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1 Installation of OASYS Il
1.1 Installation OASYS Il base version

To install OASYS llI, it is required to set up an Ubuntu 16.04 LTS server. Please contact Jens
Gassmann (please refer to chapter 12 for contact information) in case you need technical
support for the set up.

Note: the user has to be named “oasys” and the folder, where OASYS lll is installed

has to be named “oasys”.

Once the server is prepared, you have to complete the following steps to install OASYS Il:
1. Download the installation package to a USB stick (please contact the technical support
for the latest version of the installation package).
Copy the package from the USB stick to the server
Unpack the installation package in the desired directory on the server
Open a terminal and enter the command sh ./setup.sh (right click in the folder where the
installation package has been unpacked) - this step starts the browser with the OASYS

[l installer

installer

.
@ ftHome | Documents oasys installer
ﬁ (® Recent
E \ O Home J J
packages public cpanfile
[m Desktop
;- [ Documents <~>
i Perl
~ Downloads crane.plc docker-compose docker-compos
% dd Music yml
- A1 Pictures
R install.sh installed.json make_binary.s
. { Trash
@2 Network
N setup.sh MNew Folder
a;i- [ Computer New Document
- 8 0Asys = Open in Terminal
B connectto Server Restore Missing Files...

Y0

= Properties

® oasys@oasys: ~/Documents/oasys installationfinstaller

oasys@oasys: $ sh ./setup.shf]
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5. Enter the password to start the installer:

Dockerize - Mozilla Firefox

Dockerize

@] 127.0.01 c wa ¥+ & 9

Installing Docker

Authentication is needed to run “/bin/bash’ as the super user

An application is attempting to perform an action that requires privileges.
Authentication is required to perform this action.

Password:

+ Details

Cancel Authenticate

Follow the steps as indicated by the installer until the following windows opens:

File Edit View History Bookmarks Tools Help it m = &) 12:03PM

Dockerize

€ |127.001 C B ¥ & 9

OASYS

Version: 1.0.0
Maintenance

Backup Database
Restore Database

Reset Database

il Index Database

Choose reset database and click on “Reset Application”:

€ ©[127.001 c

OASYS - Reset

Reset the application. Every data will be deleted and resetted to factory state.

Reset Application Cancel

OASYS lll can now be accessed with the IP-address of the Server with Port 62797
http://ip.of.the.server:62797

Admin user credentials:

E-Mail: admin@oasys.network

Password: oasysadmin
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1.2 Update to newest OASYS Il version

To update the installation to the newest available version you have to complete the following
steps:
1. Load the image from the sever:
open a terminal in the folder where oasys has been installed and enter the following
commands:

docker-compose pull

Note: this step can take several hours depending on the available internet connection.

2. Restart OASYS: open a terminal in the oasys installation folder and enter the following
command:
docker-compose up -d

Alternatively, you can download the newest image:

1. Load the newest image unto a USB-Stick (please contact the technical support for the
latest version of the installation package)
Copy the installation package from the USB stick to the server
Unpack the installation package in the desired directory
Open a terminal in the folder where the image has been unpacked and enter the
following command:

docker load --input installer/image.tar
5. Restart OASYS: open a terminal in the oasys installation folder and enter the following

command:
docker-compose up -d

Finance and Reporting Services/CL Page 7 of 141 Version: 2017-11



New Apostolic Church

International
2 Logging into OASYS I
To log into OASYS Il you need a user name and password:
Sign in Forgotten Password
E-Mail Already registered User, can reset their Password via E-Mail.
Password

Remember me [7] Logout after a week of inactivity.

Login forgotren Password

If you forget the password, a new one can be generated by "reset their Password" or “forgotten

Password”.
2.1 Structure of the system

The OASYS system consists of two main parts:

On the left, you can access The dashboard shows an
different sections of the main overview of the unit structure
menu and selected reports
Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets ~
© Dashboard
Selection Details District Church Barrus Member and Minister Reports
= A Total Members 2359
- A Total active Ministers 885 Unit REP“PB
mﬁmf’me e :  Cangregation Profile
Total Congregations 208 Analysis / Control Reports regarding Attendance / Offering

& Auendance Trend

2.2 Languages in OASYS IlI

OASYS Il provides English and French interfaces. You can easily switch to the desired

language. The language can be selected in the upper right corner of the screen:

Administrator, Admin  Jobs Profile Translation Backup / Restore Logout Last Targets H French English
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2.3 Last Targets

In the “Last Targets” section, the most recent actions can easily be recalled:

Last Targets

Member Gotshall, Peter Details
Congregation Arterberry Details
District Caneva Details

Apostle District Rieber Details
Offering Comparison Report

Jelete

2.4 Dashboard

After you log into the system, the dashboard opens:

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets ~ French English

& Dashboard

Selection Details Apostle District Rieber Member and Minister Reports
u NAK] * Member Report (active, sealings, death
m District Church Barrus Total Members 2140 * Minister Change Report
= Apostle District Rieber fotal active Ministers o8 Unit Reports
m Dis Total Apostle Districts "]
u Dist Total Districts 18 e
= Distri Total Congregations 183 Analysis / Control Reports regarding Attendance /
Offering
* Arendance Trend
On the left, the structure Once you have selected On the right, the main
of the Local Church is a district, you can find reports of OASYS lll are
visible. further details in the listed.
With a mouse click, you middle section. For further information
can open each District about reports, please refer
and its sub units. to chapter 11.

2.5 Linksin the interface

In the whole interface of OASYS you will find links which facilitate an easy access to different

items, for example units or members. Links are marked in a pale blue colour:

3, =
s Members | .« [Eerer iase]

Selection
m AR Add Filter:  Unit ~

Dictrice cH B =
® Listrict Lhurch barrus unit Type for search
® Apostle District Rieber

Fileer:  Unitis Congregation Arterberry x

m [istrict Caneva

® [istrict Curren

Unit Ministry
B Nictrice N |
LISTFICT Lhonatn Priast
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3 Getting OASYS lll started
3.1 Necessary data from the field to use OASYS

Every Local Church decides which data is entered and maintained in their OASYS Il
installation.
Nevertheless, for the yearly worldwide membership reporting to NACI, the following data has to
be provided:

1) Member data

+ Sealings (data input from Local Church)
= Below 14 years
= Above 14 years

+/- Manual corrections (data input from Local Church) - comment is mandatory

2) Minister data: according to existing minister structure, including ministers which are on
a leave of absence (LOA)
3) Congregation and building data:

Congregations

thereof in
= a building owned by the church
= arented place
= another gathering place

4) Attendance: average attendance in the main weekly service without guests (members

which are not sealed)
3.2 Dataimport

Before importing any data into OASYS I, it is important that you check if the standard client

settings and master data are set correctly for the client where the data will be imported.

There are two options for data import:
v Direct import from data of a former OASYS | database

v"Import of data from excel sheets

3.2.1 Preparation for dataimport from OASYS |
In order to import data from OASYS [, you need a ZIP export file of the OASYS | database.
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Side note: how to export the database from OASYS |
Click on the Data Export Module:

{&] Data Export

Click on the Generate Export Data File option:

@ Data Export Management

Generate Export File

i o

Data Source Being Copied:
C:\OASYSDATAVM . *

Export File to Create:
C:\IM20061218.ZIP E

[] Encrypt the Export File Being Created

Generate Export File

On the Export File to Create option, you may specify where to create the file.

Export File to Create:

C:\IM20061218.Z1P [%l

Finally, click on the Generate Export File command button. This will create a compressed

file containing the selected country's database.

| Generate Export Filla !I

As soon as the compressed data file is completed, you will receive a notification. Click on the

OK command button to close the message and conclude the Export data option.

Generate Export File

! ': Export File Created Successfully!
L3
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3.2.2 Preparation for data import from Excel sheets
If you import data from Excel sheets, the units have to be imported as a first step. After that, the
member data can be imported.

3.2.2.1 Unit Data
The unit type is defined by the length of the ID number. The number itself is a tree, with which
the parent units are identified. Therefore the ID numbers need to have the following format and

must be unique:

Type Number of characters Example
Apostle District 2 characters 19
District 5 characters 19079
Congregation 7 characters 1907907

Units will be imported as subunits from NAKI (International Church), which is the root of the unit

tree in every client:

® District Caneva

m
L
il

B (onereeation Aeschlimmann

Note: the first row in the Excel import file has to be empty!

If your unit tree has more unit types than specified in the example, as for example a Sub-District
or region, please contact the technical support (refer to chapter 12) in order to define the correct

format for the import file.

3.2.2.2 Member Data
You can import member data after the units have been imported to the client.
We distinguish between mandatory and optional member information for the import.
Mandatory data:

v CONGCODE: Integer (refer to chapter 3.2.2.1) (Congregation ID)
SURNAME: Chars
FIRST_NAME: Chars
BORN_ON: date with format dd.mm.yyyy or dd/mm/yyyy
SEX: MorF
ISO_CODE 2: official 1SO ALPHA2 Code (Exp. ZM for Zambia)
M_SHIPNO: Chars (Member ID)

AN N N Y RN

Finance and Reporting Services/CL Page 12 of 141 Version: 2017-11



New Apostolic Church

International

Example:
CONGCODE | ISO_CODE | M_SHIPNO | SURNAME | FIRST_NAME | BORN_ON | SEX
1109701 ZM 078-02714 | MUELLER | HEINZ 01.01.1964 | M
Optional data:
v MIN_CODE: the congregation stated in CONGCODE is set as working area
v CONTACTNO: Chars
v' DIED_AT: date dd.mm.yyyy or dd/mm/yyyy
v RESADDR: Chars
v SEALED_ON: date dd.mm.yyyy or dd/mm/yyyy
v SEALED_PLACE: Chars
v' SEALED_BY: Chars
v BAPT_ON: date dd.mm.yyyy or dd/mm/yyyy
v BAPT_PLACE: Chars
v BAPT_BY: Chars
Matching table for MIN_CODE:
ID Ministry
1 District Apostle
2 District Apostle Helper
3 Apostle
4 Bishop
5 District Elder
6 District Evangelist
7 Shepherd
8 Evangelist
9 Priest
10 Deacon
11 Sub Deacon
Example:
MIN_CODE | CONTACTNO | DIED_AT RESADDR SEALED_ON | SEALED_BY
10|+1 23456 7 DUISBURGER STRASSE 74 01.03.1999 :\_I/EIII_\IL?F%H
SEALED_PLACE BAPT_ON | BAPT_BY BAPT_PLACE
FIRST CHURCH OF 15.07.1999 HEINRICH FIRST CHURCH OF
RHINELAND MULLER RHINELAND
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3.2.3 How to import data into OASYS Il

Once the data to import is ready, you can import the data into OASYS IlI.
To do so open the client, for which the data is imported:

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout

Last Targets ~ I

sz Clients | ust | create new

Name
DCBarrus Change into

DCWerter
DCVermer

Change into

Change into

= Clients

Choose the corresponding import type in the “Actions” section:

2 Clients » DC Vermer

Details  cdic Actions

Name DC Vermer Reindex data

Description

E= N=N

|

3.2.3.1 Excel Import

To import data (unit or member data) from an Excel file, choose the correct import format for the
Excel to upload:

=== Clients » DC Vermer

Import Format *

Units ~

File (xis) Members . | Keine Datei ausgewahlt.

Start Import A

Choose the Excel file to upload data and start the import by clicking on “Start Import”.

Clients » DC Vermer

*
Import Format Units v

File {x15)  ["choose File | Import_Units_Exp.xis

Note: before members can be imported, the units have to be imported in a first step.
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The system now starts the import job:

Jobs
1D Jeb Description Create Time State Results
#1716 Unit Excel Import Import given Unit Excel Sheet into Client DC Vermer 24.07.2017 06:36 m Download

Once the job is finished, the state will change to “done”.
To control, if the import has been successful, click on “Download”.
If the import was successful:

In case there has been a problem with the import, the system will indicate the invalid import

items in red:
A B c D E F G H i i K L M N 0 3 a
1 |CONGCODE [1S0_CODE |M_SHIPNO |[SURNAME [FIRST_NAME |[BORN_ON [sEX|MIN_CODE [BAPT ON _[BAPT BY |BAPT_PLACE |SEALED_ON |SEALED_BY |SEALED_PLACE |[cONTACTNO |DIED_AT [RESADDR |
2 ™ |078-00011 |DOE [svivia [0s/05/1987]F | |19/06/1987 |HEINRICH MULLER | [12/10/1987 [HEINRICH MULLER | | |TEPEWEG 3]

Note: after the import has been completed, the data has to be indexed. Please refer to
chapter 4.7.1 for instructions.

3.2.3.2 DBF/OASYS I Import

Select this import option to import data from an existing OASYS | database.

DBF Import
File (2IP) [ Chogse File | Werter.zIP
Unit Type for Workareas District .
Unit Type for Sub Districts Sub District .
Unit Type for Cangregations Congregation v

Select the corresponding .ZIP database for the import and indicate which unit type of the
existing OASYS | database corresponds with the following unit types in OASYS III:

v Unit type for “Work Area” (Apostle District): in general “District”
v Unit type for sub district: in general “Sub District”

v Unit type for congregations: in general “Congregation”

Start the import by clicking on “Start Import”.

Finance and Reporting Services/CL Page 15 of 141 Version: 2017-11



New Apostolic Church
International

In order to import the data, the unit structure of the OASYS | database has to be adapted to the
unit structure of OASYS IlI:

District Apostle Area

District Apostle Helper Area
Administration

District Church

Regional administration Center

Apostle District

Districts, Sub-Districts, Congregations Manageme

b A | e Bishop District

— District
District Snapshots Country In

Sub—District% Sub District
. ations w N
Congregatio :I Congregation

ot

After a successful data import, the system automatically indexes the data to make the data
usable for the reports (please refer to chapter 4.7.1).

Jobs
1D Job Description Create Time State Results
#1723 E:;‘::"'”g Indexing Events for Report Usage 24.07.2017 10:48
Reindexing - -
# - lownloa
#1722 Ministers Index Ministers for Report Usage 240720171048 EZQ Download
Reindexing -
# ; Jownloa
#1721 Members Index Members for Report Usage 24.07.2017 1048 g Download
#1720 E:E':fs::;i”text Reindexing the Member Search Index 24.07.2017 1048 |G Download
#1715 DBFDatabase | .+ 5 DBF Database into Client DC Werter 24.07.2017 1048 |EERY Download
Import

3.3 Building up a new system without data import

In case there is no data available, the initial blank database looks as follows:

& Dashboard

Member and Minister Reports

Selection Details International Church NAKI
= NAK Unit Reports
R Total Members o
® Special Transfers _ o
Total active Ministers o ® Congregation Profile
Total Apostle Districts 0 Analysis / Control Reports regarding
Attendance / Offerin

Total Districts o 8
Total Congregations o ® Artendance Trend

In order to fill the empty database with data, we recommend the following steps to get started:

1) Configure the client settings and master data according to the needs (for instructions,
please refer to chapter 4)
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2) Start creating the unit tree from top down: from District Apostle Area down to
Congregation level (for instructions, please refer to chapter 6)

Recommendation: in order to create the unit tree in an efficient way, we recommend

creating a Unit Import Excel file as specified in chapter 3.2.2.1

3) Start to create the membership database by recording members (for instructions, please
refer to chapter 5)
Recommendation: in order to create members in an efficient way, we recommend to

use the “Quick create” function (chapter 4.2.1) or creating a Member Import Excel file

as specified in chapter 3.2.2.2
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4 Client Management (System Configuration)

We recommend setting up a client per Local Church since configurations such as the local
currency for offerings, date format, length of voucher numbers etc. are set at client level.

You can access the client management by clicking on “Clients” in the main menu:

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets

RER, C|ientS List | Create new

Name

DC Barrus Change into Details
DC Werter Change into

Mo

DC Vermier Change into Details

= Clients

To switch between the different To edit the client settings, click on

clients, click on “Change into”. “Details”.

For every client, you can manage the following information/actions:

=2 Clients » DC Barrus

Details  Edit Actions

Name DC Barrus ® Reindex data

Description

/S Import
ent database
® (Create Portable Container

® Delete Client

Masterdata Commission management Report management

Manage the permissions for the commissions Manage the available reports this client

Change and customize the a the permissions for the co 55ions g

v Details (refer to chapter 4.2)

v' Master data settings (refer to chapter 4.3) > pay special attention to set the correct
currency

v' Commission (and assigned permissions) settings (refer to chapter 4.5)

Report Management settings (refer to chapter 4.6)

v" Actions regarding system administrative purposes (refer to chapter 4.7)

<
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4.1 Create anew client

To create a new client, open “Clients” and click on “Create new”:

Administrator, Admin  Profile Jobs

=8 Clients | ustf o

Name

DCBarrus
DC Werter
DCVermer

New Database

= Clients

The following window opens:

Create new Client

Mame

Masterdata DC Barrus "

Save Client Cancel

Enter the name of the new client and select the master data from an existing client for the new

client.
For the new client, the following configuration will be set according to the chosen client:
v Client Settings (refer to chapter 4.2)
v' Master data settings (refer to chapter 4.3) > pay special attention to set the correct
currency
v' Commission (and assigned permissions) settings (refer to chapter 4.5)
v" Report Management settings (refer to chapter 4.6)

Make sure to adjust these settings according to the needs of the new client.

This step is very important before you start filling the client database with data (via data import
from an old system or manually).

Normally “Client” equals a “Local Church”, since a lot of “country based” data is configured at
this level (as for example the local currency).

Finance and Reporting Services/CL Page 19 of 141 Version: 2017-11



4.2 Client Setting Configuration

New Apostolic Church
International

To adjust client settings, choose the corresponding client and click on “Edit™:

Details| edit

MName

Description

DC Werter

4.2.1 Name and date / time format

It is possible to change the name of the client:

Edit Client

Name D 1».n"ratrmira~r1

Safe the changes by clicking on “Update Client” at the end of the dialog:

Update Client Cancel

Choose the date and time format according to the needs of the Local Church:

Internationalisation Date Format

YYY-MM-DD |~

Y MMDD
DD.MMYYYY
DDMMAYYY

Internationalisation Date Format
YYYY-MM-DD |~
Time Format
HH:MM v

e HH:MM
HH:MM:SS
Cancel HH:MM:5S AM/PM

4.2.2 Settings for event data entry

Visibility (I Caprure total manually

Capture Adults
M Capture Children
Capture other total visitors manually

[ Allow foreign currency for financial data

Capture officiant Member for Divine Service

[ Capture Event Acts for Divine Service
Show event history in Event creation form

Enable event Quick entry checkbox

Vouchers Create Events without voucher range for unit
Capture Event Type
IValidate if event time matches

Length of the fixed part of a voucher Number 3

Total length of a voucher number 10

Warn Level Offer Value 1000
Warn Level Attendance Value 500
Warn Level Guest Value 10 %

Changes to these settings will affect the data entry form for event data (event statistics).

You have to adjust these settings to the needs of the Local Church and the data entry forms in

use.

Finance and Reporting Services/CL
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Example of a data entry voucher and the necessary adaptions to the client setting:

rch

Altar Sh
Na. 106-560620

Congregalion ...
District

Date SO

Type of Service: (Please tick)|v]

SBunday  Wid-wesk  Wedding  Funessl  Ofher ...

Offering: K u

OFFERING TOTAL INWORDS: ...

