Getting Started Guide for Membership Plus Version 11

License to Use

Licensor agrees to supply certain documentation and those computer program(s)/software specified on the ORDER form, and incorporated
herein by this reference, for purchaser's sole use in consideration of the price specified on the said order form. Product(s) is/are understood to
be that/those described in promotional material received from the licensor, ACS Technologies Group, Inc. (ACS)

Term & Title
The term of the license granted herein is perpetual.

Purchaser hereby acknowledges that the computer program(s)/software, including without limitation, the design thereof, documentation and
other information relating thereto are trade secrets and continue to be proprietary to the licensor. Purchaser agrees not to take any actions,
which might encumber or expose the computer program(s)/software to any claims, transfers, conversion or other forms of encumbrance.

Grant of License

Licensor hereby grants a nontransferable, nonexclusive license to use the computer program(s)/software in accordance with the terms of the
agreement. If any terms herein contained are breached, licensor may terminate this agreement, recover possession of the computer
program(s)/software and collect all amounts due hereunder. Said use is restricted to a single address of purchaser, as stated above, and use at
any other site must be authorized by another agreement or amendment to this one. Unauthorized use of any computer program(s)/software,
documentation or trade secrets will automatically obligate purchaser to pay the established license fee for each such usage. If unauthorized
use is intentional and performed by Purchaser, its agents, employees or members an added penalty of three times the applicable license
amount shall be due in addition to other equitable relief or injunctive action allowed by law.

Product Definition

The terms "product” and "computer program(s)/software" shall include all programs and associated or related documentation provided by
licensor to purchaser, including by way of illustration but not by limitation, tapes, cassettes, diskettes, manuscripts, CDs, user guides,
explanatory material, demonstration material and all enhancements, improvements or modifications thereof.

Payment

Purchaser agrees to pay all fees set forth on the order form, denoted "Total Order." Said

"Total Order" is understood NOT to include taxes unless otherwise indicated on the Order Form. Purchaser agrees to pay all federal, state and
local sales, use, property, excise, or other taxes imposed on or with respect to the purchase of the product, either with initial payment, or upon
receipt of an invoice for the same. Upon acceptance of this agreement by licensor, all computer program(s)/software will be shipped FOB
Florence, SC to purchaser. Notwithstanding, in the event said computer program(s)/software are returned to licensor in accordance with
Paragraph 10 hereof, any such return does not reduce, eliminate or obviate covenants contained in this agreement nor cancel this agreement.
Additionally, all costs of freight, transfers, insurance, duties or other expenses incurred in the transportation and shipment of the computer
program(s)/software, shall be borne by purchaser as well as any costs for installation and/or training received as billable.

Delivery

Licensor covenants that computer program(s)/software will be delivered within a reasonable period of time from date of order. Typical delivery
is within two weeks of Licensor's receipt of the order. Delivery date commitments on special order items are subject to unavoidable delays.

Non-Disclosure

Purchaser hereby recognizes the licensor's proprietary interest in the computer program(s)/software, related trade secrets, methods of
expression, processes and in all materials in whole or in part associated with this agreement. Purchaser agrees not to communicate during the
term of this agreement or at any time thereafter, any information relating to the secrets which purchaser might from time to time acquire
pertaining to the business of licensor, unless authorized in writing by licensor. In the event of a violation of this covenant, purchaser shall be
subject to the provisions as stated in Paragraph 8.

Breach and Termination
In the event of breach of agreement by Purchaser, Purchaser shall:

Immediately cease to have any rights to the use of computer program(s)/software; Return all copies of computer program(s)/software and verify
by written affidavit that all copies of computer program(s)/software for which purchaser is responsible have been returned; Reimburse licensor
for all costs incurred because of breach of this agreement, and be subject to such damages as may be allowed by the law, including the costs
of enforcing the terms of this agreement, and punitive damages, if applicable; Reimburse licensor for all profits lost as a result of the
unauthorized distribution of said computer Program(s)/software, if such has occurred. Licensor may terminate this agreement and the license in
whole or in part if the purchaser shall breach or fail to perform any obligation or condition of the license agreement.



