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Before You Begin

Before setting up Access ACS, you must configure your .Net and ActiveX controls and sign in as an 
administrator.

Setting Up Your .Net and ActiveX Controls
Before working in Access ACS, you must configure your .Net and ActiveX controls. If your 
browser’s security settings are not properly configured, errors can occur when Access ACS 
tries to download OLE Control Extension (OCX) files. OCX files are necessary for Access 
ACS to function correctly.

To prevent error messages, you must configure your browser’s security settings. The following 
procedure provides instructions for changing security settings for Internet Explorer 7.0 (IE 
7). For other browsers, contact your Internet Service Provider.

To change your IE 7 security settings
1. Open Internet Explorer.
2. In the Tools menu, select Internet Options.
3. Click the Security tab.

4. Click Internet .
5. Click Custom Level.
6. Under .NET Framework-reliant components, select Prompt or Enable.
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7. Under ActiveX controls and plug-ins, select Prompt or Enable.
8. Click OK.

Note

If you select Prompt, a confirmation dialog box displays before any .Net or ActiveX files 
are downloaded.

Signing In to Access ACS
You can sign in to Access ACS at any time at http://my.accessacs.com. You must know 
your organization’s site number. Access ACS also provides a URL that is specific to your 
organization on the Member Login page. 

To sign in to Access ACS
1. Go to http://my.accessacs.com.
2. Enter your organization’s Site Number.
3. In the User Name and Password fields, type admin.
4. Click Sign In.

Note

After you sign in, Access ACS prompts you to create a new password.
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Introduction

Welcome to Access ACS! This guide provides your Access ACS administrators with information about setting 
up Access ACS for your organization. If you need assistance at any time during setup, click Help.

To use Access ACS, you must be enrolled in the Preferred Client Program. Access ACS updates often require 
updating your ACS software. For more information, visit 
http://www.acstechnologies.com/services/preferred_program.

System Requirements
The following list provides Access ACS system requirements:

• Windows XP operating system
• Microsoft Internet Explorer 7.0 or higher
• Adobe 7.0 or higher
• ACS 9.1 or higher

Note

To use all Access ACS functions, you must have ACS 2006.

Getting Started in Access ACS
The following list outlines the steps you need to complete to set up Access ACS. You must 
complete the steps in the following order.
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Before You Begin
Before you begin setting up Access ACS, you need to install the Microsoft .NET runtime 
and ActiveX controls and then sign in to Access ACS.

To Do List

Before You Begin

 Set up your .Net and ActiveX controls. For more information, see “Setting Up Your 
.Net and ActiveX Controls” on page 5.

 Sign in to Access ACS. For more information, see “Signing In to Access ACS” on 
page 6.

Setting Up Your Global Preferences

To Do List

Setting Up Your Global Preferences

 Select your calendar preference. For more information, see “Selecting Your 
Calendar Preference” on page 11.

 Define the administrator’s e-mail address. For more information, see “Assigning 
the Administrator E-mail Address” on page 13.

 Set up your Default Online Directory Preferences. For more information, see 
“Selecting Your Default Online Directory Preferences” on page 14.

 Select your Default Online Directory Fields. For more information, see “Selecting 
Your Default Online Directory Fields” on page 14.

Setting Up Your System

To Do List

Setting Up Your System

 Set up Leadership Positions. For more information, see Chapter 4, “Setting Up 
Leadership Positions.”

 Set up Calendar Locations and Calendar Types if you selected the Access ACS 
built-in calendar. For more information, see Chapter 5, “Calendar Locations and 
Calendar Types.”

 Upload ACS records to Access ACS. For more information, see “Selections for 
Uploading Records” on page 36.

 Set up user profiles and users. For more information, see Chapter 6, “Setting Up 
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Your Access ACS Users.”
 Set up group names. For more information, see “Group Naming” on page 55.

 Create special groups. For more information, see “Special Groups” on page 56.

 Set up Small Groups and Small Group Categories. For more information, see 
Chapter 12, “Small Groups Setup.”

 Set up Change Request Preferences. For more information, see “Setting Up 
Change Request Preferences” on page 73.

 Set up Online Giving. For more information, see Chapter 8, “Online Giving.”

 Set up your merchant account. For more information, see Chapter 10, “Merchant 
Accounts.”.

Note

If you do not want to use Online Giving, you do not need to set up that feature. A 
merchant account is only needed if you want to let members make online payments for 
online giving or event registration.

Navigation in Access ACS
Access ACS has two important navigation features — the menu bar and its drop-down 
lists. The menu bar displays at the top of the page. Point to a menu item to view the 
corresponding drop-down list.
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Setting Up Your Global Preferences and 
Themes

This chapter provides information about setting up your Global Preferences in Access ACS and customizing 
the look and feel of your program with Themes. Before using Access ACS, you must:

• Select your calendar preference
• Assign a general or small groups administrator e-mail address
• Configure your default online directory preferences

Selecting Your Calendar Preference
Access ACS offers both personal calendars and community calendars. Personal calendars are 
private calendars that are maintained by individual users. Personal calendar events are created 
by individual users for personal use. Community calendars display events for your 
organization. Community calendar events are available to all users who have appropriate 
rights.

Before you begin using Access ACS, you must select your calendar preference. Access ACS 
lets you disable both personal calendars and community calendars. However, if you choose to 
use a calendar, you must select a calendar option.

Access ACS provides three calendar options. The Ministry Scheduler (TMS) users can upload 
TMS records to Access ACS. Access ACS also provides a built-in calendar. With Facility 
Scheduler, you can submit events to be approved in Facility Scheduler. Before you upload 
records to Access ACS, you must select your calendar preference.
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The TMS Calendar
With the TMS calendar, users with appropriate rights can view, add, and print events in 
Access ACS. When a user adds a new community event, Access ACS sends an e-mail to 
the administrator. The event does not display in Access ACS until a user with appropriate 
rights enters it in TMS and uploads the TMS records. To keep your calendar information 
current, perform uploads frequently.

Facility Scheduler
With Facility Scheduler, you can submit events to be approved by the Events Coordinator 
in Facility Scheduler. You can continue to add and edit pending events in Access ACS, 
however any data management for the event must be handled in Facility Scheduler.

Note

Event Types not published in Facility Scheduler do not display in Access ACS.

The Access ACS Built-In Calendar
With the Access ACS built-in calendar, users can add, edit, delete, and print events. New 
community events display as tentative events until approved by a user with appropriate 
rights. Tentative events are indicated by red text preceded by an asterisk.

Caution

After you select the Access ACS built-in calendar, ACS does not recommend changing 
your calendar preferences from the Access ACS built-in calendar to the TMS calendar. 
When you change this preference, the system deletes all Access ACS built-in calendar 
information, including events, calendar types, and calendar locations.

To select your calendar preference
1. Point to Admin, then click Options. The Global Preferences page displays.
2. In the Calendar Preferences section, select one of the following items:

• To select the TMS calendar, select Import from ACS The Ministry 
Scheduler.

• To select the Access ACS built-in calendar, select Use built-in Access 
ACS Calendar without The Ministry Scheduler.

• To select the Facility Scheduler calendar, select Use Facility Scheduler. 
• To disable all calendars, select Do not display calendars at all.

3. Click Save.
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Figure 3.1 Calendar preferences section

Assigning the Administrator E-mail Address
Access ACS uses administrator e-mail addresses when a user reports a problem. Access 
ACS allows for general administrator e-mail addresses and small groups administrator 
e-mail addresses. You can set up however many administrator e-mail addresses you need. 
Small groups administrators receive e-mails when a user reports a problem with small 
groups. All other problems are sent to the general administrators.

To set up general administrator e-mail addresses
1. Point to Admin, then click Options. The Global Preferences page displays.
2. In the Assign Administrator E-mail section, enter the general administrator’s 

e-mail address.
3. Select the General option, then click Add. The e-mail address displays in the 

grid.
4. Repeat step 2 for each general administrator e-mail address you want to add.
5. Click Update.

To set up small groups administrator e-mail addresses
1. Point to Admin, then click Options. The Global Preferences page displays.
2. In the Assign Administrator E-mail section, enter the small groups 

administrator’s e-mail address.
3. Select the Small Groups option, then click Add. The e-mail address displays in 

the grid.
4. Repeat step 2 for each small groups administrator e-mail address you want to 

add.
5. Click Update.

Figure 3.2 Administrator e-mail setup
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Selecting Your Default Online Directory Preferences
Access ACS allows users with appropriate rights to select the default settings for online 
directories. This setting does not affect staff users. To automatically include all member 
users in online directories, select Include all users in the online directory. Users must 
choose to be removed from the directory. To automatically exclude member users from 
online directories, select Exclude all users in the online directory. Users must choose 
to be added to the directory.

To select your default online directory preferences
1. Point to Admin, then click Options.
2. To include all users, select Include all users in the online directory. To 

exclude all users, select Exclude all users in the online directory.
3. Click Save.

Figure 3.3 Default Online Directory Preferences Setup section

Selecting Your Default Online Directory Fields
You can choose the default information that displays when users view online directories. 
You can select the following options:

• Street address
• Phone number
• E-mail address

Once you select the default online directory fields, users can exclude the fields that you 
select. They cannot include fields that you do not select. For example, you select phone 
numbers and e-mail address. Member users can choose not to display phone numbers or 
e-mail addresses, but they cannot display the street address.

To select your default online directory fields
1. Point to Admin, then click Options.
2. Under Select Displayed Directory Fields, select the fields that you want to 

display in online directories.
3. Click Save.

Figure 3.4 Select Displayed Directory Fields section
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Setting Up Themes
You can customize the look and feel of Access ACS. The options on the Themes page 
allow you to blend the Access ACS program with the style of your Web site. You can 
access the Themes page by clicking Option on the Admin menu.

Select one of our pre-existing themes. Preview the changes in the preview window and 
click Apply to apply the changes to your program. Click Default at any time to restore 
the Access ACS default theme.

Click Customize to create your own theme. Follow the directions below for each area 
that you want to customize.

To select a logo
1. On the Themes page, click Select Logo.
2. Click Browse to locate your custom logo.
3.  To see how your logo will look in the Access ACS program, click Preview.
4. In the Logo Link field, enter your Web site’s URL to make the logo a link to 

your Web site.
5. Click Apply to apply your custom logo or click Cancel to exit. If you do not like 

the look of your custom logo, click Reset Logo to restore the default Access 
ACS logo.

Note

Uploaded logos must be in either JPG or GIF format and no larger than 300 KB. The 
width of the logo can not be larger than 960 pixels. You may use a logo of any height, but 
Access ACS suggests limiting it to no more than 600 pixels.

To select a background
1. On the Themes page, click Select Background.
2. Select a background image by clicking on the thumbnail or click Customize to 

upload your own.
3. In the Page Background Color field, enter a color number or click and choose 

a color.
4. In the Body Background Color field, enter a color number. For example, for 

yellow enter #ff0, or click  and choose a color.
5. Click Apply to apply your custom background or click Cancel to exit.

To select menu bar colors
1. On the Themes page, click Select Menu Bar Colors.

2. Enter a color number for each menu bar or click  and choose a color. The 
preview window changes to reflect your selections.

3. Click Apply to apply your custom menu bar colors or click Cancel to exit.

To select title bar colors
1. On the Themes page, click Select Title Bar Colors.
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2. Enter a color number for each title bar or click  and choose a color. The 
preview window changes to reflect your selections.

3. Click Apply to apply your custom title bar colors or click Cancel to exit.

To select grid colors
1. On the Themes page, click Select Grid Colors.

2. Enter a color number for each grid or click  and choose a color. The preview 
window changes to reflect your selections.

3. Click Apply to apply your custom grid colors or click Cancel to exit.

To select link colors
1. On the Themes page, click Select Link Colors.
2. In the Link Color and Link Hover Color fields, enter a color number or click 

 and choose a color. The preview window changes to reflect your selections.
3. In the Button Color and Button Text Color fields, enter a color number or 

click  and choose a color. The preview window changes to reflect your 
selections.

4. Click Apply to apply your custom link colors or click Cancel to exit.

To select default font and text colors
1. On the Themes page, click Select Default Font and Text Colors.
2. Select a font from the Default Font drop-down list.
3. In the Default Text Color and the Emphasis Text Color fields, enter a color 

number or click  and choose a color. The preview window changes to reflect 
your selections.

4. Click Apply to apply your custom default font and text colors or click Cancel to 
exit.
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Setting Up Leadership Positions

Access ACS uses leadership positions to grant your lay leader users additional rights, such as the ability to add 
comments or mark attendance. When a member user with a lay leader profile signs in to Access ACS, the 
system uses leadership positions to determine the groups in which the user is a Lay Leader.

This chapter includes information about setting up your leadership positions.

Adding Leadership Positions
Leadership positions are linked to the positions and elements that you set up for classes and 
activities in your ACS database. Your Access ACS leadership positions must be the same as 
those in your ACS database. For example, if you set up a “Teacher” leadership position in 
ACS, you must also set up a “Teacher” position in Access ACS.

Note

You must spell your Access ACS leadership positions exactly as they are spelled in ACS. If 
you misspelled a position name in ACS, you must also misspell it in Access ACS.