Ll Capture total manually

Capture Adults

[ Capture Children

Capture other total visitors manually

I L Allow foreign currency for finandial datal

I Capture officiant Member for Divine Servicel

[ Capture Event Acts for Divine Service
Show event history in Event creation form

Enable event Quick entry checkbox

artenoance | [ [ ][] ] |

ADULTE CHECREW  GUEETE

OFFICIANT NRC No.: |

Name: e SigMERINET

Vouchers [ Create Events without voucher ran

ge for unit

Capture Event Type

MValidate if event time matches

Length of the fixed part of a voucher Number 3

Total length of a voucher number 10

Warn Level Offer Value 1000

Warn Level Attendance Value

Warn Level Guest Value

500

10 %

With these settings, the data entry mask for events looks like this:

Add Event Statistics

Finance and Reporting Services/CL

i *
Congregation * 10 o cearch

EventDate* 2017 - 07 - 26
BventType®  plaase select
Offering * UsD
Total attendance * 0
Adults 0
Children 0
Guests 0
Officiant

Type for search

WVoucher Na. *

Add another event

Save Event Statistics Cancel
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Best-Practice:

v

If you want to enter adults, children and guests, we recommend unticking “Capture total
manually”, the calculated total can then be used as a control figure while entering data.
In case only total attendance and guests are entered, “Capture total manually” must be
ticked in order to be able to enter data;

Capture other total visitors (Guests) should always be ticked, since this data is
mandatory for the worldwide NAC membership reporting;

If you want to enter foreign currency offerings, the box “Allow foreign currency for

financial data” must be ticked in order to be able to enter data:

Foreign Offering 1 120 EUR

Add a foreign c

If you want to track the officiant of the events for reporting purposes, the box “Capture
officiant member for Divine Service” must be ticked in order to be able to enter data;

In case you prefer to enter acts during an event directly with the voucher data, the box
“Capture event acts for Divine Service” must be ticked in order to be able to enter data

(the data therefore must be indicated in the voucher in use):

Event Acts Offidant
Marriage Members ~
Type for search
Offidant
[ Confirmation Members - ; -
ype for search
Offidiant
[ Retired Members i
Type for search
Offidant
O Deatn Members ;
Type for search
Offidant
[ Ordination Members ;
Type for search
Offidiant
[J Holy Baptism Members B— -
ype for search
Offidant
[ Holy Sealing Members B— -
ype for search

We recommend to tick the box “Show event history in Event creation form”, this enables

the data entry staff to correct or void the entered data quickly in case of an error:

Event History

Date Booking State Total Attending A"Gude.sts :N":“ Offering
ending Number

20170724 open 12 1 000-032013 100.00 USD m m

For a speedy data entry, we recommend to tick the box “Enable event Quick entry

checkbox”; this enables the data entry staff to enter vouchers for the same congregation

continuously:

Add another event

By default, the system requires that a voucher range is set for every congregation

(please refer to chapter 6.3.10). If you don’t have any knowledge of this data in the

administration office, the box “Create Events without voucher range for unit” has to be
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ticked. In case the box is unticked and no voucher range has been defined for the

congregation, it's not possible to enter event data:

Voucher No. * You need a voucher range to create
an Event

v'If you want to track the event type of an event, the box “Capture Event type” has to be
ticked. The available event type options can be configured in the master data (please
refer to chapter 4.3.1.3).

v If you want to track the event type of an event but haven’t specified any event times in
the units (please refer to chapter 6.3.4) a warning pops up while entering event data and
this error message has to be cleared by the data entry person:

Congregation *  Arterberry X

EventDate* g . pg . 2017 Mo Event Time for this Date in Unit. Resend form to create Event for this date anyways

To disable this warning, untick the box “Validate if event time matches”

¥v" You have to define the voucher length (fixed part and total number of characters of the
voucher number) according to the data entry voucher used in the Local Church.

v" Warn levels: you have to adjust the warn levels according to the average offerings
amount and average attendance of the Local Church. These warn levels help to avoid

typing errors at the moment of data entry:

Offering = 1000 USD Value seems to be too high

Total attendance * 1005  Value seems to be too high

The warn level for guests helps, for example, in cases where the guest and total

attendance have been reversed:

Total attendance * 3

Guests 25  Value seems to be too high
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4.2.3 Membership data settings
Settings in “Membership” will have an effect on the analysis (reports), where we distinguish the
members according to their age group:

Membership Age children upto 15
Age youth upto 30

Age seniors from 61

Example “District List”:

District List

District Caneva, 30.06.2017, 109 active Members in grouped Units

Unit t Congregations Children Youth Adults Seniors Members Ministers
Caneva 15 30 19 45 10 103 L
Total 15 30 19 0 10 109 39

Adjustment in “Settings” have an impact on the graphical user interface:

Settings Use free fields for blessing congregation and officiant

[ Use civil status module

= - R ¢ et forp e
Use 4 Addresslines instead of specific fields for Households
= 8 SETRETPRI

Use automatic Member ID Field generation

Start Mumber for automated member id generation 1

v' Use free fields for blessing congregation and officiant: this box has an impact, if the
congregation and officiant for a holy act (sealing, baptism, ...) can be entered in free
form or has to be chosen from an existing data entry record in the database:

Ticked:
Date Baptism  dd . mm . yyyy Minister abcd Congregation edfg
Unticked:
DateSealing  dd . mm . yyyy Minister Congregation 1 ... ror searcn
Ap. Ekstein, Kyra rinne
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v' Use civil status module: if you untick the box, the civil status module in the member

dashboard is turned off. To turn it on, tick the box:

Civil status  change

Civil status Date

married 11.05.19%0

v' Use 4 Address lines instead of specific fields for household: this box determines,
how the address of a household can be recorded in the data base.
Ticked:

Create new Household

Head of Household [ Yes

Addressline 1
Addressline 2
Addressline 3
Addressline 4

*
Country ®  pjaase select “

Unticked:

Create new Household

Head of Household [ Ves

Street, Housenumber *
Cioy *
Zipcode *

&
Country Please select ~

v' Use automatic Member ID field generation: we recommend ticking this box, to ensure
that the member ID’s are unique numbers. You can decide with what number the
automatic field ID generation should start. If the box is unticked, you have to enter a

unique ID number when creating new members.
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4.2.4 Unit data settings

Settings =2 P ; . . i
= -
0] Use 4 Addresslines instead of specific fields for Properties
R T T = FEta et
o Bepost o torksteeT
Seareiormrerforaoterratet e e s ererate T ——

The only adjustment available for units is the decision regarding the address format of a
property. According to the chosen option, the filters in the “Unit search” are different. The filter
“City is” and “City is not” are only available if you use the specific address fields.

Four Address lines:

Create new Property

Property Type ®  poce celect | o
Addressline 1
Addressline 2
Addressline 3
Addressline 4

&
Country Please select ~

Specific address fields:

Create new Property

Property Type * Please select |~
Street, Housenumber *
City *
Zipcode

&
Country Please select ~
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4.2.5 Setting for Finance module (Reconciliation process)

Settings = P ; . . o
= -
= I _— ; et S .
= > N ; e et rertel
Use Deposit Unit Worksheet

2 - B _
o] i . .

You can decide whether you want to use the congregation worksheet (deposit unit worksheet)
during the deposit entering process or not.

If you decide to use the congregation worksheet, the congregations of the district are displayed
and you have to choose the vouchers for the reconciliation for each congregation.

K5) F| nance » NeW Batch Deposit —Congregation Worksheet} - Deductions — 5ave Deposit | Currency Conversion | Add Currency conversion

Congregation Worksheet

Congregation Number of Vouchers Attendees Amount

Aeschlimann (Congregation) U= U= 0.00 Assign Vouchers
usDr
0.00

Arterberry (Congregation) 0 05 Assizn Vouchers
us

Bastille (Congregation) 0 05 0.00 Assizn Vouchers
uso
0.00

Bressman (Congregation) ok ok Assign Vouchers
usb

Budziszewski (Congregation) ok ok o Assign Vouchers
usb

If you don’t use the congregation worksheet, the vouchers are displayed and you can choose

the vouchers without having to select a congregation first:

@ Finance » Batch #8 :;:cs\[ Deductions — Save Deposit | Currency Conversion | Add Currency conversion

Add Vouchers for Leitz in Deposit Batch #8

Voucher No/| Congregation Date Attendees Amount Select
000-000001 Itensis (Congregation) 2016-07-25 3 120.00 USD ]
000-000002 Itensis (Congregation) 2016-07-28 19 80.00UsD O

4.2.6 Performance settings for data entry speed

For the payment of data entry staff, it may be necessary to track the number of vouchers
entered per user. You can define the performance settings for this purpose according to the
circumstances of the Local Church.

The performance settings are used in the report “User Performance List”, where the

performance of every data entry user can be analysed (please refer to chapter 11.3.3):
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Performance Settings Very Excellent 800
Very Good Performance 700
Good Performance 600
Fair Performance 500

Meeds Improvement Performance 400

User Performance
District Church Barrus |, 01.092016- 30092016

Member Date Vouchers Performance

Gotshall, Ruth 01.09.2016 1,116 Excellent
02.09.2016 594 Excellent
05.09.2016 1384 Excellent
06.03.2016 1573 Excellent
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4.3 Master Data

To manage the master data, open the client details and click on “Change and customize”:

== Clients » DC Werter

Details Edit Actions
Name DC Werter ® Reindex data
Description ® Excel Import
oD A
L
.
L

Masterdata Commission management Report management
Change and customize the available options and Manage the permissions for the commissions Manage the available reports this client

types for this client

4.3.1 Event related master data

4.3.1.1 Currency
The currency setting is very important. You define the primary currency in which offerings and
deposit will be entered. It is important to set the currency before starting to import data into the

client. For each client, only one primary currency is permitted.

== Clients » DC Werter » Masterdata » Currency [creae new]
Name Level Short symbol Long symbol Primary state
Us-Dollar 3 usD Yes
Euro 2 EUR Edit
Zambia Kwacha 1 ZMK Edit
To add an additional To edit the primary currency,
currency, click “Create the sorting level and to set a
new”. currency inactive, click “Edit”.
Edit Row Edit Row US-Daollar
Name Leval 3&'
Level lil
Short symbal
Short symbol
Longsymbol oy
Long symbol
state active v
state active ~

rimary_curren
primary_currency yes | P - =l

i Cance
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4.3.1.2 Event Act Type

In this section, you can determine which (holy) acts are used in the client:

22 Clients » DC Werter » Masterdata » EventAdType [Geaznen]

Name Description Level state

Marriage 35
Confirmation 30 Edit
Retired 25 Edit
Death 20 Edit
Ordination 15 Edit
Holy Baptism 10 Edit
Holy Sealing 5 Edit
To add an additional event To edit event act types, the sorting
act type, click “Create level and to set an event act type
new”. inactive, click “Edit”.

This setting will determine the data entry form for event acts:

Add Bvent Acts

i *
Congregation ® 1,z tor search

&
Event Please select

Event Acts
Marriage 0 Numbers
Confirmation 0 Mumbers
Ordination 0 Mumbers
Holy Baptism 0 Numbers
Holy Sealing o Mumbers

Save Holy Acts Lancel
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4.3.1.4 Bank Account Type
In order to be able to register a deposit, you have to record a bank account at Local Church

level. In this section, you determine which bank account types are available for that purpose:

=== Clients » DC Werter » Masterdata » BankAccountType

Name Level state

savings
trust Edit
offerings Edit
operations Edit
To add an additional bank To edit bank account types, the
account type, click “Create sorting level and to set a bank
new”. account type inactive, click “Edit”.

This setting will determine which types of bank accounts can be recorded in the Bank Account
section on Local Church level (please refer to chapter 6.3.11).

4.3.1.5 Cost Type
Cost types are used in the deductions part of the reconciliation process (deductions). You

determine in this section, which cost types will be used in the client.

=2 Clients » DC Werter » Masterdata » CostType
Name Description Level Cost Type state
Offering revenue
Thank-offering revenue Edit
Specific donations revenue Edit
Travel expenses expense Edit
Properties expense Edit
Public Relations expense Edit
To add a cost type, click To edit cost types, the sorting level
“Create new”. and to set a cost type inactive,
click “Edit”.

You should set cost types according to the chart of accounts used in the Local Church.
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4.3.2 Membership master data

4.3.2.1 Commission

In the commission area you manage commissions regarding church activities (such as
congregation rector, district leader, ...) as well as commissions for OASYS lll users (Data entry
attendance/offering, Management membership data, System administrator, ...).

To every commission you can assign permissions to access OASYS Il (for further information

please refer to commission management in chapter 4.4).

2 Clients » DC Werter » Masterdata » Commission [creaenew

Name Description Level state

Chief Apostle Helper Edit
Choir conductor dit
Community Elder Edit
Confirmation teacher Edit
Congregation membership .
administrator Edit
Congregation Rector 1 Edit
Depositor Edit
To add an additional To edit commissions and set
commission, click “Create a commission inactive, click
new”. “Edit”.

Note: do not set the following commissions inactive, they are used in different reports:

v'  District Leader
v" Sub district Leader
v' Congregation Rector
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4.3.2.2 Contact Type

You can adjust the contact types according to the needs of the Local Church:

=2 Clients » DC Werter » Masterdata » ContactType

Name Description Level state

Private Phone
Private Mobilephone Edit
Private Fax Edit
Business Phone Edit
Business Mohilephone Edit
Business Fax Edit
E-Mail Edit
Skype Edit

To add an additional contact To edit contact types and set them

type, click “Create new”. active/inactive, click “Edit”.

4.3.2.3 Family State Type

You can adjust the family state type (marital status) according to the needs of the Local Church:

w2 Clients » DC Barrus » Masterdata » FamilyStateType

Name Description Level state

single
married Edit
divorced Edit
undisclosed Edit
widowed Edit

To add an additional marital

status, click “Create new”.

4.3.2.4 Gender

In OASYS lll we distinguish between “male” and “female”:

them active/inactive, click “Edit”.

To edit marital status types and set

Name Level state
male
female

=0 Clients » DC Werter » Masterdata » Gender | create new

Gender master data should not be edited.
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4.3.2.5 Member Ministry Purpose

This section shows the available options to end a ministry:

w2 Clients » DC Werter » Masterdata » MemberMinistryPurpose | create new
Name Lavel state

Retired Edit
Removed Edit
Resigned Edit
Leave of absence Edit
Unkown Edit

We do not recommend editing these options, since these are the official ways to end a ministry
in the New Apostolic Church.

4.3.2.6 Ministry Type
The “Ministry type” master data should not be edited. The ministry types correspond to the

ministry levels as determined by the New Apostolic Church:

w2 Clients » DC Werter » Masterdata » MinistryType | create new

Name Description Level state

Chief Apostle 5 Edit
District Apostle 10 Edit
Apostle 15 Edit
Bishop 20 Edit
District Elder 25 Edit
District Evangelist 30 Edit
Shepherd 35 Edit
Evangelist 40 Edit
Priest 45 Edit
Deacon 50 Edit
Subdeacon 55 Edi

4.3.2.7 Permission

The following permissions are in use in OASYS Il

Permission

Description

Activity Reporting (drill down)

Permission to use Activity Reporting (drill down)

Activity Reporting (without drill down)

Permission to use Activity Reporting (without drill

down)

Administrative Member Functions

Permission to reactivate ended ministries

Administrative Voucher Functions

Permission unvoid an reopen vouchers

Attendance Trend Report

Permission to use the Attendance Trend Report

Book month

Permission to book a month; change the status of

an event voucher from open to booked
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Congregation Profile Report

Permission to use Congregation Profile Report

Create Statistic

Permission to enter data for events (event

statistics) and event acts

Create voucher ranges

Permission to create a voucher range for a unit

Decease Members Full Report

Permission to use the Decease Members Full

Report

Decease Members Grouped Report

Permission to use the Decease Members Grouped

Report

Deposit Reconciliation Worksheet

Permission to use the Deposit Reconciliation
Worksheet

District Leaders Report

Permission to use the District Leaders Report

District List Report

Permission to use the District List Report

Event Acts Full Report

Permission to use the Event Acts Full Report

Event Acts Simple Report

Permission to use the Event Acts Simple Report

Future Retirements Report

Permission to use the Future Retirements Report

Manage client Settings

Permission to manage the settings of a client
(details, report management, commission

management, master data) and reindex the data

Manage Finance

Permission to create/edit deposits and to manage

the currency conversion

Manage Member

Permission to create, edit and delete a member

Manage system account

Permission to create, edit, assign permissions and
delete a system account. The user creating the
account can only assign the permissions, which he

holds himself.

Manage Unit

Permission to create, edit and maintain the data of
a unit and to use unit related actions as combine

units, move units and move member.

Member Full Report

Permission to use the Member Full Report

Member PDF Export

Permission to use the Member PDF Export

Member Profile Report

Permission to use the Member Profile Report

Member Report (active, sealings, death)

Permission to use the Member Report (active,

sealings, death)

Minister Change Report

Permission to use the Minister Change Report

Minister Distribution Report

Permission to use the Minister Distribution Report

Minister Full Report

Permission to use the Minister Full Report

Finance and Reporting Services/CL

Page 35 of 141

Version: 2017-11



New Apostolic Church
International

Minister List Report

Permission to use the Minister List Report

Offering Comparison Report

Permission to use the Offering Comparison Report

Offering with Foreign Currency

Permission to use the Offering with Foreign

Currency

Read Finance

Read permission for data in the finance module

Read Member

Read permission for member data

Read Statistics

Read permission for data in the statistics module

Read Unit

Read permission for unit data

Super Permission

Permission only for a system administrator!
Permission to create, edit and delete data in the
whole OASYS Il installation;

Backup/Restore; creation of portable container;
data import; database reset; translation;

System Account List

Permission to use the System Account list

Unit Verification List

Permission to use the Unit Verification List

User Access History Report

Permission to use the User Access History Report

User Performance Report

Permission to use the User Performance Report

Voided Vouchers Report

Permission to use the Voided Vouchers Report

Voucher Control Log Report

Permission to use the Voucher Control Log Report

Voucher Drilldown by Number Report

Permission to use the Voucher Drilldown by
Number Report

Voucher Drilldown by Officiant Report

Permission to use

Voucher Drilldown by Unit Report

Permission to use

Voucher Entry Verification Log

Permission to use the Voucher Entry Verification

Log

Yearly Report

Permission to use the Yearly Report

Yearly Report Five Dates

Permission to use the Yearly Report Five Dates
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4.3.3 Unit master data

4.3.3.1 Unit Type
You can adjust the unit tree structure in OASYS Il if needed:

w2 Clients » DC Werter » Masterdata » UnitType

Name Description Level state

International Church a0 Edit
District Apostle Area 70  Edi|
District Apostle Helper Area 67 Edit
Administration 65 Edit
District Church 50 Edit

Regional administration

Center “ Edr
Apostle District 40 Edit
Bishop District 30 Edit
District 20 Edit
Sub District 15 Edit
Congregation 10 Edit
Mission 5 Edit
Special 1 Edit
To add an additional unit To edit unit types, the sorting level
type, click “Create new”. and to set a unit type inactive,

click “Edit”.
4.3.3.2 Property Type

According to the needs, you can manage the available property types in this section:

w2 Clients » DC Werter » Masterdata » PropertyType

Name Description Level state

Other
Outside Edit
COwn Building Edit
Own Land Edit
Rented Edit
To add an additional To edit property types, the sorting
property type, click “Create level and to set a property type
new”. inactive, click “Edit”.

4.3.3.3 Country
In this section, you manage the country list. Countries are used for addresses in households
and properties:
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=2 Clients » DC Werter » Masterdata » Country
Name Level state
Afghanistan
Aland Islands Edit
Albania Edit
Algeria Edit
To add an additional To edit countries, the sorting level
country, click “Create new”. and to set a country inactive, click
“Edit”.

4.3.4 Notin use at the moment (for future expansion of the system)
4.3.4.1 Activity State Type

In this section, the available activity status types are listed:

= Clients » DC Werter » Masterdata » ActivityStateType | creste new

Name Description Level state

attending Edit
do not contact Edit
not attending Edit

4.3.4.2 Language

In this master data section, all the languages are listed:

=22 Clients » DC Werter » Masterdata » L anguage | create new

Name Level state

German Edit
Ghanaian Edit
Serbo-Croatian Edit

4.3.4.3 Membership State

In this section, the available membership status types are listed:

= Clients » DC Werter » Masterdata » MembershipState | create new

Name Description Level state

memkber Edit
pending Edit
dead Edit
banned Edit
deceased Edit
left the church Edit
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4.3.4.4 Nationality

In this master data section, all nationalities are listed:

=2 Clients » DC Werter » Masterdata » Nationality | create new

Name Level state

Afghan Edit
Albanian Edit
Algerian Edit
Andorran Edit
Angolan Edit
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In the commission management, you can assign a selection of permissions to a commission.

This function can be understood as a role-based allocation of permissions.

Every Local Church can create the necessary commissions (please refer to chapter 4.3.2.1).

These commissions can be related to church activities or to the use of OASYS III.

In a first step, the Local Church has to determine which commissions are needed and in a next

step decide which permissions will be assigned to each commission. It is not necessary to

define permissions for every commission, only for the commission that will be used for OASYS

Il users.

If you assign a commission to a member recorded in OASYS I, this member doesn’t have

access to the system. First, you have to create a user account for this member to make the

assignment of permissions in the commission effective.

To access the commission management, open the client details and click on “Manage”:

s:2 Clients » DC Barrus

Details  Edit

Name

Description

Masterdata

DC Barrus

Commission management

Actions

® Reindex data

rtable Container

® Delete Client

Report management

Change and customi ailable options ar Manage the permissions for the commissions Manage the available reports this clier
Example:
Commission Permissions Manage

Congregation Rector

Minister LISt Report

District Leader

Landlord

Lead Apostle
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Member Full Report | Member Grouped Report | Member Profile
Minister Grouped Report | Attendance Trend Report | Offering C

Read Statl

Future Retirements Report | Read Member

Data Entry

X Read Unit | Create Statistic
Offering/Attendance i :
Depaositor Neo permissions

Read Member Read Statl

Decease Members Full Report | Dec
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Manage permissions
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To assign or edit preassigned permissions, click on “Manage Permissions”:

Commission Permissions

Member Full Report | Member Grouped Report | Member Profile Report | Minister Full Report | Minister Grouped Report

Congregation Rector attendance Trend Report | Offering Comparl

Read Member Read statlstics

Report | Congregation Profile Report | Future Retirements Report
Read Finance | Member PDF Export | Minister LISt Report

In the following window, you select the permissions to be assigned to the commission:

w2 Clients » DC Barrus » Commissions » Congregation Rector

Read Permissions
MRead Finance

[“1Read Member

Read Statistics

[ Read Unit

Edit Permissions [TBook month

[ Create Statistic

[ Create voucher ranges
CManage Finance
CManage Member

[IManage Unit

Report Permissions Activity Report

Activity Reporting

[ Arendance Trend Repart

Congregation Profile Report

Only permissions that are “active” can be selected. Permissions which are set as “inactive”

can’t be assigned. You can only assign permissions which you have as OASYS Il user.