Warranties/Limitation of Liability

Licensor warrants the computer program(s)/software to operate as specified in the documentation and promotional material. The foregoing
warranties are in lieu of all other warranties expressed or implied, including without limitation, the implied warranties of merchantability and
fitness for a particular purpose. Under no circumstances shall licensor be responsible for consequential damages, lost profits, or other special
damages, even if licensor has been advised of the likelihood of same.

Acceptance Tests

Purchaser shall have thirty (30) days from receipt of the program(s)/software to perform acceptance tests. If in the Purchaser's sole discretion,
program(s)/software fail(s) to pass such acceptance tests, purchaser shall promptly (but in no event later than the expiration of such 30 days),
report such failure to ACS in writing. In such event, purchaser shall either:

Continue to use the program(s)/software under the terms and conditions of this agreement, Return to ACS within five (5) business days
following expiration of said 30 day test period, the original and all copies of the program(s)/software together with all components thereof, all
operating manuals and other related materials, and all notes concerning and reproductions of and relating to such items in accordance with
Paragraph 5 of this agreement. If option B above is justifiably exercised, a full refund of all license fees received by licensor shall be
immediately mailed to Purchaser.

NOTE: Licensor shall not be held responsible for refunding any amount paid by Purchaser, which shall have been retained by a dealer of the
products, which was not therefore received by Licensor. If a reseller sells the products to Purchaser, Purchaser shall, if desired, procure equal
protection of amounts paid but not retained by Licensor directly from the reseller.

Warranty of Title

Licensor warrants that it holds title to and/or copyrights to all software sold and delivered pursuant to this agreement, and that it conveys good
title for all software sold. Licensor represents that title to certain programs in the software is held by other entities, the developers of said
software. With respect to these programs, licensor warrants that it holds a valid license from said entities to relicense the use of said software,
and to make all representations and warranties provided in this agreement with respect to said software.

Miscellaneous

This agreement is made in, governed by, and the performance thereof shall be construed in accordance with the laws of the State of South
Carolina. Severability. If any provision of this agreement shall be held invalid, illegal, or unenforceable, the validity, legality, and enforceability of
the remaining provisions shall in no way be affected or impaired thereby. Merger of Integration. Purchaser represents to have read this
agreement and is in agreement with all of the terms and conditions herein. Purchaser agrees to be bound by the terms hereof and also agrees
that this is the complete and exclusive statement of contract between purchaser and licensor, and that no verbal or other written communication
supersedes or modifies this agreement. Disputes. In no event shall licensor's liability rising out of or based upon this agreement, regardless of
the form in which any legal or equitable action may be brought, including without limitation, any action in tort or contract, exceed the license fee
paid by purchaser to licensor. Any such action or proceeding shall be brought in a federal or state court of competent jurisdiction in the State of
South Carolina, and in no other jurisdiction.

Licensor:

ACS Technologies Group, Inc.
Post Office Box 202010
Florence, SC 29502-2010
1-800-736-7425
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Installation Instructions

Single User Install

In order to install and operate Membership PLUS successfully, your computer system must
meet the following minimum requirements.

Single System Requirements
e Windows XP or Vista
e CD-ROM or DVD drive
e Pentium IV or greater
e 256 MB of RAM or greater
e 1 GB hard drive space
e 600 x 800 monitor display. 64K color or greater

Installation Instructions

First, start Wi ndows, if it isné6t already running
open, including screen savers, and disable antivirus programs. This will make the
setup process go more smoothly and quickly.

Note: if you intend to use Membership PLUS over a network, be sure to read the next
section for network install.

1. Place the CD in your CD drive. The setup program launches automatically. If the
setup fails to start after a few moments, follow these instructions.

2. Click the Start button and choose Run.

3. Type X:\deluxeinstall.exe (Deluxe edition) or X:\standardinstall.exe (Standard
edition) in the Run dialog box, where X is your CD-ROM drive letter. Then click
OK.