To add a leadership position
1. Point to Admin, then click Security.
2. Click the Leadership Positions tab.
3. In the New Position field, enter the name of the position.
4. Click Save. The new position displays in the Position list.
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Figure 4.1 Add/Edit Leadership Positions page

Editing and Deleting Leadership Positions
After you add leadership positions, you can edit or delete them from Access ACS.

To edit a leadership position
1. Point to Admin, then click Security.
2. Click the Leadership Positions tab.
3. Beside the position you want to change, click Edit .
4. Edit the leadership position.
5. Click Update.

Figure 4.2 Editing leadership positions

To delete a leadership position
1. Point to Admin, then click Security.
2. Click Leadership Positions.
3. Beside the position you want to delete, click Delete  . A confirmation dialog 

box displays.
4. Click OK. The position is removed from the Position list.
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Calendar Locations and Calendar Types

If you choose to use the Access ACS built-in calendar, you must set up your calendar locations and calendar 
types in Access ACS. The Ministry Scheduler (TMS) calendar users do not need to set up calendar locations 
and calendar types. Access ACS uploads them with your TMS records. For more information on setting up 
your TMS calendar locations and types, see your TMS documentation. If you select to use Facility Scheduler 
calendar, you can enter events for approval by the event coordinator in Access ACS but options pertaining 
calendars in general are handled in Facility Scheduler. For more information on Facility Scheduler, see your 
Facility Scheduler documentation.

Before setting up your calendar locations and calendar types, you must select your calendar preferences and 
upload your ACS People records to Access ACS.

Setting up Your Calendar Locations
You must set up your calendar locations before using the Access ACS built-in calendar. 
Include all locations associated with your organization. When adding a location to a new 
community event, users must select the location from a list of those that you set up.

To add a new calendar location for the Access ACS built-in calendar
1. Point to Admin, then click Calendar Setup.
2. In the New Location field, enter the location name.
3. Click Save. Your new location displays in the Location Name list.
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Figure 5.1 Add/Edit Calendar Locations page

Setting Up Your Calendar Types
Calendar types let users with appropriate rights control user access to calendar events. 
After you set up the calendar types, you can assign the appropriate types to user profiles 
and to individual users. Users can only view events for calendar types to which they have 
rights. Users with View Only rights to a calendar type can view events only. Users with 
Full Rights to a calendar type can view, add, edit, or delete events.

Users with appropriate rights can also assign colors to calendar types to create 
color-coded calendars. When users view the calendar type, events associated with it 
display in the selected color. 

By default, calendar types display in black text. If you associate an event with multiple 
calendar types, the event displays in black when users view the associated calendar types 
at the same time.
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Figure 5.2 Color-coded calendar

To add a new calendar type for the Access ACS built-in calendar
1. Point to Admin, then click Calendar Setup.
2. Click the Calendar Types tab.
3. In the New Type field, enter the calendar type name.

4. If necessary, click Color  and select the color that you want to assign to the 
calendar.

5. Click Save. The new type displays in the Type Name list.

Figure 5.3 Add/Edit Calendar Types page

To assign a color to an existing calendar type
1. Point to Admin, then click Calendar Setup.
2. Click the Calendar Types tab.
3. Beside the calendar type, click Edit .

4. Click Color  and select the color that you want to assign to the calendar type.
5. Click Update.
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Facility Scheduler Calendar Features in Access ACS
The following events display on the Facility Scheduler calendar:

Located on the left-hand side of the page, the Calendars pane lets you select which 
calendars to display. Only calendars you have appropriate rights for display. 

•  Published Events created on a Published Calendar in Facility Scheduler.
•  Events you have security rights to within Facility Scheduler.

To hide Facility Scheduler calendar events
1. In the Calendars pane, click the checkmark beside the calendar with events you 

want to hide.
2. Click Go.

To display Facility Scheduler calendar events
1. In the Calendars pane, select the checkbox beside the calendar with events you 

want to display.
2. Click Go.

Calendar Display
You can view the Facility Scheduler calendar in four different formats - Month, Week, 
Day, and List.

Month — The Month view displays the events for a selected month in a typical full 
calendar view. From this page you can:

•  Select the calendars you want to view.
•  Click Add Event to create new events.
•  Click a date to view the events scheduled for that day in a list format.
•  Click an event name to view event details, location information, and resource 

requests.
•  Print the calendar.
• Click the (<) and (>) links to browse the previous and following months.

Week — The Week view displays the events for the current week in list format. From 
this page you can:

• Select the calendars you want to view.
• Click Add Event to create new events.
• Click an event name to view event details, location information, and resource 

requests.
• Print the calendar.
• Click the (<) and (>) links to browse the previous and following weeks.

Day — The Day view displays the events for the current day in a list format. From this 
page you can:

• Select the calendars you want to view.
• Click Add Event to create new events.
• Click an event name to view event details, location information, and resource 

requests.
• Print the calendar.
• Click the (<) and (>) links to browse the previous and following days.
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List — The List view displays the events for the entire selected month in a list format. 
From this page you can:

• Select the calendars you want to view.
• Click Add Event to create new events.
• Click an event name to view the event details, location information, and 

resources requested.
• Print the calendar.
• Click the (<) and (>) links to view the previous and following months.

Calendar Type URLs
Access ACS provides Web links to each calendar type that you create and a public Web 
link that displays events for all calendar types. Once you set up your calendar types, you 
can place the Web links on your organization Web site to let visitors view your scheduled 
events without signing in to Access ACS. The calendar Web links only display approved 
events.

Access ACS creates multiple Web links for your organization's published calendars. For 
example, your organization might publish a Public, Master, and Pastor calendar; your 
organization's Calendar Links page would display a link for Public Calendar, Master 
Calendar, and Pastor Calendar. Each published calendar is assigned a Web link for 
Calendar View and Table View.

Access ACS also creates individual Web links for events you create with the Event 
Registration feature and general Web links to other Access ACS features.

To view calendar type URLs
1. Point to Admin, then click Options.
2. Click Web Links.
3. On the Web Links page, click the Calendar tab.
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Setting Up Your Access ACS Users

This chapter contains information about user profiles, adding users, customizing user profiles, and the My 
Overview page.

Users
The Users page displays all users currently set up in Access ACS. On this page, you can add a 
new user, edit an existing user, and delete users. 

You do not need to add each individual user to Access ACS. Users can register on your 
Access ACS home page. Unless they hold a leadership position, Access ACS automatically 
assigns users the Member Login profile when they register. Users with Leadership Positions 
are assigned lay leader profiles. Staff users are not automatically assigned staff profiles. You 
must assign staff profiles on the Add/Edit Users page.

You can filter the users displayed on this page using the tabs available at the top of the page. 
You can select Members, Non-Members, or Other Logins. Other Logins let you view 
users of other ACS Technologies Web solutions and add them to Access ACS. For example, a 
user of Facility Scheduler could be added as a user to Access ACS. 

User Search Options
Members — Click to search for members. Enter a User Name, Full Name, or select a 
Profile Name or Profile Type, then click Go.

• Click  to delete the member profile.
• To include users in the search who are no longer active, select the Include Inactive 

Users option. A D displays beside the users in the grid who are inactive.
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Non-members — Click to search the non-members who have logged into your Access 
ACS site. Enter the Full Name of the non-member you want to search for.

• Click  to link the user to your database. You can select to Add to the 
database as a new family, Add to an existing family, or Link to an 
individual in the database.

• Click  to edit the user’s information.
• Click  to delete the user’s information.

Other Logins — Click to search the users of other ACS Technologies Web solutions. 
Enter a User Name, then click Go. 

• Click  in the Link Login column to have the user name, password, and e-mail 
address of the user transferred to Access ACS. The next time the user logs in, 
they can decide whether to link their database with the Access ACS database.

Add/Edit Users
When adding individuals to Access ACS, you can enter their information manually or 
select them from your ACS People records and automatically enter their information into 
Access ACS. ACS Technologies recommends selecting users from your ACS People 
records. Selecting users from ACS People associates them with a record in ACS and gives 
them access to the My Overview page. 

Figure 6.1 Selecting a user from your ACS People records

User 
Information

Select user from your People records — Click to search the records for a specific 
member and automatically add their information into Access ACS.

First Name — Enter the user’s first name.

Last Name — Enter the user’s last name. This is a required field.

Phone Number — Enter the user’s phone number.

Phone Ext. — If necessary, enter the extension associated with the user’s phone 
number.
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E-mail Address — Enter the user’s e-mail address. This is a required field.

User Name — Enter the user’s user name. This is a required field.

Password — Enter the user’s password. This is a required field. The Strength progress 
bar displays how weak (easy to guess) or strong (hard to decipher) the password is.

Password Help — Click to display tips about password creation.

Confirm Password — Enter the user’s password again. This is a required field.

Notes — Enter any important information about the user in this text box.

To add a user from your ACS People records (recommended method)
1. Point to Admin, then click Security.
2. Click Add User.
3. In the User Information section, click Select user from your People records.
4. In the Last Name and First Name/Goes-By Name fields, enter the search 

criteria.
5. Click Run Search.
6. Click the individual you want to add. The Add/Edit Users page displays.
7. In the User ID section, enter the sign in information.
8. If necessary, in the User Options section, select additional options.
9. In the User Security Settings section, in the Assigned Profile drop-down list, 

select a profile.
10. If necessary, select the Allow user to Manage User Accounts option.
11. Click Save.

If a user’s ACS record does not include an e-mail address, you must enter it when you add 
the user to Access ACS. The e-mail address you enter does not display in the ACS People 
record.

Figure 6.2 The E-mail Address Association change request

The E-mail Address Association page displays when an e-mail address is changed and 
submitted by an administrator or user on the user profile page. If the user clicks OK, then 
the e-mail address is updated in Access ACS and a change request is generated to update 
the ACS People records. If the user clicks Cancel, the e-mail address and the People 
records are not be updated.

To add a user manually
1. Point to Admin, then click Security.
2. Click Add User.
3. In the User Information section, enter the user’s contact information.
4. If necessary, in the Note text box, enter additional information about the user.
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5. If necessary, in the User Options section, select additional options.
6. In the User Security Settings section, in the Assigned Profile drop-down list, 

select a profile.
7. Click Save.

To customize an individual user profile
1. Point to Admin, then click Security.
2. In the Users list, click the user name whose profile you want to customize.
3. In the User Security Settings section, click Customize Profile.
4. Edit the profile settings.
5. Click Save.

User Options Disable Account — Select to disable the user account.

Administrator Change Password — Click to change the user’s password. For help 
creating a new password, click Password Help. The Strength progress bar displays how 
weak (easily guessed) or strong (hard to decipher) the password is. To require the user to 
change their password after the inital log in, select the Require user to change 
password on login option.

Note

When changing a user’s password using the Administrator Change Password option, keep 
in mind Access ACS keeps record of the passwords entered. We track up to six passwords 
back and restrict you from using the same password again for security purposes.

When a password is created in Access ACS, feedback is immediately available about how 
strong the password is and if it follows the established password requirements. A 
progress bar displays information about how weak (easy to guess) or strong (hard to 
decipher) the given password is.

To Do List

When creating a password for Access ACS, keep the following in mind:

 The password should not contain your user name or e-mail address.

 The password should not include any of the following: <, >, &, /, \, %, [space], ;.

 The password should contain two or more numbers.

 The password should contain both lower and uppercase letters.

 The password should contain more than eight characters.

To change a user’s password
1. Point to Admin, then click Security.
2. Click the user name.
3. In the User Options section, click Administrator Change Password.
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4. Enter the new password. Confirm the new password.
5. Click Save.

Note

On the Access ACS sign in page, users can retrieve forgotten passwords by clicking the 
Forgot your password? link. Access ACS sends a verification e-mail to the user before 
e-mailing the password.

To disable a user account
1. Point to Admin, then click Security. The Users page displays.
2. Click the user name that you want to disable.
3. In the User Options section, click Edit.
4. Select Disable Account.
5. Click Save.

Caution

Access ACS locks accounts after five unsuccessful login attempts. The lock is 
automatically removed after one hour from the time it is locked. A lock symbol displays 
beside the name of the account that is locked. The symbol displays until after the first 
time a user logs in after the account has been unlocked.A system administrator can 
remove the lock at any time in the hour the account is locked. If an system administrator 
account is locked, it will automatically unlock after fifteen minutes.

To unlock a user account
1. Point to Admin, then click Security. The Users page displays.
2. Click the user name that you want to disable.
3. Click Account Locked (Click to Unlock). The account is now successfully 

unlocked, and the Locked icon does not display.

Now when you return to the user grid, the lock will be removed from the account.

User Security 
Settings

Assigned Profile — Select a profile type for the user from the drop-down list.

Allow user to Manage User Accounts — Select to let administrators and staff users 
manage other user accounts.

Note

If you select Allow user to Manage User Accounts, then staff users will not have 
immediate rights to add or edit users. The administrator must assign the permission on an 
individual level.
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User Profiles
User profiles are sets of security rights that are assigned to users to establish what they 
can access. When you add users, you must assign each user a user profile. A user profile 
must be assigned to all users except System Administrators. Security rights for functions 
are based on granting and denying rights. Security rights for data are based on full rights, 
view only rights, and no rights. 

Access ACS has three default user profiles — Staff Login, Lay Leader, and Member 
Login. Users with appropriate rights can add and edit all user profiles. You can delete the 
user profiles that you create. You cannot delete the default user profiles. 

