Contents

12 FUNAS auueiiiiiinnniiininnnicnnsnnnicssssnsnecssssssnssssssssesssssssssssssssssssssssssssssssssssssssssssssss 1-1
Fund Setup 1-1
Add FUNA...oeiiie ettt 1-1

Fund Information............coceeieiiiiiiieeee e 1-2

FUNA Periods ....c.vieiiiieieieeee ettt 1-3

FUNA ACHIVITIES ...ttt st 1-4
Predefined FUnd SetuPS.........ccvviieierieniieiieeeeieeee et 1-5
Additional ComMMANAS...........ccevvieriiriieriieiieieeiese et eee e see e saeese e e 1-6
PrO@Iam ACCESS ....covuuiiriieiiiierieeiiterie ettt ettt rieeetee s staeebeesbeesabeesbeesnsee e 1-8
Exercise 1-8
Family Fund Setup 1-9
Add FUNA...oeiiee ettt 1-9
Rates/History/ KeYWdS ........eeiieiieiieeeie et 1-10
RECAP/TOALS ...ttt 1-11

Billing Address......c..ooueiiieiieieieeeee ettt 1-12

Other TasKS....oueeiieiieeee e 1-12
Exercises 1-13
Questions 1-14
2: QUICK POStING ProcCesses....cccivnericcissnriccsssnnricsssssssessssssssssssssnssssssssssssssssasss 2-1
School Posting 2-1
Student Posting 2-2
Family Posting 2-3
Tuition & Fees Posting 2-4
Common Steps in the Quick Posting Process 2-5
Automatic vs. Individual ...........ccceoviviieiieiieiecieece e 2-5

Select the Information t0 POSt ........cc.eevevieiieriieiicie e 2-6

REVIEW the LiSt....viiiiiieiieiiiieceeie ettt 2-7

REAAY 10 POSt....eeiieiieiecie e e e 2-7

General Notes About the Quick Posting Processes .........cccevveeverevervenieenene 2-8

Quick Posting of Payments 2-8
List 0f BAtCReS ...cueeiiieiieiiee e 2-8

Quick PoSting OpPtions.......ccueeeieierieeiieieee et 2-9

The POStING SCIEEM ......eouiiiiieieiieieie ettt 2-10

The Posting Grid ......oceouiiiieieieeeeese et 2-10

Saving, Posting and Printing ..........ccoceevieiiiienienieneeceee e 2-12
Exercises 2-13
Questions 2-13
32 PIrOCESSES cuueeiierisnnrrcssssnnrncsssssssecsssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssnans 3-1
School Processes 3-1
Report Card OTder......cccuieiiieeiieeiiecieeciee ettt s e e e 3-2

Grade PrOmMOLION ......ouiiiiiieieiieiieie et 3-3
Parent/Teacher Conferences...........ooerererieerieieeese e 3-4
SEMESTET AVETAZE ...eevvieereeririerireeniteerte ettt estre ettt esareeteeesseeebeesseeeseesseesnsens 3-4

School ReMOVE/ AQVANCE .......c.eevieeiiiieiieieeiecie et 3-5
Automatic Class SCheduling...........c.ccvevvieeiieieeienieieeie e 3-6

Teacher EXChange ........cccvvciviieiieiieciceieeeee et 3-7

PDS School Office Training Manual Contents o 1



Grade BOOK TranSTer......c...ooivuviiiiiiiiieeeee e 3-7

Transfer From Grade BOOK .........ccccoiiiiieiiniiniciceeeeee e 3-9
Student Processes 3-10
HEAIth .. 3-11

Change Talents and Change MiniStries .........cceeververerecieeeereeneeneeeeesnenenes 3-11

CRange LEettersS. ....eeiuieiieieeieiieeie ettt ettt ettt eneesneas 3-12
ACIVE/TNACIVE ..ottt 3-12

Quick Add from Shared Data File........c.ccccovevciieniiieniiecieece e 3-13

QUICK DICIEL.....ccueieeiiieiie ettt sae et e saaeennee s 3-14

Delete Family Member Remarks...........cccoocoiiiiiiiiiiiiiiceececeeee 3-14

Delete Permanent RECOTdS .........coveriiiiiniinieiiiiieeeieceeeeee e 3-14

Move Family Member Information.............ccccoecveeienieniieciinienieseee e, 3-15