Once started, you will see the Membership PLUS Version 11 Installation Screen. This
screen provides you the opportunity to install Membership PLUS Version 11, access
the Getting Started Guide on line, register your product and download the Adobe
Reader for viewing Membership PLUS electronic documentation. After selecting to
Install Membership PLUS Version 11, read the License Agreement terms and proceed
with the instructions on the screen. During the installation, y o u 6 prémptecdeto
select which locations you wish to install the program. Your choices will vary,
depending upon computer/network environment but it is recommended that you
accept the default installation settings.

Setup Instructions

When all program files have been installed, you can view a README file that contains
troubleshooting or other information not available when the other documentation was
completed. (To view the README file at a later time, choose the appropriate icon in
the program group where Membership PLUS was installed.)



Network Install

Whether you are a single organization with just a few computers or a large
organization with LANs, WANs, and multiple sites, Membership PLUS is capable of
providing the same powerful functionality throughout your network.

Network Server Requirements

e Windows Server 2000/2003/peer to peer with shared drive
e Pentium IV or greater

e 256 MB of RAM or greater

e 1 GB hard drive space

Using Membership PLUS on a Network

Membership PLUS allows multiple users to connect to the same database files via a
network. For this multi-user capability, you will need to contact Membership PLUS
Customer Service at 1-866-539-6391 to acquire a Multi User License and register as
a network user. To set up Membership PLUS for use on a network, the following
configuration is required.

e A central copy of the database(s) for the entire organization is stored
on the network file server.

e Membership PLUS is installed on each client PC work station that
needs to access the central database(s). Note: See Installation
Instructions in the Single User Install section above.

¢ Individual users on client PCs connect to the central database(s)
simply by selecting to open it at program startup.

of

i n
same vers

l'tés very important Menmbarship PLUS is installed oneach s
computer running the program. The term

and minor revisions.
Note: After paying an additional fee, the Membership PLUS license statement allows

the program to be installed on as many computers as your multi-user license allows
when all are accessing the same database over a network.

0
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Product Registration

If you purchased Membership PLUS directly from Membership PLUS/ACS

Technologies, Inc., you are automatically a registered customer. If you purchased this

product from a retail store, visit us at www.memplushome.com/register. We 6| | mak e

sure youbdbre registered which provides you with al|

Registration entitles you to the following benefits:
¢ Notification of program revisions and upgrades.

e Announcements of other new products from Membership PLUS/ACS
Technologies, Inc.

e Opportunity to enroll in the Membership PLUS Support PLUS
program which offers a toll free support phone number and unlimited
technical support.



Converting Data from Previous Versions

This section provides step-by-step instructions for converting data from versions 8.x, 7.x and
6.x of the program to Membership PLUS Version 11. The conversion process applies to
individual data sets; each previous version data set must be converted separately.

Membership PLUS makes no attempt to correct corrupted data during the conversion process.

I f you have errors in your data in yerarsincurrent ver si
Version 11. If you have not performed data maintenance on a regular basis, you should use

the diagnostic tools available in your current version of the program to check, verify, and repair

any problems that may exist before converting your data to Version 11. Make a backup prior

to performing these diagnostics; when youbre satisfie
another backup before proceeding with the conversion.

Membership PLUS 2005 version 9.x and Membership PLUS 2007 version 10.x does not
require a data conversion.

Data conversion is required for Membership PLUS versions 6.x, 7.x, and 8.x and can be
performed locally by the user.

Membership PLUS versions 5.x and earlier require a data conversion that must be
performed by Membership PLUS Data Services. Please contact Membership PLUS Customer
Service at 1-866-539-6391 for information about converting your data to Membership PLUS
Version 11.

Conversion Process

The most important thing you should do before you convert your Membership PLUS
data for use in Version 11 is create a backup copy of your data sets. The backup copy
serves as a safeguard if any problem occurs during the data conversion process.

To begin the conversion process:

1. Start Membership PLUS

2. From the Welcome Screen, select the data set under the Previous
version you want to convert. I f ités not |iste
and use the directory selector to locate the data set you wish to convert.