ACS recommends creating a user profile suitable for the majority of your staff users, lay 
leader users, and member users. You can customize user profiles for individual users if 
special conditions exist for them. You can create as many user profiles as you want.

Figure 6.3 Add/Edit User Profiles page

Adding User Profiles
Users with appropriate rights can create custom user profiles.

To add a user profile
1. Point to Admin, then click Security.
2. Click User Profiles.
3. Click Add New Profile.
4. In the Name field, enter the profile name.
5. If necessary, in the Description text box, enter a description of the profile.
6. In the Profile Type drop-down list, select a profile type.
7. Click Next.
8. For the security items in each category, select Grant or Deny. To select all the 

rights in either the Grant or Deny columns, click Select All.
9. To continue, click Next. To return to the Add/Edit Profile page, click Back.
10. For the security items in each category, select Full Rights, View Only, or 

None.
11. To save the profile, click Save.



My Overview

31

My Overview
The My Overview page is available to all users associated with an ACS People record. 
Users not associated with an ACS People record cannot access the My Overview page. 
From the My Overview page, users can do the following:

• Manage their individual and family information.
• Request to join classes and activities.
• Request to join small groups.
• View attendance.
• View contributions.
• View small group connections.
• View leaders’ small group connections.
• View and register for upcoming events.
• View classes, activities, and small groups to which they belong.
• View rosters.
• View available calendars.

Security Preferences

Password Expiration
The Security Preferences page lets administrators apply global settings for the password 
expiration feature. This feature makes users change their password after a pre-determined 
number of days. 

To set password security
1. Point to Admin, then click Security.
2. Click the Security Preferences tab.
3. Under Password Expiration, select the Enable Password Expiration feature, 

passwords should expire every <NUM> days. option.
4. Enter the number of days to wait before requiring a new password.
5. Click Save.

Figure 6.4 The Password Expiration option
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Password Strength Requirements
Password sign-in policies are designed to protect information.  This information is often 
personal in nature and critical to the well-being of a business.  Password verification 
combined with a means of establishing identity, such as a user name, is the most basic 
form of information system security.  This form of authentication is an absolute necessity 
in attempting to protect system information.  ACS Technologies provides multiple 
password strength options for our clients and activates the default password strength of 
level 3 during initial setup. 

As you create your password, be aware of the following universal password conditions:

• It cannot include any of these symbols: < & > / \ ; % ' " 
• It cannot contain any spaces.

Figure 6.5 Selecting the password strength requirement

To set your organization’s password strength requirements
1. Point to Admin, then click Security.
2. Click the Security Preferences tab.
3. Under Password Strength Requirements, select the password strength level you 

want from the drop-down list.
4. Click Save.

Password Strength Requirement Levels
Level 0 — The lowest level of password security. The password must be between 5 and 
15 characters long, and can match part of the user name or e-mail address.

Level 1 — At this level, the password must be between 5 and 15 characters long. It can 
contain a sequence of consecutive (123456) or repeated (111111) characters.

Level 2 — At this level, the password must be between 6 and 15 characters long. It 
cannot contain a sequence of consecutive (123456) or repeated (111111) characters. 

Level 3 — At this level, the password must be between 6 and 15 characters long. It 
cannot contain a sequence of consecutive (123456) or repeated (111111) characters. It 
must include one of the following conditions: at least 2 letters and 2 numbers, a symbol, 
or a total of at least 8 characters. This is the default password strength level activated 
during initial setup.

Level 4 — At this level, the password must be between 6 and 15 characters long. It 
cannot contain a sequence of consecutive (123456) or repeated (111111) characters. It 
must include two of the following conditions: at least 2 letters and 2 numbers, a symbol, 
or a total of at least 8 characters.
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Level 5 — At this level, the password must be between 6 and 15 characters long. It 
cannot contain a sequence of consecutive (123456) or repeated (111111) characters. It 
must include all of the following conditions: at least 2 letters and 2 numbers, a symbol, 
and a total of at least 8 characters.

Saved Passwords
You can limit the number of times users can reuse previous passwords. Limiting 
password reuse helps keep individual’s logging in and your oranization’s information safe 
from malicious attacks and hackers. You can limit password reuse up to 10 previous 
passwords.

Figure 6.6 Selecting the number of previous passwords to track

To select your password reuse limit
1. Point to Admin, then click Security.
2. Click the Security Preferences tab.
3. Under Saved Passwords, select the number of previous passwords you want to 

track from the drop-down list.
4. Click Save.
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Uploading Your ACS Records

You must upload your ACS records before they become available in Access ACS. You can customize the type 
of information uploaded into Access ACS. To upload your records, you must be working on an ACS 
workstation. Before uploading your records, close the ACS program. Make sure your firewall settings allow 
data transfers.

Uploading Your Records into Access ACS
The following procedure provides instructions on uploading your records from ACS to 
Access ACS. For more information on customizing uploads, see “Selections for Uploading 
Records” on page 36.

Note

ACS 9.1 must be installed before you can upload records to Access ACS.

To upload your records
1. Point to Admin, then click Upload Records.
2. Enter your ACS User Name and Password.
3. Click Login.
4. If necessary, select the information you want to upload.
5. Click Upload.
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Figure 7.1 Upload Records page

Note

If you receive a security warning for WebExpX.ocx, click Install. The file does not harm 
your computer or interfere with other software.

Selections for Uploading Records
You can customize your upload by selecting specific fields and types of information in 
the ACS for Windows Export window. For more information on uploading Plain Paper 
Tax Statements, see “Uploading Tax Statements” on page 107.

• To upload all ACS People records, clear the options to Use Search Results and 
Use Filter Results.

• To customize the types of information uploaded, select from the remaining 
options.

• To upload only records that are the result of a search, you must first run and save 
a search in ACS People. In the ACS for Windows Export window, select Use 
Search Results.

• To upload only records that are the result of a filter, you must first filter your 
records in ACS People. In the ACS for Windows Export window, select Use 
Filter Results.

Selecting Specific Types of Fields
Access ACS also lets you customize the type of information uploaded within fields. For 
example, if you choose to upload activities, you can select the specific activities you want 
to upload into Access ACS. If you do not specify the types of information, Access ACS 
uploads all types.
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Figure 7.2 ACS for Windows Export Selection window

To select specific types of fields
1. In the ACS for Windows Export window, beside the field you want to customize, 

click Select.
2. In the Select dialog box, select the field you want to upload.

3. Click Move Right . The selection moves to the right panel.
4. Click OK.
5. On the ACS for Windows Export window, click Upload. When the upload is 

complete, the Update Log displays.

Figure 7.3 Upload Progress page
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Caution

When you upload ACS People data, Access ACS replaces old records with the new 
records. This does not apply to pictures. Access ACS only uploads pictures that have 
changed.

Scheduling Access ACS Uploads
If you use Microsoft® Windows® 2000 or Windows XP, you can schedule Access ACS 
uploads of your ACS 2006 Edition data. When you schedule an upload, Access ACS 
uploads your ACS data at the time that you select. With this feature, you can schedule 
uploads to run when you are away from the office so they do not interfere with your 
productivity. For Windows to run the scheduled upload, your computer must be on.

When Access ACS performs a scheduled upload, it uses the upload options that you 
selected for the previous manual upload. If you want to change what information you are 
uploading, you must first perform a manual upload. Once the manual upload is complete, 
all scheduled uploads will use these settings. If you are updating search results, you must 
rerun searches. 

Once a scheduled upload begins, you cannot customize it. To verify that your scheduled 
upload occurred, view the Update Log.

Note

To schedule Access ACS uploads, you must use ACS 2006 Edition.

To schedule an upload
1. On the Windows taskbar, click Start, then click Control Panel.
2. In the Control Panel window, double-click Scheduled Tasks.
3. In the Scheduled Tasks window, double-click Add Scheduled Task. The 

Scheduled Task Wizard displays.
4. Click Next.
5. Click Browse and open your WINACS directory.
6. In the file list, select awupdater.exe and click Open.
7. In the field, enter a name for the scheduled task.
8. Select how frequently you want to upload your ACS 2006 Edition records and 

click Next.
9. If necessary, select the time, day, or month when you want the upload to occur 

and click Next.
10. Enter your Windows user name and password and click Next.
11. Select the Open advanced properties for this task when I click Finish 

option and then click Finish.
12. In the Run field, the location of awupdater.exe displays. After the file name, 

enter a space and type acsexport. For example, if your WINACS directory is 
located on drive C, the Run field must contain C:\Winacs\awupdater.exe 
acsexport.

13. Click Apply.
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14. Enter your Windows user name and password and click OK.
15. Click OK.
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Online Giving

With Online Giving, your members can make contributions in Access ACS with credit cards or electronic 
checks. To use the Online Giving feature, you must have an approved merchant account. To use electronic 
checks, you must have a Sage merchant account with the electronic check service. For information on setting 
up your merchant account, Chapter 10, “Merchant Accounts.”

Signing Up for Online Giving
You must sign up for the Online Giving feature. Additional fees are associated with this 
feature. 

To sign up for Online Giving
1. Point to Admin, then click Add New Features.
2. Click Online Giving.
3. On the Online Giving Signup page, select I agree to be charged additional price 

fees for the Online Giving feature. For pricing information, click the price fees 
link.

4. Select I agree to the Terms and Conditions for the Online Giving feature . To 
view the terms and conditions, click Terms and Conditions.

5. Click Sign Up.
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Figure 8.1 Online Giving signup page

After you sign up for Online Giving, you can set up your merchant account. To set up 
your merchant account, click the here link under Online Giving.

Figure 8.2 Online Giving signup page

Setting Up Online Giving
After your merchant account is approved and you sign up for Online Giving, your 
members can make contributions in Access ACS.

Setting Up Your General Options
The General Preferences tab lets you set up several basic giving options. You have the 
option to let non-members give online, enable scheduled giving, and select what type of 
payments you want to accept.

To set up General preferences
1. Point to Giving, then click Online Giving Setup.
2. Click the General tab.
3. Select Public to let non-members participate in online giving. If you do not want 

non-members to be able to participate in online giving do not select the option.
4. Select Scheduled Giving to enable the giving of recurring contributions.
5. Select Credit Card, Electronic Check, or both to set up which type of payment 

or payments you will accept for online giving.
6. Click Save.

If you want to accept electronic checks as a form of payment, you must have a Sage 
merchant account. For more information on merchant Accounts see Chapter 10, 
“Merchant Accounts.”

Public — Select this option to allow non members to give online.

Scheduled Giving — Select this option to enable recurring contributions.
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Which forms of payment would you like to accept? — Select Credit Card, 
Electronic Check, or both. If you only select Credit Cards a valid and active credit card 
will be needed for online giving. If you select Electronic Check, you will need to have a 
Sage Merchant Account before you can start accepting electronic checks for online 
giving.

Setting Up Funds
Access ACS lets you select the funds you want to be available for online giving.

To set up Funds
1. Point to Giving, then click Online Giving Setup.
2. Click the Funds tab.
3. In the Available column, select the funds you want to include in online giving.
4. Click Save.

Setting Up Statements
Setting up your Statements lets you create the Online Giving Receipt that will be e-mailed 
each time a contribution is made online.

To set up Statements
1. Point to Giving, then click Online Giving Setup.
2. Click the Statements tab.
3. Enter the Subject, Message Header, and Reply To Information.
4. Click Save.

Subject — Enter the text you want to appear in the subject line of the e-mail.

Message Header — Enter the message you want to appear in the body of the e-mail.

Reply To Information — Enter the e-mail address you want responses sent to, and the 
name you want to appear as the recipient in the available fields.

Customizing Your Payment Options
If you have a Sage merchant account with the electronic check service, you can choose to 
accept only electronic checks for Online Giving transactions. If you do not select this 
option, members can pay with credit cards and electronic checks. This option is only 
available once you sign up for Online Giving and your merchant account is approved. 
This does not affect your Event Registration payment options.

To accept only electronic checks for Online Giving transactions
1. Point to Admin, then click Merchant Account Profile.
2. In the Online Giving Options section, select Display electronic checks as 

the only payment option for Online Giving.
3. Click Save.
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Figure 8.3 Online Giving Options section

Importing Online Giving Contributions
When members use the Online Giving feature, their contributions are not automatically 
recorded and posted in ACS People. A user with appropriate rights must import the 
contributions postings into ACS.

You can filter the Online Giving contributions records by date. For example, if you want 
to view Online Giving contributions for March 2006, type 3/1/2006 for the start date 
and 3/31/2006 for the end date in the From and To fields.

To import Online Giving contributions postings into ACS
1. In ACS, on the Contributions menu, click Enter/Post Contributions.
2. Select the date you want to import contribution postings from and click OK.
3. Click Add/Edit Transactions.
4. Click Gift Import.
5. In the Import Transaction window, under Input Type, select Access ACS.
6. Select the date you want the Gifts Given to run through.
7. Click Import.
8. Click OK.

To print the Online Giving Report
1. Point to Admin, then click Admin Reports.
2. In the From and To fields, enter the start date and end date. To select the dates 

from a calendar, click the calendar icon .
3. Select the member types you want displayed in the report from the Show 

drop-down list. You can select Members and Non Members, Members Only, 
and Non Members Only.

4. Click Go. The Online Giving Report displays. If no contributions display in the 
list, no Online Giving transactions occurred during that date range.