Family Processes 3-16
Kenedy Directory Information ..............cceeceevieriieniieciieiesieceeee e 3-17
Compare Data with Mailing LiSt...........ccooceriierienieiieieeieeeeee e 3-23

Reorder ID NUMDETS ......coeeuieiiiiiiniinieniereeieetetetetere et 3-24
Activate/ Inactivate Families ..........ccoooevieiieiiiiiiceeeeeeeee e, 3-25
Remove FAamilies ......cccuoeuiiiiiiiieeee e 3-25

Delete Family Remarks ..........ccoooiviiiieiiiieeeeeeeeeee e 3-26

Move Family Information ...........cccccooieiiiiiniiniiniececeececeee e, 3-26

Change Letters, Visits, Calls, EtC. .......ccoceevirieieiiiiii e, 3-26

Tuition & Fees Processes 3-27
Move Fund ENtries ......cccoeoeierininiiiineieeeeseee e 3-28

Delete BatCh .......oouiiiiiiiiieeieeeee s 3-28

New Year FUNd SETUD ...ccvevveiiiiieciieieeie ettt 3-29

Carry Forward Balances ...........cccvevervierieiienieiieie et 3-30
POCKetLUNCh®.......ccuiiiiiiiiiiiieiitcrece e 3-31

System Processes 3-32
Change Area COAS ......eeureieiieiieriieie ettt 3-33

Change Case of All Information............ccoeceeeerienieiieeeeeeseee e 3-33

CRANZE NAIMES.......eetieieeieeite ettt ee et e st et ettt eneesseesee e seeteenaeeneesneas 3-33
Sacramental Registers 3-34
Preparing to Use Sacramental RegiSter ..........cooceeveeiieiiinienieniencccceee, 3-34
Creating Sacrament REGIStErS........cvvvviiiirierieriieii et ese e 3-35
Combine Families and Combine Members 3-36
ATLET Data IMEIZEC...c.vvivieeiieeieiiecitesieete et et ettt ste b eeveesaeseaesseeseesseesaeseeas 3-36

Sharing Data with Church Office .........ccccevievieiiriecieceeee e 3-36
Converting from School for DOS............ccceviriiiieiieeeeee e 3-36
Combine Families........cccceveeieiiniiiiinininiieecece et 3-36
COombINE MEMDETS .......eeeiiieiiieiiieieeie ettt 3-39
Exercises 3-40
Questions 3-40
42 REPOTTSaaueeicssericssrnicssrncssssnessnncsssnecssssscsssssssssesssssesssssesssssssssssssssssssssssssssasssnss 4-1
Overview 4-1
Select REPOIt SCICEM........ccuieiieiieiieieeiieteee ettt eee e e e eneeas 4-3

RepOrt OVEIVIEW SCICEM........eevieeieiieiieiieieeieeitesteeieeaeeee e seeesseesaeeseeneenns 4-5

SEIECt PIINLOT ..ottt 4-6

The Layout SCIEEM.....c.eeiuieieiieriieeieeit ettt ettt ee 4-7

T4 (<P SSR 4-7

TeXt OF @ LOtEOT ..cueeeiieiieieee et 4-8
Indenting FIelds ........coieuieieieieiee e 4-9

Printing Fields That Don’t Match the Report Type.......ccceoevieeneenencneenne. 4-13
Multiple LangUaZES .......ccceeverierieeieiieiieseesie et ere e eeeessaesreeseesseessessnesneas 4-15

Select Funds to Print.........ccooeriierininiiiiieeeeeeeeeeee e 4-17

2 ¢ Contents PDS School Office Training Manual



Y= (107 5 o 1 T TR 4-18

Family or Individual Selections..........c.ccvevvieierierieniieieeieeieseeseeae e 4-19
Additional SEIECtiONS. ......cc.eveeuiiieniiiiririerereetee ettt 4-20
Condition LINES ....cccuevieriiririniriiieieteereesc ettt 4-21
Selection EXAmPIES ......c.ccveviieriieiieieeieceie et 4-22
Comparing Selection ADIlItIESs. ......c.eeovereirierieiee e 4-23