3. Click the Continue button.

A conversion process log will appear on the screen as the Membership PLUS Version 11 conversion
utility converts your data. If there are no problems with the conversion, the message

6Conver si on Wiluappea apsrfcanipi@tion.

1 The time necessary to convert your data depends on the size of your data set; please
- DO NOT CANCEL THE CONVERSION PROCESS as it may cause data damage.

Once data has been converted by Membership PLUS Version 11, you may not use that data with any
prior version of Membership PLUS. If you think that you might want or need to return to a previous
version temporarily, be sure to make a backup copy before you open the data set with Version 11.




Converting from another Church management system or software

fyoubve been using another church management syst e
the data from that product and import it into a Membership PLUS data set. Because of

the differences between various programs, you will find that Membership PLUS keeps

track of either more or less information than you have available in your prior program.

This may require you to edit the data you want to import before you bring it into

Membership PLUS. For example, you may have to edit the export file manually to

create blank fields where Membership PLUS expects information not provided by your

prior program. In some cases, you might decide that it is easier simply to re-enter the

data into your new Membership PLUS data set than to try to automate the process.

Membership PLUS imports data for members (names, addresses, contacts, and dates),
as well as groups and group membership. It does not import any meeting, attendance, or
financial information. For that reason, it may be best to start fresh with the beginning of
the calendar or fiscal year and retain your old program for historical information. You can
go back and enter historical information into Membership PLUS as you find time.

Data Conversion Services are available to convert your data from a
different program. Contact Membership PLUS Customer Service at

1-866-539-6391 for information and pricing.



Before You Begin

Background and Planning

It is very important that you take the time to study the module definitions and concepts

presented in this guide. Understanding what Membership PLUS means when various

terms are presented will give you a head start and allow you to make progress right

away when you start using the program. Thinking about your church or
needs and planning will enhance your efficiency and the accuracy of your data.

Analyzing Your Organization and Gathering Data

Membership PLUS can manage a virtually unlimited amount of data about your
members. Before you get started using the program, it would be to your advantage to
think about the types of information that your organization currently tracks or would
like to track.

Do you want to keep track of information about individual members and their families,

individuals only, or families only? That decision affects the other data you will want to

collect and have available when you sit down with Membership PLUS. If you only

track families, for example, the marital status o
to your needs but if you track individuals, those details may be necessary as part of

the basic information that should be entered for everyone.

Unless your organization is just getting off the ground, you already have some sort of

system in place for tracking information about yo
software program or a paper-based system, you can use it as a starting point for

deciding what data you want to enter into Membership PLUS.

Getting Started Tips:

1. Review your current system and make a |ist of e\
tracking. Be sure to identify those items for wi
to monitor the data
Analyzeeach it em an domdtleng iyod wantitof continuedngintaining.

Finally, add to the list the information that your organization wants to start
tracking. This could be information for which there was not a good place to record
the data in your previous software, or items that are new to your membership. For
example, if your church or group only recently set up an Internet email account,
you may want to start gathering email addresses from your members so that you
can communicate with them via email instead of regular mail.

Starting to use a new program like Membership PLUS provides a good opportunity to
update records for all of your members. You need an organized procedure to collect
up-to-date information from all your members so that you can enter it into the
program.



One way to do this is to create a fill-in-the-blank member information form. The form
should include space for each individual or family to record the information your
organization wants to track. Distribute copies of the form to all your members and use
them as the basis for entering initial information into the program.

Provide the form, or a modified version of it, to new members as they join your

organization. You may want to redistribute the form to your entire membership

periodically to gain updated information and keep your database current. (In fact, this

is a good idea even if youbve been using previous
years.)

Membership PLUS provides two simple example forms you can use as a starting point
for designing your own form or use the forms as provided. Form 1 is for families and
Form 2 is for individuals. Enter a requested return date and the name of the person
who will be responsible for collecting the forms in the spaces provided. Make copies
and distribute a form to every member in your church or organization.