5. To print the report, click Print at the top of the page.

After you print the Online Giving Report, you can enter the contributions in ACS People. 
For more information on importing contributions postings in ACS People, press F1 
while in the ACS People program for context-sensitive Help. When the contributions are 
imported into ACS, the contributions records must be uploaded before members can 
view their contributions in Access ACS. For more information on preparing and 
uploading Plain Paper Tax Statements, see “Uploading Tax Statements” on page 107.
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Online Giving URL
After you sign up for Online Giving, you can place your Online Giving URL on your 
Web sit.e This will make it easier for your members to access the page and make online 
contributions. To use the Online Giving feature, users must have an Access ACS account. 
You can view the URL on the Web Links page.

To view your Online Giving URL
1. Point to Admin, then click Options.
2. Click Web Links. The URL displays in the Online Giving Link section.

Figure 8.4 Online Giving Link section
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Setting Up Event Registration

The Event Registration feature in Access ACS lets users with appropriate rights create events that members 
can register for online. With an authorized merchant account, you can associate costs with your events and let 
members pay for events online. For more information about merchant accounts, see Chapter 10, “Merchant 
Accounts.”

With Event Registration, you can also set up sub-events. With an approved merchant account, you can also set 
up costs for sub-events. When users register for an event, they can also sign up for sub-events. For example, 
you set up a weekend retreat. During the retreat, you plan to offer several sessions for registrants. You can set 
up each session as a sub-event. Users can then sign up for the sessions when they register for the event.

Setting Up Campuses
Event registration lets you set up campuses that you can associate with events. Campuses are 
user-defined locations that are associated with your organization. For example, you can set up 
a campus named Family Resource Building and associate it with events at that location. When 
you add or edit events, you can associate them with campuses. You must set up your 
campuses before you can associate them with events.

To add a campus
1. Point to Admin, then click Event Registration Setup.
2. Click Campuses.
3. In the New Campus field, enter the name of the campus that you want to add.
4. Click Save.
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Figure 9.1 Adding campuses

To edit a campus
1. Point to Admin, then click Event Registration Setup.
2. Click Campuses.
3. Beside the campus that you want to change, click Edit . Enter your changes.
4. To save your changes, click Update.

Figure 9.2 Editing campuses

To delete a campus
1. Point to Admin, then click Event Registration Setup.
2. Click Campuses.
3. Beside the campus that you want to remove, click Delete . A confirmation 

dialog box displays.
4. Click OK.

Setting Up Departments
With Event Registration, you can set up departments that you can associate with events. 
Departments are user-defined areas of your organization. For example, you can set up a 
department named Youth and associate it with events for the youth. When you add or 
edit events, you can associate them with departments. You must set up your departments 
before you can associate them with events.

To add a department
1. Point to Admin, then click Event Registration Setup.
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2. Click Departments.
3. In the New Department field, enter the name of the department that you want 

to add.
4. Click Save.

To edit a department
1. Point to Admin, then click Event Registration Setup.
2. Click Departments.
3. Beside the department that you want to change, click Edit . Enter your 

changes.
4. To save your changes, click Update.

To delete a department
1. Point to Admin, then click Event Registration Setup.
2. Click Departments.
3. Beside the department that you want to remove, click Delete . A 

confirmation dialog box displays.
4. Click OK.

Event Registration URLs
Once you sign up for Event Registration, you can access your main Event Registration 
URL in the Web Links page. When users visit this URL, they can browse all of your 
available events. Access ACS also creates individual URLs for each event that you create. 
These URLs link directly to information about a specific event.

To view your main Event Registration URL
1. Point to Admin, then click Options.
2. Click Web Links. The URL displays in the Event Registration Link section.

To view an individual Event Registration URLs
1. Point to Admin, then click Event Registration Setup.
2. Click the name of the event. The event URLs display in the Web Link section.

Signing Up for Events from Your Web Site
Once you have posted the event registration URL on your Web site, visitors to your site 
can sign up for events online.

On the sign-up screen, if the visitor has already been assigned a user name and password, 
he or she enters it in the User Name and Password fields and continues the registration 
process. If the visitor does not have a user name or password, or has forgotten them, he 
or she enters in the required information, and one of the following actions occurs:

• If the individual is a member of the church and has already been assigned a user 
name and password, he or she receives an e-mail with their login information. To 
complete the sign-up process, the user must login to Access ACS using this name 
and password.

• If the individual is a member of the church, but does not have a user name and 
password, he or she is assigned a non-member profile and can continue the 
registration process. An e-mail is sent to the individual containing the user name 
and password.
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• If the individual is not a member of the church, he or she is assigned a 
non-member profile and can continue the registration process. An e-mail is sent 
to the individual containing the user name and password.

Note

The Last Name, First Name, and E-mail fields are used to determine if the individual 
is a user.
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Merchant Accounts

With Access ACS, you can manage your organization’s events using Event Registration and let members 
contribute to your organization using Online Giving. To set up online fees for events in Event Registration and 
to use Online Giving, you must have an approved merchant account. Merchant accounts let you accept 
payments online using credit cards and electronic checks. You must have a compatible merchant account or 
gateway from one of the following providers:

Merchant Accounts

• Sage (recommended provider)
• IATS

Gateways

• Vital (VisaNet)
• Authorize.Net
• PlugNPlay

If you do not have a merchant account, you can sign up for one with Sage. Only Sage lets you accept electronic 
checks. Once you have a merchant account, you must submit your merchant account profile for approval 
before you can accept online payments.

Signing Up for a Merchant Account
If you do not have a merchant account with a compatible provider, you can sign up for one 
with Sage. Sage is our preferred merchant account provider. To sign up for a Sage merchant 
account, you must complete an application form and submit it to Sage.
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To sign up for a merchant account
1. Point to Admin, then click Merchant Account Profile.
2. Select I do not have an authorized Merchant Account.
3. To access the application form, click the here link.
4. Follow the instructions on the form.

Submitting Your Merchant Account Profile for Approval
Once you have a merchant account, you must submit your merchant account profile for 
approval. When you enter your merchant account profile information, all fields are 
required. If you do not know all of your profile information, you can enter partial 
information and save it. When you have all of the information, you can complete your 
profile and submit it for approval. 

You must also select the payment options that you want to accept. You can select Visa, 
MasterCard, American Express, and Discover Card. If you have a Sage merchant account, 
you can also select the electronic check payment option.

Note

You can only select the payment options that your merchant account or gateway provider 
approves. For example, if your merchant account provider accepts Visa and MasterCard 
payments only, you can only select those payment options. You cannot select additional 
payment types.

Figure 10.1 Submit merchant account profile section

To submit your merchant account profile for approval
1. Point to Admin, then click Merchant Account Profile.
2. Select I have one of the following compatible Merchant Accounts or 

Gateways. A list of compatible merchant account providers displays.
3. From the list, select your merchant account provider.
4. Select the payment options that you want to accept.
5. Click Next. 
6. Enter your merchant account profile information.
7. Click Save. A confirmation dialog box displays.
8. To submit your profile, click OK. To save your profile without submitting it, 

click Cancel.
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Figure 10.2 Submit profile information confirmation dialog box

Once your merchant account is approved, you receive a notification e-mail. Your 
merchant account profile information displays on the Merchant Account Profile page. To 
make changes to your merchant account profile after it is approved, you must contact 
ACS Support Services at 1-800-669-2509.

If you have a Sage merchant account with the electronic check service and have signed up 
for Online Giving, you can choose to accept only electronic checks for Online Giving 
transactions. Selecting this option does not affect Event Registration. For more 
information, see “Customizing Your Payment Options” on page 43.
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Group Setup

This chapter covers group setup in Access ACS and provides information on group naming and creating 
special groups.

Group Naming
In Access ACS, you can assign group names to your classes and activities to help member 
users identify them. The group names display when a user views available classes and 
activities. You must upload your organization’s activity and class information before the 
Group Naming link displays.

To add an activity display name
1. Point to Admin, then click Group Setup.
2. Select Group Naming for Activities and click Next.
3. On the Activity Group Name page, click Add.
4. In the Category drop-down list, select an item.
5. In the Element 1 drop-down list, select an item. If necessary, select other elements.
6. In the Display Name field, enter the activity display name.
7. If necessary, in the Description text box, enter a group description.
8. If necessary, enter the contact person’s information in the Contact Name and 

Contact E-mail fields.
9. If necessary, select from the following options:

• To prevent the activity from displaying, select Do Not Display.
• To set an expiration date for the group, select Set Expiration Date. In the 

Expiration Date field, enter the date. After that date, the group is removed 
from Access ACS.

10. Click Save.
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To add a class display name
1. Point to Admin, then click Group Setup.
2. Select Group Naming for Classes and click Next.
3. On the Classes Group Name page, click Add.
4. In the Group, Division, Department, and Class drop-down lists, select the 

items for the class.
5. In the Display Name field, enter the class display name.
6. In the Description text box, enter a group description, if necessary.
7. If necessary, enter the contact person’s information in the Contact Name and 

Contact E-mail fields.
8. If necessary, select from the following options:

• To prevent the activity from displaying, select Do Not Display.
• To set an expiration date for the group, select Set Expiration Date. In 

the Expiration Date field, enter the date. After that date, the group is 
removed from Access ACS.

9. Click Save.

Special Groups
Special Groups are made up of individuals that are the result of an advanced search in 
Access ACS. To create special groups, you must have appropriate rights. On the Special 
Groups page, you can search based on activities, classes, small groups, birthdays, address 
fields, member status, user-defined fields, and common fields. For more information 
about searching or selecting group criteria, see “Special Groups and Searching” on 
page 57.

Figure 11.1 Special Groups page

To add a special group
1. Point to Admin, then click Group Setup.
2. Select Special Groups and click Next.
3. On the Special Groups heading bar, click Add.
4. On the Create Special Groups page, enter the group name in the Name of 

Group field.
5. If necessary, enter a description in the Description of Group text box.
6. Click Next.
7. On the Create Special Groups page, select the search criteria for your group.
8. Click Next.
9. In the list of available options, select up to three fields to display in the group 

roster. By default, Address Line 1, Phone, and E-mail Address are selected.
10. In the list of security levels, select the group roster’s security level. By default, All 

Users is selected.
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11. If necessary, select Set Expiration Date to set an expiration date for the special 
group. In the Expiration Date field, enter the date. After that date, the roster 
for the group is no longer available.

12. Click Next.
13. The group roster displays. Before saving the special group, review the roster.
14. Click Submit.

Exporting the Special Groups Grid
At some point you may find that you have quite a few special groups entered and need a 
way to organize them. Access ACS lets you export your list of special groups to Microsoft 
Excel. To export your special groups grid, click Export Grid.

Special Groups and Searching
When using Advanced Search in Access ACS, you can search on activities, classes, small 
groups, birthdays, addresses, member status, user-defined fields, and comments. You can 
select search criteria from multiple sections.

To select an activity
1. To expand the section, click Select Activities.
2. In the Category drop-down list, select an item.
3. If necessary, select items from the Elements drop-down lists.
4. Click Select. The selected activity displays in the Included Activities list.

To select a class
1. To expand the section, click Select Classes.
2. In the Group drop-down list, select an item.
3. To select by Class Code, select an item from the drop-down list.
4. To select by Division, Department, and Class, select an item from each 

drop-down list.
5. Click Select. The selected class displays in the Included Classes list.

To search on a small group:
1. To expand the section, click Select Small Groups.
2. In the Groups A–L and Groups M–Z drop-down lists, select the small group 

on which you want to search. You can only select one group.
3. Click Select. The small group displays in the Included Small Groups list. To 

select another small group, repeat steps 2–3.

To search on date of birth
1. To expand the section, click Select Birthday.
2. In the Select the date range fields, you can do the following:

• To search on one date, enter the month and day (mm/dd) in the From 
field and in the To field.

• To search on a date range, enter the beginning month and day (mm/dd) 
in the From field and the ending month and day in the To field.

To search on year of birth
1. To expand the section, click Select Birthday.
2. In the Select a year fields, you can do the following:
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• To search on one year, enter the year (yyyy) in the From field and in the 
To field.

• To search on a range of years, enter the beginning year (yyyy) in the 
From field and the ending year in the To field.

To search on age
1. To expand the section, click Select Birthday.
2. In the Select an age range fields, you can do the following:

• To search on a specific age, enter the age in the From field and in the To 
field.

• To search on an age range, enter the beginning age in the From field 
and the ending age in the To field.

To select an address
1. To expand the section, click Select Address Fields.
2. Enter your search criteria. You can enter partial address information in the 

Address Line 1 and Address Line 2 fields.

To select a member status
1. To expand the section, click Select Member Status.
2. Select at least one item.

To select a user-defined field
1. To expand the list, click Select User-Defined Fields.
2. In the Select Field drop-down list, select an item.
3. If a Search For drop-down list displays, select an item. If a Search For field 

displays, enter the search criteria. If From and To fields display, enter a date or 
date range.

4. Click Select. The search criteria display in the Selected Fields list.
5. To begin searching, click Next. To select additional search criteria, click another 

search criteria name.

To search on comments
1. To expand the list, click Comments.
2. Enter the text in the field and select a search method.
3. To begin searching, click Next. To select additional criteria, click another search 

criteria name.