For a detailed description of the permissions, refer to chapter 4.3.2.7.

Permissions which are assigned by a commission are marked as such in the user’s system

account:
Read Permissions Read Finghce aszigned oy commission
Read Mermber szzigned by commission
Read Stagstics assigned oy commission
Read Unifassigned by commission

You can only edit these permissions in the commission management for every user to which

this commission has been assigned to, but not in the system account of a specific user.
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4.5 User Management

In OASYS Il we offer two different ways to allocate permissions to users:
¢ individual allocation of permissions (per person)

e role-based allocation of permissions (via commissions)

We recommend, wherever possible, to use the role-based allocation of permissions to reduce
the administrative burden in the user management and to have a clear assignment of

permissions, which can be managed easily.

To manage a user (system account), open the member dashboard:

Personal Details Edit Contact Details  2dd Member Actions
Name Ekstein, Kyra ® Delete Member
Conta ember, exp. phone number, ema » (] & Unit
Birthday 27.09.1956 o Change Unit
o * PDF Profil
Gender male U
« History
D 31905
Unit Rinne (Congregation) Change
Household  creste new Commissions 4dd System Account  Edit | Delets
- Lead Apostle 09.06.2016 Edit | End | Delete E-Mail: apostle@oasys.network
Lreate a nev ] e ertoa Rieber

45.1 Create a user (system account)

To grant a person access to the OASYS lll, the person has to be recorded as member and
afterwards a system account has to be added.

To add a new system account, open the member for which the account should be added and
click on “Add”:

Personal Details Edit Contact Details  2dd Member Actions
Name Larue, Jed ® Delete Member
Lonta e memaber, & e e - P
Birthday 05.08.1971 I Lhange Unic
: - B ® PDF Profil
Gender male P
& Histon
Date of Death  21.05.2007
D 17790
Change
Unit
Household  creste new Commissions Add System Account
Create ) e There are no Ine or

Civil status  change Ministries 2dd
Civil status Date Ministry Type Unit Place of Act Start date End date
single 08.06.2016 Edit | End |

Deacon 09.06.2016

Delete
Add Working Aes 09.06.2016 Edit | End
Ares Delet
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In the following dialog, enter the email and assign an initial password:

Create new System Account

E-Mail * ‘

Password *

The user is asked to change the initial password when logging into the system the first time:

You should change your Password at the first Login

PerI|e Details | Edit profile | Change Password

Change Password

Password ssssssssesas

Every user can manage his login credentials in the “Profile” section (refer to chapter 4.5.1.1).

4.5.1.1 User Profile
You can access your user profile at the top:

OQASYS I Ekstein, Kyra | Profile Logout

The profile dashboard shows the email and the assigned permissions:

F‘I’Dfl|e Details | Edit profile | Change Password

Details Permissions

® E-Mail: apostle@oasys.netwark ® Atrendance Trend Report

® Congregation Profile Report

* Decease Members Full Repaort

® Decease Members Grouped Report
® Deposit Reconciliation Worksheet
# District Leaders Report
® [District List Report

You can change the email and the language of your account:

Per”e Details Cr‘ar‘ﬂe Password

E-Mail

apostle@oasys.network

Lacale English
Change profile
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You can change the password whenever needed:

PI’OfHe Details | Edit profile | Change Password
Change Password

Password TTIIII

Change password

45.2 Direct assignment of permissions

If only a few users have to be managed in the OASYS lll installation, you can assign
permissions directly in every user’s system account.

Whenever possible, however, we recommend the assignment of permissions by roles
(commission), especially if the user should access with restrictions regarding certain units.
To assign permissions directly to a user, open the member and click on “Edit” in the system

account section:

Edit System Account

| il =
EMail* jcer@oasys.network

Password *

Commission area mode [¥es, restrict visible units and members to assigned working areas

Read Permissions [ Read Finance

[ Read Member
[ Read Statistics

[ Read Unit

Edit Permissions [ Book manth

[ Create Statistic

[ Create voucher ranges

Tick the permissions to assign to this specific user.

Only permissions that are “active” are available for selection. Permissions which are set as
“‘inactive” in the client will not be displayed. You can only assign permissions which you
have as OASYS Il user.

For a detailed description of the permissions, refer to chapter 4.3.2.7.

Note: permissions set as individual permissions will apply to the whole installation; if a
restriction for a certain unit is needed, a commission has to be assigned with that unit as
working area and the commission area mode must be activated (please refer to chapter
4.5.4).
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45.3 Role based allocation of permissions via commissions

If a lot of users with different access levels and restrictions access the system, the role base
allocation of permissions via commissions should be used.

Please refer to chapter 4.4 for information regarding the commission management (allocation of
permissions) and chapter 4.3.2.1 to manage the available commissions.

To assign permissions to a user via a commission, open the member dashboard:

Personal Details edit Contact Details  2dc Member Actions
Name Larue, |ed ® Delete Member
Contact details for the member, exp. phone number, ® (] o it
Birthday 05.08.1971 [ Change Unit
email or skype R
. ® PDF Profil
Gender male R
® History
Date of Death 21.05.2007
1] 17790
eschlimann Change
Unit . .
{Congregation)
Household  cCreate new Commissions Add System ACcount  Edit | Delete
E-Mail: user@oasys.network
C assign the member to an There are no commissions assigned for this member.
existing household

Select the commission to assign and define the working area for that commission and set a start

date:

Create new Commission

. &
Commission Type Congregation Rector e

Commission for Unit*  Aeschlimann (Congregation) - caneva « Ricbe

Startdate* g1 . 01 . 2016

- - i C
Save Commission Lancel

In the system account of this user, the permissions will be set as defined in the commission

management.

Example “Read Permissions” of a Congregation Rector:

Commission Permissions

Member Full Report | Member Grouped Report | Member Profile Report | Minister Full Report | Minister Grouped Report

Congregati on Rector Attendance Trend Report | Offering Comparison Report | Congregation Profile Report | Future Retirements Report | Read Member

rRead unit | Read statistics | Read Finance | Member PDF Export | Minister LISt Report

The permissions are now selected in the system account of the user:
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Edit System Account

E-Mail = Uger@DEEYE_HEDNDrk

Password *

Commission area mode [1Yes, restrict visible units and members to assigned working areas

Read Permissions Read Finance sssigned oy commission

Read Member 2ssigned by commission

Read 5tatistics Assigned oy commission

Read Unit assigned oy commission

It is not possible to adjust the permissions in the individual system account of a user. If you have
to adjust the permissions, you have to adjust these permissions in the commission management

of the client.

Note: adjustment to the permissions of a commission will affect every user to which this

commission has been assigned!

Note: permissions assigned to a user via commissions are valid for the whole system, if the

commission area mode is not activated (please refer to chapter 4.5.4).

4.5.4 Restriction of user access viaworking area of a commission

It is possible to restrict the access of a user to a specific unit(s). The restriction applies to
individual assigned permissions in the system account as well as to permissions assigned via a
commission.

To activate the “Commission area mode” and restrict the access to a specific unit, open the

system account of the user:

Edit System Account

E-Mail * user@oasys.network

Password *

Commission area mode N . . :
[Yes, restrict visible units and members to assigned working areas

Now the access of this user is restricted to the working area stated in the commission

assignment.
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working areas
Read Permissions [ Read Einance
[J Read Member
[J Read Statistics

Read Unit assigned by commission

Edit Permissions [ Book month

Commission area mode MYes, restrict visible units and members to assigned

Create Statistic Assigned by commisslon

International
Commissions  add
Data Entry 20 Edit | End | Delete
Offering/Attendance

This user can only enter an event voucher for units, which belong to Caneva District. In addition,

the user can only see unit details of Caneva and its sub units:

Selection
m NAK
® District Church Barrus

. I
®m Apostle Districe Rieber

® District Caneva
B Congregation Aeschlimann

B Congregation Arterberry

B Congregation Bastille

Details District Caneva

Total Members 109
Total active Ministers 39
Total Apostle Districts 0
Total Districts 0
Total Congregations 15

Add Event Statistics

i *
Congregatlon I'l—".-'l'tF' for search

Aeschlimann

Total attendance *

EventDate # Arterberry - c
Bastille - care
Event Type *
Bressman
Budziszewski
Offering *
Chatley - car
Erker = caneva
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4.6 Report Management

Depending on the individual settings for a client and the needs of the Local Church, not all
reports available in OASYS Il should be enabled for the user.

In the report management section, you can control which reports will be available to the user of
your OASYS Il installation.

In the report management, reports are enabled/disabled for a whole client. User access to
reports is managed in the user management (please refer to chapter 4.5).

To access the report management, open the client dashboard:

+= Clients » DC Barrus
Details Edit Actions
Name DC Barrus ® Reindex data
Description RREKES
e DBEs
® Res
Y
L
Masterdata Commission management Report management
Change and cus ons and Manage the permissions for the commissions Manage the available reports this clie

The system administrator can now choose which reports should be available by ticking the
boxes:

¥ Activity Reporting (drill down) Permission to use Activity Reporting (drill down)

[ Activity Reporting (without drill down) Permission to use Activity Reporting (without drill down)
] Attendance Trend Report Permission to use the Attendance Trend Report
Congregation Profile Report Permission to use Congregation Profile Report

Decease Members Full Report Permission to use the Decease Members Full Report

[ Decease Members Grouped Report Permission to use the Decease Members Grouped Report
Deposit Reconciliation Worksheet Permission to use the Deposit Reconciliation Worksheet
District Leaders Report Permission to use the District Leaders Report

District List Report Permission to use the District List Report

[ Event Acts Full Report Permission to use the Event Acts Full Report

Event Acts Simple Report Permission to use the Event Acts Simple Report

Future Retirements Report Permission to use the Future Retirements Report

I Member Full Report Permission to use the Member Full Report

Member PDF Export Permission to use the Member PDF Export

Please refer to chapter 11 for a short description of the OASYS Il reports.
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4.7 Actions

Client actions are reserved to the system administrator (a super permission is needed), with
exception of the data indexation (which can also be accessed with a lower permission).
To access client actions, open the client dashboard:

s+ Clients » DC Barrus
Details  edit Actions
Name DC Barrus
Description
Masterdata Commission management Report management
Change and customize the available options and types for Manage the permissions for the commissions Manage the available reports this client
this client
4.7.1 Indexation of data

To enhance the performance of OASYS lll reports, the system uses data indexation.
Normally, the system indexes the data automatically in a nightly job:

Administrator, Admin Profile Jobs Translation Backup / Restore Logout Last Targets ~
w5 Clients List | Create new
Jobs
ID Job Description Create Time State Results
#1732 Eﬂ;ﬂ;ier Full I';ﬂ;[r)‘r;t.);;‘lF;ll Report PDF for Congregation Arterberry 26.07.2017 - 2017.07.26 0957 I Download
#1731 Reindexing Events  Indexing Events for Report Usage 2017-07-26 01:00  EEE3 Download
#1730 E:'nnlgzxr!’g Index Ministers for Report Usage 2017-07-26 01:00 [ Download
#1729 :ﬂi:::r‘r;illtext Reindexing the Member Search Index 2017-07-26 01:00 |EEZ3 Download
#1728 Eﬂi;f:::g Index Members for Report Usage 2017-07-26 01:00 Download

In certain cases, it may be necessary to start the indexation job manually, as for example after
the data import from excel sheets or if the server is turned off at night.

To index the data manually, click on “Reindex data”:

Start Indexing

*
Index Member v

Start Indexing [

Choose one of the following options for the indexation:
v" Member
v' Minister

v' Event
v" Member (Full Text)
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Click on “Start Indexing” to start the job.

In the job list, we can monitor the progress of the indexation:

Administrator, Admin  Profile Job running Translation Backup / Restore Logout Last Targets

w22 Clients List | Create new

Jobs
ID Job Description . Create Time
#1734 Reindexing Events Indexing Events for Report Usage 26.07201713:28
Reindexing Memb
#1733 eincexing NIember  peindexing the Member Search Index 260720171328

Fulltext

State

[ progres:

Note: Depending on the volume of data in the system, an indexing job can take seconds up

to several hours to be completed.

4.7.2 Excel Import

To start an Excel import, click on “Excel Import” in “Actions”:

=2 Clients » DC Vermer

Import Format *

Units w

File (xls) Members .| Keine Datei ausgewahlt.

Start Import [l

Select the correct import format for the Excel to upload, depending on whether you import unit

or member data.

Choose the Excel file to upload data and start the import by clicking on “Start Import”.

Clients » DC Vermer

*
Impeort Format Units v

File (xl=) ["Ghoose File | Import_Units_Exp.xls

Note: before members can be imported, you have to import units in a first step.

The system now starts the import job:

Jobs
1D Job Description Create Time State
#1716 Unit Excel Import Import given Unit Excel Sheet into Client DC Vermer 24.07.2017 06:36 |EEIE

Results

Download

Once the job is finished, the state will change to “done”.
To control, if the import has been successful, click on “Download”.
If the import was successful:
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In case there has been a problem with the import, the system will indicate the invalid import

items in red:
A 8 c D E F G H i i K L M N o [2 a
1 |CONGCODE [150_CODE |M_SHIPNO [SURNAME [FIRST_NAME [BORN_ON [SEX|MIN_CODE [BAPT ON _[BAPT BY |BAPT_PLACE [SEALED_ON |SEALED_BY |SEALED_PLACE |[cONTACTNO |DIED_AT [RESADDR |
2 ™ |078-00011 |DOE [svivia [os/0s/1987]F | |19/06/1987 |HEINRICH MOLLER | [12/10/1987 [HEINRICH MULLER | | [TEPEWEG 3|

Note: after the import has been completed, the data has to be indexed. Please refer to

chapter 4.7.1 for instructions.

4.7.3 DBF/OASYS Import
To start an import from an existing OASYS | database, click on “DBF/OASYS Import” in

“Actions”:

DEF Import

File (2iP) [ Ghogse File | Werter zIP

Unit Type for Workareas District v
Unit Type for Sub Districts Sub District v
Unit Type for Congregations Congregation v

Start Import Cance

Select the corresponding .ZIP* database for the import and indicate which unit type of the

existing OASYS | database corresponds with the following unit types in OASYS lll:

v Unit type for “Work Area” (Apostle District): in general “District”
v Unit type for sub district: in general “Sub District”
v Unit type for congregations: in general “Congregation”

Start the import by clicking on “Start Import”.
After a successful data import, the system automatically indexes the data to make the data
usable for the reports (please refer to chapter 4.7.1).

obs
1D Job Description Create Time State Results
#1723 Reindexing Indexing Events for Report Usage 24.07.2017 10:48
Events
#1722 E:I::Sfe’:';g Index Ministers for Report Usage 24.07.2017 10:48 Download
Reindexing -
# rs for E Jownload
#1721 Members Index Members for Report Usage 24.07.2017 10:48 Downloac
Reindexing . -
# g : lownload
#1720 Member Fulltext Reindexing the Member Search Index 24.07.2017 10:48 Downloac
#1719 DBFDat=base |0 orr a DBF Database into Client DC Werter 24.07.2017 10:48 Download
Import

1 In case the ending of the file is .zip, please rename the file to .ZIP; the system is not able to import a file with a .zip
ending.

Finance and Reporting Services/CL Page 51 of 141 Version: 2017-11




New Apostolic Church
International

4.7.4 Resetclient database

Resetting a client database will delete the database of the selected client.

Attention: please make sure, that you have selected the correct client in case that

various clients exist in an OASYS Il installation before you carry out the action!

To reset the database, click on “Reset client database’:

Reset database for client

Confirm Yes, drop dient database

Drop client database Cancel

Tick the box and click on “Drop client database”.

Client database dropped

RER CHentS List | Create new

Name

DCBarrus
DC Werter
DCVermier

The database is blank now and new data can be imported/created.

4.7.5 Create Portable Container

Portable containers are used to provide an offline OASYS installation on a laptop.

Note: before creating a portable container, index the data to ensure that the reports use

the last available data.

The portable container is always a snapshot of the database in the moment you create the
container. In order to get the latest data for the offline installation, you have to create a new

container.

Attention: The server only stores the latest version of the portable container. If a new
container is created, the old version will be replaced by the newly created.

For further instructions regarding the installation of the portable solution, refer to additional
“OASYS Portable” manual (please contact the technical support if you need the additional
manual, you will find the contact details in chapter 12).

To create a new portable container, click on “Create Portable Container” in Actions:

Create OASYS portable container

Start the job, that pack the oasys portable container.

Create OASYS portable container Cancel
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Click on “Create OASYS portable container” to start the job.
After the job is completed, you have to download the container to install OASYS lll offline on a

laptop:
Jobs
1D Job Description Create Time State Results
#1735 Portable Portable Container creation of this OASYS IIl Installation 26072017 14:01 Download

4.7.6 Delete Client

The action “Delete Client” will delete a client completely, including the related data of this client.

Attention: please make sure, that you have selected the correct client in case that

various clients exist in an OASYS Il installation before you carry out the action.

To delete a client, click on "Delete Client” in Actions:

Delete Client

Confirm Yes, delete the Client and all related Members and Units

Delete Client Cancel

Tick the box and click on “Delete client”.

Client and all related data was deleted

sg8 Clients | ust | create new
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4.8 Backup and Restore

To backup or restore a database, click on «Backup / Restore»:

Administrator, Admin  Profile Jobs Translation Backup / Restore

OASYS |lI

Restore and Backup can be carried out directly on the server where OASYS lll is installed or
from every device, which is accessing the server via a browser (if the user has the necessary

permissions to do so).

4.8.1 Backup

Create OASYS Backup

Start the job, that Backups the OASYS Database.

Create OASYS Backup Lancel

Click on «Create OASYS Backup». The backup is restored on the server and can be

downloaded to store it on an external device once the backup job is finished:

Jobs
D Job Description Create Time State Results
#1736 Database Backup Backup of the whole OASYS Il| Database as .sgl.gz File 26072017 14:26 Download

Note: We recommend storing the backup on an external drive for data security reasons.

4.8.2 Restore
To restore a database, select the sql.gz file and click on “Restore OASYS Backup”:
Restore OASYS Backup

Start the job, that Restores a OASYS Database

Upload .sql.gz Mo file chosen
Restore OASYS Backup [ecil
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4.9 Translation

It is possible to adjust the French translation in the “Translation” section. This translation will
only apply to OASYS Il where the translation has been made. You can export translations to
use them in other installations or import them from another OASYS lll installation.

To access the translation function, click on “Translation”:

Administrator, Admin  Profile Jobs Translation Backup / Restore

In the translation manager, select the expression, which should be translated:

TranS|ati0n—Maﬂager All (2030) | Open (0) | Finished (2030) | Review (217) | Im-/ Export

= Abortand back

2. Access Time ID 3b3cf13627d413e8
5. Account Used in files/references

2. Account Name Source Abortand back

7. Account Number Translation

F\nnuler et retour

w

. Account created .
Finished

. Account deleted ; ;
Review required 0

10 Action !

You can indicate, if the translation is finished or if a review of the translation is required.

To export the translation, click on “Export”:

Translation Manager | admin

® |mport Translations
#® Export Translations

The translation is exported into a .sql.gz file:

Marme

D translation_1301078855.5gl.gz

To import a translation file, click on “Import” and select the corresponding sql.gz file and start
the import:

Translation Import

File (sql.g2) Choose File |translation_...78855.5ql.g2
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5 Managing “Members*

To manage member details in OASYS, click on “Members” in the main menu. In this section,
you can search for members and create new members:

Adn

]
cat i) Members List | Create new | Quick create

=¥ Members
Add Filter: Mame EI

Name begins with : Term ...

Set a filer first

5.1 Member search

To search for members, a filter has to be set. The following filters are available:

Name (full text search) Name does not begin with
Member is user Ministers and working area
Ministry is not Unit

Unit is not Member ID

Commission and working area Age group

Age group is not Show deceased members

It is possible to combine different filters, for example to search for a specific name (member) in

a specific unit:

Filter:l Name begins withlann x |Un|'t isFongregatl’onJanus X Total: 1 Members found
Name ! Unit Ministry Date of Birth Gender Age Sealing Date
Apston, Ann anus Priest 01.05.1969 male 47

The filter “Name” offers a full text search. You can, for example, enter the family name of a
member or only a part of the name. It is also possible to search for a member entering its family

name and given name in order to limit the search result even more:

’3?_) Members List | Create new | Quick create

Add Filter: Name |Z|

MName begins with : sara bonjouri

Finance and Reporting Services/CL Page 56 of 141 Version: 2017-11




New Apostolic Church

International
% Members . o
& IVIEMIDErS | st | create new | Quick create
Add Filter: Name |Z|
Name begins with : Term ..
Filter: Name begins with sara bonjour x Total: 1 Members found
Name t Unit Ministry Date of Birth Gender Age Sealing Date
Bonjour, Sarah Uresti 02101977 female 38

You can sort the displayed search result by clicking on the headers of the different columns:

a|a]|1]2] 2|2

IM Ministry Date of Birth Gender Age Sealing Date I
Amorim, Enola 05.04.2003 male 13
Deacon 12.12.1976 male 39
Deacon 02.08.1999 male 17
20.04.1998 female 18
12.10.1968 male 47
Evangelist 24.10.1965 male 50
Deacon 27.07.1977 male 39
Bolen, Rory Bruker Priest 24.06.1974 male 42

In the above example, the column “Name” is sorted ascendingly.
5.2 Create a new member

To create a new member, open the unit to which the member should be added (congregation)
or open the “Members” section in the main menu. Another option to access the “Create new

member” function is to open “Add member” in the favorites section in the main menu.