The forms are located at www.memplushome.com/gettingstarted.
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Entering Data

There are two strategies for manually entering your member information: doing it all at
once, or doing it as you need it.

Entering data all at once (Using most features of Membership PLUS)

If you plan to use all or most of the features of Membership PLUS (reports,
mailing labels, contribution tracking, and recording attendance), it is
recommended to spend the necessary time entering all of your basic member
information first.

Take the time to set up basic financi al i nforn
information about the banks your church uses, information about the

accounts, categories, and/or classes used in your financial accounting

system. Work with the person who does the accounting for your organization

to set up this information in Membership PLUS.

Once all the relevant data has been entered into the program, you can focus
on the details of contribution data entry, attendance tracking or reporting.

Entering data as you need it (Using Contributions primarily)

If your primary use for Membership PLUS is to track contributions, create new
members as needed to enter their contributions.

When you get a check from someone who is not already in the data set,
simply add that individual or family using the name, address, and phone
information from his or her check. If you receive a cash contribution, you will
need to retrieve the information from the individual if it is not provided with the
contribution.

This approach may increase the time it takes t
worth of contributions, butitmay save some time in the end sini
have to enter any information for anyone who is not a contributor. After a few

weeks you can fill in the rest of the informat

family, alternate addresses, employers, and so on. This allows you to get
started immediately with Membership PLUS without a lengthy data entry
period.

You can use this same approach to define new funds. As you receive a
contribution for a fund that is not yet in the data set, simply add the fund.
On c e vy sawedtheenew fund record, you can proceed to enter the
contribution.

11



Practicing with Sample Data

Membership PLUS can keep track of a lot of information that is important to the effective

operations of your church or organization. Much of the data is sensitive datad phone

numbers, social security numbers, contribution data, e t ¢ .impbrtardt that all the data be

entered correctly and as efficiently as possible. The

and the planning youdve idmwmanglwilgoadongwaywtamward of reading t
helping you make effective use of the features of Membership PLUS from the very beginning.

Member ship PLUS provides sample data that you can use
functions. You can see examples of member, group, and financial data and generate sample

reports to see what you can do with each piece of inf
of the kiwWedi oedduseéerl ds and data that can be created
program for a church or other service organization.

If you want to practice enteringdatawi t hout jeopardizing your church or o
you might want to create your own practice data set. Sometimes, using a small subset of your

real data can provide a better indicator than the sample data and allow you to gain a better

picture of how Membership PLUS can meet your churchoror gani zati onbés specific nee

Youodl | recognatzieoyodosrmemgenamrzd nydlwh&l Ir elpmow swhere you
entered the dataand h o w i t &ysu will see the differences between individual members,
individuals linkedatonéeamfhmeby andtimembdrs to decid

member records make the most sense to your church or organization. Practice entering

pledges and contributions so that you can see what information you need at what point in the

data entry process for the most efficient entry. You can do all of thisd and mored in a practice

data set, gaining confidence i neatyreswithoutwomnysmg st andi ng of
about Adamagingd your real dat a.

Information about creating and opening data sets is found in the following section.
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Starting Membership PLUS

To open Membership PLUS Version 11:

1. Click the Start button in the Windows taskbar (normally located in the lower
left corner of your desktop screen).

2. Choose Programs, and then choose the Program Group where you selected
to install Membership PLUS Version 11. The default group is Membership
PLUS.

3. Select Membership PLUS Version 11. .

Membership PLUS will open to the Welcome Screen. The Welcome Screen is

structured to provideagloan gad cikn facrcmeatsi am de Vieart y

start the program.

Each person who will be using the program should be entered as a user in Access
Setup. Setting up users and their program rights will allow the following:

e To identify who modified a particular record.

e To limit access to certain areas of the program for some users, protecting
confidentiality of the data related to your members.

Tip: Access protection is initially disabled. You need to enable their use for the data
set. Only users identified as Administrator can set up access rights. Even if security
and confidentiality are not an issue, it's a good idea to set up at least one
Administrator, to use in case another user locks everyone out of the data set
accidentally
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