About Search Types
When you use the Advanced Search feature, Access ACS uses two types of searches — 
OR searches and AND searches. The search criteria that you select determine the type of 
search that Access ACS uses. The following table provides information about when each 
type is used:

Section Name Search Type Between Sections Search Type Within Sections

Activities • OR with classes and small groups
• AND with other sections

OR
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OR Searches
When Access ACS uses the OR search type, the search results display individuals who 
meet at least one of your search criteria.

With Multiple Sections
When you select multiple search criteria from the activities, classes, and small groups 
sections, Access ACS uses the OR search type. The search results include individuals who 
belong to at least one of the groups you select. For example, you want to find all 
individuals who belong to the Music Program activity or the Women's Sunday School 
class. You select the activity and the class and run the search. Your search results display 
members who belong to either the Music Program activity or the Women's Sunday 
School class.

In the Same Section
When you select multiple search criteria from the same section, Access ACS uses the OR 
search type. The search results include individuals who match at least one of the search 
criteria that you select. For example, you want to find individuals who either attend 
sunday school only or attend bible study only. You can select the member status options 
and run the search. Your search results display members who either attend sunday school 
only or attend bible study only.

AND Searches
When Access ACS uses the AND search type, the search results display individuals who 
meet all of your search criteria.

With Multiple Sections
When you select multiple search criteria from some sections, Access ACS can use the 
AND search type. The search results include individuals who meet all of your search 
criteria. For example, you want to find individuals who belong to the 40 Days of Purpose 
small group and who have birthdays in July. When you run the search, individuals who 
belong to the group and have birthdays during July display.

Classes • OR with activities and small groups
• AND with other sections

OR

Small Groups • OR with activities and classes
• AND with other sections

OR

Birthday AND AND

Address Fields AND AND

Member Status AND OR

User-Defined Fields AND OR

Comments AND AND

Section Name Search Type Between Sections Search Type Within Sections
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In the Same Section
When you select multiple search criteria from a single section, Access ACS can use the 
AND search type. The search results include individuals who meet all of your search 
criteria. For example, you want a list of individuals who live in Florence, South Carolina, 
on Palmetto Street. In the Address section, you enter the search criteria and run the 
search. The search results display individuals who live in Florence, South Carolina, and on 
Palmetto Street.
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Small Groups Setup

With small groups, your organization can set up and manage small groups of members. You can create two 
types of small groups — parent-level groups and bottom-level groups. Parent-level groups are groups that 
member users cannot join. They provide the structure for your small groups. They display as bold text on the 
Create Group Table page. Bottom-level groups are groups that member users can join.

Small Groups Overview
Member users can do the following:

• View small group information, including meeting dates and times, topics of 
discussion, and meeting locations.

• Search for available small groups using categories.
• Request to join small groups.

When users request to join small groups, the leaders for those groups are assigned small 
group connections. The leaders can then follow up with the individuals and choose to add 
them to the small groups or reassign them to other small groups.

By default, Access ACS creates small groups that are based on your small group structure. 
These groups let parent-level group leaders keep track of the leaders they supervise. The 
following image provides an example of the default groups:
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Figure 12.1 Default groups example

On the My Groups page, small group leaders can manage their small groups. Small group 
members can view the small groups to which they belong. If necessary, parent-level 
leaders can view and complete assigned small group connections for the leaders for 
whom they are responsible.

Small Groups Structure Setup
On the Small Groups Setup page, administrators, lay leaders, and staff users with 
appropriate rights can set up the small groups structure. You can create two types of 
small groups — parent groups and bottom-level groups. Parent groups are those groups 
that member users cannot join. They provide the structure for your small groups. They 
display as bold text on the Create Group Table page. Bottom-level groups are those 
groups that appear in small group searches and that member users can join. You can 
create up to five levels in your small groups structure. You do not have to completely set 
up each small group. After you create the small group structure and add leaders to the 
group rosters, the small group leaders can enter group information and add individuals to 
the groups.

Before you set up your small groups, only the instructions display on the Create Group 
Table page. To add your first group, click Add on the Create Group Table heading bar.

Figure 12.2 Create Group Table page

To add a parent-level group
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. If you do not want to create the group on the highest level, select a parent group.
4. Click Add.
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5. On the Create Small Group page, enter the group name in the Group Name 
field.

6. Click Submit. The Create Group Table page displays. The group is added to the 
group structure.

To add a bottom-level group
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. In the small groups hierarchy, select the parent group.
4. Click Add.
5. On the Create Small Group page, enter the group name in the Group Name 

field.
6. Select Allow members to join this group.
7. Click Submit. The Create Group Table page displays. The group is added to the 

group structure.

Small Group Leaders Setup
After adding your groups to the small groups structure, you must designate leaders for 
each group. When a member requests to join a small group, the small group leader is 
assigned that connection. Members cannot request to join small groups that do not have 
leaders.

Note

You must assign parent-level group leaders a staff or administrator profile. You must 
assign bottom-level group leaders a lay leader, staff, or administrator profile.

To add a leader to a parent-level group
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Beside the group name, click Add New Leader .
4. On the Locate Individual page, enter search criteria in the Last Name and First 

Name/Goes-By Name fields.
5. Click Run Search.
6. In the list of members, locate and click the individual name.

To add a leader to a bottom-level group
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Beside the bottom-level group name, click Add Leader.
4. On the Add Member page, enter search criteria in the Last Name and First 

Name fields.
5. Click Run Search.
6. Select the member you want to add as the leader.
7. On the same row in the table, from the drop-down list, select Leader.
8. Click Add.



Access ACS Administrator’s Guide

64

Small Group Categories Setup
Small group categories describe your small groups and are used in small group searches. 
Access ACS provides the following default category groups:

Life Stages — Create category items that describe stages in life, such as youth, 20s, or 
senior citizens.

Accessibility — Create category items that describe accessibility options, such as 
wheelchair, vision-impaired, or hearing-impaired.

Marital Status — Create category items that describe marital status, such as single, 
married, or divorced.

Parenting — Create category items that describe parenting, such as infants, teens, or 
college-age.

Key Phrases — Create custom category items to describe your small groups.

For each category group, you can add category items that describe your small groups. In 
the Key Phrases category group, you can add items that do not belong in the other 
category groups. If necessary, you can rename the category groups.

Except for the Key Phrases group, you can only associate one category item from a 
category group with each small group. With the Key Phrases group, you can associate 
multiple category items with each small group. 

You must set up the category items before they can be assigned to groups. For more 
information on assigning category items to groups, see “Entering Small Group Details” 
on page 66.

Figure 12.3 Add/Edit Group Categories page

To add a category item
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Click Categories.
4. On the Categories page, click the category group tab to which you want to add 

the category item.
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5. In the Add New Item field, enter the category item.
6. Click Save.

To edit a category item
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Click Categories.
4. On the Categories page, click the category group tab.
5. Beside the category item that you want to change, click Edit .
6. Enter your changes.
7. To save the changes, click Save.

To delete a category item
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Click Categories.
4. On the Categories page, click the category group tab.
5. Beside the category item that you want to delete, click Delete . A 

confirmation dialog displays.
6. In the dialog box, click OK.

To rename a category group
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Click Categories.
4. On the Categories page, click the category group tab.
5. At the top of the Categories page, click Change Category Name.
6. Enter the new category group name.
7. Click Save.

Note

You cannot rename the Key Phrases category group.

Setting Up Your Small Groups Positions
With the Small Groups feature, you can set up the positions that you want to use. When 
you add an individual to a small group, you can select the individual’s position in the 
group.

Note

You can also create positions for the Volunteer Ministry feature.

To create a Small Groups position
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Click Positions.
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4. At the top of the page, click Add.
5. In the Position field, enter the position name.
6. In the Description text box, enter a description of the position.
7. Under Show position with, make sure that Small Groups is selected.
8. On the available tabs, select the attributes and qualifications that you want to 

assign to the position.
9. Click Save.

Entering Small Group Details
After you create your small groups structure, add the small group leaders, and create 
small group categories, you can enter detailed profile information for your small groups.

The small group details act as search criteria when members search for available small 
groups. Make sure information is entered for the Meeting Day, Topic/Curriculum, 
Categories, and ZIP/Postal Code fields. Users search for this information when 
viewing available small groups. You must set up small group categories before they can be 
assigned to groups.

Note

You do not have to enter detailed profile information for each small group. After you set 
up the small group structure, add leaders, and create categories, your small group leaders 
can enter the detailed profile information.

To enter small group details
1. Point to Admin, then click Group Setup.
2. Select Small Groups and click Next.
3. Select the group that you want to edit.
4. On the Create Group Structure heading bar, click Edit.
5. Enter the small group details and select category items that describe the group.
6. Click Submit.

Assigning Small Group Connections
Small group connections are assigned to small group leaders when members request 
information about small groups. When connections are assigned, small group leaders 
must contact those members. They can then add members to the small groups, reassign 
the connections to other groups, or close the connection without adding them groups or 
reassigning the connections. Users with appropriate rights can manually assign small 
group connections. After you assign a connection, the small group leader receives a 
notification e-mail about the connection.

Note

You do not have to manually assign all connections. Member users can sign in and 
request to join available small groups.
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To assign a small group connection
1. Point to Directories, then click Locate Individual.
2. In the Last Name field, enter the individual's last name.
3. In the First Name/Goes-By Name field, enter the individual's first name.
4. Click Run Search.
5. Click the name of the individual whose record you want to view.
6. On the Individual Information page, click Connections.
7. In the Connection Contact History section, click Assign New Connection.
8. Under Select Type of Connection, select Small Groups Connection and click 

Next.
9. Select the groups the individual wants to join and click Next.
10. If necessary, enter additional information in the Remarks text box and click 

Next.
11. Click Submit.

Viewing Your Leaders’ Assigned Connections
Small group leaders can view and complete the connections assigned to the small group 
leaders for whom they are responsible. When the leaders have assigned connections, the 
connections display in the My Leaders’ Connections section on the My Overview page. 
To view a detailed list of a leader’s outstanding assigned connections, click the leader’s 
name. The Leaders’ Small Group Connections page displays.

Figure 12.4 My Leaders’ Connections section

On the Leaders' Small Group Connections page, you can view assigned connection 
information for your small group leaders. It is organized into two sections — Assigned 
Connections and Leaders' Connections. The Assigned Connections section displays a list 
of outstanding connections for a specific leader. The Leaders' Connections section 
displays a list of the leaders that the current leader supervises.

For example, Jeff Johnson is a small group leader. On this page, the Assigned 
Connections section displays a list of Jeff Johnson's outstanding assigned connections. 
The Leaders' Connections section displays a list of the leaders for whom Jeff Johnson is 
responsible and the number of outstanding connections for each leader. If no 
information is available, the sections do not display.

To view detailed information for an assigned connection, click the individual's name. To 
view a detailed list of a leader's outstanding assigned connections, click the leader's name.
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Small Groups URL
Once you set up your small groups structure, you can place your Small Groups URL on 
your Web site to give your Web site visitors easy access to your available small groups. 
With this link, visitors can search for available small groups and request to join groups 
from your Web site.

To view your Small Groups URL
1. Point to Admin, then click Options.
2. Click Web Links. The URL displays under Small Groups Link.
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Serving

With the Serving feature, you can manage your organization’s online and allow individuals at your organization 
to volunteer for available volunteer opportunities.

Setting Up Attributes
With the Serving feature, you can assign attributes to your positions. Individuals at your 
organization can also select the attributes that describe them and view the available serving 
opportunities that match the items that they select. By default, the following attribute 
categories display:

• Spiritual Gifts
• Heart
• Abilities
• Personality Traits
• Experience

Each tab displays default attributes. If necessary, you can customize the attributes to meet the 
needs of your organization.

To change an attribute category name
1. Point to Serving, then click Setup.
2. Click the Attributes tab.
3. Click the category tab that you want to edit.
4. At the top of the page, click Change Category Name.
5. In the Category Name field, enter the new name and click Save.



Access ACS Administrator’s Guide

70

To add an attribute
1. Point to Serving, then click Setup.
2. Click the Attributes tab.
3. Click the category tab to which you want to add the attribute.
4. At the top of the page, click Add Attribute.
5. In the Name column, enter the attribute name.
6. In the Description column, enter a description of the attribute.
7. Click Update.

To edit an attribute
1. Point to Serving, then click Setup.
2. Click the Attributes tab.
3. Click the category tab to which you want to add the attribute.
4. Beside the attribute that you want to edit, click the Edit  icon. Make any 

necessary changes.
5. Click Update.

Setting Up Qualifications
With the Serving feature, you can assign qualifications to your positions. Individuals at 
your organization can also select the qualifications that describe them and view the 
available serving opportunities that match the items they select. The Qualifications tab 
displays default qualifications. If necessary, you can customize the qualifications to meet 
the needs of your organization.

To add a qualification
1. Point to Serving, then click Setup.
2. Click the Qualifications tab.
3. At the top of the page, click Add Qualification.
4. In the Name column, enter the attribute name.
5. In the Description column, enter a description of the attribute.
6. Click Update.

To edit a qualification
1. Point to Serving, then click Setup.
2. Click the Qualifications tab.
3. Beside the qualification that you want to edit, click Edit . Make any necessary 

changes.
4. Click Update.