Create a new member out of a unit;

Administrator, Admin  Jobs Profile Translation Backup / Restore Logout Last Targets H French English

i 3 Bogden Congregation

International Church NAKI » District Church Cropsey » Apostle District Marina » District Banwarth

Unit details Ecit Unit Actions
Name Bogden (Congregation)

(1] 1752

Parent Unit Banwarth

Create a new member trough the main menu:

Administrator, Admin  Jobs Profile Translation

bﬁ?) Mem bers Listl Create new | Quick create I

Add Filter: Name |Z|

Create a new member through “Add Member”: in the favourites section
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The following Window will open:

Create new member

Given name *
Family name *

i * A
Date of Birth dd . mm . yyyy [ Date of birth confirmed

Unit*  Arterberry . canevs « Risoer X

Gender ® male O female

Date Baptism  dd . mm . yyyy Minister Congregation
Date Sealing  dd . mm . yyyy Minister Congregation
Date Confirmation — dd . mm . yyyy Minister Congregation
D Automatic allocation
Ministry Optionally w

[ Create another Member

The following data fields are mandatory:

e Given Name
e Family Name
e Date of Birth

e Unit/ Congregation

v" Write the given name and the family name in the appropriate fields.

v' Enter the date of birth of the member. There is a built in Calendar in the field
“Date of Birth” &,
If the birth date is confirmed, check the box “Date of birth confirmed”

v" Choose the congregation of the member. The field “Congregation” is a search box; just
start typing to search for the congregation. In case you access the “Create member”

function by a unit, this field is already prefilled, see the example above.

You can record the other fields as needed:

Finance and Reporting Services/CL Page 58 of 141 Version: 2017-11



New Apostolic Church
International

v' Select the gender of the member.

v' Enter the date of baptism, the minister who performed the act and the place where the
act took place.
Depending on the client settings, the fields “Minister” and “Congregation” are free from
fields or search boxes where the user choses the congregation and the minister from the
recorded data. The same applies for date of sealing and confirmation.

v" Depending on the configuration of the installation, the member ID is generated
automatically by the system or has to be entered manually.

v If the member to be recorded has a ministry, this can already be entered in this mask:

Ministry Priest L
Working area® Type for se
Startdate*  dd . mm . yyyy

Officiant Type for se

Congregation |, pe for se

To add a ministry:

» Choose the actual ministry of the member
Select the working area
Enter the start date of the ministry

Enter the officiant who ordained the member in the ministry

YV V V VY

Enter the congregation where the ordination took place.

v' Create another member checkbox: if you activate the check box “Create another
Member”, the data entry screen is opened after saving the record by clicking on “Save
member” and you can enter the next member.

v' Save Member: clicking the “Save Member” button ensures that the data is written into

the database.

After saving a new member, the system opens the member mask where you can record

additional information (refer to chapter 5.3):
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=5 » Currin, RicK sries

Personal Details cdic Contact Details  2ad Member Actions
Name Currin, Rick Business +1 987 654 Edit | Delet:
Birthday 08.08.1959 Mabilephone
Gender male
1D 17785
Unit Erker (Congregation) Change
Household  create n=w Commissions add System Account  4dd

~ Depositor 01012018 Edit | End | Delet

SEeEeE s Canevs &
Civil status change Ministries add
Civil status Date Ministry Type Unit Place of Act Startdate End date
married 09.06.2016 Priest 09.06.2016 Edit | End | Delete

Add Working Area Erker {Congregation) 09.06.2016 Edit | End | Delete

5.2.1 ,,Quick Create“ function
The “Quick Create” function allows to record one or various members with a limited data set. To

access the function please select “Members” in the main menu:

# Members | ust | creste new Quick create

The following window will open:

ﬁJMemberS List | Create new | Quick create

Create new member

Mumeric Member IDs will be automaticly generated

Glven name * Famlly name * Gender * Date of Blrth * / conflrmed? Unit*
Joe Family name Please select |Z| dd - mm - yyyy E O Type for search
Given name Family name Pleaze zelect |Z| dd - mm - yyyy —l D Type for search

Save Members Cancel

You only have to record the following information:

e Given name / Family name
e Gender
o Date of Birth / Confirmed (Date of Birth)

e Unit/Congregation

5.3 Maintaining General member data

5.3.1 Personal details
In this section, you can record or update the personal details of a member. These include all
the sacrament acts of a member and the dates of birth and death.
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Personal Details | edit In order to update recorded data,
click on Edit.
Mame Currin, Rick
Birthday 0B.08.1959
Gender male
Here the congregation of the
1D

member can also be updated.
(Click on Change)

Unit

5.3.2 Contact Details
In this section, you can capture or update the contact details of a member, for example phone
numbers and E-Mail.

Contact Details

Business +1 987 654 Edit | Delete

Mobilephone
In order to capture additional In order to update or delete recorded
contact information, click on “Add”. data, click “Edit” or “Delete”

5.3.3 Household

In this area, you can add a member to a household (family), this allows you to identify the
members of a family easily:

Household move to Household | Move to new Household
Leawe Household | Delete Household

Address Edit Members

Eagelson Avenue Currin, Rick

Canada
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5.3.3.1 Create a new household

Household | create new Assign to existing

To create a new household click on “Create New”.

The following page will open:

Create new Household

Head of Household [ Ves

Addressline 1
Addressline 2
Addressline 3
Addressline 4

*
Country Please select ~

Save Household Cancel

To create a new household, you must tick the box “Head of Household”. If you don’t check
this box, this household will not be eligible as household for other members.

Add the address for this household and click on “Save Household”.

After saving the household, you can add other members to this household.

Instead of using four address lines, it is also possible to register the address with traditional
address data. You can adjust this setting in the client settings by the system administrator (refer

to chapter 4.2.3):

Create new Household

Head of Household [ ves

Street, Housenumber *
City *
Zipcode *

*
Country Please select ~

Save Household Cancel
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5.3.3.2 Assign/Move a member to an existing household

If you assign a member to an existing household for the first time, click on “Assign to existing™:

Household create new AsEign to existing

If you have already assigned the member to a household and want to change it, then choose

the option “Move to household”:

Household |Move to Household | Move to new Household |

Leave Household | Delete Household

To move a member to an existing household (via “Assign to existing” or “Move to household”),
you must select an existing household in the following window. To search for a household, you

have to start typing the name of the head of household:

= » Currin, Stephanie

Assign Household

Assign Household by Head of Household Member Mame

Household * .,

Pr. Currin, Rick 41g55.08-02 - Erker

Now the member is shown as member of the selected household:

Househeold move to Household | Move to new Household |

Leave Household | Delete Household

Address Edit Members
Eagelson Avenue Currin, Rick
Currin, Stephanie

2 The option “Assign to existing” is only available if there is already at least one household recorded in the OASYS IlI
installation. If there is no household recorded, only the option “Create new” will be available.
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5.3.3.3 Edit an existing household

Household wove to Household | Move to new Household |

Leave Household | Delete Household

Address Edit Members
Eagleson Avenue Hujer, Taren

The following actions are available:
v" Move to household (refer to chapter 5.3.3.2)

v" Move to new household: creates a new household for the member (refer to chapter
5.3.3.1), this action will delete the existing household.
v" Leave household: the member will no longer be assigned to the household

v" Delete household: the household will be deleted from the database
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5.3.4 Commissions

In this area, you can assign a commission to a member:

To add a commission click to
the link “Add”.

Commissions| ~dd

Depositor 01012015 Edit | End | Delete

To modify existing

Caneura

commissions, use “Edit”,

“End” or “Delete”

Examples for commissions are congregation rector, district leader, depositor etc. as well as

administrative functions for the OASYS installation, for example date entry.

For every client you can manage the available commissions (refer to chapter 4.3.2.1). For each

commission, you can assign permissions to access the system (refer to chapter 4.5.3).

To add a commission, you have to enter the following data:

Create new Commission

. -
Commission Type Please select o

. . ]
Commission for Unit Type for search

Startdate* 17 _ 07 . 2017

- - |F qC
Save Commission Lancel

In the field “Commission Type”, select the commission which should be assigned to the

member.
Then you enter the unit (congregation, district ...) for which the commission will be active and a

start date.
The unit, which you have assigned as commission unit, can also be used to restrict the access

for users in the OASYS installation. Please refer to chapter 4.5.4 for restricted user access

through commission units.
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5.3.5 Civil status

In this section, you can enter the civil status of a member:

Civil status | changs

Ciwvil status Date

married 09.06.2016

The following options are eligible:
v" Single

Married

Divorced

Undisclosed

Widowed

ANEENEENEEN

You have to enter an event date to change a civil status, unless the selected status is “single”.
You can also configure the available options to fit the needs of the local installation (refer to
chapter 4.3.2.3).

It is also possible to deactivate the whole section of civil status if needed (refer to chapter 4.2.3).

5.3.6 System account (User account)

In this area, you can add and maintain the system account (user account):

System ACCount  Edit | Delste

E-Mail: test@oasys.network

If a member should be a user of OASYS lll, you have to open a system account. Only a system

administrator can open a system account, therefore please refer to chapter 4.5.1.
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5.4 Ministry and working area

In this section, you enter and maintain the ministry and working area of a member:

Ministries 2dd

Ministry Type Unit Place of Act Start date End date
Priest 09.06.2016 Edit | End | Delete
Add Working Area Erker {Congregation) 09.06.2016 dit | End | Delete

Both sections, “Ministry” and “Working Area” can be maintained separately.

5.4.1 Add a ministry
To add a ministry for the member, click “Add”.

The following window will open:

Create new Ministry

New ordination b4 Create new Ordination and end all other Ministries for this Member

Ministry Type *  plaase select ~

Startdate* 17 . 07 . 2017

. . _
Working Area * 102 tor search

Officiant  1ypa tor search

Place of Act Type for search

It is important to set the flag “Create new Ordination and end all other Ministries for the

member”. If you don’t set the flag, the former ministry will not be ended and the member has

two active ministries.

The following data is mandatory:
o Type of ministry
e Start date (date of ordination)
e Working Area.
The other fields are optional.
Close the action by clicking on the “Save Ministry” button.
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5.4.2 Maintenance of an existing ministry

To maintain an existing ministry, the following options are available:

Ministries 2dd

Ministry Type Unit Place of Act Start date End date
Priest 09.06.2016 Edit | End | Delete

Add Working Area Erker {Congregation) 09.06.2016 dit | End | Dele

5.4.2.1 Edit a ministry

Edit ministry

Remove end date L] Yes, remove end date

Officiant  1ypa for search

Place of ACt 7z for search

Update Ministry Cancel

The flag “Yes, remove end date” is used in case the ministry has been ended by mistake.

If this flag is set and the ministry updated, the end date of the ministry is removed and
the ministry is set as active (as well as the end date of the working area of this ministry).

5.4.2.2 End a ministry

End Ministry
Ministry Deacon
Working Area Arterberry
Enddate* 22 . 06 . 2017
Purpose for Ministry End  pjaace salact 5

To end a ministry, you have to enter an end date and choose a purpose:
v' Retired v" Resigned

v" Removed v Leave of absence

According to the needs of the local installation, further options can be added by a system
administrator (refer to chapter 4.3.2.5).
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5.4.2.3 Delete a ministry

Delete Ministry
Ministry Type Priest

Working Areas Bogden

Delete Ministry Cancel

If needed, you can delete a ministry. For the ministry history, however, it is recommended to

end a ministry instead of deleting it.

5.4.3 Add and maintain working areas
To add or maintain the working area, the following options are available:

Ministries 2dd

Ministry Type Unit Place of Act Start date End date

Priest 09.06.2016 Edit | End | Delete

Add Working Ares | Erker {Congregation) 09.06.2016 I dit | End | Delete I

5.4.3.1 Add an additional working area
A minister can be active in more than one units. Therefore, it is possible to add various working

areas.
To add an additional working area, click on “Add Working Area”:

Add Working Area

Working Area® 106 or search
Startdate* 22 . 06 . 2017

Officiant 100 ror cearch
Save Working Area Cancel

You have to enter the following mandatory data:
v'a working area (congregation, district, apostle area,...)

v' and a start date
In addition, you can enter the officiant who assigned the minister to the working area.

Close the action by clicking on the “Save Working Area” button.
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5.4.3.2 Edit a working area

You can edit the following data in the dialog:

Edit Working Area
Startdate* 09 . 06 . 2016
Working Area *  Arterberry (Congregation) - caneua - Rizoer X

Remove end date O Yes, remove end date

Offidiant  1ype 7o search

Update Working Area Cancel

If the history of working areas of a minister should be available in the future, it is

recommended to add a new area instead of editing the existing working area.
To avoid that the ministry is ended while editing the working areas, the user has to add a
new working area first (refer to chapter 5.4.3.1) and end the former one (refer to chapter

5.4.3.3) afterwards.

5.4.3.3 End a working area
To end a working area, enter an end date:

End Working Area

Name Deacon

Enddate 22 . 06 . 2017

End Working Area Lancel

If the last working area of a minister is ended, the ministry will be ended as well. Every

ministry must have at least one active working area.

5.4.3.4 Delete a working area

Delete Ministry
This deletes a working area. If the last working area got deleted, the whole ministry disappears.
Name Arterberry

Ministry Deacon

Working area Congregation Arterberry

Delete Ministry (ol

If needed, you can delete a working area. For the working area history, however, it is

recommended to end a working area instead of deleting it.

If the last working area of a minister is ended, the ministry will be deleted as well.
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6 Managing Units

To access units in OASYS, click “Units” on the main menu. In this section, you can search for

units and create new units:

Administrator, Admin  Jobs Profile Trans

ﬁUﬂitS List | Create new

Add Filter: Mame is E|

name ’TEI’m

Set a fileer first

You can also access Units via the dashboard:

&) Dashboard

6.1

® Congregation Bastille

® Congregation Bressman

Selection Details District Caneva
m NAK
Total Members 107
® District Church Barrus
. — . Total Ministers 39
m Apostle District Rieber
® District Caneva Total Apostle Districts o
® Congregation Aeschlimann Total Districts o
® Congregation Arterberry Total Congregations 15

Unit search

To search for units, you have to set a filter. The following filters are available:

Parent Unit is

Parent Unit is not

Name is (full text search)

Name is not

City is®

City is not®

Property type is

Property type is not

Unit type is

Unit type is not

Show closed units

8 This filter is only available if the setting for properties is not set to “Use 4 address lines instead of specific fields for

Properties” (refer to chapter 4.2.4).
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To search for a specific unit (congregation, district, ...) type the name or part of the name in the

field “name” and click “Filter”:

'@ Uﬂi’[S | List | Create new

Add Filter: Mame is |E|

It is possible to combine several filters to limit the search result, for example to show all church

owned buildings in a specific district:

ﬁ UﬂitS | List | Create new

Add Filter: Property type is |z|

property type Own Building |z|

Filter:| Parent Unitis District Caneva x  Property Type is Own Building x

Name 1 Type Parent
Arterberry Congregation Caneva (District)

You can sort search results by clicking on the column headers:

Filter: Name begins with ba x

Name t Type Parent

Barbadillo Congregation Schaer (District)

Barns Congregation Schroeder (District)

Barrus District Church MNAKI (International Church)
Bastille congregation Caneva (District)

In the above example, the search result is sorted ascendingly according to the column “Name”.
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6.2 Create anew unit

To access the “Create new” function the user has two possibilities:

Through the “Unit” section in the main menu:

Administrator, Admin  Jobs Profile

A UNits | ua

Add Filter: Mameis |z|

name Term ...

The following window will open:

Create new unit

Mame *

. i
Unit Type Please select ™

Openingdate 11 . 07 . 207

ID ges50s5

. _
ParentUnit® 10 for search

Add Commissions [ Ves

Address book [Yes, show in Address book

: Cance
Ld
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v" Add the “Name” of the unit
Select the “Unit Type”
v' Enter the correct “Opening date” (the date is prefilled with the current date at the

<\

moment the unit is recorded) or leave it unchanged
v' ID is predefined by the system but can be adapted manually if needed
v' Select a “Parent Unit”

After these steps, you can save the new unit.

In case the OASYS lll installation is connected to the internet, it is possible to show the
congregation in the official NAC address book. In this case, in the property section of the
unit longitude and latitude have to be added, (refer to chapter 6.3.8). If the unit should be

shown, the flag “Show in address book” has to be set.

In case you need to add a commission (exp. rector, district leader, depositor ...), check the
checkbox “Yes”. To do so, the member to which the commission should be assigned to has to

be registered in the system. The following window will open:

Add Commissions Yas

Commission Rector |E| Hujer, Taren X

Choose the “Commission” type and select the member to which the commission should be
assigned. It is possible to add various commissions in this dialogue.

For commissions also refer to chapter 5.3.4.

6.2.1 Special Unit “Transfers”
In every new OASYS lll database, you can find a special unit “Transfers”:

Selection Details Special Transfers
m AR
Total Members 0

® Special Transfers
Total active Ministers 0

Total Apostle Districts 0
Total Districts 0

Total Congregations 0

You can use this special unit for member transfers outside the client. If for example a member
transfers to another District Apostle Area, you can transfer the member to the congregation
“Transfer” in order to keep the membership database up to date and send the member profile to

the new area.
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In case the units have been imported and there is a need for a “Transfer Congregation”, you

can create a new unit with the following settings:

Create new unit

*
Name*  qrancfers

Unit Type * Special "

Openingdate 01 . 01 . 2017

D 665062

ParentUnit* MNAKI (International Church)

Add Commissions [ Yes

Address book DYES, show in Address book

As “Unit Type” please choose “Special” and for the “Parent Unit” NAKI because this unit should

not be part of the Local Church or District Apostle Area in order to exclude these transferred

members in reports and analysis.

6.3 Maintaining unit data

According to the unit type of the selected unit, the information shown in the unit dashboard

varies. In the unit dashboard, you can maintain and edit the information regarding a unit.

As an example the dashboard of a congregation:

£ » ArterDerTy coneresaron

International Church NAK! » District Church Barrus » Apostie District Rieber » District Caneva

Unit details ecic

Name Anerberry (Congregation)

D 1232

Parent Unit Caneva

Members Subunits

Report Commissions 4
Congregation Rector Gotshall, Pete Edit | End | Delete
Private Mabilephone: +12345678
E-Mail gotshall@yahoo.com

Data Entry Gotshall, Ruth Edit | End | Delete
Offering/Attendance

Property dc History Decsils

Own Building Edit | Delete Action Action Date Action Account

Crested Vouther Range

Edited Event Time

Unit Actions

Event Times :dd

Ministers  assign

Evangelist
Priest
Priest
Deacon
Deacon

Deacon

Voucher Range  create

From To
106-5608201 106-5608300
£00-5708680 000-5708700

01.06:2016
09.06.2016
09.06.2016
09.06.2016
09.06.2016
01.01:2017

Full

no
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6.3.1 Unit details

In this section, you can record and update the unit details:

i » Ar[erberry Congregation

International Church NAKI » District Church Barrus » Apostle District Rieber - District Caneva |

Unit details

MName Arterberry (Congregation)
Opening date 01.06.2002
1D

Parent Unit

By a click on the parent unit link(s) you can switch to the District or a higher unit level.

In order to update the recorded unit
details, click “Edit”.

You can edit the following information:

e Name e Unit Type
e Opening Date e Date closed
o ID e Address book flag

6.3.1.1 Closing a unit

To close a unit, click “Edit” in the Unit details and enter a closing date for the unit:

Edit unit

*
Name Demars

i *
Unit Type Congregation ~

Openingdate® g1 . 01 . 2015

Dateclosed 44 . mm . vy

D 5ges

Address book |:|‘r'es, show in Address book

Update Unit Cancel

To complete the action, click “Update Unit”.

Note: It is not possible to close a unit when active commissions for this unit exist.

A special case is the closing of a congregation. It is not possible to close a congregation if there

are still members registered:
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Edit unit

*
Name* pomars

Unit Type * Congregation

Openingdate® p1 . 01

Dateclosed 01 . 01

Unit can not be closed if it holds members

To move the members, choose the “Move Members” action in the “Unit Actions section” (please

refer to chapter 6.4.3).

6.3.2 Members

Members
# 16 Members
# [ active Ministers in this working area

This section shows the nhumber of members and active ministers of a given unit. Clicking on the

links, displays a list with all members (or active ministers).