ReEPOIt PIEVIEW ...ttt 4-24

PLINE ottt sttt ettt aeeas 4-25

Print t0 File...o.ooiieieeeeee s 4-25

Sending Letters by EmMail ........cccocoiiiiiiiiiiiiecee e 4-26
Log@ING LEEETS ....eetieniieiieiieeiieie ettt 4-28

CUSTOM REPOTLS ..ottt ettt 4-28
Reordering User Defined RepOItS ........ccvevvevieriieiiiieiieneeie e 4-29

Modify the List of Fields to Print..........cccccovviveiinieiieieiecieeeeee e, 4-31

Label LaYOUL......cctieiieiieieeie ettt ettt enneenaesneas 4-32
ENvelope LayOuLt........cccverieriiiiiieieciesteie ettt 4-33
Defining @ FOIM ....oc.ooiuiiiiiie e 4-35
EXPOrting Data .........ooouieiiiieiieeee e 4-36
Questions 4-37
5: Additional FEAtUIes .....ccciiiceiiiicnrsanerieieccsssscsssnsssseeccsssssssnsssssssccssssssssassssssssns 51
Program Information 5-1
Screen INfOrmation ........c..coeveveriiceiiniee e 5-1

General INformation ..........cccuevererinininiiieceee e 5-2

View Log of USEr ACHVITY «oveevieeeeieiiesiiesieeie ettt 5-3

List of Users Currently in Program ...........cccoeeeiirieiiinienieceeeeeeeee 5-4

Using the Keyboard 5-5
INAVIZALION ...ttt sttt ettt et eae e s e b enaeas 5-5
Keyboard SHOTECULS .........oouiiiiiitiieeieeeee e 5-5

Undo, Cut, Copy, & Paste 5-6
Spell Check 5-6
Insert Symbol 5-6
Special Tools You Can Use Anywhere 5-7
Yearat a Glance (Ctrl £ Y) coooeoiorieieeeeeeeeee et 5-7
Calculator (CHrl + K) oo 5-8

Print Screen (CHrl + P) c.veeeeiiceeee et 5-9

Users and Passwords 5-11
A USCI ..ttt 5-12

COpPY EXIStING USET ..c.eveeiiiieiiiieiiecie et 5-12

Access and Privileges ........ooeririiiiieieieiee e 5-13
Individual Fund ACCESS ........eeerieuieieieie e 5-13

USET PIeferenCes. ... .coueiuiiuiiiiiieiieieiee et 5-14

Set Security Method .......cceeevieiiiiiiieiee e 5-14

Setup Options 5-15
ID/NUMDBET OPLONS .....veeiveiieieieeiiesieeie et eee et e seeesieesee e esaeseaeseeesseeseensesnnes 5-15

TNEtHAL SETUP ettt ettt enees 5-15
Program NamE........c.covviiiiiiiiiiiiieeeceee et 5-17
Sacrament Place Names and Addresses .........ccoecveveereereeneniienieneeeeeee 5-17
Sacrament Tab NameS.........ccoeceriiiiirieieeee e 5-18

Title DefINitioNns ....cc.eeoueeiiiieiiee ettt 5-18

Unit Name Definitions .........cccceeoiiieiieniiniiiiieeceeeeee e 5-19

E-Mail SCTUP. ...viivieiiieiiieieeeieecte ettt ettt ae et beeaeenbeennas 5-19

Batch Number and Tax LIimits ........ccoocevirieieieienesese e 5-20
Electronic Fund Transfer Setup........cccoeevvviivienienieiieieeieceeseeeeie e 5-20

Backup and Restore 5-22

PDS School Office Training Manual Contents ¢ 3



BacKUp CONCEPLS ...ouvveiieiiiiiieiiesieeie et eeesee st eteeaeseseseeesseeseesseessessaesseensens 5-22