Setting Up Your Serving Opportunity Positions
With the Serving feature, you can set up the positions you want to use. When you create a 
serving opportunity, you must select the type of position you want to fill. For example, 
you create a serving opportunity for a Sunday school teacher. You can create a position 
named Teacher and assign that position to the serving opportunity.

Note

You can also create positions for the Small Groups feature.
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To create a position
1. Point to Serving, then click Setup.
2. Click the Positions tab.
3. At the top of the page, click Add.
4. In the Position field, enter the position name.
5. In the Description text box, enter a description of the position.
6. Under Show position with, make sure that Opportunities is selected.
7. On the available tabs, select the attributes and qualifications that you want to 

assign to the position.
8. Click Save.

Creating a Serving Opportunity
You can create serving opportunities online and let individuals at your organization 
volunteer for them. Once individuals request to volunteer for a serving opportunity, you 
can accept or reject their requests.

To add a serving opportunity
1. Point to Serving, then click Manage Opportunities.
2. Click the Opportunities tab.
3. At the top of the page, click Add Opportunity.
4. Follow the instructions that display on the Create a New Serving Opportunity 

pages. For more information, click Help.
5. On the Summary page, click Submit.

Assigning Individuals to Serving Opportunities
Once you create a serving opportunity, individuals at your organization can volunteer for 
the available positions. If necessary, you can also volunteer individuals for available 
opportunities.

You can view the name, availability, e-mail, address, and how well each individual matches 
the criteria for the position on the Recruiting Results page. The stars that appear before 
an individual’s name indicate how well they match the criteria set for the serving 
opportunity. 

Click View Matches beside a set of stars to view which attributes and qualifications the 
individual possesses. This helps you determine which individual is the best exact match 
for the position you are trying to fill. For example, you need to fill a position that requires 
the individual work well with others, and you receive two matches with four stars. Click 
View Matches, and you will know instantly that only one of the two potential matches 
has the necessary skill needed for the opportunity.

To assign volunteers to an opportunity
1. Point to Serving, then click Recruit Volunteers.
2. Select an opportunity from the Opportunity Name drop-down list.
3. Select a position from the Position drop-down list.
4. Click Find Matches.The Recruiting Results page displays.
5. To select a volunteer, select the check box beside their name
6. Click Assign to Position.

If necessary you can search for individuals with specific attributes and qualifications using 
Advanced Search.
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To process an Advanced Search
1. On the Volunteer Recruitment page, click Advanced Search.
2. Select the availability from the drop-down list, and the day or days of the week 

option for the serving opportunity.
3. Select the attributes and qualifications for the serving opportunity.
4. Click Find Matches.

To select a specific person for the serving opportunity, click Select a Person. To assign 
the person to the serving opportunity, click their name. 

Sending, Accepting, and Rejecting Volunteer Requests
When you create a serving opportunity, you can select individuals to serve. When you 
select the individuals, you can send them an invitation to serve.

To send an invitation
1. Point to Serving, then click Recruit Volunteers.
2. Select an opportunity name and position from the drop-down lists.
3. Click Find Matches.
4. Select the check box beside the name of the individual you want to invite.
5. Click Send Invite.
6. Select one of the available e-mail options, then click Next.
7. Click Send Message.

When individuals at your organization request to volunteer for available opportunities, 
you can accept or reject each request. If necessary, you can also send an e-mail message to 
the individual.

To accept a volunteer request
1. Point to Serving, then click Manage Opportunities.
2. Click the name of the opportunity you want to manage volunteers for.
3. Under Interested Volunteers, select the individual you want to serve in the 

opportunity.
4. If necessary, enter a acceptance message in the Include a custom E-mail 

Message text box.
5. Click Accept.

To reject a volunteer request
1. Point to Serving, then click Manage Opportunities.
2. Click the name of the opportunity you want to manage volunteers for.
3. Under Interested Volunteers, select the individual you do not want to serve in 

the opportunity.
4. If necessary, enter a rejection message in the Include a custom E-mail 

Message text box.
5. Click Decline.
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Change Requests

Access ACS lets users associated with an ACS People record manage their individual and family information 
online. When a user makes a change in Access ACS, a change request is created. Before changes display in ACS 
or Access ACS, you must approve the change request.

This chapter provides information about:

• Setting up change request preferences
• Viewing and editing change requests
• Applying and rejecting change requests

Setting Up Change Request Preferences
You can customize the change request preferences for your organization. You can choose 
how frequently change request e-mails are sent, choose to send change request rejection 
e-mails to users, and customize the rejection e-mail. Access ACS can send change request 
e-mails when members enter changes in Access ACS. Change request rejection e-mails can be 
sent to users when you reject their change requests.

To customize your change request e-mail preferences
1. Point to Admin, then click Options.
2. Click Admin Preferences.
3. In the Change Request E-mails section, select an option. You can choose to 

receive an e-mail each time a change request is created, once per day, once per week, 
or never.

4. In the E-mail address to use field, enter the e-mail address where the e-mails are 
sent.

5. Click Save.
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Figure 14.1 Change request e-mail preferences section

To send change request rejection e-mails
1. Point to Admin, then click Options.
2. Click Admin Preferences.
3. Under Change Request Rejection E-mails, select Send Rejection E-mails.
4. Under Rejection E-mail, in the Message text box, enter a custom e-mail 

message.
5. Click Save.

Figure 14.2 Change request rejection e-mail preferences

Viewing Change Requests
On the Review Change Requests page, users with appropriate rights can view outstanding 
change requests. The page displays the following change request types:

• Individual change requests
• New individual requests
• Attendance marking requests
• Group roster requests

To view change requests
• Point to Admin, then click Change Requests. The Review Change Request 

page displays.
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Figure 14.3 Review Change Requests page

Individual Change Requests
Individual change requests display at the top of the Review Change Requests page. In this 
section, users with appropriate rights can view, edit, or delete change requests for 
individual and family profile changes. To view a change request, click the individual’s 
name. To send an e-mail to the individual who created the change request, click the name 
in the Modified By column.

To edit an individual change request
1. On the Review Change Request page, under Change Requests, click the 

individual’s name.
2. Click Edit.
3. Edit the user’s information.
4. Click Submit.
5. Click Close.

Figure 14.4 Review Individual Change Request page
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New Individual Change Requests
Users with appropriate rights can add new individuals to your organization records. 
When they add a new individual, a New Individual change request is created. Before the 
new individual displays in Access ACS or ACS, you must approve the change request. 
You can edit the new individual’s information.

To edit a new individual’s information
1. On the Review change Request page, under New Individuals, click the name of 

the new individual whose information you want to change.
2. Edit the individual’s information.
3. Click Submit.

Attendance Marking Change Requests
The Attendance Marking Requests section displays in the middle of the Review 
Change Requests page. In this section, users with appropriate rights can view, edit, or 
delete change requests for attendance markings. To view a change request, click the group 
name.

Note

Access ACS does not create change requests for small group attendance markings. Small 
group attendance markings immediately display in Access ACS.

To edit an attendance request
1. On the Review Change Requests page, under Attendance Marking Requests, 

click the group name.
2. Edit the attendance markings.
3. Click Submit. A dialog box displays.
4. Click OK.

Group Roster Change Requests
The Group Roster section of the Review Change Requests page displays requests to add 
individuals to a class or activity roster. You cannot edit group roster change requests. If 
you apply group roster change requests, the changes are reflected in your ACS database. 
To apply group roster change requests, you must have ACS 2006.
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Applying or Rejecting Change Requests
When users create change requests, you must approve them before they display in ACS or 
Access ACS. After reviewing outstanding change requests, you can select which change 
requests to apply. Change requests that are not applied remain in Access ACS until you 
apply or reject them. To apply change requests, you must be working on an ACS 
workstation.

Note

In order to process preferred e-mail address change requests, you must have ACS 10.0 or 
higher installed.

To apply change requests
1. Point to Admin, then click Change Requests.
2. On the Review Change Requests page, select each change request that you want 

to apply.
3. To update your database, click Apply Change Requests. A dialog box displays.
4. Click OK.

To reject a change request:
1. Point to Admin, then click Change Requests.
2. Beside the change request that you want to reject, click Delete .
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Outreach

With Access ACS, you can create outreach connections and enter information about completed outreach 
connections. This chapter provides information about using the Outreach feature.

Creating Outreach Connections
Users with appropriate rights can create outreach connections in Access ACS. You can assign 
outreach connections to individuals or outreach teams. Once you create an outreach 
connection, the administrator receives a change request. Before the outreach connection 
displays in ACS People Suite, the administrator must approve the change request.

To assign an outreach connection to an individual
1. Point to Directories, then click Locate Individual.
2. In the Last Name field, enter the individual's last name.
3. In the First Name/Goes-By Name field, enter the individual's first name.
4. Click Run Search.
5. Click the individual whose information you want to view.
6. On the Individual Information page, click Connections.
7. Under Connection Contact History, click Assign New Connection.
8. Under Select Type of Connection, select Outreach Connection and click Next.
9. Select Assign Individual.
10. In the Last Name and First Name fields, enter the name of the individual to whom 

you want to assign the connection and click Run Search.
11. Click the name of the individual to whom you want to assign the connection.
12. Enter information about the connection in the available fields. For more 

information, click Help.
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13. Click Next. The summary of the connection displays.
14. Once you review the connection summary, click Submit.

To assign an outreach connection to an outreach team
1. Point to Directories, then click Locate Individual.
2. In the Last Name field, enter the individual's last name.
3. In the First Name/Goes-By Name field, enter the individual's first name.
4. Click Run Search.
5. Click the individual whose information you want to view.
6. On the Individual Information page, click Connections.
7. Under Connection Contact History, click Assign New Connection.
8. Under Select Type of Connection, select Outreach Connection and click 

Next.
9. Select Assign Team.
10. In the Select a Team drop-down list, select the outreach team to which you 

want to assign the connection.
11. Enter information about the connection in the available fields. For more 

information, click Help.
12. Click Next. The summary of the connection displays.
13. Once you review the connection summary, click Submit.

Entering Information about Completed Connections
Once you complete an outreach connection, you can enter information about the 
completed connection in Access ACS. When you enter information about a completed 
connection, the administrator receives a change request. Before the information displays 
in Access ACS or ACS People Suite, the administrator must approve the change request.

To enter outreach connection results
1. Point to Directories, then click Connections. The Outreach Connections page 

displays.
2. Click the name of the individual who must complete the connection.
3. In the list, click the outreach connection that you want to complete.
4. For When did you contact <First Name/Goes By Name><Last Name>?, 

enter a date or click  to select the date on which you completed the outreach 
connection. By default, the current date displays.

5. For What are your Responses?, select a response in the Possible pane and 

click . The response displays in the Actual pane. To select multiple 
responses, repeat this step.

6. Enter additional information in the Add additional comments here text box.
7. For What are the results of the contact, select one of the following options:

• Close connection — Select to save the results and close the 
connection.

• Keep Connection Open — Select to keep the connection open.
• Reassign Connection— Select to assign the connection to another 

individual.
8. Click Submit.
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Organizations

If you use the Organizations module in ACS People, you can access your ACS organizations information in 
Access ACS. Organizations lets you manage the groups that make up your organization. You can view 
organization and staff information, view organization comments, add comments, view organization outreach 
assignments, and assign organizations to small groups.

Uploading your Organization Information
Before you can access your organization information in Access ACS, you must upload it. To 
upload your organizations information to Access ACS, select Include Organizations on the 
ACS for Windows Export window. For more information, see Chapter 7, “Uploading Your 
ACS Records.”

Locating Organizations
Once you upload your Organizations information, you can locate and view an organization’s 
profile. You can filter your search results by organization level. Organization levels are 
user-defined in ACS. To locate organizations, you must have appropriate rights.

In the Organization Name field, you can search on reference names. A reference name is 
the name commonly used to refer to an organization. For example, the reference name for 
Second Baptist Church can be SBC. 

When searching for organizations, you can enter partial search criteria. For example, to search 
for organizations with names beginning with “S,” type S in the Organization Name field.
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To search for an exact match of your search criteria, select Exact Match Only. To 
customize the number of search results that display on each page, select an item in the 
Records Per Page drop-down list. Once your search results display, click an organization 
name to display the organization’s profile.

To locate an organization
1. Point to Directories, then click Locate Organization. The Locate 

Organization page displays.
2. If necessary, in the Organization Level drop-down list, select an item. By 

default, <Show All Organizations> is selected.
3. In the Organization Name field, enter your search criteria.
4. Click Run Search. The search results display.

Viewing Organization Information
Once you locate organizations, you can view organization information. The Organization 
Information page displays the most recent information available. If available, the 
following information displays:

• Organization contact information
• Primary contact information
• Organization details
• Addresses, phone numbers, and e-mail addresses
• Staff members
• Current and past activities

From this page, you can also do the following:

• View outreach assignments and assign the organization to a small group
• View and add comments
• Print the organization information
• View activity attendance

Viewing Organization Outreach
From the Organization Information page, you can view an organization’s outreach 
assignments, view small group connection history, and assign the organization to small 
groups. To view outreach information, you must upload your ACS visitation records. 
When you complete an outreach assignment in Access ACS, a change request is created. 
A user with appropriate rights must approve the change request before it displays in 
Access ACS or ACS. For more information, see Chapter 7, “Uploading Your ACS 
Records.” 