6.3.3 Subunits

Subunits

‘_E:.-\.II.-\HE.-\..-\.

Congregation
Congregation
Congregation

Congregation

This section of the dashboard shows the subunits of a specific unit. The above example shows

the subunits (congregations) of a district.

Clicking the blue link of a subunit opens the dashboard of the selected unit.

6.3.4 Event Times

Event Times Add

Divine Service Sunday

Divine Service Weekday

21.02.2016 - 10:00:00

01.01.2016 - 20:00:00 repeat  Edit | De

i
m
—
[

repeat  Edit | De

T
m
=
T

In this section, you can add or edit the event times of a specific unit.

In order to capture additional event

times, click on “Add”.
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Event times play a special role in the recording of attendance and offerings. If you track the
event type for offering/attendance, the event times are used as a control for the data entry.

If for example a weekday (Thursday instead of Wednesday) is chosen while entering data for a
congregation for which there is no event time registered in the system, the system will issue a

warning as soon as the user tries to save the record:

Congregation *  Bastille - canzuz - ricne X

EventDate* 49 . 02 . 2016 No Event Time for this Date in Unit. Resend form to create Event for this date anyways

*
BventType ™ hiine Service Weekday |«

If needed, you can disable this warning. Please refer to chapter 4.2.2 for the configuration .

6.3.5 Reports

Report
* Member Report (full
& Ministry Report (full
® Artendance Trend
# Congregation Profile
# [istrict Leaders
& Member Report (active,sealings, death)
#* Minister Change Report
& Activity Beport
& Al Beports

In this section, you can open the reports of the displayed unit. The report selection in this
section varies according to the unit type of the displayed unit. The above example shows the

reports of a district.

Clicking on a report (with exception of “All Reports) prefills the report with the unit from which

you have opened the report:

2 Minister Change Report | excel exon | 20fExpon

Unit:ICaneva{District} RIeber = B3 I X Group by District B

Time Range From: 01 . 01 . 2015 To: 31 . 12 . 2015

For more information regarding reports, refer to chapter 11.
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6.3.6 Commissions

This section of the dashboard shows the commissions assigned for a specific unit:

Commissions  2dd
Congregation Rector Gotshall, Peter Edit | End | Delete
Private Mobilephone: +1 234 3678
E-Mail: gotshall@yahoo.com
In order to capture additional In order to update, end or delete recorded
commissions, click on “Add”. commissions, click “Edit” “End” or “Delete”

Clicking on the link of the member opens the member dashboard, where you can add or update

contact information (refer to chapter 5.3.2). You can also edit the commission of a member

directly in the member section (refer to chapter 5.3.4).

To add a new commission for the displayed unit, click “Add”. The following window will open:

Create new Commission

_ &
Commission Type Please select e

N ]
Member for Commission Type for search

Startdate* 17 . 07 . 2017

o Cancel
Save Commission ==

You have to enter the type of the commission, the member to which the commission should be

assigned and a start date for the commission.

This action creates a new entry in the commission section of the congregation as well as in the

commission section of the selected member.
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6.3.7 Minister
This section shows the Minister of the displayed unit (Ministers that have the displayed unit
registered as their working area):

In order to add an additional minister to
the displayed unit, click “Add”.

Ministers Aszign

Priest 09.06.2016
Priest 05122014 Hawkinson, Maris
Priest 09.06.2016

09.06.2016 Haliburton,
Deacon

Fernando

Assign Minister to Unit

- - )
Minister Type for search

Assign Minister to Uit [Raias

Assigning a minister to the unit will create an additional working area in

the ministry section of the selected minister.

6.3.8 Property
In this section, you can record or maintain the property information of a congregation:

Property 2dd

Own Building Edit | Delete
In order to capture a property, click In order to update, end or delete a recorded
on “Add”. property, click “Edit” “End” or “Delete”

The property section contains the following information:
v' Property type

Address (4 lined or traditional data)

Country

Start date

AN NI NN

Latitude and Longitude (for the international address book)

To create a new property, click on “Add”. The following page will open:
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Create new Property

Property Type *  paace select |+
Addressline 1
Addressline 2
Addressline 3
Addressline 4

*
Country Please select ~

Startdate* 17 | @7 . 2017
Enddate gd . mm . yyyy

Latitude

Longitude

i ?
Primary? Yes

Save Property Cancel

Instead of using four address lines, it is also possible to register the address with traditional

address data:

Create new Property

Property TyPe ™ | please select |+
Street, Housenumber *
City *
Zipcode

*
Country Please select ~

Startdate®* 47 . g7 . 2017
End date dd . mm . yyyy

Latitude

Longitude

i 7
Primary? Yas

Save Property Cancel

You can adjust this setting in the client settings (refer to chapter 4.2.4). It is also possible to add
further property types if needed (refer to chapter 4.3.3.2).
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6.3.9 History
This section shows the last five editing actions of a unit:
History Details Click on details will display
the full editing history of the
Action Action Date Action Account i .
displayed unit.
Edited & Unit 0720171412 sdmin@oasys.netwe

Created Voucher Range 13102016 0835 sdmin@oasys.netws

The information contains the type of action, the date and the user, which has performed the

action.

6.3.10 Voucher Range

In this section, you specify the range of the vouchers used in a congregation or district if this
information is available.

Voucher Range create

From To Full

T

i
A
m

106-5608201 106-5608300 no Edit Ce

In order to be able to register a voucher range, you have to specify the length of the voucher
number in the client settings (refer to chapter 4.2.2).

To enter a voucher range, click “create”:

Create new Voucher Range

*
From* 4 40-0000001

*
To*  100-0000200

Cancel
Save Voucher Range =

Voucher ranges are used to control if a congregation has sent all the vouchers from the booklet

to the administration office.

The default setting in a client makes it mandatory to enter a voucher range for every
congregation in order to enable the data entry for offerings/attendance. It is not possible to enter
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offerings/attendance vouchers in a congregation, until you have specified a voucher range for
the congregation:

Add Event 5Statistics

Congregation *  Wunderly . canevs - ricoer X

EventDate* 17 . 07 . 2017

EventType*  pivine Service Weekday |~ |
Offering * 20 UsD
Total attendance 5
Adults 3
Children 0
Guests 0
Officiant

Type for search

Voucher No. * You need a voucher range to create an Event

When all voucher numbers have been used as specified in the voucher range, the system
indicates that the voucher range has been used and it is not possible to enter

offerings/attendance data until a new voucher range has been entered.

Voucher Range creste

From To Full

100-0000001 100-0000003 yes Edit O

m
m
b
m

This mandatory setting can nevertheless be set aside by the system administrator in cases
where the information which voucher booklet has been distributed to which congregation is
not available (refer to chapter 4.2.2).

6.3.11 Bank Account (only on Local Church level)

On Local Church level, it is possible to record bank accounts:

Bank Account  crests

Account
Type State
Mumber
offerings 12345678 open Edit

Bank accounts are needed to register deposits for the voucher — deposit reconciliation (refer to
chapter 9.1).

Finance and Reporting Services/CL Page 83 of 141 Version: 2017-11



New Apostolic Church
International

To add a new account, click “Create”:

Create new Bank Account

*
Bank Accounttype® o oaq

Account Name *
Account Number *
Bank Number *

State o

MNotes

Openingdate® 17 . o7 . 2017

Dateclosed dd . mm . vy

Save Bank Account Cancel

If needed, you can add additional bank account types (refer to chapter 4.3.1.4).
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6.4 Unit Actions

You can access unit actions in the unit dashboard:

Unit Actions

® Combine Units
* Move Unit

® Move Members
L ]

[ ]

Add Event Statistics

Add Member

6.4.1 Combine Units
In case of a merger of two or more units, you can do this via the action “Combine Units”. It is
only possible to merge units of the same unit type, exp. Congregations.

As a first step, you have to select the units to merge:

Combine Units

You can only combine Units with the same type.

Unitto Merge Frasso (Congregation) - roissant« iene X
Unitto Merge Fouyer (Congregation) - Landress - Rleoer X
Unitto Merge Type for search

Unitto Merge Type for search

Unitto Merge Type for search

Combine Units Lancel

In the next step, you have to determine which unit master data and property should be used and

if the ministries and commissions should be transferred to the merged unit:

Reassign [ Fouyer, Frazso )

Unit Masterdata from Fouyer "

Primary property (3c64ee1c766d3217) |«
Ministries

Move to combined Unit |~

Commissions Move to combined Unit |«

Back | Cance
Reassign Unit Back]Lancel
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In the next step, you have to confirm the merger:
Confirm combine Units
Unit Mastercdata Name Fouyer
Date Opened
Date Closed
ID 2236
Unit Type Congregation
Parent Unit Landress
Unit Details  Primary Property (3c64ee1c766d3217)
Ministries Move to combined Unit
Commissions Move to combined Unit
Back | Cancel
After submiting the units will be combined Confirm

In case a new unit is created out of the merger, you have to select “Create new master data” in

the second step and enter the following information:

Confirm combine Units

Mame

UnitType  plazes select v

Openingdate 23 . 09 . 2017
Datecosed dd . mm . yyyy
D gp5963

ParentUnit 1.0 for cearch

Unit Details  Primary Property (3cbdeelc7ob6d3217)
Ministries Maove to combined Unit
Commissions Move to combined Unit

Back|Cancel
After submiting the units will be combined Confirm

This action results in the creation of a new unit in the selected parent unit.

Attention: using the “Combine Unit” action will eliminate the whole event history of the units
that will be merged! The result of the “Combine Unit” action is always the creation of a new

unit without any history!
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6.4.2 Move Unit
With the action “Move Unit”, you can assign the displayed unit to another parent unit.
To do so, select the unit that has to be assigned to another parent unit and click “Move Unit” in

the unit actions. The following window opens:

Move Unit

MNew Parent Unit F‘:"PE o SErEr

m I:a _II:EI

Select the new parent unit. Clicking on “Move Unit” will save the action and the unit is assigned

to the chosen parent unit.

6.4.3 Move Members

This action allows moving all members of the displayed congregation to another congregation.
You can use this action to move all the members of a congregation that is to be closed.

To do so, open the unit from which the members should be moved and click on “Move

Members” action item. The following window opens:

Mowve Members to another Unit

New Unit Type for search

Move Members to Unit Cancel

Choose the new unit where the members should be moved. Complete the action by clicking on

“Move Members to Unit”.
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6.4.4 Add Event Statistics
This action opens the data entry dialog for offerings and statistics of the displayed unit:

Add Event Statistics

Congregation *  Arterberry - Canzyz = Rizber X

EventDate* 19 . 07 . 2017

EventType ™  pivine Service Sunday |~
Offering ® usb
Total attendance * 0
Adults 0
Children ]
Guests ]
Officiant

Type for search
Voucher No.* 106 5608201

Foreign Offering Add aforeizn currency offering

Add another event
e Cancel

Please refer to chapter 7.1 for detailed information on recording of event data.

6.4.5 Add Member
This action opens the dialog to create a new member for the displayed congregation:

Create new member

Given name * |
Family name *

* W .
Dete of Birth Gy - e - et [ Date of birth confirmed

Unit* Arterberry . cansva - =.'a;e-| X

Gender ® male O female

Date Baptism  dd . mm . yyyy Minister Congregation

Date Sealing  dd . mm . yyyy Minister Congregation

Date Confirmation  gd ~ mm _ yyyy Minister Congregation
D

Automatic allocation
MRSty gptionally -

[ Create another Member

, e
Save Member Cencel

Please refer to chapter 5.2 for detailed information on creating a new member.
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6.4.6 Add deposit (only on District Level)
This action opens the dialog to add a new deposit for the displayed unit:

Edit Deposit

i *
Depositor * 1,02 for search

Districc*® Caneva (District) - risoer « garrus X

DepositDate*® 25 . 07 . 2017

*
Bank Account Please select
Save Deposit Lancel

Please refer to chapter 9.1 for detailed information on deposits.
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7 Recording Event Data

To record event data, click on «Add Event Stats” or “Add Event Acts” in the favorites section of

the main menu or in “Unit Actions” in the congregation where the data is entered:

Administrator, Admin  Profile
& Dashboard

Selection
m HAK

® District Church Barrus

Unit Actions

Combine Units

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets

|”| StatiStiCS List | Create new | Book Month

From: 18 . 08 . 2017 To: 28 . 08 . 2017 Unit: Type for search

Events sdd

No Events for your search
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7.1 Add Event Statistics

To enter data for a certain event, click on “Add Event Statistics”. Depending on the client
settings (refer to chapter 4.3.1), you can enter the acts directly in this section or you enter them
in a separate dialog (refer to chapter 7.2).

7.1.1 Data entry
Depending on the settings of the OASYS Installation (refer to chapter 4), you can record the
following data:

Add Event Statistics
Congregation ® 1 pe ror search

EventDate* 20 . 07 . 2017

Event Type *

Please select ~
Offering * usD
Total attendance * 0
Adults 0
Children 0
Guests 0

Officiant 1y e for search

Voucher No. *

Foreign Offering Add s foreign currency offering
Add another event

Save Event Statistics [zl

Congregation: the congregation in which the service or activity was held

Event Date: the date the service or activity was held
Event Type: the type of service/activity (exp. Weekday Devine Service)

Offering: the total amount of offering counted in local currency

ARV NERNEEN

Total Attendance: the total number of persons present for service or for this event (can

also be calculated by the system)

<

Adults: the total number of adults present for the service or event

AN

Children: the total number of children present for the service or event

v' Guests: the number of persons that are "guests" (those that have not been sealed)
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v Officiant: the minister that conducted the service as specified on the voucher form (the
officiant can be searched by the minister’s ID or the name)

v" Voucher No: the sequential number pre-printed on the voucher form

v Foreign offering: for offerings in other currency than the local currency

Once you have entered all the necessary information on the data entry form, click on “Save
Event Statistics” to save the current voucher, clear the form and begin entering a new voucher.
You may continue to enter vouchers while they are for the same congregation. If you have
vouchers for another congregation, make sure to select the correct congregation for the data
entry.

Once a voucher has been saved, it is listed in the grid below the entry form.

Note: It is easier to enter the vouchers if they are pre-sorted in numerical order prior to

entering them into the system.

For a speedy data entry, it is recommended to work with the keyboard instead of the mouse.

The following control functions have been implemented to help avoid wrong data entry:
v' Event Time Data Entry (warning if event time doesn’t correspond to the recorded event
time in a congregation)
Offering (warn level)
Total Attendance (warn level)
Guests (warn level)
Officiant (officiants which are not active are marked in red)

AN N N RN

Voucher No. (avoid double entry of the same voucher number; check if voucher number

fits the defined voucher range of a congregation)

7.1.1.1 Voided vouchers

In order to control whether all vouchers of a congregation have been sent to the office, it is
mandatory for the congregation to send all vouchers, also the ones with typing errors. These
vouchers are entered by the data entry staff but have to be voided after entering. Voiding a

voucher implicates, that the data of the voided voucher is not taken into account for reporting.

You can void vouchers directly after saving in:

Event History

Date Booking State Total Guests Voucher Offering
Artending Attending Number
26032017 open 14 2 000-8737215 158.00 USD m m

Another option to void a voucher is to search for it in the “Statistics” module in the main menu:
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Il Statistics | wist | create new | BookMonn

From: 01 . 03 . 2017 To: 31 . 03 . 2017 Unit: Arterberry (Congregation) - conevs - fieoer x

Events adc

Date Unit Event Type Voucher No. Officiant

26.03.2017 Arterberry Divine Service Sunday 000-8737215

22.03.2017 Arterberry Divine service Weekday 000-8737214 Foreign Currency Details | Edit | Delete | Void
Voided vouchers appear as crossed in the system:

|”| StaUSUCS List | Create new | Book Month

From: 01 . 03 . 2017 To: 31 . 03 . 2017 Unit: Arterberry (Congregation) - canziz - flzcer X

Events 2dd

Date Unit Event Type Voucher No. Officiant

7.2 Add Event Acts

You can enter Event Acts separately in “Add Event Acts” or directly in “Add Event Stats”,
depending on the client settings (refer to chapter 4.3.1).

To add event acts separately, click on “Add Event Acts” in the favorites section of the main

menu:

Add Event Acts

Congregation *

EVent™  5017.03-22 (Divine Service Weekday), Ekstein, Kyra, (Apostle) «
Event Acts

Confirmation MNumbers
Retired Numbers
Ordination 5 Numbers
Holy Baptism Numbers
Holy Sealing 3 MNumbers
Holy Sealing <14 12 MNumbers

Save Holy Acts Lancel

In the master data, you can decide which event acts should be entered (refer to chapter

4.3.1.2).
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To enter an event act, select the congregation and the event in which the act took place and
enter the necessary data.

In the example above, holy sealing (3 adults, 12 children) and ordination took place.

To correct or delete entered data, open “Statistics Module” in the main menu:

Wl Statistics | wist | create new | Book Month

From: 0] . 03 . 2m7 To: 28 . 08 . 2017 Unit: Arterberry (Congregation) - canevs - fizoer x

Events rdd

Date Unit Event Type Voucher No_ Officiant

26032017 Divinesendica Sunday Loo.E RIS oid
22032017

Divine Service Weekday 000-8737214 Foreign Currency Details | Edi

Event Acts  add

22032017 Divine Service Weskdsy | Edit | Delete Holy Sealing <14

Holy Sealing

Ordination

Attention: it is only possible to record event acts up to 12 months in the past from the actual
date!

Finance and Reporting Services/CL Page 94 of 141 Version: 2017-11



New Apostolic Church
International

8 Statistics Module
8.1 Event Overview

In the statistics module, you can list all event vouchers recorded for a specific unit and time
range as well as registered event acts.

A special case is the deduction section, this section only shows records, if a District is set as
Unit.

To access the statistics overview, click on “Statistics” in the main menu:

I Statistics

I” ‘ Stat\SUCS List | Create new | Book Month

From: 01 . 01 . 2016 To: 04 . 01 . 2016 Unit: Caneva (District) - @ zoer - e2rrus x

Events

Date Unit Event Type Voucher No. Officiant

03.01.2016 Divine Service Sunday 000-5708695 Treichler, Delilsh, (Priest)

03.01.2016 Divine Service Sunday 000-8738613

03.01.2016 Divine Service Sunday 000-8737404

03.01.2016 Divine Service Sunday 000-8737509

03.01.2016 Divine Service Sunday 000-8738904

03.01.2016 Divine Service Sunday 000-5707684

03.01.2016 Divine Service Sunday 000-5708278

Event Acts

03.01.2016 Divine 22 :—:;'.':.= Holy Sealing 2
Ordination 1

Deductions

Date Unit Deduction Type Receipt Number Sum

02.01.2016 Arterberry expense Electricity 1 75.00 USD

In this overview, you can edit, delete and void vouchers as well as edit event acts. It is also
possible to edit deductions, if you have selected a District.

It is also possible to add new vouchers or event acts directly in this overview. Clicking on “Add”
opens the data entry dialog for event statistics or event acts.
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8.2 Book Month

Once all the data for a month has been entered for all units and the vouchers have been
reconciled (refer to chapter 9.1), a month can be booked.
This action changes the status of the vouchers from “open” to “booked”. Once you have booked

a month, you can’t edit the data anymore:

il Statistics | uist | create new | Book Manth

From: 01 . 01 . 2014 To: 31 . 01 . 2015 Unit: Trelew (District} - srromer . 2arrus

.

Events 4dd

Date Unit Event Type Voucher No. Officiant

01.01.2015 Divine Service Weekday 000-0000003 Details | Edit | Delete | Yoid
25122014 Divine Service Sunday 0000000002

21122014 Trelew Divine Service Sunday 000-0000007 Benton, German, {Priest)

Event History

Date Booking State Atte::l’it:gl Att:::isr: :?Ju':::: Offering
01.012015 open 24 0 000-0000003 32500 USD m
25122014 booked 48 2 000-5000002 43200 USD
21122014 booked 35 1 000-0000001 500.00 USD

To book a month, click on “Book Month” and select the month to book:

|”| StatiStiCS List | Create new

Book Month

Monthto Book  pacamper2014 |o

Book Month

Attention: this action will book the month for all units of the client!

Cancel

The system displays all vouchers that will be booked and asks you to confirm the operation:

Confirm book Month 2014-12

wx || 1| 2|24 2]z

Events

Event Type Unit Date
Divine Service Sunday Tofolla (Congregation) 07122014
Divine Service Weekday Tofolla (Congregation) 10122014
Divine Service Sunday Tofolla (Congregation) 14122014
Divine Service Sunday Tofolla (Congregation) 28122014
Divine Service Weekday Tofolla (Congregation) 31122014
Divine Service Weekday Citino (Congregation) 03.122014

wla[1]2]3]4]2]m

Confirm book Month Cancel
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9 Finance Module
9.1 Reconcile vouchers with a bank deposit

Before a Deposit can be reconciled against vouchers, there must exist at least one Depositor at
District Level and a bank account at Local Church level. You may create as many depositors
(please refer to chapter 5.3.6 for instructions) and as many bank accounts as required (please
refer to chapter 5.3.11 for instructions).

