ngS Ox

(&
\/O ’S’
~ 2
0 [0
I —

FAITHFULLY ENGAGED IN His MISSION
CHRIST CHURCH — GREENVILLE, SC

acces§€HRISTCHURCH

What is acces€HRISTCHURCH ?

acces€HRISTCHURCH connects you to the Church database. By conneiditigs
website, you will be able to notify Christ Churchanldress, phone and e-mail changes,
communicate with groups you are involved in, chee&nts on the Church calendar, see
what you’ve contributed to the Church so far thesry and more.
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Please note that the red arrows will not appeafoam computer screen. They are to
help you locate what is referred to in the instiar.

To return to the home page at any time, click @a“My Overview” tab.



Getting a User Name and Password
To have access to this website, you must already éetered in our system.

Step 1:Type :https://secure.AccessACS.com/access/login.asfixe address drop down box and

click “Go.” (Bookmark this as a favorite so you ddmave to remember that. Our site number is
90111.
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Step 2:Under “Not Registered?” click “Get your user naamel password”
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Step 3:Type in your first name, last name and e-mail agslr This information must match exactl
what is in our system. Use your given name. Dousetnicknames. Click “Register.”

(—

Having trouble getting a username and id? Try diffié names you use (BIll, Billy, William, etc.).
Try a different e-mail address if you have morentbae. If this doesn’t work, our information is
probably not accurate. Please contact Patty Té&2@é1aB8773, ext 111 or ptate@ccgsc.org

Step 4:Check your e-mail. Then click “return to sign-iage.”
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Changing Your Password

Step 1:Move your move mouse over “My Profile” until theogp down menu appears. Click on “My
Password.”

Step 2 Type in your old password. Type in your new passiwType in your new password again tc
confirm it. Click “Save.”
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Personal Preferences

These are privacy preferences. If you prefer to ndhave your family, address, phone, email show
in group and/or general directories, this is wherggou make that selection. Remember that

everyone who can see the directories is a member®©hrist Church with their email address on
file. This is NOT a directory that anyone else caaccess.

Step I Move your move mouse over “My Profile” until theop down menu appears. Click on “My
Personal Preferences.”

Step 2 Check/clear the options as desired. Click “Sayédu may need to scroll to see “save.”)
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My Contributions

You may check on your contributions to Christ Clui@r the current or previous year.
Step 1 Move your move mouse over “My Profile” until tkkeop down box appears. Click on “My

Contributions.”
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Step 2:View your record! To the right of “Contribution Sumary” there are two options: 1) previous

year and 2) print. Note: Personal information hesrbblacked out.
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Please note that it may
take up to ten business
days for your
contribution to appear
on AccessChristChurch
If any contribution
information is incorrect,
please contact Jeremy
Wilkerson at 271-8773,
ext 124 or
jwilkerson@ccgsc.org
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Updating My Information
Notify Christ Church of any changes or correctionacerning your family’s contact information so

that you stay informed!
Step 1:Mouse over “My Profile” until the drop down menppeears. Click “My Complete Profile.”

Step 2:Review the information, scrolling to see all of@ick “edit” if you need to make any changes.
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Step 3:Make needed changes. Click “submit.” Please ri@edhanges will be reviewed by the
appropriate staff person and that it may be necg$sayou to be contacted to confirm and/or charif
the change requested.
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Sending an E-mail to a Group
Step 1:From the home page, under “My Groups” find theugrgou wish to e-mail, then from the
drop down box “l want to. . .” select “group e-matlick “Go.”

— (—

Step 2:Choose desired option (only one option may be @mpsSelect “Next.”
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Step 3 Type your e-mail, including a subject line. Natehe bottom, it lists who will receive the e-
mail and who will not receive the e-mail due to thek of an e-mail address. You will probably neet
to scroll to see the entire list. Click “Send Magsa(you may have to scroll to see this).

=)
=

To send an e-mail to onlypart of a group
Step I From the home page, find the appropriate grong,chck.

10
followers of Christ aithfully engaged in His missiol



Step 2 Check the boxes to the left of the names of tldéviduals you wish to e-mail. From the drop
down box, choose “group e-mail” and click “go.”

Step 3 Choose options. See Step 2 on page 9.
Step 4: Type message, subject line and click “Send Mes$&ge Step 3 on page 10.
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How to Print Mailing Labels

You must have Adobe Reader installed on your compat to use this feature. To download
Adobe Reader for free go to: http://www.adobe.comfimducts/acrobat/readstep2.html

Step I From the home page, find the appropriate groupmRhe drop down box for that group, sele
“Print Mailing Labels” and click “Go.”

(—
—

Step 2:Choose Label Type — do you wish to send to theviddal or to the whole family? Choose
Label Selection — 3-up means 3 columns and 2-umsieere are 2 columns on the address label
sheet. Click “Preview.”

=
=
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Step 3:Click the printer icon on the taskbar.

LI

Step 4:Under “Page Scaling” choose “none.” Clear “Autot&e and Center.” Click “OK” to print.
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Printing a Directory
You must have Adobe Reader installed on your compat to use this feature. To download

Adobe Reader for free go to: http://www.adobe.comfimducts/acrobat/readstep2.html

Step 1:From the home page, mouse over “Directories.” Frieendrop down, click “Directories.”

Step 2:Choose Directory Type (family is about half thenher of pages) and Directory Selection.

Click “Preview.”

: =

Step 3:Click the printer icon to print.
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Checking the Church Calendar

Step 1:From the home page, click on the day you wishiéavvNote the current day’s events are
listed and can be clicked on for more details.

=

Step 2:For more details, click on the event.
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OR Step 1:Mouse over calendar. Click on “Calendar View” diable View.”

This is the
table view.

This is the
calendar view.
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