To view both incomplete and complete outreach assignments, select Include completed 
assignments. To filter the outreach assignment list by date, enter a start date and end 
date in the Date Range fields. 

To view outreach assignments
1. Locate and view the organization information.
2. At the top of the Organization Information page, click Outreach.

To complete an outreach assignment
1. View the organization’s outreach information.
2. Click the description of the assignment that you want to complete.
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3. Click Complete Contact.
4. In the Responses list, select as many items as necessary.
5. If necessary, enter a comment.
6. Click Submit. A change request is entered.

To assign the organization to a small group
1. Locate the organization.
2. On the Organization Information page, click Outreach.
3. On the Connection Contact History heading bar, click Assign Connection.
4. Click Select Groups. A list of available small groups displays.
5. Select the groups that the organization wants to join.
6. Click Submit.
7. If necessary, enter additional comments in the Remarks text box.
8. Click Submit again.

Viewing and Adding Comments
From the Organization Information page, you can view and add organization comments. 
When you add a comment, it displays in the Pending Comments list and a change request 
is created. A user with appropriate rights must approve the change request before the 
comment displays in the Organization Comments list. You can edit and delete pending 
comments.

To customize the number of comments that display on each page, select an item from the 
Records Per Page drop-down list. To edit a pending comment, click the comment date. 
To delete a pending comment, click Delete .

To view an organization’s comments
1. Locate and view the organization’s information.
2. At the top of the Organization Information page, click Comments.

To add a comment
1. View the organization’s comments.
2. On the Organization Comments heading bar, click Add Comment.
3. In the Comment Type drop-down list, select an item.
4. If necessary, change the Comment Date. By default, the current date displays.
5. In the Comment text box, enter the comment.
6. Click Add Comment. The comment displays in the Pending Comments 

section.

Viewing Activity Attendance
From the Organization Information page, you can view activity attendance information 
for the organization. You can view both current and past activities. When current 
activities display, a Show History link displays. To display past activities, click Show 
History. When you view past activities, a Show Current link displays. To display current 
activities, click Show Current. If attendance markings are not available, they do not 
display.

To view current activity attendance
1. Locate and view the organization’s information.
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2. On the Activities heading bar, click View Attendance. The Individual 
Information page displays.

3. In the Select Group drop-down list, select the activity. The activity’s attendance 
markings display.

To view past activity attendance
1. Locate and view the organization’s information.
2. On the Activities heading bar, click Show History. The organization’s past 

activities display.
3. On the Activities heading bar, click View Attendance. The Individual 

Information page displays.
4. In the Select Group drop-down list, select the activity. The activity’s attendance 

markings display.
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Admin Reports

To help manage your system, Access ACS provides users with appropriate rights with four administrative 
reports — the online giving report, bank deposit report, update log, and system log.

Online Giving Report
The Online Giving Report lets users with appropriate rights view Online Giving transactions. 
Online Giving contributions are not automatically posted in ACS People. You must import 
the contributions postings into ACS. For more information, see “Importing Online Giving 
Contributions” on page 44.

Bank Deposit Report
The Bank Deposit Report lets you view detailed information about transactions and deposits.

To view the Bank Deposit Report
1. Point to Admin, then click Admin Reports.
2. Click the Bank Deposit Report tab.
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3. Enter the dates for the transactions you want to view in the From and To fields. 

To select the dates from a calendar, click . To return the most recent results, 
enter today’s date in the To field.

4. Click Go.

Note

You can only view results for the given date range. The following options are unavailable 
if there is no data.

The Summary Transaction Report displays the following:

Batch ID — Displays the batch processed.

Estimated Deposit Date — Displays the approximate date the transaction was 
processed.

Batch Type — Displays either CC (credit card) or ACH (automated clearing house).

Transactions — Displays the number of transactions processed within the batch.

Total Settled — Displays the total amount of the transactions processed within the 
batch.

View Transactions — Click to display the individual transactions processed within the 
batch.

If you click View Transactions in the Summary Transaction Report, the Detail 
Transactions Report displays. The Detail Transactions Report displays more in-depth 
information about the transaction, such as:

Trans. ID — Translation ID. Displays the transaction ID number for the specific batch.

Contact Info — This can be CC or ACH. Displays the name, address, phone number, 
and e-mail address associated with the payment, if available.

Amount — Displays the amount deposited.

Ending Digits — If a credit card, the last four digits of the credit card display. If ACH, 
the last three digits display.

Tran Type — Displays the type of transaction. This can be CC or ACH.

Date — Displays the initial entry date for the transaction.

Amount Description — Displays the amount of the transaction. Depending on the 
transaction Online Giving, Registration, or Events displays beside the amount.

Export as Excel 
After you view the transactions you can export the information to an Excel spreadsheet. 
If you export while viewing the Summary Transaction page, all of the available 
transactions displayed are exported. If you export while viewing a specific transaction, 
only the information displayed about that transaction is exported.
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• To export the report to Excel, click Export to Excel. If there is no information 
in the report to export, the Export to Excel button does not display. 

• To print the report, click Print.

Update Log
The update log lists all uploads since the last time it was cleared. It distinguishes between 
successful and unsuccessful uploads. The following options are available:

• To clear all log entries except the most recent upload, at the top of the screen, 
click Clear.

• To sort the log, click a column heading.
• To browse through the log, at the top of the page, click the page number that you 

want to view.

To view the update log
1. Point to Admin, then click Admin Reports.
2. Click Update Log.

Figure 17.1 Update Log

System Log
The system log lists all login attempts since it was last cleared. The Log Description 
column indicates the problem with any unsuccessful sign-in attempt. The following 
options are available:

• To clear the log, at the top of the page, click Clear. This clears the log based on 
your filter selections.

• To filter entries by user name, select an item in the User Name drop-down list. 
Click Go.

• To filter entries by log type, select an item from the Log Type drop-down list. 
Click Go.

• To browse through the log, at the top of the page, click the page number that you 
want to view.

• To delete an entry from the log, click Delete  beside the entry you want to 
delete.

• To view details for a log entry, click the date and time information for the entry 
you want to view.
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• To sort the log, click a column heading.

To view the system log
1. Point to Admin, then click Admin Reports.
2. Click System Log.

Figure 17.2 System Log
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Managing Event Registration

With Event Registration, you can create new events and sub-events, register members for events, cancel events 
and sub-events, process refunds for events, and view reports.

Viewing Events
You can view a list of future, past, and canceled events on the Event Registration Setup page. 
You can filter the list by month, campus, department, and event status. To display all events, 
select the All Events filter.

On this page, users with appropriate rights can create new events and sub-events, edit events, 
approve events, register members for events, cancel events, and view registrations for events.

To view the list of events
• Point to Admin, then click Event Registration Setup.

Creating New Events and Sub-Events
Users with appropriate rights can create new events and sub-events. You can associate costs 
with events and sub-events when you set up your registration periods. If you have an 
approved merchant account, members can pay registration fees online. For more information 
about merchant accounts, see Chapter 10, “Merchant Accounts.” 

After you set up an event, you can add sub-events to it. You can only add sub-events to 
existing events. You can set up prices for sub-event registration periods. You can also offer 
free sub-events. If you have an authorized merchant account, members can pay registration 
fees online.
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For example, you set up a youth camping retreat. During the retreat, you plan to offer 
multiple sessions for participants to attend. You can set each session up as a sub-event. 
When members register for the youth retreat, they can also sign up for the sessions.

Caution

The process for creating new events varies depending on the calendar option selected on 
the Global Preferences page. If the Use Facility Scheduler option is selected, then the 
process changes. For more information, see the Adding a Facility Scheduler event 
checklist below.

To create a standard Access ACS new event or sub-event, you must complete the 
following steps:

To Do List

Adding a standard event

 Enter general event information. For more information, see “Entering General 
Event and Sub-Event Information” on page 91.

 If necessary, set up sub-events. 

 Set up registration periods

 Set up special requirements, if necessary

 Create custom questions, if necessary

 Set up additional supplies, if necessary

 Complete the Event Setup Expert

If the Use Facility Scheduler calendar is selected on the Global Preferences page, you 
must complete the following steps:

To Do List

Adding a Facility Scheduler event

 Enter general event information for Facility Scheduler. For more information, see 
“Setting Up Facility Scheduler Events” on page 91.

 Select the location and enter contact information. For more information, see 
“Adding Facility Scheduler Location and Contact Information” on page 93.

 Set up event registration periods and costs

 Set up special limits, requirements, and forms

 Create custom questions

 Set up additional supplies

 Complete the event registration setup
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Entering General Event and Sub-Event Information
When you set up an event or sub-event, you can enter general information about it. 
When members view the event details, the information you enter on this screen displays. 
The Event Name and Start Date fields are required.

When you create an event, you can choose to display it in the public list or to hide it from 
member users. If you choose to display the event in the public list, users can register for 
the event from the My Overview page. If you hide the event, a user with appropriate 
rights must register members for the event. To display the event in the public list, select 
Yes from the Would you like this event to show up on the public event list? 
drop-down list. To hide it, select No from the drop-down list. This option does not 
display when you create new sub-events.

Figure 18.1 Public event option

To enter general event information
1. Point to Admin, then click Event Registration Setup.
2. On the right side of the page, click Create New Event.
3. In the available fields, enter information about the event.
4. In the Would you like this event to show up on the public event list? 

drop-down list, select the event’s display option.
5. Click Next.

To enter general sub-event information
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click the event to which you want to add a sub-event.
3. In the Sub-Events section, click Add Sub-Event.
4. In the available fields, enter information about the sub-event.
5. Click Next.

Setting Up Facility Scheduler Events
With the appropriate rights, users can create new events in the Facility Scheduler calendar 
to be approved by the Events Coordinator.

To enter Facility Scheduler event information
1. Point to Admin, then click Event Registration Setup.
2. On the right side of the page, click Create New Event.
3. If Event Types are already established in Facility Scheduler, select the Event Type 

that matches the event you want to create. If Event Types have not been 
established in Facility Scheduler, the Add/Edit Event page displays.

4. Enter the Events Details. Fields marked with a red asterisk (*) are required.
5. Enter the Primary Location for the event. If necessary you can enter more than 

one location for the event.
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6. If the event type details are specified in Facility Scheduler, then the Event Type 
Details section displays. Enter information specific to the Event Type Details.

7. Enter any resources needed for the event in the Resources Requested section.
8. In the Would you like this event to show up on the public event list? 

drop-down list, select the event’s display option.
9. Click Save.

Event Details
Enter the primary information for the event in this section. Fields marked with a red 
asterisk (*) are required to create the event.

Event Name — Enter the name of the event. This field displays on the calendar.

Calendar — Select the calendar you want the event to display on from the drop-down 
list.

Start Time — Enter the date and select the time the event begins. To select the date 

from a calendar, click . If the event last all day, select All Day.

End Time — Enter the date and select the time the event ends. To select the date from 

a calendar, click .

Status — This field is populated using information from Facility Scheduler, and displays 
the current status of the event. When an event is created, the status is Pending. If the 
Event Coordinator approves the event, the status changes to Confirmed.

Event Type — This field is populated using information from Facility Scheduler. If the 
Event Type Details are set up for the event in Facility Scheduler, then they display in this 
field.

Primary Image — To insert an images that displays beneath the event on the main 
calendar, click Click to Add Primary Image. Upload an image from your computer, or 
click Select a picture from your media list to use a previously uploaded picture.

Description — Enter a short description f the event in the text box. For example, 
“Lunch meeting to discuss our preschooler’s progress so far this year.” There is a 
maximum of 500 characters.

Location Requests
Enter information about where the event occurs in this section.

To add a location
1. On the Location Request bar, click Add Location.
2. Select a Category.
3. Select a Location. Location may vary depending on the Category you selected.
4. If necessary, enter the maximum number of occupants for the location in the 

Occupancy field.
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5. If the location is the primary location for the event, select the This is the 
primary location option.

6. Click OK.

Note

The first location entered is by default the primary location

What if I need multiple location listings for an event?
Situations can arise where you need to have an alternate location for an event. Inclement 
weather can halt an outdoor activity, or an excess of guests can cause you to exceed your 
occupancy limit. With Facility Scheduler and Access ACS, you can establish additional 
and alternate locations for your events. To add more locations for an event, click Add 
Location, select the location information, and click OK. Repeat until you have all of the 
necessary locations entered.

What if I need to change my primary location?
To change the primary location, select the Primary Location check box beside the new 
location. The check mark beside the old primary location no longer displays.

What if I need to delete a location?
To delete a location, click  in the location row.

Event Type Details
This section only displays if there are event type details established in Facility Scheduler 
for the specific event type.

Resource Requests
Enter any resources that may be needed for the event in this section. The Type, Category, 
and Resource must be available in Facility Scheduler for them to be available for the 
event.

To request resources
1. Click Add Resource.
2. Select a Type from the drop-down list.
3. Select a Category from the drop-down list.
4. Select a Resource from the drop-down list.
5. Enter the total number of the resource you need in the Quantity field.
6. Click OK.

Adding Facility Scheduler Location and Contact Information
After you enter the Facility Scheduler event registration general information, you must 
enter the location and contact information. The following fields are available:

The following fields are available:

Location — Enter where the event occurs. This field is used to track off-site locations. 
This location is not checked against existing Facility Scheduler bookings for conflicts.
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Campus — Select the campus location of the event.