Click on “Finance” in the main menu to access the finance module:

QASYS Il Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets v
@J Finan(e List Deposits | Create Deposit | Currency Conversion | Add Currency conversion

Depositor  All v | Settled @ Yes O No

Batch ID Depositor Unit Deposit Date Deposit Total Netto Amount Settled

1 Pr. Currin, Rick Caneva (District) 03.032016 5,000.00 USD 5,499.00 USD Edit Delete

3 Pr. Currin, Rick Caneva (District] 20012017 600.00 USD 600.00 USD Edit Delete

5 Pr. Currin, Rick Caneva 19 11.072017 4,000.00 USD 4,000.00 USD Edit Delete

[ Pr. Currin, Rick Caneva 02.022016 19,095.00 USD 19,095.00 USD Edit Delete

7 PrCuminRick Lo 02012016 7,500.00 USD 7,500.00 USD Edic Delete

(Congregation

The finance section lists all Deposits. You can decide if you want to display the settled or
unsettled deposits:

Depositor Al < | Sertled O Yes @ No

Batch ID Depositor Unit Deposit Date Deposit Total Netto Amount Settled
g Pr. Currin, Rick Caneva (District) 03032016 5,000.00 USD 5459.00UsD & Edit Delete
4 Pr. Currin, Rick Caneva (District)  07.032016 2,000.00 USD 190000 USD B Edit Delete

You can edit or delete the deposits in this section.
Depending on the client setting, the congregation worksheet is used in the reconciliation

process or not (refer to chapter 4.2.5).

9.1.1 Create deposit with congregation worksheet

Click on the “Create Deposit” command button to begin the Reconciliation Process:

(% Flﬂaﬂce List Deposits| Create Deposit | Currency Conversion | Add Currency conversion

The process diagram with the congregation worksheet looks as follows:

Deposit — Congregation Worksheet — Deductions — Save Deposit
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Select a depositor, a district, the deposit date and a bank account and save the deposit to move

on in the process:

Edit Deposit

Depositor *  Pr. Currin, Rick erier
District * Caneva (District) - rizoer -« Barrus
DepositDate® 12 . o1 . 2045
Bank ACCOUNT™ e ines UsD (123456) |+

Save Deposit Cancel

Please indicate the number of vouchers and attendees (to which the deposit belongs) and the

deposited amount:

Congregation Worksheet

Congregation Vouchers Attendees Amount

Aeschlimann (Congregation) 35 434 8650.00 USD Assizn Vouchers
Arterberry (Congregation) 0k O 0.00 USD Assign Vouchers
Bastille (Congregation) 0k O 0.00 USD Assign Vouchers

Select the respective voucher by clicking on “Assign Vouchers” and save the selection:

Add Vouchers for Aeschlimann in Deposit Batch #

Voucher No. Congregation Date Attendees Amount Select
000-5703310 Aeschlimann (Congregation) 04012015 8 2,700.00 USD
000-5703311 Aeschlimann (Congregation) 07.012015 4 1,650.00 USD
000-5703312 Aeschlimann (Congregation) 11.01.2015 31 4,500.00 USD
000-5703315 Aeschlimann (Congregation) 18.01.2015 28 5.3590.00 USD O
000-5703314 Aeschlimann (Congregation) 18.01.2015 52 1,395.00 USD O
Summary 430 8850.00 USD 3=

Save Vouchers

If the deposited amount equals the total offering amount, the status changes to “Matching”. In

this case click on “Save” to save this deposit.

Congregation Worksheet

Congregation Vouchers Attendees Amount Status
Aeschlimann (Congregation) P = 431 8850.00 USD Assizn Vouchers

Save Save & Continue

The command button “Save & Continue” will open the deductions section.

The Deductions Section allows you to enter any receipts received along with the Vouchers.
Such Entries are "Deducted” from the Total Offerings to obtain the "Net Difference" or, Deposit
Amount. In this case, the amount deposited and the total offering show a difference, which is

indicated in the status:
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Congregation Worksheet

Congregation Vouchers Attendees

Aeschlimann (Congregation) 3 432
Arterberry (Congregation) = 0=
Bastille (Congregation) U= 0
Bressman (Cangregation) = 0
Summary 3 43

Amount
8650.00 USD Assign Vouchers
0.00 USD Assign Vouchers
0.00 USD Assign Vouchers
0.00 USD Assign Vouchers

8650.00 USD

Status

A
Amount

Save & Continue

Click “Save & Continue” to add deductions:

Add Deductions to Deposit
Account

5525 Water

Type

receipt

Amount Receipt Number

50.00USD 12/2016

Neal
Delete

receipt |w 5520 Electricity ~

150 USD 1272016

Choose the type of deduction, the account, enter the amount and a receipt number, then click

on “Add Deductions”. When you have entered all deductions concerning this deposit, click on

“Continue” to advance to the deposit summary:

Create new Deposit
Total Offerings Collected
LESS: Deductions

Met Balance to Deposit
Actual Deposited Amount

Difference

8,850.00 USD
200.00 USD
8,650.00 USD
8,650.00 USD
0.00 USD

Save Deposit Cancel

The final step in the Vouchers Reconciliation process is the Deposit Summary section. This

Summary represents the following:

1. Total Offerings Collected - the sum of the offering vouchers

2. LESS: Deductions - the sum of the receipts entered in the Deductions Section

3. Net Balance to Deposit - Total Offerings minus the Deductions equals what should have

been the Bank Deposit

4. Actual Deposited Amount - this is the amount shown on the Deposit Ticket; entered on

the first step of this form

5. Difference - the difference between the Net Balance to Deposit and the Actual Deposited

Amount.

Note: Any differences cause the Deposit not to balance correctly and such discrepancies

must be resolved before a deposit is completely reconciled.

Finance and Reporting Services/CL

Page 99 of 141

Version: 2017-11



New Apostolic Church
International

Now save the deposit by clicking on “Save deposit”:

, , Deposit Deposit MNetto
Batch ID Depositor Unit Date Total Amount Settled
10 e — 13012015  8650.00USD 8650.00 USD Edit Delete
L CK LLHSTFICT,

9.1.2 Create a deposit without congregation worksheet

Click on the “Create Deposit’ command button to begin the Reconciliation Process:

(‘% Finance us Deposity] | Create Deposit | Currency Conversion | Add Currency conversion

™

The process diagram with the congregation worksheet looks as follows:

Deposit — Vouchers — Deductions —

Select a depositor, a district, the deposit date, the amount deposited, a bank account, the
number of vouchers and attendees that correspond to that specific deposit and click on “Save

Deposit” to move on in the process:

Edit Deposit
Depositor * De. MEIER, MIKE it=nzis
District*  Leitz (District) - vermer = nag
DepositDate® 2016 - 08 - 01
ushD

Deposit Amount * 100.00

Bank Account™  erarings (1478652) |+

Number of Vouchers * 1

4k

Total Attendees * 3]~

Save Deposit Cancel

Now select the voucher that applies to the deposit and click on “Save Vouchers” to proceed to

the deductions section:

Add Vouchers for Leitz in Deposit Batch #

Voucher No. Congregation Date Attendees Amount Select

000-000001 Itensis (Congregation) 2016-07-25 3 120.00 USD

000-000002 ltensis (Congregation) 2016-07-28 19 80.00 UsD O
Summary 120,00 USD 1
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The Deductions Section allows you to enter any receipts received along with the Vouchers.

Such Entries are "Deducted" from the Total Offerings to obtain the "Net Difference" or, Deposit

Amount:

Add Deductions to Deposit

Type Account Amount Receipt Number
receipt 5530 Telephone & 500USD 07/2016 Delete
Communication —
receipt |~ 5401 Youth activities ~ 15 USD 07/2016

Choose the type of deduction, the account, enter the amount and a receipt number, then click

on “Add Deductions”. When you have entered all deductions concerning this deposit, click on

“Continue” to advance to the deposit summary:

Create new Deposit

Total Offerings Collected 120.00 USD
LESS: Deductions 2000 UsD
MNet Balance to Deposit 100.00 USD
Actual Deposited Amount 100.00 USD
Difference 0.00 UsSD

Save Deposit Cance

The final step in the Vouchers Reconciliation process is the Deposit Summary section. This

Summary represents the following:
1. Total Offerings Collected - the sum of the offering vouchers
2. LESS: Deductions - the sum of the receipts entered in the Deductions Section
3. Net Balance to Deposit - Total Offerings minus the Deductions equals what should have
been the Bank Deposit
4. Actual Deposited Amount - this is the amount shown on the Deposit Ticket; entered on
the first step of this form

5. Difference - the difference between the Net Balance to Deposit and the Actual Deposited
Amount.

Note: Any differences cause the Deposit not to balance correctly and such discrepancies
must be resolved before a deposit is completely reconciled.

Now save the deposit by clicking on “Save deposit”:

D it D it Nett
Batch ID Depositor Unit epost epost eteo Settled
Date Total Amount
11 TSR Leiz (District) 2016-08-01 10000USD  100.00 USD Edit Delete
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9.2 Currency conversion

In case offerings in foreign currency are recorded in the system, you can add exchange rates
for the used currencies. It is mandatory to add a currency conversion if you use the report
“Offering with foreign currency” (refer to chapter 11.5.5).

To open the currency conversion, click on “Finance” in the main menu:

Administrator, Admin  Profile Jobs Translation Backup 7 Restore

@) Flﬂaﬂce List Deposits | Create Deposit !Currenc‘.-‘Ccn'-.-'ersicn Add Currency conversion

Depositar  All < | Settled @ Yes O No

Batch ID Depositor Unit Deposit Date Deposit Total
10 Pr. Currin, Rick Caneva (District)  13.01.2015 48,640.00 USD
17 Pr. Currin, Rick Caneva (District) 28072017 2,500.00 USD

To add a new conversion, click on “Add Currency conversion”:

Create Currency Conversions

Currency US-Dollar (USD) uzoollar juso
Foreign Currency  Euro (EUR) euro (EUR X
ConversionDate 31 . 03 . 2016

Conversion Rate g

Save Currency Conversion Cancel

Choose the foreign currency for which you want to enter a conversion, enter the date of the
conversion and the exchange rate and save it by clicking on “Save Currency Conversion”.

To display the entered conversions, click on “Currency Conversion” and choose a time range
and currency (or leave it blank to display all conversions):

@) Fiﬂa NCe vist Deposits | Create Deposit Add Currency conversion
DateFrom) 01 . 01 . 2016 DateTo 31 . 12 . 2016
Currency From US-Dollar (USD) us-callar (ust x Currency To Type for search
Currency Foreign Currency Conversion Date Conversion Rate
uso EUR 31.122016 0.803000 Edit | Delete
usD CHF 31.032016 1.050000 Edit | Delete
usD EUR 31.032016 0.800000 Edit | Delete
uso EUR 30032016 1111000 Edit | Delete
usb EUR 25022016 1.120000 Edit |
uso CHF 29022016 1.010000 Edit | Delete
uso EUR 31.01.2016 1.100000 Edit | Delete
usD CHF 31.01.2016 1.020000 Edit | Delete
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10 Support Module

In the support module, you can contact the OASYS IIl developer to report bugs, errors or
suggest new features for the system. The system also creates an exception ticket, if an
unexpected problem occurs.

To access the support module, click on “Support”:

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets

@ Support List | Report | Excel Docs | Remote Support

Tracker Known Bugs

Ticket ID Title Status
6952 Unknown expection OASYS m
7007 Unknown expection OASYS m

In “Tracker” you can switch between the different ticket types:

Tracker Feature Requests ‘

Ticket ID Title Status

6382 mport Attendance fisures

6983 External access to local installation m

“Status” indicates the actual status of the ticket.

To contact the support, click on “Report” and submit the form by clicking on “Report”:

Administrator, Admin  Profile Jobs Translation Backup / Restore Logout Last Targets

G\f Suppor‘[ List | Report | Excel Docs | Remote Support

Report

Subject

Description
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10.1 Remote Support

To facilitate the access to a local installation for maintenance and support purposes of the
OASYS lll support team, you can establish a VPN connection (Virtual Private Network) if an
appropriate Internet connection is available. To establish the remote support, click on “Remote
Support” in the “Support” section in the main menu:

Administrator, Admin  Profile Jobs Translation

@ Suppor[ List | Report | Excel 3.:-:5

Remote Support

Remote Support is stopped. Please enter the dient name and start the connection

Client-Name  pamg

Start remote support connection

i Support

Please enter client name (the name is needed to identify the installation) and start the remote
support connection.
If the connection was successful, the following message appears:

Connection started

In case the remote support has to be stopped, click on “Stop remote support connection”:

Administrator, Admin  Profile Jobs Trang

2 SUppOF‘t List | Report | Excel 3.:-:5

Remote Support

SUppOrt connection is active

| Stop remote support connection

For security reasons, only the OASYS Il support team has access to the connected local
OASYS lll installations.

Finance and Reporting Services/CL Page 104 of 141 Version: 2017-11



New Apostolic Church
International

11 Reports
11.1 General aspects regarding reports

In the report section, we distinguish between “live” reports and indexed reports.
“Live reports” show data directly in the moment they are entered.

Example of a live report:

2 Voucher Drilldown by Unit | exsiex

Unit Limited to apostel districts and lower

Arterberry (Congregation) - caneva - Rigber X include Voided
Time Range

From: 01 . 01 . 2017 To: 28 . 08 . 2017

“Indexed reports” show the data up to the last indexation of data. Data which is entered after the
indexation will not be shown until the next data indexation (please refer to chapter 4.7.1 for

further information). The indexation normally takes place in a nightly, automated job if the server

is running at night. In case the server is not running at night, you have to start the indexation

manually.
Example of a report with indexed data:

=2 Activity Reporting By DiStrict | exceiex

2017 To: 26 . 07 . 2017 Unit Type Apostle District +| Sub Unit Type

o -]

Time Range From: 19 . 07 .

District

You can determine which reports will be available in the client (please refer to chapter 4.6). The

access to reports can be limited through the assignment of permissions and/or commissions to

the OASYS Il users (please refer to chapter 4.5).

To run areport in, in general you have to select one or several of the following parameters:

e Unit
e Time Range
e Group by

Finance and Reporting Services/CL

IUnit: Rieber (Apostle District) - arrus

X

Time Range From: 01 . 01

. 2017 To:

31

. m

. 20M7

Group by Apostle District ?
Please select
Bishop District
District
Sub District

Congregation
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The group by function in the report enables you to show the data according to the chosen unit
level. The available options in the “Group by” list vary according to the unit level specified in
“Unit”.

Example for a report with an Apostle District as unit, grouped by “Apostle District”:

Minister Change Report

Apostle District Rieber, 01.01.2017-31.01.2017

Unit ¢ Active Ord. DeathRetired Ap Bi DE DEv Sh Ev Pr Dc
Rieber 769 1 0 0 1 1T 11 16 30 44 339 327
Total 769 1 1} 1} 1 1 1 16 30 44 339 327

Example for a report with an Apostle District as unit, grouped by “District”:

Minister Change Report

Apostle District Rieber, 01012017 -31.01.2017

Unit 1 Active Ord. Death Retired Bi DE DEv 5h Ev Pr Dc
Caneva 42 1 0 0 0 1 0 3 3021 14
Curren 45 0 0 0 0 0 1 0 3 24 17
Donath 48 0 0 0 0 1 3 2 4 18 20
Goswick 34 0 0 0 1 1 1 2 0 13 16
Guinto 39 0 0 0 0 0 0 1 5 17 16
Jeska 3 0 0 0 0 0 1 1 [ I [
Kroll 20 0 0 0 0 1 0 0 3 9 7
Lacross 34 0 0 0 0 0 1 1 3 17 12
Landress 58 0 0 0 0 2 2 2 5 24 23
Lurey 60 0 0 0 0 0 1 0 2 3 2
Petrizzo a7 0 0 0 0 0 0 3 4 16 24
Poissant 99 0 0 0 0 0 1 4 2 43 .
Schaer 39 0 0 0 0 0 0 1 1 18 19
Schroeder 34 0 0 0 0 0 2 2 3 14 13
Slaff a4 0 0 0 0 1 2 4 117 19
Stakem 57 0 0 0 0 4 1 3 1 25 23
Stram 35 0 0 0 0 0 1 4 14 16
Total 768 1 ] ] 1 1 16 30 44 339 327

For certain reports, additional specific parameters are used.

You can export every report to PDF and Excel for further analysis or distribution:

29 Activity Reporting

xcel

o

ApOort

DF Export

Finance and Reporting Services/CL

Page 106 of 141

Version: 2017-11



New Apostolic Church
International

11.2 Member and Minister Reports
11.2.1 Member Profile

11.2.1.1 Member Profile Report (all members of a unit)

This report creates the member profile for all members of the selected unit. If you want to create
the member profile of a specific member, use the Member PDF export instead (please refer to
chapter 11.2.7.2).

The member profile contains personal data as well as data regarding ministry and assigned

commissions.

E Member Pl’Dﬂ|ES Excel Export | BDE Export

Uniti Alosta (Congregation) - 5= - Fener I X

Member Profile
Congregation Alosta, 28.08.2017

Buntrock, Kirk

Member Details

Apostle District Rieber

District Slaff

Congregation Alosta

Member ID 13643

Glven Name Kirk

Famlly Name Buntrock

Birthday 17.05.1971

Gender male

Baptism

Holy Sealing

Conflrmation

Clvil status married

Member Ministries Member Commissions
Unit Ministry Type Start date End date

Congregation Alosta  Shepherd 19.11.2014 Ne Commissions for Unit
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11.2.1.2 Member PDF Export (for a specific member)

To open the PDF profile of a specific member, open the member dashboard and click on “PDF
Profile” in the “Actions section:

2% » Buntrock, Kirk snepners

Personal Details eqx

Contact Details  »cd Member Actions
Name Buntrock, Kirk o [
Contact details for the memb one mber, email o
Birthday 17.05.157M
‘aender male
D 13643
unit Alosta [Congregation) Change

The member profile report is directly created as PDF:

OASYS Il 1.6.1-rc2

Buntrock, Kirk

Member Details

Member Ministries
Unit
Congregation Alosta

Member Commissions

Member Profile

Congregation Alosta
Member ID 13643
Given Name Kirk
Family Name Buntrock
Birthday 17.85.1971
Gender male
Baptism

Holy Sealing

Confirmation

Civil status married

Ministry Type
Shepherd

Member Profiles

Start date
19.11.2014

No Commissions for Unit

End date

2017-08-28 - 14:03:49
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11.2.2 Member Report (full)

The member report full lists all members of the selected unit indicating the following information:
e Name e Date of birth
e Sealing date e Ministry
¢ Baptism date e Member ID

e Gender

2 Member Report (full)

Unit Limited to apostel districts and lower

Bressman (Congregation) - caneva -« Rizber

Group by Congregation |w

Member Report (full)

Congregation Bressman, 30.08.2017

Congregation Bressman

Name Sealing Gender Birthday Age Ministry Member ID
Baldwin, Faye 1960-09-25 M 1960-08-30 57 5h 17709
Chisholm, Carolee 1996-06-12 M 1954-05-06 63 Dc 63335
Schehr, Sherman 2008-07-05 M 1972-08-16 45 Dc 17710

3 Members 3 sealed 3 Ministers

11.2.3 Member Report (active, sealings, death)
This report shows the number of members, holy sealing and deceased members for the
selected unit and time range:

224 Member Report (active, sealings, death)

Unit: Caneva (District) - ricber - Barrus X Group by District w

Time Range

From: 01 . 07 . 2003 To: 31 . 03 . 2017 Show

Member Report (active, sealings, death)

District Caneva, 01.07 2003 - 31.03.2017, 107 active Members

Unit 1 Members Sealings Death
Caneva 107 4 4
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11.2.4 District Leaders
The district leaders report provides a list per district/sub district with the responsible leader. It is
mandatory to assign the commission “District Leader” to the responsible minister in order to

show the information in the report.

¥9 District Leaders

Unit: Rieber (Apostle District) - zarrus « rak X Leaders by District ~

Leaders Report

Apostle District Rieber, 28.08.2017, by District

District * District Leader Congregations Ministers Members
Caneva Alsina Lacie (D} 15 39 109
Curren Um Theo (D) 15 45 218
Donath Moyet Lissette (D} 10 48 115
Goswick Woodnhead Rolland (D) 5 34 58
Guinto 4 39 S0
Jeska 6 33 125
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11.2.5 Minister Report (full)
The minister report full provides a list of all active ministers of the selected unit, indicating the
following data:

e Working area

o Age

e Name

e Ministry

e Date of birth
e Member ID

E2 Minister Report (full)

Unit: Aeschlimann (Congregation) - canevz - Rlece X Control Break by Congregation |~

Minister Report (full)

Congregation Aeschlimann, 25.08.2017, 4 Ministries

Congregation Aeschlimann

Name t Birthday Age Ministry Member ID
Alvardo, Isa 07.12.1962 54 5h 13428
Odmark, Carlota 04.08.1969 43 Dc 17778
Tollin, Lynne 11.05.1954 63 Dc 63338
Walkington, Kayce 05.09.1968 49 Pr 17789

The report shows the data recorded in the database at the time of running the report (live data).

In the excel report, the report indicates the working area for each minister (marked in blue) and
the parent unit of the working area (where applicable):

Minister Report (full)

District Church Barrus, 20.09.2017

Name Birthday Age Ministry Member ID Apostle District District Congregation
Ekstein, Kyra 1956-09-27 61 Ap 31905 Rieber

Worlow, Walter 1972-07-12 45 Ev 17777 Rieber Caneva

Yenor, Carmina 1976-10-07 40 Pr 19232 Rieber Lurey Touchette
Zant, Graig 1962-10-07 54 Dc 12953 Rieber Landress Schoenhard
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11.2.6 Minister Change Report
The minister change report provides information about changes among the ministers for the
specified period and the selected unit.
It lists:
e Number of active ministers
e Number of ordained ministers
¢ Number of deceased ministers
e Number of retired ministers

o Number of ministers per ministry

3 Minister Change Report

Unit: Caneva (District) - rieoer - Barrus X Group by Congregation |~

Time Range From: 01 . 01 . 2017 To: 30 . 06 . 2017 Show

Minister Change Report

District Caneva, 01.01.2017-30.06.2017
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11.2.7 Minister Distribution Report
The minister distribution provides a graphic to visualize the distribution according to the ministry
for the selected unit (working area). The report also contains a table with the number of active

ministers per ministry in the selected unit.

. Apostle - 0.13%

. Bishop - 0.13%

. District Elder - 1.44%

@ District Evangelist-2.10%
Shepherd - 3.94%
Evangelist - 5.77%

. Priest - 44.23%

@ peacon - 4226%

Ministry Distribution

Apostle District Rieber, 25.092017

Apostle Bishop District Elder District Shepherd Evangelist Priest Deacon Total
Evangelist
1 1 1 16 30 44 337 322 762

The report reflects the data recorded in the database at the time of running the report (live

report).
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11.2.8 Minister List Report
The minister list provides information about changes in the ministerial status of the ministers for
the selected unit and period:

e Ordained

e Retired

e Removed

¢ Resigned

e Leave of absence

The example shows the ordained priests in the selected period for the unit “Barrus”:

ER@DOHS Excel Export | PDF Export

Unit: Barrus (District Church) - 14k x From: 01 . 07 . 2016 To: 31 . 12 . 2016 Ministerial Status Ordination ~

Ministry type Priest ~

Minister List

District Church Barrus, 01.07.2016-31.122016, 3 Ministries

Unit Sub Unit Congregation Name 1 Ministry Birthday State State State Officiant 1D
Date

Rieber Lurey Touchette Lapidus, Eldridge Priest 1978-03-03 2016-07-08 ordination Ekstein, Kyra 47825

Rieber Schaer Ramgel Wearly, Lan Priest 1975-07-19 2016-08-13 ordination Ekstein, Kyra 12984

Rieber Caneva Wellnitz Worlow, Walter Priest 1972-07-12 2016-10-01 ordination 17777

The report provides the following information:

e Working area (including parent units)

¢ Name
e Ministry
e Birthdate

e Event date
e Officiant
e Member ID
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11.2.9 Future Retirements

This report provides information to the church management regarding the ministers to be retired
in the future.

The report lists all active ministers, which will turn 65 years in the selected time range.

The example report shows all ministers to be retired in the year 2018 in the selected district:

¥4 Future Retirements

Unit: Curren (District) - fiever = arrus X Control Break by District w

Date From: 01 . 01 . 2018 DateTo: 31 . 12 . 2018

Future Retirements
District Curren, 01.012018-31.122018

District Curren

Congregation Angier

Name t Ministry Birthday Age Sealing Member |D
Um, Theo District Evangelist 1853-12-25 63 12423
Winney, Brandie Deacon 1953-06-11 64 12479

You can also use this report to verify that all ministers older than 65 have been retired or the
information on the retirement has been entered correctly by stretching the “Date from” to a date

far in the past:

¥4 Future Retirements

Unit: Curren (District) - fisoer - sarrus X Control Break by District ~

DateFrom: 01 . 01 . 1920 DateTo: 31 . 12 . 2018

Future Retirements
District Curren, 01.01.1520-31.12.2018

District Curren

Congregation Angier

Name t Ministry Birthday Age Sealing Member ID
Um, Thea District Evangelist 1953-12-23 63 12423
Winney, Brandie Deacon 1553-06-11 64 12479
Congregation Corban

Name t Ministry Birthday Age Sealing Member ID
Kafton, Val Deacon 1945-01-17 72 12516
Congregation Rapa

Name 1 Ministry Birthday Age Sealing Member ID
Matro, Sherrell Deacon 1949-07-02 68 12506

The example shows two ministers, which already have passed 65 years, but are still listed as
active ministers. These ministers might still be active or their retirement hasn’t been entered in

the system.
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11.2.10 Deceased Members Full

This report provides a detailed list of all the deceased members for the selected unit and period:

Deceased Members Report (full) | exceiexpor | eor export

x  TimeRangeFrom: 01 . 01 . 2016 To: 31 . 12 . 2016 Show

Deceased Members Report (full)

Apostle District Rieber, 31.122016

Congregation Angier

Name t Ministry Age Birthday Date decease Member D

Morron, Lida 87 10.04.1529 16042016 45305

Congregation Ector

Name t Ministry Age Birthday Date decease Member ID

Paden, Romelia Dc 91 15.06.1925 05082016 12350
11.2.11 Deceased Members Grouped

This report shows the number of deceased member for the selected period and unit:

Deceased Members Grouped | exceiesport | por xport
Unit: Rieber (Apostle District) - arrus « riax X Group by District ~

Time Range

From: 01 . 01 . 2016 To: 31 . 12 . 2016 Show

Deceased Members Grouped
Apostle District Rieber, 01.01.2016 -31.12.2016, 2 deceased Members

Apostle District Rieber

Unit ¢ Deceasad
Curren 1
Poissant 1
Total 2
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11.3 User Reports

11.3.1 User List

The report provides a list of all OASYS Il users’ currently registered (whole OASYS lli
installation):

User LiSt | excel Export | PDE Export

User List

Member E-Mail

Administrator, Admin admin@oasys.network
Gotshall, Peter test@oasys.network

11.3.2 User Access History

The report provides a log of the access times and actions performed by the selected user
account in the specified period:

User Access HiStory | excel export | poeExport

Account: admin@oasys.network ~ | Time RangeFrom: 01 . 06 . 2017 To: 30 . 068 . 2017 Show

N RN ISR I I g

User Access History

Member Access Time Action
admin@oasys.network 260620171408 Edited a Unit
admin@oasys.network 26.06.2017 14:08 Visited Unit Details
admin@oasys.network 26.06.201714:089 Visited edit Unit Form

admin@oasys.network 26.06.2017 1408 d edit Unit Form
admin@oasys.network 26.06.201714:08 Visited Unit Details
admin@oasys.network 26.06.2017 14:08 Updated Member Informations
admin@oasys.network 26.06.2017 14:08 Visited Member Details
admin@oasys.network 26062017 14:08 QOpened edit Member Form
admin@oasys.network 26.06.2017 14:08 Visited Member Details
admin@oasys.network 26.06.201714:08 Viewed Member List
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11.3.3 User Performance List

The performance list report shows the number of vouchers entered per day per user for the
selected unit in the indicated period. The performance labels are set by the system
administrator in the client settings (please refer to chapter 4.2.6).

Ed User Performance | excel export | poeExport

Unit: Barrus (District Church) - 1~ X

Time Range From: 01 . 07 . 2017 [ To: 31 . 07 . 2017 Show

User Performance
District Church Barrus, 01.07.2017 - 31.07.2017

Member Date Vouchers Performance

Gotshall, Peter 03.07.2017 1,335 Excellent
10.07.2017 1,023 Excellent
11.07.2017 1,452 Excellent
12.07.2017 1,083 Excellent
13.07.2017 858 Excellent
14.07.2017 1,016 Excellent
17.07.2017 1,604 Excellent
18.07.2017 1,048 Excellent
19.07.2017 800 Excellent
20.07.2017 1,217 Excellent
21.07.2017 415 Needs Improvement
24.07.2017 318 No Performance
26.07.2017 556 Fair
27.07.2017 218 No Performance
28.07.2017 963 Excellent
31.07.2017 1574 Excellent
Total 15,480
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11.4 Unit Reports

11.4.1 Congregation Profile
The congregation profile provides a summary of the recorded data of a congregation:
e General information
e Property information
e Event time information
e Commissions

¢ Voucher Ranges

3 Congregation Profiles

Unit: Arterberry (Congregation) - Careva - Ricber

Congregation Profile
Congregation Arterberry, 28.08.2017

Congregation Arterberry

Unit Details Property Details

Unic ID 1232 Property Type Own Building
Unit Name Congregation Arterberry Address Churchstreet 1
Opening date 01.06.2002 Arteberry

Date closed United States

Event Time Details Voucher Ranges
Divine Service Sunday  Sunday 09:00 Range From Range To Full
Divine Service Weekday Wednesday 18:00 106-5608201 106-5608300 no

Commissions

Commission Name Contact Type Contact Details
Congregation Rector Gotshall, Charmaine Private Mobilephone +1 2345678

E-Mail gotshall@yahoo.com
Data Entry Bergeman, Rudolf
Offering/Attendance

If you run the report on a higher unit level than a congregation, the report provides the profile for
every congregation in the selected unit:
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11.4.2 District List
The district list provides the following information for the selected unit:
¢ Number of congregations (in case a congregation is chosen or “group by” is set on
congregation level, the number is always 1)
e Break down of the number of members in age groups:
children, youth, adults, seniors
(the system administrator can set the age groups in the client settings, please refer to
chapter 4.2.3)
e Number of members

e Number of active ministers

9 District List

Unit: Stromer (Apostle District) - sarrus -« na x Group by District ~

District List

Apostle District Stromer, 31.07.2017, 374 active Members in grouped Units

Unit 1 Congregations Children Youth Adults Seniors Members Ministers
Secunda 12 54 35 55 2 146 38
Tannahill 7 58 29 53 13 153 42
Vire 11 12 12 42 8 75 43
Total 30 124 76 0 23 374 123

11.4.3 Unit Verification List
The unit verification list provides a list to compare sub districts and higher unit levels regarding:
e Number of congregations e Number of members

e Number of ministers e Minister / Member ratio

3 Unit Verification List

Unit: Stromer (Apostle District) - oarrus - 1ia x Group by District -~

Unit Verification List
Apostle District Stromer, 29.08.2017

Unit ¢ Congregations Ministers Members AVG
District Secunda 12 38 146 0
District Tannahill 7 42 153 0
District Vire 1 43 75 0
Total 30 123 374 0
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11.5 Analysis / Control Reports regarding Attendance / Offering
11.5.1 Activity Reporting (drill down)

11.5.1.1 Activity Reporting by District

The Activity Reporting by District report allows you to drill down in the displayed data unto the
entered event voucher per unit.

The report displays data for the whole client. The Unit Type and Sub Unit type selection
determines how you can drill down in the data.

If you choose for example Unit Type = Apostle District and as Sub Unit Type = Congregation,
the drilldown will skip the unit levels in between.

To drill down, you have to click on a unit (blue link) until it reaches the desired level. The export
of the report reflects exactly the unfolded structure of the drilldown.

The report provides the following data per unit in the selected period:

e Attendance e Offering
(total attendance including guests) e Number of entered vouchers
e Guests e Drilldown to the actual vouchers

E4 Activity Reporting By DiStrict | excel export | pDE Export

Time Range From: 01 . 01 . 2016 & To: 31 . 01 . 2006 [ UnitType Apostle District | Sub Unit Type District “

Activity Reporting

01.01.2016 - 31.01.2016, by District

Description Attendance Guests Offering Vouchers
Rieber 38,829 1,882 5,381,044.00 USD 1,253
- Caneva 2,468 155 154,860.00 USD G2
-- Aeschlimann 381 28 22,085.00 UsSD 8
- Arterberry 133 16 6,245.00 UsD 7
-- Bastille 87 10 4,620.00 USD 8
— Bressman 115 3 7,380.00USD 5
-- Budziszewski 112 2 7,070.00 USD 8
- Chatley 67 2 2,930.00USD 7
- Erker 270 4 31,345.00UsD 6
-- Greenwell 78 6 2,135.00UsD 7
-- Grindeland 92 17 5,870.00 USD 6
- Konruff 411 55 29,300.00 USD 7
- Seelye 339 3 7,270.00 USD 7
- Vichek 96 1 3,470.00UsD 5
- Wellnitz 53 2 7,340.00 UsSD 3
- Wunderly 234 ] 17,820.00 USD 8
- Curren 2,068 102 156,480.00 USD 56

D 3,524 60 458,520.00 USD 84

G 3,154 22 667,7%0.00 UsSD 43

A click on “Drilldown” will open the “Voucher Drilldown by Unit” report of the selected unit

(please refer to chapter 11.5.8.1) and you can further drill down to the entered voucher details.
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11.5.1.2 Activity Reporting by Ministry
The Activity Reporting by Ministry report allows you to drill down in the displayed data unto the

entered event voucher per minister. The report displays data for the whole client.

To drill down, you have to click on a minister level (blue link) until you reach the desired
minister. The export of the report reflects exactly the unfolded structure of the drilldown.
The report provides the following data per minister in the selected period:

e Attendance (total attendance including guests)

e Guests

e Offering

e Number of entered vouchers

e Drilldown to the actual vouchers

E ACt|V|ty RepDr‘[I ng Excel Export | PDF Export

Time Range From: 01 . 01 . 2006 = Too 31 . o1 . 2017 &

Activity Reporting
01.01.2016 - 31.01.2017, by Ministry

Description Minlstry Attendance Gueasts Offering Vouchers
Chief Apostle ] 0 0.00 USD o
District Apostle o o 0.00 USD o
Apostle 7,184 104 1,128,665.00 USD 32
Bishop 0 0 0.00 USD o
District Elder 3,516 245 628,565.00 USD 58
- Alsina, Lacie District Elder 821 39 64,450.00 USD 12
— Aeschlimann 240 17 11,610.00 USD 3
- Erker 284 5 30,340.00 USD 6
- Konruff 200 15 17,340.00 USD 1
- Seelya 69 1 1,600.00 USD 1
- Wunderly 28 1 3,600.00 USD 1
- Lemings, Levi District Elder 654 7 174,670.00 USD 11
- Mcgavock, Harrison District Elder 1,370 179 216,330.00 USD 20
District Elder 75 5 34,650.00 USD 2

= District Elder 556 15 138,365.00 USD 13

District Evangelist 5,241 288 804,655.00 USD 106

A click on “Drilldown” will open the “Voucher Drilldown by Officiant” report of the selected

minister (please refer to chapter 11.5.8.2) and you can further drill down to the entered voucher

details.
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11.5.2 Activity Report (attendance, guests, offerings, vouchers)
The Activity Report provides the following data for the selected unit and period:
e Unit
e Attendance (total attendance including guests)
e Guests
o Offering
e Number of entered vouchers

e Total row for the selected unit

=2 Activity Report (attendance, guests, offerings, vouchers)  exceiepon | porexpore

Unit: Vire (District) - Soromer-Barrus X Group by Congregation |«

Time RangeFrom: 01 . 01 . 2016 [ To: 31 . o . 2016 [&

Activity Report (attendance, guests, offerings, vouchers)
District Vire, 01.01.2016 - 31.01.2016, 632,730.00 USD total Offerings

Unit ¢ Attendance Guests Offerings Vouchers
Conces 249 6 35,380.00 UsSD 8
Guerette 711 5 80,605.00 USD 8
Klocek 262 1 62,250.00 USD 8
Kyzar 574 o 80,570.00 USD 8
Raymos 1,282 33 157,845.00 UsD 10
Taker 178 "] 52,540.00 USD 8
Wickson 342 3 120,280.00 USD "
Zanders 514 10 33,880.00 UsD 8
Subtotal 4122 58 632,790.00 USD 69
Total 4122 58 632,790.00 USD
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11.5.3 Attendance Trend Report

The attendance trend report provides a graphic that allows to compare the development of
attendance per month over the selected years.

The report also contains a table with the total attendance figures per month and year.

; Attenda nce Trend Excel Export | PDF Export

Unit Barrus (District Church) - sk X

O 2017 O 2016 B 2015 B 2014 & 2013 & 2012 [ 2011 O 2010 O 2009 O 2008 O 2007

January February Zoril July August September Odober Mowvember December

70,000
65,000
0,000
55,000
50,000
45,000
40,000
."..I 00
30,000
25,000
20,000
15,000
10,000

5000

]

Attendance Trend
District Church Barrus, 26.08.2017

January  February March Aprll May June July August September October November December
B 2015 53,317 43,919 48,212 49,850 47,837 47,661 50,586 48,383 52,155 43,187 51,320 45256
W 2014 61,674 42,360 48,365 50,884 41,389 51,357 48,040 52,821 44678 47,933 44874 50,386
| EuE 46,267 39,245 51,121 45234 46,027 51,425 48,466 44322 49,905 52,374 42,467 54,321
. 2012 46,575 42,732 37,811 45,226 41,856 41,302 60,370 42,652 37,564 45,831 46,055 52,208

Eye-catching outliers in this graphic, comparing a month over the years, may be an indicator for
a wrong data entry.
Example January 2014: to detect if there is a data entry error, you can use the Activity

Reporting by Unit to verify if there has been a wrong data entry:

Activity Reporting By DiStrict | excel expon | eozexpon

Time Range From:I 01 . 01 . 2014 To: 31 . 01 . 2014 Unit Typel District |v Sub Unit Type Congregation | v |
Activity Reporting
01.01.2014-31.01.2014, by District
Description Attendance Guests Offering Vouchers
Caneva 3,068 144 316,070.00 USD 99
| Curren 15,875 | 122 267,520.00 USD 126
- Angier 165 15 2757000 USD 10
- Blackford 242 12 25,705.00 USD ]
14,017 | 7 9,400.00 USD 10
175 21 33,610.00 USD 10
133 0 24,040.00 USD ]
- Geeding 68 6 4,705.00 USD 3
- Haggstrom 369 " 50,990.00 USD 10
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Clicking on “Drilldown” allows identifying the voucher with the wrong entry:

Voucher Drilldown by Unit

Congregation Brownie, 01.012014 - 31.012014

Parent Unit Congregation Date Are. | Gsts. Offering OPM Officiant Foreign Control No. Reconciled?

Currency

Curren Brownie 15.012014 13.830 0 1,500.00 USD 0.11 Lijewski, Gearldine

Curren Brownie 01.01.2014 36 4 1,950.00 USD 5417 Lijewski, Gearldine

Curren Brownie 26012014 31 0 180.00 USD 581 Lijewski, Gearldine

Curren Brownie 05.012014 27 2 1,100.00 USD 4074 Lijewski, Gearldine

Curren Brownie 29012014 27 0 490.00 USD 18.15 Lijewski, Gearldine

Curren Brownie 15012014 20 1 660.00 USD 33.00 Lijewski, Gearldine

Curren Brownie 22012014 18 0 350.00 USD 1944 Lijewski, Gearldine

Curren Brownie 08.012014 12 0 850.00 USD 7083 Lijewski, Gearldine

Curren Brownie 12012014 " 0 1,870.00 USD 17000 Lijewski, Gearldine

Curren Brownie 05012014 5 o 450.00 USD 5000

10 Vouchers 14,017 7 9,400.00 USD 0.67

11.5.4 Offering Comparison Report

The offering comparison report provides a graphic that allows comparing the development of
the offering per month over the selected years.

The report also contains a table with the offering figures per month and year for the selected
unit. The report only shows the offering in the local currency, offering in foreign currency is not
included.

E2 Offering Comparison | excel expor | £0F Expon

Unit: Barrus (District Church) - sk X

[ 2017 O 2016 & 2015 B 2014 B 2013 B 2012 O 2011 T 2010 O 2009 O 2008 O 2007

20,000k USD
18,750k USD
17,500k USD
16,250k USD
15,000k USD
13,750k USD
12,500k USD
11,250k USD

8,750k USD
7,500k USD
6,250k USD
5,000k USD
3,750k USD
2,500k USD
1,250k USD

Ok UsD

January February March Horil July Magust Septem ber October Movem ber December

Offering Comparison
District Church Barrus, 26.08.2017, Numbers rounded to thousands, Currency USD

January  February March Aprll May June July August September =} D
B 2015 8,051.5 71601  10,067.4 82222 7,506.4 72333 10,7435 7,845.1 81679 167483 98553 6,771.1
W 2014 8,048.0 71204 97113 8,109.4 65334 85064 10,6616 91802 80136  19,587.8 95054 8,550.0
| R 6,328.7 6,0086 9,810.2 6,858.0 7,165.2 83674 10,5067 74089 80178 18,8737 92242 9,401.8
I 2012 5777.8 52405 50812 5,008.4 54075 52417 7,062.8 50609 57085  14,085.8 72493 7,349.8
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11.5.5 Offering with Foreign Currency

The offerings with foreign currency provide the offering amounts in local currency as well as in
foreign currency. The foreign currencies are converted to the local currency according to the
conversion rates recorded in the system.

You can display the report with the offering in all foreign currencies or you can select a specific
foreign currency.

22 Offerings with foreign Currencies

Unit: Barrus (District Church) x Group by Apostle District ~
Time Range From: 01 . 02 . 2016 To: 29 . 02 . 2016

Foreign Currency All “

Offerings with foreign Currencies
District Church Barrus, 01.022016 - 29.02.2016, All Currencies

Unit usb CHF » USD EUR » USD Total
Rieber 5.284,6415 80 80.8 100 12 5.284,8343
Stromer 709,175 0 2} 0 o 709,175
Total 5.593.8165 80 80.8 100 12 5.994,0083

The report converts the offering according to the recorded conversion rate at the date specified
in the report. If no conversion rate is recorded, the foreign currency is not converted to the local
currency and the “Total” column will only reflect the offering amount in local currency without the
foreign currency. Please refer to chapter 9.2 for further information regarding currency
conversion.

In the above example, the report shows figures from February 2016 and the amounts are
converted at the recorded end of the month rate per 2016/02/29:

@ Fiﬁaﬂ(e List Deposits | Create Deposit | Currency Conversion | Add Currency conversion
| ¥ Add Currency conversion
DateFrom 01 . 01 . 2016 DateTo 31 . 03 . 2016
Currency From US-Dollar (USD) us-nolls X Currency To Type for search
Currency Foreign Currency Conversion Date Conversion Rate
usD CHF 31.032016 1.050000
usD EUR 31.032016 0.800000
usD EUR 30032016 1111000
usD EUR 28022016 1120000
usD CHF 28.02.2016 1.010000
usD EUR 31.01.2016 1.100000 t
usD CHF 31.01.2016 1.020000 Edit | Delete

Note: if various conversion rates have been registered for the selected period, the system

converts the foreign currency at the average conversion rate for the selected period.
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11.5.6 Voided Vouchers Report
In this report, you can display the voided vouchers for the selected unit and time period:

¥4 Voided Vouchers | excel export | poE Export

Unit Limited to apostel districts and lower

Arterberry (Congregation) - carevz « Rlgber X

Time Range

From: 01 . 01 . 2016 To- 30 . 06 . 2016

Voided Vouchers
Congregation Arterberry, 01.012016 -30.06.2016

Vou. Date Voucher Congregation Offering Att. Gsts. Officiant »ID
No.

21022016 000-8737208  Arterberry 350.00 USD 19 3 Gotshall, Peter Open

21022016 000-8737208 Arterberry 350.00 USD 19 3 Gotshall, Peter Open
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In case voucher ranges have been defined per congregation, this report provides information on

missing voucher numbers, complete ranges or if no vouchers for the specified range have been

entered in the selected period.

Note: the report is only usable for analysis in clients where voucher ranges are registered

per congregation. If no ranges are defined, you should deactivate the report for the user in

the report management.

Missing vouchers: shows the voucher numbers which the congregation has not submitted

E2 Voucher Control Log | e

Unit: Caneva (District) - rizoer « Barrus

MMissing Numbers [INo range defined Complete ranges [INo Vouchers in Period

Time Range From= ] = o1 . 2015 To: 31 . 12 . 2015

Voucher Control Log
District Caneva, 01.01.2015-31.12.2015

Unit t Range State
Arterberry 000-5708601 - 000-5708700 Missing Numbers 000-5708689

Missing Numbers

000-5708682
000-5708674 - 000-5708675
000-5708664
000-5708651 - 000-5708658
000-5708638
000-5708630 - 000-5708633
000-5708624
000-5708607 - 000-5708608

Complete ranges: shows the congregations which have completed the registered voucher

booklet and may need a new one

22 Voucher Control Log

Unit: Caneva (District) - Ricber « Barrus X

[Missing Numbers [INo range defined & Complete ranges [INo Vouchers in Period

TimeRange From: 01 . 01 . 2015 To: 31 . 12 . 2015

Voucher Control Log
District Caneva, 01.01.2015-31.122015

Unit ¢ Range

Greenwell 000-8738900 - 000-8739000

State Missing Numbers

Complete
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No range defined: shows all congregations where no voucher range has been defined yet

Ed Voucher Control LOg | exceiexport | poeexpont

Unit: Caneva (District) - rizoer « garrus

X

CIMissing Numbers INo range defined [Complete ranges [JNo Vouchers in Period

Time RangeFrom: 01 . 01 . 2015 To: 31 . 12 . 2015 Show

Voucher Control Log
District Caneva, 01.01.2015-31.122015

Unit 1 Range State Missing Numbers
Bastille Mo range defined
Bressman Mo range defined
Budziszewski Mo range defined

No vouchers in Period: shows the congregations which have not sent in vouchers of the
specified voucher range

Ed Voucher Control LOg | excelexport | por Export

Unit: Caneva (District) - riecer = Barrus X

OMissing Numbers [INo range defined [Complete ranges B No Vouchers in Period

Time Range From: 01 . 01 . 2017 To: 31 . 03 . 2017 Show

Voucher Control Log
District Caneva, 01.01.2017-31.03.2017

Unit ¢ Range State Missing Numbers

Aeschlimann No Vouchers found
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11.5.8 Voucher Drilldown Reports

11.5.8.1 Voucher Drilldown by Unit Report

This report displays all entered vouchers for the selected unit and period and allows you to
drilldown unto the entered voucher details. You can only run the report up to the level of Apostle
District.

You can decide if the voided vouchers should be included in the report. Voided vouchers

appear crossed.

The report shows the following information:

e Unit and its parent unit
¢ Event date

e Number of total attendance

Offering per Attendee (OPA)
Officiant

A flag if a foreign currency has been

(including guests) entered

e Number of guests e Voucher control number

e Offering amount in local currency ¢ Reconciliation information

£ Voucher Drilldown by Unit |

Unit Limitecs to apostel alstricrs and lowe

Arterberry (CONgregation) - Car=u= - flste x Minclude Voided

Time Range
From: 01 . 02 . 2016 To: 29 . 02 . 2016

Voucher Drilldown by Unit

Congragation Arterberry, 01.02.2016 - 23.022016

Parent Unit Congregation © Date Ate.  Gsts. Offering OPM Officiant Foreign Currency Reconciled?
Caneva Arterberry 03.02201% 12 1 180.00UsD 15.00 Treichler, Delilah yes no

Caneva Arterberry 07.02201% 27 9 1,870.00UsD 69.26 Bevers, Lurlene no

Caneva Arterberry 10022016 " 0 27000 USD 2455 Alsina, Lacie no

Caneva Arterberry 15022016 23 4 2,040.00 USD 88.70 Wisbey, Jacquetta no

Caneva Arterberry 18.02201% 16 1 600.00UsD 37.50 Gotshall, Peter no

Caneva Arterberry 21022016 12 3 350.00Us0 1842 Ao
5Vouchers 29 15 4,960.00 USD 55.73

Note: voided vouchers are not included in the total row. Voided vouchers can be included to

verify that all vouchers have been sent in and no number has been skipped.
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11.5.8.2 Voucher Drilldown by Officiant Report

This report displays all entered vouchers for the selected minister and period and allows you to

drilldown unto the entered voucher details. You can decide if the voided vouchers should be

included in the report. Voided vouchers appear crossed.

The report shows the following information:

Unit and its parent unit

Event date

Number of total attendance

(including guests)

Number of guests

Offering amount in local currency

o Offering per Attendee (OPA)

e Officiant

e Aflag if a foreign currency has been
entered

e Voucher control number

e Reconciliation information

Parent Unit

Caneva
Canava
Caneva
Caneva

3 Vouchers

3 Voucher Drilldown by Officiant | i exer

Officiant: Ev. Gotshall, Peter «===

TimeRange From: 01 . 02 . 2016 To: 29

Voucher Drilldown by Officiant

Gorshall, Peter, 01.02.2016 - 25.02 2016

Congregation t

Arterberry
Ararsarsy
Arterberry

Bressman

X

02 . 2016

18022016
21022015
21.022016
14022016

Minclude Voided

Offering OPM Officiant Foreign Control No. Reconciled?
Currency
600.00 USD 3750 Gotshall, Peter
50.001SD 1842 Gorshall D

355.00UsD 18.68 Gotshall, Peter
840.00 UsD 28.97 Gotshall, Peter
1,795.00 USD 28.05

Note: voided vouchers are not included in the total row. Voided vouchers can be included to

verify that all vouchers have been sent in and no number has been skipped.
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This report displays all entered vouchers for the selected number range and period and allows

you to drilldown unto the entered voucher details. The voucher number range is limited to 1000

numbers.

You can decide if the voided vouchers should be included in the report. Voided vouchers

appear crossed.

The report shows the following information:

e Voucher control number

e Event date

e Number of total attendance

(including guests)

e Number of guests

e Offering amount in local currency

Offering per Attendee (OPA)
Officiant

A flag if a foreign currency has been
entered

Reconciliation information

Voucher control number

E3 Voucher by Number | excelexpore | poE Expor

Voucher Number From: 000-8733001

Voucher by Number

000-8739001 - 000-87390320

Control No. Date Att. Gsts. Offering
09.12.2015 1% ] 1,260.00 USD
13.12.2015 33 1 3,410.00 USD
16.12.2015 23 o 7,350.00 USD
20.12.2015 28 o 5,460.00 USD
27122015 39 1 7,140.00 USD
31122015 28 1 6,630.00 USD
03.01.2016 34 2 7,280.00 USD
06.01.2016 24 o 1,760.00 USD
10.01.2016 15 o 3,510.00 USD
13.01.2016 26 1 2,200.00 USD
20.01.2016 17 1 2,200.00 USD
24.01.2016 21 1 5,400.00 USD
27.01.2016 15 1 650.00 USD
31.01.2016 25 1 6,000.00 USD
03.02.2016 19 1 6,290.00 USD
07.02.2016 28 2 2,900.00 USD
14.02.2016 el 1 4,860.00 USD
17.02.2016 20 1 3,380.00 USD

00 24022016 20 o 500.00 USD

19 Vouchers 466 15 78,190.00 USD

To: DDO-8739030

OPM Officlant

6632
10333
319.57
195.00
183.08
22862
2144

7333
234.00

8462
129.41
257.14

4333
240.00
331.05
103.57
156.77
169.00

25.00
167.79

Byous, Erin

Byous, Erin

Byous, Erin
Mussan, Anibal

Minclude Vuided

Forelgn Currency  Reconclied? Parent Unlit Congregation 1
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly
no Goswick Gallogly

Note: voided vouchers are not included in the total row. Voided vouchers can be included to

verify that all vouchers have been sent in and no number has been skipped.
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11.5.9 Voucher Entry Verification Log

This report allows you to control the data entry on congregational level.

The report displays the number of entered vouchers per month in the selected period (maximum
range is a year), indicating the last data entry date.

This allows you to identify congregations which haven’t sent in all vouchers or have a complete
month missing (missing period).

You can only run the report up to the level of Apostle District.

E2 Voucher Entry Verification LOg | gl expor: | poE Exgon

Unit Limd to sposte disrics 2nd lowe
Rieber (Apostle District) - £z 115 x

Time Range

From: 01 . o1 . 2ms [E To: 31 . 12 . ams

Omy congregations with missing periods DOpen congregations Dmy

we e T[22 2] | 2] 2]z
Voucher Entry Verification Log
Apostle District Rieber, 01.01.2015 - 31.12.2015, only Congregations with missing Periods

District Caneva

Congregatlon | Year January February March Aprll May June July August September October November December
Arterberry 2015 7 7 8 5 4 6 6 None 5 9 6 7
EBastille 2015 8 i 3 3 7 ) N;HE- N;Hé 6 7 6 7 7 9
Budziszewski 2015 6 ? - r;l;né 6 7 6 7 E 7 7 g . T‘-J;HE
Chatley 2015 7 3 None 5 ) -’l N;ne 6 6 7 6 7 6
Greenwell 2015 6 5 None 5 . 4 None 7 3 6 5 7 8
Grindeland 2015 5 8 5 6 : Néné 3 2 2 2 4 3 4
Seelye 2015 None 9 9 10 1 9 1" 7 12 7 9 8
Victorine 2015 5 8 5 8 . N;né 7 5 N;na : N;ne: : N}ne: 8 £l

If you only want to show the congregations with missing periods, we recommend to limit the
report to “Open congregations only”, since a closed congregation will have missing periods from
the closing date onwards.

Note: the date specified in the report indicates the date of the last voucher data entry per

unit/month
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11.5.10 Yearly Report
You can use this report to verify, how many congregations are active in each month in the
selected year. The report has been designed by the District Church DRC West.

The report displays the following information:

¢ N. S/U: Number of sub units (this number changes according to the “Sub Unit Type”
selected in the report parameter)

e N.T.C.1: number of congregations according to the Apostle (has to be filled in in the
Excel Export)

e N.T.C.2: number of congregations registered in OASYS

e For each month: number of congregations which have sent in at least one voucher in
this month

¢ N.T.C.A: number of active congregations in the selected year

¢ N.C.I: number of inactive congregations in the selected year

e @ C.A.: average of active congregations in the selected year

e @ C.l.: average of inactive congregations in the selected year

e Responsible: responsible district leader (district leader commission has to be assigned)

E2 Reports | eelbwen

Unit: Barrus (District Church) X Group by Apostle District ~ | Sub Unit Type District ~

Legend

No.

N.s/U

N.T.C.1 (Apostle)
N.T.C.2 (OASYS)
N.T.CA.

N.C.L

B CA

% C.A.

Yearly Report
District Church Barrus, 2015

No. Apostle District N. N.T.CA N.T.C.2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec N.T.CA N.C.L @ CA. % C.A. Responsable
S/U  (Apostle) (OASYS)

1 Rieber 17 188 165 164 15% 169 166 167 170 133 170 171 171 164 177 1 164.08 94.15%

2 Stromer 4 37 28 28 29 27 28 28 29 28 28 28 28 27 31 6 28.00 83.78%
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11.5.11 Yearly Report Five Dates

The report contains the same information as the “Yearly Report” (please refer to chapter
11.5.10), but instead of comparing the months of the selected year, you can compare up to five
different dates.

For example, thanks giving services over the last 5 years or departed services during a year.

E RepOFtS Excel Exp
Unit: Rieber (Apostle District) . sarrus - s X Group by  District ~ | Sub Unit Type District ~
Datel 01 . 03 . 2015 Date2 05 . 07 . 2015 Date3 01 . 11 . 2015 Dated dd . mm . yyy Date5 dd . mm . yyy

Legend

No.

N.5/U
N.T.C.1(Apostle)
N.T.C.2(OASYS)
N.T.C.A.

N.C.I

@CA.

%WCA.

Yearly Report

Apostle District Rieber, 2015-03-01, 2015-07-05, 2015-11-01

No. District N.s/U N.T.C2 2015-03-01 2015-07-05 2015-11-01 N.T.C.A. N.C.I. GCA. % C.A. Responsable

1 Caneva 1 16 10 14 14 15 1 317 93.75% Ev. Worlow, Walter
2 Curren 1 16 13 15 14 15 1 350 93.75%

3 Donath 1 10 10 10 10 10 0 250 100.00%

4 Goswick 1 5 5 5 5 5 0 125 100.00%

5 Guinto 1 4 3 4 4 4 0 092 100.00%

6 Jeska 1 7 6 6 5 6 1 142 8571%
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11.6 Reports regarding events

11.6.1 Event Acts Full
This report provides a list of the members, which have received a holy act (sealing, baptism,
confirmation)

The report shows the following information:

e Eventtype e Birthdate
e Event date e Gender
e Name e Member ID
%9 Event Acts Full
Unit: Rieber (Apostle District) - 2arrus - nak X Blessing Type Holy Sealing |~
Time Range
From: 01 . 01 . 2016 To: 31 . 12 . 2016 Show
Event Acts Full
Apostle District Rieber, 01.01.2016 -31.12.2016, Sealings
District Caneva
Congregation Greenwell
Event Type Event Date Name t Birthday Gender MemberID
Holy Sealing 06.07.2016 Acosto, Althea 03.11.2008 female 7mM27
Holy Sealing 06.07.2016 Dague, Taneka 25.042007 male 77126
Haoly Sealing 19.052016 Grissett, Branden 02.03.1969 male 17765
Haoly Sealing 02.03.2016 Mondale, Shanelle 20.11.1970 male 17762

11.6.2 Event Acts Short
This report provides a list of the number of members, which have received a holy act (sealing,
baptism, confirmation) in the selected unit and period.

e Event Acts Short | excel export | poE xpont
Unit: Rieber (Apostle District) - sarrus - nax X Group By: District ~ | Blessing Type: Holy Sealing |~
Time Range

From: 01 . 01 . 2016 To: 31 . 12 . 2016 Show

Apostle District Rieber
Event Acts Short
Apostle District Rieber, 01.01.2016 - 31.12.2016, Sealings

Unit t Sealed

Caneva 4
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11.7 Forms

11.7.1 Deposit Reconciliation Worksheet
This report provides a form, which has to be filled in manually. It is used in the internal office
process in the District Church DRC West.

Deposit Reconciliation Worksheet | soe exon

Unit: Stram (District) - rieper = Barus X

DC Barrus

District/ Subdistrict: Stram Period:

Congregation Voucher Count Total Attendance Total Offerings

1. Debellis

7. Renell

Totals

Depositor's signature:
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12 Support

Contact persons for OASYS Il support are Jens Gassmann (developer) and Carmen
Loppacher (NACI).
For a fast handling of your support request, please use the following email:

2 support@oasys.network

If needed, you can contact Jens Gassmann or NACI directly:

Jens Gassmann: a2 +49 (0) 2271/ 462009
@  jens.gassmann

Carmen Loppacher: = +41 43 299 41 00
S} carmenswitzerland

Jens Gassmann is mainly responsible for:

= Updates of server software

= Updates of application software

= Correction of errors in the application software (errors are managed via NACI)

= Support for installation and operation of the local server installation

= Support for OASYS | imports and excel imports

= Technical user support via Email and chat and if needed via remote desktop tool
(TeamViewer) (content related support lays in the responsibility of NACI)

= Further development of the application software as defined by NACI

Carmen Loppacher is mainly responsible for:

= User support in English and French

= Error management: verification of errors detected by users: verifying that the error is
reproducible in the affected installation and in other installations and if it’s still persistent
in the latest version of the application software; management of errors in the ticketing
system

= Change request management: ensure that change requests from user side are
necessary and don’t have any negative impact on running installations

= Definition of further development of the application with the developer and local users

= Testing of error corrections and new features/reports (ensure a stable system before the
running installations are updated to the newest version)

= Support of local teams for implementation of the application OASYS Il (process
definitions, correct configuration of the installation

= User formation according to the needs (system administration, data entry, analysis and
verification of data, ...)

= Release planning in coordination with Jens Gassmann
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13 Appendix
13.1 Examples of data Entry Forms
Example Offering & Attendance Voucher Local Church DRC West:
New Apostolic Church
Attendance & Offering Voucher
Date:  (DD—MM—YYYY) Congregation:
District:
Offering Total:
- OFFERING TOTAL IN WORDS
ATTENDANCE
Total Attendance: Guests:
Officiant ID:
Signature
— WITNESSES
| have counted the offering & attendance and certify that this report is correct and honest.
Witness 1D:
Signature
Witness I1D:
Signature
Witness ID:
Signature
ContolNo: 999-1234567
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Example Offering & Attendance Voucher Local Church Zambia:

New Apostolic Church

(Zambia, Malawi & Zimbabwe)
Plot 8145/8146 Kasiba Road, Maluba, P.O. Box 31781, Lusaka
Tel: +260 211 252138 / 252785, Fax; 4260 211 252145/ +260 977 790858

E-mail: info@naczam.org.zm

Divine Service Slip

001-1{2 0211948

Date R VROV
Type of Service: (Please tick)

O S e I Y
Sundey Mdweek Weddng Funeral  Qiher

s

Offering: K

OFFERING TOTAL INWORDS: .........covicunirmmnrnnnirinnis

OFFICIANT NRC No.: Ji of

Finance and Reporting Services/CL Page 140 of 141 Version: 2017-11



New Apostolic Church
International

13.2 Example of a data flow chart for offering and attendance

Offerings and Attendance Process — Congregations/Districts 2017-04-11
PerDS/
1 perService 2 perService 3 4 Monthly 6 7 8 2
A
Congregation service | | Divine Depost
secretariat Register Service Slips slip(s)
B
Officiant &
Rector & Signs Signs
Assistant
£
Witness .
Signs
D Deposit
VRO Slips,
District = Balance
Secretary |+ Dsslips, Sheet
* Service
Registers
E
::;;/ «Monthly ‘Approves Sends
P Returns»
F
«Monthly
Apostles Report»
G
Office Monthly
Returns
1-3 Months
Offerings and Attendance Process - Head Office 2017-04-11
1 2 3 4 5 6 7 8 9
A
2 Monthly
RegistryClerk  { Receives Returns
B
Data Entry Divine Service Da OASYS 111
Clerks Slips
Per Service
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