Backup Cutrent Data..........ccoccvevieriieriieie et 5-23

Restore Data from a Prior Backup.........ccecvvviieienieniieieiecieeeeee e 5-23

Setup Automatic Backup Options ..........ccceeeevieeviiecienieiieneee e 5-25

Move Data to Another COMPULET .........ccvevierieerieeieiiesieie e 5-25
Schedule Automatic Backups.........coveiieiieiiieieiieiiecee e 5-26

Test, Fix and Rescue 5-27
TSt PrOZIAIMN ...ttt et 5-27

FIX UIEY ©eonteeee et 5-27

RESCUE Program.........cccceouiiiiiiiiiiieiie e e 5-28

Erase Data......cc.oooieiiiiiiieeie e e 5-29

Disable Passwords..........cooceierierienininirieieeee e 5-29
Exercises 5-30
Questions 5-30
6: CASS Certification and PDS EZ-Mail.......cc.ccccevercrcnicssneicssnncsssarcssancsnns 6-1
Overview of Bulk Mail 6-1
Understanding Bulk Mail ..........cccoiiiiiiiiiieeeeeeee e 6-1

First Class Mail .....cc.eiuiiuiiieieieriecses et 6-1
Standard Class Mail.......c..coccviiiiienieiieeesee e 6-1

Bulk Mail REQUITEMENLS........cceeviieiieiieiieieetieieesieeieeveeneseeseeesseesseesnessnens 6-2

Getting Data Ready for Certification 6-3
Bundling, Traying, and Bringing to Post Office.........cccccceveninininincnennne 6-3

CASS 6-4
CASSIt! CertifiCation .......cecueeeeeieriiesieeie ettt 6-4

Testing Addresses for ErTors .........oovovieiieiieieeiecieseeeee e 6-5
EZ-Mail 6-6
Potential Savings Using EZ-Mail.........c.ccccoiiiiniiiiiiiiiiieeeeee e 6-6

Step 1: Mailing SpecifiCations.........c.eeeeruieneerierieiie et 6-7
Exercise 6-9
Step 2: Build the EZ-Mail LiSt ........ccccvevieiiieiieieeiesiesieeie e 6-10

Step 3: Print the Qualification Report ..........cccvevevierienieiieie e 6-14

Print the Tray Labels ......c.cccceivierieiieiiee e 6-15

Step 5: Print the Postage Statements ..........cccecveevereerieneenenie e 6-16

Step 6: How to Print the Mailing...........ccceeveviieciinienieneee e 6-18

Step 7: Packaging, Traying and Mailing ..........ccccoeeeviiiienienienceecee 6-20

Post Office INformation...........cccceeveeiieiieiieeeeeeeee e 6-22
Meeting the USPS Move Update Requirements 6-24
Address Change SerVICe........couerereriririeiieieiee ettt 6-24
NCOA ™ et 6-25
FASTIOTWAT ...ttt 6-26
Ancillary Service ENndorsements ...........ccccceevveriieniieienienienieeieeveeee e 6-26
Exercise 6-27
Questions 6-27
R ;Y 1111 1) {0 7-1
The Family Screen 7-1
ID NUIMDET ...ttt ettt et st 7-2

Family Name ......c.cooiiiiiiiiiiieeeeee e 7-3

ALSO VISIDIE TNttt 7-4
Active/Inactive vS. DEIEte .......coeviriiiiieieieieesceece e 7-4

Primary Information ...........cccccvevieriieriieiieieseeeee et 7-5

Other AdAIESSES ....c.veviriirieriieiieieierestese ettt ettt s 7-6

IMAD BULLONS ..ottt ettt s 7-7

4 ¢ Contents

PDS School Office Training Manual



ZIP COUS ettt ettt sttt ettt ettt et e b e e b e esbeesaesaaesaeesseesseenseeseens 7-7

Family RECAP.....ccuiviiiiiiiecieciee ettt s 7-8

Letters, VISItS, BIC. .cvoiiiiiiiiiiiee e 7-9
NAVIGALION ...ttt sttt ettt e et enseenaessaenseesseensennnes 7-10