Department — Select the department associated with the campus and location.

Contact Name — Enter the name of the individual to contact with questions and 
information about the event.

Contact Phone — Enter the phone number of the individual to contact with questions 
and information about the event.

Contact E-mail — Enter the e-mail address of the individual to contact with questions 
and information for the event.

How do I display the event on the public event list?
To display the event you create on the public event list, select Yes from the drop-down 
list. To not display the event on a public event list, select No.

Setting Up Registration Periods
After you enter general information about the event or sub-event, you can set up 
registration periods. Registration periods are the spans of time that users can register for 
an event or sub-event. You must set up at least one registration period. Registration 
periods can overlap. You can associate costs with each registration period. If you want to 
offer a free event, type 0 in the Period Cost column. If you set up a cost for a registration 
period, you can select the payment options you want to offer for the event. You can use 
online and offline payments. By default, Accept Online Payments is selected if you 
have an approved merchant account. If you don’t have an approved merchant account, 
Accept Offline Payments is selected by default. The payment options you select apply 
to the entire event.

For example, you set up two registration periods — “Early Registration” and “Late 
Registration.” Early Registration is available from 2/15/2009 until 2/20/2009. During 
Early Registration, users who register for the event pay a discounted price of $10.00. Late 
Registration is available from 2/21/2009 until 2/25/2009. During Late Registration, 
users who register for the event pay $20.00.

You can edit or delete registration periods. Once members register during a registration 
period, you cannot delete it. To edit a registration period, click Edit beside the period that 
you want to change. After you make changes, click Update to save your changes. Your 
changes only apply to future registrations. To delete a registration period, click Delete 
beside the period you want to remove.

To set up a registration period
1. On the Registration Periods page, enter the period name in the Period Name 

column. This field is required.
2. The following fields are optional:

• Beside the Start Date field, click  and select the first day that you 
want the registration period to be available.

• Beside the End Date field, click  and select the last day that you 
want the registration period to be available.

• Period Cost — Enter a price for the registration period.
3. Click Add. The registration period displays in the list.
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4. If you set up a cost for a registration period, select your payment options for the 
event.

5. If necessary, make selections for guests with names and guests without names.
6. After you add your registration periods, click Next. To set up multiple 

registration periods, repeat steps 1–3.

Figure 18.2 Add/Edit Registration Periods page

Payment Options
The Payment Options that display change depending on if you have an approved 
merchant account and online giving set up. If you have an Access ACS approved 
merchant account, then Accept Online Payments (Credit Cards/Debit Cards) and 
Accept Offline Payments display. If you do not have an approved merchant account, 
only Accept Offline Payments displays. You can select the options individually, or 
together.

Accept Online Payments (Credit Cards/Debit Cards) — Select this option to let 
users pay for registration online using an approved credit or debit card. This option 
requires you have an Access ACS approved merchant account and have enabled online 
giving.

Accept Offline Payments — Select this option to only let users pay for registration 
offline. This option can be used for cash, personal checks, and other forms of payment 
not covered under the Accept Online Payments (Credit Cards/Debit Cards) option.

Tip

With a Sage Merchant Account you can accept checks electronically, eliminating the need 
to accept them as an offline payment.

Options for Registering Guests
There are two options you can enable for registering guests, Allow guests with names 
to register for the event and Allow guests without names to register for the event. 
You can select the options individually, or together depending on your needs.
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Allow guests with names to register for the event — Select this option to let users 
register individuals with names for the event. The individual’s first and last name are 
required for the registration to be complete.

Allow guests without names to register for the event — Select this option to let 
users register a large number of individuals for an event without having to specify each 
and every one. 

Note

Once you register guests without names, the option becomes unavailable. If you need to 
register additional guests, you can still register guests with names.

Setting Up Special Requirements
After you set up registration periods, you can set up special requirements. On the Special 
Requirements page, you can:

• Set the maximum number of participants
• Enter the number of reservations for the event or sub-event
• Set up special requirements and rules (events only)
• Upload forms or documents
• Choose to create custom questions for registrants to answer
• Choose to offer additional supplies

If you set up special requirements and rules for an event, they display when users register 
for it. For example, if you set up a youth retreat, you can create a requirement that says 
“Participants must be between ages 14 & 18.” To add a requirement, enter it in the New 
Rule field and click Add Rule.

Figure 18.3 Adding special requirements

Note

You cannot set up special requirements for sub-events.

If you want to collect information from registrants before the event or sub-event, you can 
set up custom questions. When members register for the event or sub-event, they can 
answer the questions. To create custom questions for users to answer during registration, 
select Collect additional custom information from the registrant. You will set up 
your questions later during the Event Setup Expert.
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If you want to offer additional supplies to registrants, you can allow registrants to reserve 
and purchase them during registration. To offer additional supplies, select Allow 
registrants to order additional supplies for this event. To set up costs for supplies, 
you must have an approved merchant account. You will set up additional supplies later 
during the Event Setup Expert.

You can upload forms and documents for the event or sub-event. For example, if you set 
up an event for children, you can upload a permission form for parents to sign. After you 
upload a form or document, it displays in the list. You can upload multiple documents. 
To delete a form, click Delete .

To upload a form or document
1. On the Special Requirements page, enter a description of the document in the 

Description field.
2. Click Browse. A Choose file dialog box displays.
3. Select the file and click Open. The file name displays in the New Form field.
4. Click Upload.

Note

To upload multiple forms or documents, repeat the previous procedure.

Creating Custom Questions
If you choose to create questions for registrants to answer, you must create your custom 
questions. You can create the following types of questions:

• Edit Box — Select to create questions requiring short answers (up to 20 
characters).

• Option List — Select to create questions with multiple answer choices.
• Text Box — Select to create questions requiring long answers.
• Yes/No — Select to create questions requiring yes or no answers.

Note

If you did not select Collect additional custom information from the registrant on 
the Special Requirements page, you do not need to complete this step.

If you create an Option List question, an Options text box displays. In the Options text 
box, you must enter each answer choice on a new line.
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Figure 18.4 Creating an Option List question

When you add a question, you can make it a required question or an optional question. By 
default, questions are optional. To require a response to a question, select Yes in the 
Required drop-down list. You can also activate and disable questions. Only active 
questions display when members register for events. By default, questions are active. To 
disable a question, clear the Active? option.

You can edit and delete questions after you add them. After members answer a question, 
you cannot delete it. To prevent it from displaying for future registrations, clear the 
Active? option to disable the question. To edit a question, click the question in the list. 
After you make your changes, click Update Question to save your changes. To delete a 
question that members have not answered, click Delete .

To create a custom question
1. In the Question text box, enter your question.
2. In the Type drop-down list, select the type of question.
3. If you select Option List, enter your answer choices in the Options text box.
4. In the Required drop-down list, select an option.
5. If necessary, clear the Active? option to disable the question.
6. Click Add Question. The question displays in the list.
7. After you add your questions, click Next.

Note

To set up multiple questions, repeat steps 1–6.
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Setting Up Additional Supplies
If you choose to offer additional supplies for an event or sub-event, you must set up the 
supplies. You can add multiple supplies. When you add supplies, you can associate costs 
with them. To offer a free supply, type 0 in the Cost Per Unit field. 

Note

If you did not select Allow registrants to order additional supplies for this event on 
the Special Requirements page, you do not need to complete this step.

You can edit and delete supplies. After members reserve or purchase a supply, you cannot 
delete it. To prevent a supply from displaying for future registrations, clear the Active 
option. To delete a supply that members have not reserved, click Delete . To edit a 
supply, click the description of the supply. After you make your changes, click Update.

To add a supply
1. In the Description field, enter a description of the supply.
2. The following fields are optional:

• Quantity Available — Enter the number of supplies available.
• Cost Per Unit — Enter the cost of the item. If the item is free, type 0.
• Tax Rate (if taxable) — Enter the tax rate in decimal format. For 

example, type 0.1 instead of 10%.
• Upload Image — Upload an image of the supply.
• Active — Select this option to display the supply when users register.

3. Click Add Supply. The supply displays in the list.
4. After you add your supplies, click Next.

Note

To set up multiple supplies, repeat steps 1–3.

Figure 18.5 Adding a supply
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Completing the Event Setup Expert
After you enter information for the event or sub-event and set up your special 
requirements, you can finish the Event Setup Expert to save the event. To save the event 
or sub-event for approval later, click Finish. Before members can register for an event, 
you must approve it.

To approve the event from this page, select the Click here to confirm this event to 
allow individuals to sign up option, then click Finish.

Approving Events
If you did not approve the event and its sub-events when you completed creating the it, 
you must approve the event before members can register for it. To approve events, users 
must have appropriate rights. If the event does not display when you view the list of 
events, select the All Events filter option.

To approve an event
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Pending beside the event you want to approve.

Figure 18.6 Approving an event

Editing Events and Sub-Events
You can edit events and sub-events. Your changes only affect future registrations.

To edit an event
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click the name of the event that you want to edit. The Event 

Details page displays.
3. On the Event Details page, click the event name. The Event Setup Expert 

displays.
4. Using the Event Setup Expert, make your changes.
5. To save your changes, click Finish.

To edit a sub-event
1. Point to Admin, then click Event Registration Setup.
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2. In the list of events, click the name of the event to which the sub-event belongs.
3. In the Sub-Events section, click the name of the sub-event that you want to 

edit.
4. Using the Event Setup Expert, make your changes.
5. To save your changes, click Finish.

Registering Members for Events
Users with appropriate rights can register members and guests for events. You can 
register multiple members of a family unit and named guests for an event. If you set up a 
hidden event, a user with appropriate rights must register members for it. If you create 
public events, members can register for them from the My Overview page.

To register members for an event
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Register beside the event for which you want to 

register the members.
3. On the Locate Individual page, enter your search criteria.
4. Click Run Search.
5. From the search results, click the name of a member who you want to register.
6. On the Event Details page, click Register.
7. Follow the instructions on the Event Setup Expert pages.

Note

If you register multiple members, you must select registration periods, select sub-events, 
answer questions, and request additional supplies for each member.

To register a guest with a name
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Register beside the event for which you want to 

register the members.
3. On the Locate Individual page, enter your search criteria.
4. Click Run Search.
5. From the search results, click the name of a member who you want to register to 

register guest with names for.
6. On the Event Details page, click Register.
7. Under Register Guests, click Add Guest.
8. Enter the necessary information. Fields marked with a red asterisk are required. 

Click Add Guest.
9. Click Next.

To register guests without names
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Register beside the event for which you want to 

register the members.
3. On the Locate Individual page, enter your search criteria.
4. Click Run Search.
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5. From the search results, click the name of a member who you want to register 
guests without names for.

6. On the Event Details page, click Register.
7. Under Register Guests (Without Name), enter the total number of unnamed 

guests you want to register in the Quantity field.
8. Click Next.

Note

Once you register guests without names, the option becomes unavailable. If you need to 
register additional guests, you can still register guests with names.

Viewing Registrations
You can view a list of members who signed up for an event. This list provides the 
following information:

• Registrant’s name
• Date of registration
• Cost of registration
• Cost of additional supplies
• Cost of sub-events
• Amount paid
• Registration status

To view registrations
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Status beside the event for which you want to view 

registrations.

Canceling Events and Sub-Events
Users with appropriate rights can cancel events and sub-events. When you cancel an 
event, any sub-events are also canceled. Members who registered for the event receive an 
e-mail notifying them of the cancellation. If you cancel an event that has a cost associated 
with it, you must issue a refund to members who paid for it. To view a list of cancellations 
and refunds, view the Event Cancellations and Refunds report. For more information 
about Event Registration reports, see “Event Registration Reports” on page 104.

Note

Once members register for a sub-event, you cannot cancel it.

To cancel an event
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click Cancel beside the event that you want to cancel. A 

confirmation dialog box displays.
3. Click OK.
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Figure 18.7 Canceling an event

To cancel a sub-event
1. Point to Admin, then click Event Registration Setup.
2. In the list of events, click the event to which the sub-event belongs.
3. In the Sub-Events section, click Cancel Sub-Event. The Cancel Sub-Event 

page displays.
4. Select the sub-events that you want to cancel and click Cancel Selected 

Sub-Events.

Figure 18.8 Canceling a sub-event

Processing Refunds
When users cancel registrations, you must process refunds. The payment type displays on 
the Refunds page beside the Online Payment label. If members use online payments, 
they are refunded when you process the refund. If members use offline payments, you 
must refund them manually. To find out the type of payment that members used, view the 
Event Transactions report.

To process a refund for an event
1. Point to Admin, then click Event Registration Setup.
2. Select Canceled Events to view a list of canceled events.
3. In the list of events, click Status beside the event that you want to view. A list of 

registrants displays.
4. Beside the member whose refund you want to process, click Pending Refund. 

The Refunds page displays.
5. On the Refunds page, click Process Refund.
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Figure 18.9 Processing a refund for an event

Event Registration Reports
Users with appropriate rights can view the following types of Event Registration reports:

• Event registrations
• Address labels
• Custom questions
• Supplies sold
• Event revenue detail
• Event revenue summary
• Event detail
• Sub-event detail
• Event cancellations and refunds
• Event transactions

You can filter reports by date, campus, department, event name, and the last names of 
registered users. If you filter by last name, you can also choose to search using the 
following search types:

• Starts With — