen once. If it's an individual, enter first, middle and last name. OR, if an 

Organization is donating, you are only required to enter the Organization name. 

The Donator ID will generate an ID for you. 

Donator Type ID is a dropdown box that will list the possible choices for you to select from . 

.Q. Once information is entered (required fields are marked with an asterisk * ), click on the ADD 

NEW DONATOR button 

DONATOR-IOlUNTEER 

Donator ID 
Donator Type ID 
ENTER PERSONAL NAt..'1E OR ORGANIZATION NAivlE 
DEPENDING ON DONATOR TYPE 

Donator's First Name 
Donator's fiddle Initial 
Donator's Last Name 

Organization Name 

-

~ l c-
~-

El 

7 

CENTRAL CITY 
MIN ISTRIES 

--_7 
ADDNE'\>V 
DONATO 

SEARCH 
DONATOR - - -



Page I 64 

When the SEARCH DONATOR button is clicked, this is the screen you will be directed to. The 

first record in the database will be automatically generated for you . To search for a record, you 

can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only screen. 

You will only be able to search for and view a record. If you need to delete or update a record, 

you must ask someone with manager capabilities to do it for you. 

DONATOR SEARCH 
CENTRAL C ITY 

MlNJSTRIES 

Donator ID 

Donator Type ID 

Donator's First Name 

DonatoT's Middle Initial 

Donator's Last Natne 

0Tgat1ization's Natne 

Pre'\ious Record 

_ l] 
l_susie __________ -] 

[E__I 
[srrihJi ~ --~ -~ 
r;: -- - -- ----- - ---
!Ynited \V~y__ _ __ 

Next Record Last Record 

BACK TO 
DONATOR 

4. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

Q I( 
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1 DONATION SECTION - DONATION-VOLUNTEER SCREEN: 
Next in the category of Donation Screens is the DONATION-VOLUNTEER SCREEN. This is the screen you 

will go to when a person or organization is coming in to donate food, items, or money to your 

organization . You must enter all key fields marked with an asterisk( * ) 

DONATION ID is an ID field that will be generated for you. 

DONATOR ID is a dropdown box that lists ID numbers as well as names so that you can easily 

pick a donator. 

4 STAFF ID is the ID of the Staff member that is handling this donation. It is a dropdown box . 

.Q. DATE will be generated for you. 

4 The sub-form to the right is where you enter the products that are being donated. You first pick 

the PRODUCT ID from a dropdown box, then enter the QUANTITY that is being donated. 

4 Once all key fields are entered, you then click the ADD NEW DONATION button . 

..., Once the data is added to the database, you may then click on PRINT RECEIPTto provide a 

receipt for the donator. 

IINATIOl-lflllNTEE·B 

Donation ID 

Donator ID 

Staff ID 

Date 

•[-::-_ • AW 
* [ 

·r 
* [ 4;291:io 1 i i 

SEARCH 
DON. HON -

CENTRAL CITY 
MINIS T RIES 

ENTER PRODUCTS DO ATED : 

Product ID T Quantity T 

* I El 

Record: I• •I • 1 'ft Unfiltered Searc 

-w-



Page I 66 

When the SEARCH DONATION button is clicked, this is the screen you will be directed to. The 

first record in the database will be automatically generated for you. To search for a record, you 

can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only screen. 

You will only be able to search for and view a record. If you need to delete or update a record, 

you must ask someone with manager capabilities to do it for you. 

IONATION SIARCH 

Donation ID 

Donator ID 

Staff ID 

Date 

Pre-..iious Record 

1- ---=_ __ 2] 

l --sJ 
[-

Next Record 

CENTRAL C ITY 
MlNJSTRIE,S 

PRODUCTS D O ATED : 
Product ID y Quantity y 

100, 

- -
Record: I• l o f :l 

Last Record 
BACK TO 

D01\~ATION 

.:. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

OK 



P age I 67 

TRANSACTION SECTION - CLIENT-VOLUNTEER SCREEN: 
The first of the Transaction Screens is the CLIENT SCREEN. A Client is a single person who is receiving 

products (money, food or items) from your organization. This is the screen you will go to when you 

need to add a new Client. Unique to this screen is a CREATE NEW HOUSEHOLD button. Each client must 

be attached to a HOUSEHOLD ID, so if you need to create, or search a Household for a specific client, 

you may click on the CREATE NEW HOUSEHOLD button to be redirected to that screen first. All key 

fields marked with an asterisk( * ) must be entered . 

..,j. CLIENT ID is a unique ID that will be generated for you . 

.lj. HOUSEHOLD ID is a dropdown box that lists Household ID as well as the name attached to the 

ID 

,i.i. Then you must enter CLIENTS FIRST NAME, CLIENTS MIDDLE INITIAL (not required), and 

CLIENTS LAST NAME 

-. CLIENT'S CONTACT NUMBER is not a required field . Some Client's may not have a phone 

number. 

~ Once all required fields are entered, click ADD NEW CLIENT to add the Client to the database. 

CllENT-VOlUNTEER 

Client ID 

Household [D 

Clie nt' s F irs t Nan1e 

Clie nt' s fvfiddle Initial 

C l ic ut' s Las t Natnc 

' lic ttt' s Co11tact Nutnbcr 

A:DD~ ' 
' L tENT 

*I 
* [ 

• r 

*I 

ii4Al 
El 

I 

CENTRAL C ITY 
MINJSTRIES 

CRE TENE,v 
H O USEHOLD 

l·fiii 
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When the SEARCH CLIENT button is clicked, this is the screen you will be directed to. The first 

record in the database will be automatically generated for you . To search for a record, you can 

click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read -only screen. You 

will only be able to search for and view a record . If you need to delete or update a record, you 

must ask someone with manager capabilities to do it for you. 

CLIENT S,EARCH 

Client ID 

Household ID 

Client's First an1e 

Client's . fiddle Initial 

Client's Last Nmne 

Client's Contact Number 

Previous ec01·d 

- - Dl 

CENTRAL C ITY 
MlNISTRIES 

_ I ] BACK TO 
CLIEKT 

!~ones 

[(93 1) 809-0720 

ext Record Last Record 

,. When you have reached the last record in the database, you will receive this message : 

FAIL!! 

'{ ou have reached the last record! 

OK 
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TRANSACTION SECTION - HOUSEHOLD-VOLUNTEER SCREEN: 

Next in the Transaction section is the HOUSEHOLD SCREEN. A household is an identifier used to track 

individua ls who live in the same household that are receiving assistance from your organization. A 

household can be one individual or severa l individuals. All key fields marked with an asterisk (* ) must be 

entered . 

HOUSEHOLD ID is a unique ID that wi ll be automatically generated for you. 

HOUSEHOLD NAME is a unique name used to describe the Household (for example ... the 

Johnson House) 

4 HOUSEHOLD STREET, CITY, STATE, and ZIP are not required fie lds. If the Client is homeless, they 

wi ll not have th is information. 

4 Once all the required fie lds are entered, click on the ADD NEW HOUSEHOLD button to add this 

new household to the database. 

HOUSEHOlD-VOlUNTEER 

Household [0 *I W i 
Household Name *I 
Household Street I 
Household City r 
Household State 

Household Zip - I 

ADD NEVI.' SEARCH 
HOUSEHOLD HOUSEHOLD 

- _] 

I 
I 

CENTRA L CITY 
MINISTRIES 

GOTO 
CLlENT 

111111-111 

l·itii 
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When the SEARCH HOUSEHOLD button is clicked, this is the screen you will be directed to. The 

first record in the database will be automatically generated for you. To search for a record, you 

can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only screen. 

You will only be able to search for and view a record . If you need to delete or update a record, 

you must ask someone with manager capabilities to do it for you . 

HOUSEHOID SEARCH 

Household ID 

Household Natne 

Household · treet 

Household City 

Household State 

Household Zip 

Previous Record 

[Househ old 1 

[907 Cumberland Drive 

!Clarksville 

ITN _I 

I . 3-70441 

Next R ecord Last Record 

CENTRA L C ITY 
MI N ISTRIES 

BACK TO 
HOUSEHOLD 

.Q. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

You have reached the last record! 

OK 
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TRANSACTION SECTION -TRANSACTION-VOLUNTEER SCREEN : 
Next in the Transaction section is the TRANSACTION SCREEN. This is the screen you will go to when a 

Client is coming in to receive food, items, or money from your organization. Unique to this screen is a 

CREATE VOUCHER button. A Voucher is a separate product that must be tracked on it's own in order for 

you to provide a VOUCHER ID in the transaction screen. You must enter all key fields marked with an 

asterisk( * ) 

TRANSACTION ID is an ID field that will be generated for you. 

CLIENT ID is a dropdown box that lists ID numbers as well as names so that you can easily pick a 

Client. 

4 STAFF ID is the ID of the Staff member that is handling this transaction . It is a dropdown box. 

4. DATE will be generated for you. 

4 VOUCHER ID is not required because not all transactions will include a voucher . 

._ The sub-form to the right is where you enter the products that are being given to the client. You 

first pick the PRODUCT ID from a dropdown box, then enter the QUANTITY that is being given . 

.Q. Once all key fields are entered, you then click the ADD NEW DONATION button . 

Once the data is added to the database, you may then click on PRINT VOUCHER to provide a 

voucher for the client if one was created. 

RANSACTIDN-VOl• NTEER 

Transaction ID 

Client ID 

Staff ID 

Date 

Voudter rD 

A D D 
Tl~.A .. NSAC'TION 

* [ CAN1 
*I EJ 
*I EJ 
* I 4129120 12 1 

El 

CREA TE 
rou HER 

CENTRAL CITY 
MIN I STRIES 

ENT E R PRODUC T S: 
Product ID - Quantity -

* I El 

Reco,d; I• •I • 1 No FtJtcr .1 Se-,_ 
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When the SEARCH TRANSACTION button is clicked, this is the screen you will be directed to . 

The first record in the database will be automatically generated for you . To search for a record, 

you can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only 

screen. You will only be able to search for and view a record . If you need to delete or update a 

record, you must ask someone with manager capabilities to do it for you . 

TRANSACTION SEARCH 

Transaction ID 

Client ID 

Staff ID 

Date 

Voucher ID 

Previous Recoi·d 

.___r · __ :11 
1-- - - il 
[__ i] 

I -4/l 7/.20lil 

[ -==-~- 5] 

Next Record 

CENTRAL C ITY 
MI N ISTRIES 

PR OD UCTS: 
Product ID ~ Quantity 

Record: -·~-• • • ~ 

Last eco:rd 
BACK TO 

TRANSACTIOK 

.;. When you have reached the last record in the database, you will receive this message: 

FAIL!! 

'iou hiJVe reached the last record!' 
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TRANSACTION SECTION - VOUCHER-VOLUNTEER SCREEN: 

Next in the Transaction section is the VOUCHER SCREEN. Vouchers are printed forms given to clients 

from various Utility Companies, Gas stations, and Grocery Stores around the community that help out 

your organization. This screen is tied to the TRANSACTION SCREEN for ease of access back and forth . 

You must enter all key fields marked with an asterisk( * ) 

VOUCHER ID is a unique ID automatically generated when you create a new Voucher. 

COMPANY ID is a dropdown box that shows the ID and the name attached to the ID. The 

COMPANY ID is the ID attached to the Company that is providing the Voucher. 

-. VOUCHER AMOUNT is the dollar amount of the Voucher 

.Q. UTILITY ACCOUNT NUMBER is the Account number if it's for a specific Utility bill; this is not a 

required field whereas Gas stations and Grocery Stores will not have Account numbers. 

-. Once all key fields are entered, you then click the ADD NEW VOUCHER button. 

VOUCHER-VOLUNTEER 

Voucher ID * [ 

Co1npany ID * r 

"\l oucher An1ount *L 

Acount number [ 

CENTRAL CITY 
MINISTRIES 

IGAW\I 
El 

J 

I CLEAR 
I F0~~-1 
I 

·'OLtCE-£ER 
GO BACK 
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When the SEARCH VOUCHER button is clicked, this is the screen you will be directed to . The 

first record in the database will be automatically generated for you . To search for a record, you 

can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only screen . 

You will only be able to search for and view a record. If you need to delete or update a record, 

you must ask someone with manager capabilities to do it for you. 

VOUCHER SEARCH 

\loucher ID 

C on1pany ID 

V7 ouch er An1ount 

Utility Account Nutnber 

Previous Record 

$ 100.00 

112388834 

Next Record 

CENTRAL CITY 
MINISTRIES 

21 

last Record 

BACK TO 
VOUCHER 

When you have reached the last record in the database, you will receive this message : 

FAIL!! 

You have reached the la!;! record! 

OK 
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TRANSACTION SECTION - VOUCHER COMPANIES SEARCH: 
Next in the Transaction section is the VOUCHER COMPANY SCREEN. This is the screen to provide 

information about the Voucher Companies that are providing Vouchers to your organization. 

The first record in the database wi ll be automatica lly generated for you. To search for a record, 

you can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-on ly 

screen. You wi ll on ly be able to search for and view a record. If you need to add, delete or 

update a record, you must ask someone with manager capabi lities to do it for you. 

VOUCHER COMPANIES SEARCH 

Company ID DI 
Compnay Type ro 11 

Company Name [TI!at Company 

Company Street Address [ 123 This Road 

Compauy City [Clarksville 

Company State JTN 
Company Zip r 37040J 

Ph ne N 1mber ~123) 456-7890 

l 
·1 

I 

J 

CENTRAL CITY 
MINISTRIES 

Pre,ious Record 

ext Record 

Last Record 

BACK TO 
' .MAIN ).[El\,u 

When you have reached the last record in the database, you will rece ive this message: 

FAIL!! 

Vou have reached the l;m record! 

OK 
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MANAGEMENT SECTION - PRODUCT SEARCH SCREEN: 
The only screen in the management section is the PRODUCT SEARCH SCREEN. This screen provides 

information about the Products that your organization keeps on hand for people to donate, and for your 

organization to provide for your community; for example ... food and money. 

The first record in the database will be automatically generated for you. To search for a record, 

you can click on PREVIOUS RECORD, NEXT RECORD and LAST RECORD. This is a read-only 

screen. You will only be able to search for and view a record. If you need to add, delete or 

update a record, you must ask someone with manager capabilities to do it for you. 

,PRODUCT SEARCH 
C E NTRAL C ITY 

MINIS TR I E S 

Product ID 

Pt·oduct arne 

An10unt on Hand 

Pre1,".ious ecord 

[ _ - DJ 

Next Record 

BACK TO 
:-..t:ArN ~IE1':U 

500 

Last Record 

.,;J. When you have reached the last record in the database, you will receive this message: 

FAIL! ! 

Vou have reached the last record! 



CENTRAL C ITV 
MINISTRIES 
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Table Name: DONATOR 

Field Name Data Type Description Field Size Validation Rule 

Donator_lD (PK) AutoNumber Donator's ID 10 Not Null 

Donator _ Type Number Donator's Type 1 Not Null 

Donator First Name Text Donator's First 50 Not Null 
Name 

Donator Middle Initial Text Donato r's 1 Allow Null -
Middle Initial 

Dona tor _Last_Name Text Donator's Last 50 Not Null 
Name 

Donator_Organization_Name Text Donato r's 70 Allow Null 
Organization 
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Table Name: DONATOR TYPE 

Field Name Data Type Description Field Size Validation 
Rule 

Donator_Type_ lD (PK) AutoNumber Donator Type's 1 Not Null 
ID 

Donator_ Type_Name Text Donator Type's 50 Not Null 
Name 

Donator _ Type_Description Memo Donator Type's 300 Allow Null 
Description 
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Table Name: DONATION 

Field Name Data Type Description Field Size Validation Rule 

Donation_lD (PK) AutoNumber Donation's ID 10 Not Null 

Donator ID Number Donator's ID 10 Not Null 

Staff_lD Number Staff's ID 10 Not Null 

Donation - Date Date/Time Date 8 Bytes Not Null 
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Table Name: DONATION DETAIL 

Field Name Data Type Description Field Size Validation Rule 

Donation_lD(PK) Number Donation's ID 10 Not Null 

Product ID(PK) Number Product's ID 10 Not Null - . 

Donation_ Quantity Number Donation 10 Not Null 
Quantity 
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Table Name: VOUCHER COMPANIES 

Field Name Data Type Description Field Size Validation 
Rule 

Company_lD (PK) AutoNumber Company's ID 10 Not Null 

Company_Type_lD Number Company's Type 10 Not Null 
ID 

Company_Name Text Company's Name 50 Not Null 

Company_Street_Address Text Company's Street 100 Not Null 
Address 

Company_City Text Company's Name 50 Not Null 

Company_State Text Company's State 2 Not Null 

Company_Zip Number Company's Zip 5 Not Null 

Company_ Contact_Number Text Company's 12 Not Null 
Phone 
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Table Name: COMPANY TYPE 

Field Name Data Type Description Field Size Validation 
Rule 

Company_Type_lD (PK) AutoNumber Company's 10 Not Null 
Type ID 

Company_ Type_Name Text Company so Not Null 
Type's Name 

Company_Type_Description Memo Company 300 Allow Null 
Type's 
Description 
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Table Name: HOUSEHOLD 

Field Name Data Type Description Field Size Validation Rule 

Household ID AutoNumber Household's ID 10 Not Null 
(PK) 

Household_Street Text Household's 100 Allow Null 
Street 

Household_ City Text Household's so Allow Null 
City 

Household State Text Household's 2 Allow Null 
State 

Household_Zip Number Household's Zip 5 Allow Null 
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Table Name: CLIENT 

Field Name Data Type Description Field Size Validation 
Rule 

Client_lD(PK) Auto Number Client's ID 10 Not Null 

Household ID Number Household's ID 10 Not Null 

Client First Name Text Client's First so Not Null 
Name 

Client Middle Initial Text Client's Middle 1 Allow Null - -
Initial 

Client_Last_Name Text Client's Last so Not Null 
Name 

Client_Contact_Number Text Client's 10 Allow Null 
Contact 
Number 
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Table Name: STAFF 
Field Name Data Type Description Field Size Validation Rule 

Staff _ID {PK) Number Staff's ID 10 Not Null 

Staff_Type_lD Number Staff's Type ID 1 Not Null 

Staff First Name Text Staff's First Name so Not Null 

Staff Middle Initial Text Staff's Middle 1 Allow Null - -
Initial 

Staff Last Name Text Staff's Last Name so Not Null 

Staff Street Address Text Staff's Street 100 Not Null - -
Address 

Staff City Text Staff's City so Not Null 

Staff State Text Staff's State 2 Not Null 

Staff Zip Number Staff's Zip s Not Null 

Staff_Contact_Number Text Staff's Contact 10 Not Null 
Number 

Staff Start Date Date/Time Staff's Start Date 8 Bytes Not Null 

Staff_Last_Login Date/Time Staff's Last Login 8 Bytes Not Null 

Staff_Password Text Staff's Password 10 Not Null 



Page I 87 

Table Name: STAFF TYPE 

Field Name Data Type Description Field Size Validation 
Rule 

Staff_ Type_lD (PK) AutoNumber Staff's Type ID 1 Not Null 

Staff_Type_Name Text Staff Type's so Not Null 
Name 

Staff_ Type_ Description Memo Staff Type's 300 Allow Null 
Description 
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Table Name: GRANT 

Field Name Data Type Description Field Size Validation Rule 

Grant_lD (PK) AutoNumber Grant's ID 10 Not Null 

Donator_lD Number Donator's ID 10 Not Null 

Grant Amount Number Grant's Amount Decimal Places: Not Null 
2 
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Table Name: VOUCHER 

Field Name Data Type Description Field Size Validation 
Rule 

Voucher_lD (PK) AutoNumber Voucher's ID 10 Not Null 

Company_lD Number Company's ID 10 Not Null 

Voucher_Amount Number Voucher's Decimal Not Null 
Amount Places: 2 

Utility_Account_Number Text Client's 20 Allow Null 
Account 
Number 
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Table Name: PRODUCT 

Field Name Data Type Description Field Size Validation Rule 

Product_lD (PK) AutoNumber Product's ID 10 Not Null 

Product Name Text Product's Name so Not Null 

Amount_On_Hand Number Amount On Hand 10 Allow Null 
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Table Name: TRANSACTION 

Field Name Data Type Description Field Size Validation Rule 

Transaction_lD (PK) Auto Number Transaction's ID 10 Not Null 

Client ID Number Client's ID 10 Not Null 

Staff ID Number Staff's ID 10 Not Null 

Transaction - Date Date/Time Date 8 Bytes Not Null 

Voucher ID Number Voucher's ID 10 Allow Null 
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Table Name: TRANSACTION DETAIL 

Field Name Data Type Description Field Size Validation Rule 

Transaction_lD (PK) Number Transaction's ID 10 Not Null 

Product_lD (PK) Number Product's ID 10 Not Null 

Transaction_ Quantity Number Quantity 10 Not Null 
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1. LOGIN SCREEN- The user will select their staff number from the dropdown box. 

Then the user will enter a password. If the password is correct they will be taking to 

the main menu (menus will differ depending on if it is a volunteer or manager.) If the 

password is incorrect an error message will pop up, just click on the X and try again. 

2. CLIENT -
ADD- The user will click add to add a client to the table 

SEARCH OR DELETE- The user will click search or delete to look up a 

client or to delete a record. Upon clicking search the user will be brought 

to the client search screen. 

-. CREA TE NEW HOUSEHOLD- The user will click new household in 

order to add the client into a new household. 

CLEAR FORM- The user will click on clear form and it will clear all out 

the data the user has entered. 

GO BACK- If the user clicks go back it will take them to the previous 

menu. 

SAVE- If the user clicks save all of the data entered will be saved. 

3. CLIENT SEARCH- The first record of the client table is always displayed 

PREVIOUS RECORD- The user will click on previous record it will take 

them to the previous record. 

NEXT RECORD- The user clicks the next record button it will take them 

to the next record in the table. 

LAST RECORD- The user clicks last record and it will display the last 

record in the table 

DELETE RECORD- Allows the user to delete the existing record in the 
table 

SA VE CHANGES- Allows the user to save the existing changes they 

have made to a record. 

4 BA CK TO CLIENT- Will take the user back to the Client screen. 
4. HOUSEHOLD-

ADD HOUSEHOLD- The user will click add to add a new household 
into the table. 

J. SEARCH OR DELETE- The user will click search or delete to look up a 

client or to delete a record. Upon clicking search the user will be brought 
to the client search screen. 

4 GO TO CLIENT - Will take the user back to the client screen. 

SA VE - If the user clicks save all of the data entered will be saved. 

CLEAR FORM- The user will click on clear form and it will clear all out 
the data the user has entered. 
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GO BACK- If the user clicks go back they will be taken to the previous 

menu screen. 
5. HOUSEHOLD SEARCH- The first record of the household table is always 

displayed 
PREVIOUS RECORD- The user will click on previous record it will take 

them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
LAST RECORD - The user clicks last record and it will display the last 

record in the table 
DELETE HOUSEHOLD - Allows the user to delete the existing record 

in the table 
SA VE CHANGES - Allows the user to save the existing changes they 

have made to a record. 
BACK TO HOUSEHOLD - Will take the user back to the Household 

screen. 
6. DONA TOR TYPE -

ADD NEW DONATOR TYPE- Will allow the user to add a new donator 

type to the table 

-:.1.i SEARCH OR DELETE- The user will click search or delete to look up 

the donator type or to delete a record. Upon clicking search the user will 

be brought to the donator type search screen . 

.;.I.. SAVE- If the user clicks save all of the data entered will be saved. 
CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 

GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
7. DONATOR TYPE SEARCH - The first record of the donator type table is always 

displayed 
,.J. PREVIOUS RECORD - The user will click on previous record it will 

take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 

LAST RECORD- The user clicks last record and it will display the last 
record in the table. 

DELETE DONATOR TYPE - Allows the user to delete the existing 
record in the table 

SA VE CHANGES - Allows the user to save the existing changes they 
have made to a record. 

BA CK TO DONA TOR TYPE - Will take the user back to the Donator 
Type screen. 

8. DONATION -
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ADD NEW DONATOR- Will allow the user to add a new donator to the 

table 
SEARCH OR DELETE- The user will click search or delete to look up a 

donator to delete a record. Upon clicking search the user will be brought to the 

donator search screen. 

SAVE - If the user clicks save all of the data entered will be saved. 

CLEAR FORM - The user will click on clear form and it will clear all out the 

data the user has entered. 
GO BACK- If the user clicks go back they will be taken to the previous menu 

screen. 

9. DONATOR SEARCH - The first record of the donator table is always displayed 

PREVIOUS RECORD - The user will click on previous record it will take 

them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them to 

the next record in the table. 

LAST RECORD - The user clicks last record and it will display the last 

record in the table. 

DELETE DONATOR - Allows the user to delete the existing record in the 

table 

,.. SA VE CHANGES - Allows the user to save the existing changes they have 

made to a record. 

BACK TO DONATOR - Will take the user back to the Donator screen. 
10. PRODUCTS -

ADD NEW PRODUCT - Will allow the user to add a new product to the 

table 

SEARCH OR DELETE- The user will click search or delete to look up a 

product to delete a record. Upon clicking search the user will be brought to the 
product search screen. 

4 SAVE- If the user clicks save all of the data entered will be saved. 

CLEAR FORM - The user will click on clear form and it will clear all out the 
data the user has entered. 

GO BACK- If the user clicks go back they will be taken to the previous menu 
screen. 

11. PRODUCT SEARCH - The first record of the product table is always displayed 

4 PREVIOUS RECORD- The user clicks the previous record button to go to 
the previous record. 

NEXT RECORD - The user clicks the next record button it will take them to 
the next record in the table. 

LAST RECORD - The user clicks last record and it will display the last 
record in the table. 
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DELETE PRODUCT- Allows the user to delete the existing record in the 

table 
SA VE CHANGES- Allows the user to save the existing changes they have 

made to a record. 

BACK TO PRODUCT - Will take the user back to the Products screen. 

12. DONATION-
ADD NEW DONATION - Will allow the user to add a new donation to the 

table 
.-. SEARCH OR DELETE- The user will click search or delete to look up a 

donation to delete a record. Upon clicking search the user will be brought to 

the donation search screen. 
GO BACK- If the user clicks go back they will be taken to the previous menu 

screen. 
CLEAR FORM - The user will click on clear form and it will clear all out the 

data the user has entered. 
4. PRINT RECIEPT - The user will click on print receipt in order to print a 

receipt for the donation received. 
13. DONATION SEARCH - The first record of the donation table is always displayed 

._ PREVIOUS RECORD-The user will click on previous record it will take 
them to the previous record. 
NEXT RECORD- The user clicks the next record button it will take them to 

the next record in the table. 
LAST RECORD- The user clicks last record and it will display the last record 

in the table. 
,. DELETE RECORD - Allows the user to delete the existing record in the 

table 
4 SA VE CHANGES - Allows the user to save the existing changes they have 

made to a record. 
BA CK TO DONATION - Will take the user back to the Donation screen 

14. TRANSACTION-
ADD NEW TRANSACTION - Will allow the user to add a new 
transaction to the table 
SEARCH OR DELETE- The user will click search or delete to look up a 
transaction to delete a record. Upon clicking search the user will be 
brought to the transaction search screen 

4 CREATE VOUCHER- The user will click create voucher and it will 
bring up the voucher screen enabling users to create a voucher 

4 SA VE - If the user clicks save all of the data entered will be saved. 
CLEAR FORM - The user will click on clear form and it will clear all out 
the data the user has entered. 
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~ GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 

4- PRINT VOUCHER - The user will click on print voucher in order to 

print a voucher for a client. 

15. TRANSACTION SEARCH- The first record of the transaction table is always 

displayed 
PREVIOUS RECORD-The user will click on previous record it will 

take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
LAST RECORD - The user clicks last record and it will display the last 

record in the table. 
-. DELETE TRANSACTION - Allows the user to delete the existing record 

in the table 
_,. SA VE CHANGES - Allows the user to save the existing changes they 

have made to a record . 
.;J. BACK TO TRANSACTION- Will take the user back to the Transaction 

screen 
16. VOUCHER -

ADD NEW VOUCHER- The user will click add to add a new household 

into the table. 
SEARCH OR DELETE- The user will click search or delete to look up a 

voucher or to delete a record. Upon clicking search the user will be 

brought to the voucher search screen. 

BA CK TO TRANSACT/ON- Will direct the user back to the transaction 

screen. 
SA VE- If the user clicks save all of the data entered will be saved. 

4 CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 

GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
17. VOUCHER SEARCH - The first record of voucher table is always displayed 

PREVIOUS RECORD-The user will click on previous record it will take 
them to the previous record. 

NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table. 

4 LAST RECORD - The user clicks last record and it will display the last 
record in the table. 

,. DELETE VOUCHER- Allows the user to delete the existing record in the 
table 
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SA VE CHANGES - Allows the user to save the existing changes they 

have made to a record . 
..,.j.; BACK TO VOUCHER - Will take the user back to the voucher screen. 

18. VOUCHER COMPANIES -
,.. ADD NEW COMPANY- The user will click add to add a new voucher 

company into the table. 
SEARCH OR DELETE- The user will click search or delete to look up a 

voucher company or to delete a record. Upon clicking search the user will 

be brought to the voucher company search screen . 
.._ SA VE- If the user clicks save all of the data entered will be saved. 

CLEAR FORM- The user will click on clear form and it will clear all out 

the data the user has entered. 

GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
19. VOUCHER COMPANIES SEARCH- The first record in the Voucher Companies 

table will always be displayed 
PREVIOUS RECORD- The user will click on previous record it will take 

them to the previous record. 

4 NEXT RECORD- The user clicks the next record button it will take them 

to the next record in the table. 

LAST RECORD- The user clicks last record and it will display the last 

record in the table. 
DELETE VOUCHER COMPANY - Allows the user to delete the 

existing record in the table 

.;.I. SA VE CHANGES- Allows the user to save the existing changes they 

have made to a record. 
_,. BACK TO VOUCHER COMPANIES- Will take the user back to the 

voucher companies screen 

20. COMPANY TYPE-
ADD NEW COMPANY TYPE- The user will click add to add a new 

company type into the table. 

SEARCH OR DELETE- The user will click search or delete to look up a 

company type or to delete a record. Upon clicking search the user will be 

brought to the company type search screen. 

SA VE- If the user clicks save all of the data entered will be saved. 
CLEAR FORM- The user will click on clear form and it will clear all out 

the data the user has entered. 

4 GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 

21. COMPANY TYPE SEARCH- The first record in the Company Type table will 
always be displayed 
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PREVIOUS RECORD- The user will click on previous record it will take 

them to the previous record. 
NEXT RECORD- The user clicks the next record button it will take them 

to the next record in the table . 
LAST RECORD- The user clicks last record and it will display the last 

record in the table. 
DELETE COMPANY TYPE - Allows the user to delete the existing 

record in the table 
SA VE CHANGES- Allows the user to save the existing changes they 

have made to a record. 
BA CK TO COMPANY TYPE - Will take the user back to the Company 

Type screen 

22. GRANTS -
.,J.i ADD NEW GRANT - Will allow the user to add a new grant to the table 

SEARCH OR DELETE- The user will click search or delete to look up a 

grant to delete a record. Upon clicking search the user will be brought to 

the grant search screen . 

...i. SA VE - If the user clicks save all of the data entered will be saved. 

CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
GO BACK- If the user clicks go back they will be taken to the previous 

menu screen. 
23. GRANT SEARCH - - The first record in the Grant table will always be displayed 

PREVIOUS RECORD - The user will click on previous record it will 

take them to the previous record. 

NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table . 
.;I. LAST RECORD - The user clicks last record and it will display the last 

record in the table. 
DELETE RECORD - Allows the user to delete the existing record in the 

table 
SA VE CHANGES - Allows the user to save the existing changes they 

have made to a record. 

BA CK TO GRANT - Will take the user back to the Grant screen 
24. STAFF TYPE -

~ ADD NEW STAFF TYPE - Will allow the user to add a new staff type 

to the table 

SEARCH OR DELETE- The user will click search or delete to look up a 

staff type to delete a record. Upon clicking search the user will be brought 
to the staff type search screen. 

4 SA VE- If the user clicks save all of the data entered will be saved. 
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CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
25. STAFF TYPE SEARCH - The first record in the Staff Type Search will be 

displayed. 

PREVIOUS RECORD - The user will click on previous record it will 
take them to the previous record. 

4. NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
4 LAST RECORD - The user clicks last record and it will display the last 

record in the table. 
DELETE STAFF TYPE - Allows the user to delete the existing record in 

the table 
~ SA VE CHANGES - Allows the user to save the existing changes they 

have made to a record. 
4, BACK TO STAFFF TYPE - Will take the user back to the Staff Type 

screen 

26. STAFF-
ADD STAFF - Will allow the user to add a new staff member to the 

table 
SEARCH OR DELETE- The user will click search or delete to look up a 
staff member to delete a record. Upon clicking search the user will be 

brought to the staff search screen. 
SAVE- If the user clicks save all of the data entered will be saved. 
CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
4 GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
27. STAFF SEARCH - The first record in the staff table will always be displayed 

• PREVIOUS RECORD - The user will click on previous record it will 
take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table. 

LAST RECORD - The user clicks last record and it will display the last 
record in the table. 

4 DELETE STAFF - Allows the user to delete the existing record in the 
table 

,. SA VE CHANGES - Allows the user to save the existing changes they 
have made to a record. 

4 BACK TO STAFF - Will take the user back to the Staff screen 
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Volunteer 

28. CLIENT-VOLUNTEER -
ADD CLIENT - The user will click add to add a client to the table 

4 SEARCH CLIENT - The user will click search to look up a client. Upon 

clicking search the user will be brought to the client search screen. 

CREATE NEW HOUSEHOLD - The user will click new household in 

order to add the client into a new household. 
CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
GO BACK- If the user clicks go back it will take them to the previous 

menu. 
SA VE - If the user clicks save all of the data entered will be saved. 

29. CLIENT SEARCH - The first record of the client table is always displayed, this is a 

read-only screen . 
.-. PREVIOUS RECORD- The user will click on previous record it will take 

them to the previous record. 
NEXT RECORD- The user clicks the next record button it will take them 

to the next record in the table. 

LAST RECORD - The user clicks last record and it will display the last 

record in the table 
BA CK TO CLIENT - Will take the user back to the Client screen. 

30. HOUSEHOLD- VOLUNTEER -
-. ADD HOUSEHOLD - The user will click add to add a household to the 

table 
SEARCH HOUSEHOLD - The user will click search to look up a 

household. Upon clicking search the user will be brought to the household 

search screen. 
oil. GO TO CLIENT - Will take the user back to the client screen . 
.;J.. CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 

J. GO BACK- If the user clicks go back it will take them to the previous 

menu. 
SAVE - If the user clicks save all of the data entered will be saved. 

31. HOUSEHOLD SEARCH - The first record of the client table is always displayed, 
this is a read-only screen. 

PREVIOUS RECORD - The user will click on previous record it will 
take them to the previous record. 

4 NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table. 
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LAST RECORD - The user clicks last record and it will display the last 

record in the table 
.Q. BA CK TO HOUSEHOLD - Will take the user back to the household 

screen. 
32. DONATOR-VOLUNTEER -

ADD NEW DONA TOR - Will allow the user to add a new donator to the 

table 
SEARCH DONA TOR - The user will click search to look up a donator. 

Upon clicking search the user will be brought to the donator search screen. 
CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
4i SA VE - If the user clicks save all of the data entered will be saved 

GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 
33. DONATOR SEARCH - The first record of the donator table is always displayed, 

this is a read-only screen. 
PREVIOUS RECORD_ - The user will click on previous record it will 
take them to the previous record. 

,.:.I. NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
LAST RECORD - The user clicks last record and it will display the last 

record in the table. 
BACK TO DONATOR - Will take the user back to the Donator screen. 

34. PRODUCT SEARCH - The first record of the donator table is always displayed, this 

is a read-only screen. 
PREVIOUS RECORD - The user will click on previous record it will 
take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table . 

..I. LAST RECORD - The user clicks last record and it will display the last 
record in the table. 
BACK TO MAIN MENU- Will take the user back to the main menu 

screen. 
35. DONATION-VOLUNTEER-

ADD NEW DONATION - Will allow the user to add a new donation to 
the table 
SEARCH DONATION - The user will click search to look up a donation. 
Upon clicking search the user will be brought to the donation search 
screen. 

GO BA CK- If the user clicks go back they will be taken to the previous 
menu screen. 

4s SA VE - If the user clicks save all of the data entered will be saved 
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CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
PRINT RECEIPT - The user will click on print receipt in order to print a 

receipt for the donation received 

36. DONATION SEARCH - The first record of the donation table is always displayed, 

this is a read-only screen. 

PREVIOUS RECORD - The user will click on previous record it will 

take them to the previous record. 
,4., NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
LAST RECORD - The user clicks last record and it will display the last 

record in the table. 

BACK TO DONATION- Will take the user back to the Donation screen 

37. TRANSACTION-VOLUNTEER -

4 ADD NEW TRANSACTION - Will allow the user to add a new 

transaction to the table 

4 SEARCH TRANSACT/ON- The user will click search to look up a 

transaction. Upon clicking search the user will be brought to the 

transaction search screen 
CREATE VOUCHER-The user will click create voucher and it will 

bring up the voucher screen enabling users to create a voucher 

CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 

4 GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 

PRINT VOUCHER - The user will click on print voucher in order to 

print a voucher for a client. 

38. TRANSACTION SEARCH - The first record of the transaction table is always 
displayed, this is read-only. 

,.. PREVIOUS RECORD - The user will click on previous record it will 

take them to the previous record. . 

NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table. 

LAST RECORD - The user clicks ,last record and it will display the last 
record in the table. 

· -BACK TO TRANSACTION- Will take the user back to the Transaction 
screen 

50. VOUCHER-VOLUNTEER-
ADD NEW VOUCHER - The user will click add to add a new household 
into the table. 



Page I 105 

SEARCH VOUCHER - The user will click ·search to look up a voucher. 
Upon clicking search the user will be brought to the voucher search 
screen. 
BA CK TO VOUCHER- Will take the user back to the transaction screen. 

SAVE- If the user clicks save all of the data entered will be saved. 
CLEAR FORM - The user will click on clear form and it will clear all out 

the data the user has entered. 
GO BA CK- If the user clicks go back they will be taken to the previous 

menu screen. 

39. VOUCHER SEARCH - The first record of voucher table is always displayed 
PREVIOUS RECORD - The user will click on previous record it will 
take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 

to the next record in the table. 
LAST RECORD - The user clicks last record and it will display the last 
record in the table . 

.:.J. BACK TO VOUCHER - Will take the user back to the voucher screen. 
40. VOUCHER COMPANIES SEARCH -The first record in the Voucher Companies 

table will.always be displayed, this a read-only screen. 
~ PREVIOUS RECORD - The user will click on previous record it will 

take them to the previous record. 
NEXT RECORD - The user clicks the next record button it will take them 
to the next record in the table. 

4 LAST RECORD - The user clicks last record and it will display the last 
record in the table. 

4 BA CK TO MAIN MENU- Will take the user back to the voucher 
compames screen 
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