TASKS ..ot ennes 7-11
Individual Letter, Label........cooooueviiiiiiiiiieieeeeeeeeeee e 7-12
Keyboard ShOrtCuts ........c.eeiiiieiieeee e 7-13
Exercise 7-13
Parents & Guardians 7-14
StALUS ICOMS....ooiiiiiieiiiie e e e et e e e e eaaaes 7-14

Parent/ Guardian NAINIE ........cc.ooovuiiiiiiiieieeeee et e 7-15
Active/INactive VS. DEIELE ....cuvviiieiiiiiceieeeeee e 7-15

oS oY) o | RO UR 7-16
Phones/EMails/Addr..........oooooviiiieeeeeeeeeeeeee e 7-17
MINIStHES / TALENES ...oeeiieeeieeeeeee et 7-18

Family RECAP.....ccvveiieiieieciecieeee ettt 7-19
VOIUNTEET ATCAS....coiiiiiiieeeieeieee et ee ettt e e e e e e et e e e e e e eeenaaaeeeeesseennnnees 7-19

Safe ENVIFONMENT .........ooviiiiiiiiiiiiiiieeeee et e e e e e e e ennaes 7-20

Letters, VISits, EIC. ...ooiiiiiiiieee e 7-20
NAVIZALION ...ttt ettt 7-21

TASKS ettt ettt ettt e et e et s et e e et e e e et e e et eeeenaes 7-22

OtNET TaASKS...evvieiiiii e eeearaeee s 7-23
Deceased MEMDETS........c.ueiiieiiiiieeie et 7-23
Exercise 7-23
Questions 7-24
8 STUAENLES «.ceeeeeeeeeieeeeeeeeereeeeeeereeeseeeseeesesesesesesesesesesesesesssesesesssesssesssssssesesssasasan 8-1
The Student Screen 8-1
SEATUS ICOMS. ...iiiiiiiiiiiiie et e et e e e e e eeaes 8-1

StUAENT NAINE ...t e e e e et e e e e e eenes 8-2
Active/INactive VS. DEIETE ....cvvviiieeiiiiciiie e 8-2

Yo s e Y] BB 65 2 TR 8-3

oSS ST} o | SRR 8-4
SCREAULE ... e e e e e e 8-5

(€ 1o (<R 8-6
ATENAANCE ...t e et e e et e e e e e seenaaaes 8-7
PhoneS/EMailS/Addr.........ooooiiiiiiiiiieieeeeeeeeee ettt 8-9
DISCIPIING ..ttt ettt e ene 8-9

BUS INTO .o 8-10

)5 (221 Lo TR RURR 8-10
Permanent RECOTA ........ooouviiiiieiiiiieeiee et 8-12
SACTAMENES. .....ceiiiiiiriieeeeeeeieee e eeeer e e eeeer e e e e eeeeetaeeeeeeeeesiarereeeeeeeenannes 8-13
CTtIICALES. ..o ettt e e e e e e e e eeaaees 8-16
MINISEHES / TALENES c..vvveiieiieeeeeeee et 8-17

Family RECAP.....ccuveiieiieiieciecieeee ettt 8-18
CONLACES ...ttt e et e e e e e taa e e e e e e e eeataaeeeeeeeeenannreeeeas 8-19

Safe ENVIFONMENT ..........oooiiiiiiieieie et eneee s 8-20

Letters, BLC...ooooneiiieeeeeee e e 8-20
NAVIGALION ...ttt ettt et e b e eneeeneas 8-21

TASKS. .ttt e e e e e et e e e e e e e aaees 8-22

OthET TASKS. . evviiiiieiieeeeeee e e e 8-23
Deceased STUAENTS .......vvvvviiiiiiieeeeeeee e 8-24
Exercises 8-24
Questions 8-25

PDS School Office Training Manual Contents ¢ 5



L I T T 1 1) 9-1

The Teacher Screen 9-1
SEATUS ICOMS. ..oiiiiiiiiiiiiie e e e et e e e e s eeaas 9-1

TeAChEr NAME......ooiiiiiiiiceiiee ettt eeaae e e eeaaees 9-2
Active/INactive VS. DEIELE .....cooouvviiiiiiiieeeeeee e 9-2

General INfOrmation ........c...oooouviiieiiiiieeiee et 9-3

oS oY) 4 | SRR 9-4
Phones/EMails/Addr..........ooovoeiiiieiieeeeeeeeee e 9-5
EMPIOYMENL ...ttt b e ene e 9-5
SCREAULE ... e e e e e eaeeeeens 9-6

FUMther Ed. ... 9-6
CredentialS......oeeeeiiiiiieiiiieee et e e e e 9-7
EAUCALION ...t e e e e e e e e enaeaeeee s 9-7
ATENAANCE ...t e e e e e et e e e e e s naaaaes 9-8
MINISEEES / TALENES ..eveeiiieiieieeie ettt eaaeeas 9-8

Family RECAP.....coiiiiiieiiieee e e 9-9
COMNTACTS ..ottt e e e e et e e e e e e et ar e e e e e eeenaaaareeeeeessnnsrareeeeeas 9-9

Safe ENVIFONMENT ......cc..oiiiiiiiiiiiie e eeaaee s 9-10

Letters, VISIES, EIC. cuvviiiiiiiiieiie e 9-10
INAVIZALION ...evivievieiieieeie et et e steeae e e s eesteesseeseesseessesssessaesseensaessesssennnas 9-11

TASKS ..ot e e ennes 9-12

OMhEr TaSKS. ....cvveeeeeeee e 9-13
Deceased TeAChET ..........uviiiiiiieeeeeeeeeeeeeee e 9-13
Exercises 9-14
Questions 9-14
10: ClaSS SCREAUIES ......eeerreeeuuniiieeeeeeeenneeseceeceeeeeessessessssscssessssssssssssessssssssssses 10-1
The Class Schedules Screen 10-1
Class INFOrMALION .........coovieieeeeie et 10-2

Class SCREAUIE........c..vieieeeie e 10-3
Subjects and SKillS........coeoiiiiriiieeeeee e 10-4
NAVIGALION ...ttt ettt et enee s 10-5

TASKS. .ttt e e e e e e e e e nararees 10-6

Check fOr OVETIaPS....cccvieiieeeie ettt e st sebe e sae s 10-6

PrInt LISt ..ot e e e e e aaaaeee s 10-7

Print SCHEAUIE........cooiiiieiiieee e eanees 10-7

CopY EXIStING ClaSS ..ouvieuvieeiiiieiiiesieeie ettt sie et ese e 10-8
Exercise 10-8
Questions 10-9
11: KEYWOIdS c.cuuereesruricssnresssancsssnncssnnsssssnsssssssssssssssssssssasssssssssssssssssssssssssssnass 11-1
Keyword Maintenance. ............cecveuerirereeieieieiesesie st see e 11-1
Keyword Commands ...........coeeeeiereneneiieceee e 11-4

Delete KeYWOTAS ..oc.vieiieiieieieiiieieeie ettt ste e eseesaeesaesneas 11-4
Combine KEYWOIdS .......ccvevieiiirieieeiieie ettt sie e esse e seneseees 11-5
KEYWOTA LISTS ..veuveeiieiieiiieie ettt ettt ettt et sea et eseessesnaeseeas 11-6

USEr KEYWOIAS ...ttt ettt esseeneens 11-24
Exercises 11-25
Questions 11-25
12: Listing Screens and Easy Lists S 2 |
Listing Screens 12-1
Using the LiStiNg SCIEEMN ......c.cccvieriieiiiieiieiiesieeie e eeesreesreesseeseesnesseenseens 12-1

6 e Contents PDS School Office Training Manual



CUSLOMUIZE VIEW .ottt ee e e e s eeaaeeeeenans 12-2

Easy Lists 12-5

ChooSe the LiSt.....cccviieiiiiiiiiceiieeee et e 12-5
Exercises 12-7
Questions 12-7

13 ADISWET Suueeeeeeeeneeeeereccsereeesssssssscosessasssssssssssssssnssssssssssssssssansssssssssssssasassessssse 1 3=1

Chapter 1: Funds 13-1
EX@ICISES. ..cnteutenietieterte ettt sttt ettt s b e eae 13-1
QUESTIONS ..ttt et etre et et e et e e e v e e eteeeetreeetaeeeteeeetseetreeeaaeetseenaseeseean 13-4

Chapter 2: Quick Posting Processes 13-5
EX@ICISES...uteutintetieterteet ettt ettt et 13-5
QUESTIONS ...eevevieiteeeiieeete ettt e et e ettt esbe e treestbeeaseessseesaeessseensaeensseensseensseenseeas 13-6

Chapter 3: Processes 13-7
EX@ICISES ettt ettt ettt ettt ettt e neeaeeae s 13-7
QUESLIONS ..eevvvieeerieeiieeeieeeteeete ettt e seteestreessbeeteeessseesaeesseenseeensseenseeesneenseean 13-8

Chapter 4: Reports 13-9
QUESTIONS ..veevevieeerieeiiie et ettt e ete ettt e sreesteeestbeeseseessseesaeesseenseeensseenseeesseenseean 13-9

Chapter 5: Additional Features 13-10
EX@ICISES. ..ttt ettt sttt ettt ebe e 13-10
QUESTIONS ...ttt ettt ettt et ettt et e eete e eetaeeeteeeeteeeteeeeteeeateeetaeenreeereeenns 13-10

Chapter 6: PDS EZ-Mail 13-11
EX@ICISES. ..cuteuteniiiiterie ettt sttt ettt 13-11
QUESTIONS ...eevetieereeireeeiie ettt e et e ettt e etteeteeeeteeeteeesteeeteseseeenreeensaeeareeensaeennes 13-11

Chapter 7: Family Info 13-12
EX@ICISES .. entetietiete ettt ettt ettt ettt ae e e e e 13-12
QUESTIONS ...eenetieeeteeitieeite ettt e et e ettt e taeeta e e teeetaeetaeestaeaseeesseeensaeensesanseeenses 13-12

Chapter 8: Students 13-13
EXOICISES ..ttt ettt st 13-13
[0 18 TTS] 107 3T USSR 13-14

Chapter 9: Teachers 13-15
EX@ICISES. ..cnteutentetiteett ettt bbbttt 13-15
QUESTIONS ...eevetieereeireeeiie ettt e et e ettt e etteeteeeeteeeteeesteeeteseseeenreeensaeeareeensaeennes 13-15

Chapter 10: Class Schedules 13-16
EXEICISE ..ttt sttt sttt 13-16
QUESTIONS ...eevetieeereeitieeite ettt e et e ettt eseteetae e taeetaeetaeesteeeseeesseeensaesaseeenseennses 13-16

Chapter 11: Keywords 13-17
EX@ICISES .. entetieteete ettt ettt ettt ettt et e ee e e ne e 13-17
QUESLIONS ..eeevieeereeeiteeeite ettt e ste ettt estteeteeeseaeetaeesaeeenteeeseesnseeenseeenseesnseennses 13-18

Chapter 12: View Listings and Easy Lists 13-19
EX@ICISES ..ttt sttt e st 13-19
QUESTIONS ...ttt ettt ettt ettt ettt e eete e e et e eeteeeeteeeteeeetaeeteeeseeenreeereeenns 13-19

14: APPENAIX cuurerriirisrnrrecisssnnnccssssnsnesssssssssssssssssssssssssessssssssssssssssssssssssssssssssasss 14-1

Predefined Fund Setups 14-1
Church ContribUtIONS ..........cccueeeciieeiieeiieeiee e e e eereeereeeveesreesereesseesaneas 14-1
Church Contributions with Extra Contributions............cccceeeeeeerieneneneneenne. 14-1
SEEWALASNIP ...veevieiieeiece et e 14-1
FOIMAtION ..c.eiuiieiieiieieeee et 14-2
SChOOL TUILION ...ttt 14-3
PLedZe DITVES ...ooviiiieiiieiecie ettt ettt ettt eseaesraessaeseenseennas 14-4
EXtra ContribUtIONS ........ceceeierieriinieninienieeiceteee et 14-4

Keyboard Shortcuts 14-5

Status Icons 14-6

PDS School Office Training Manual

Contents ¢ 7



8 e Contents PDS School Office Training Manual





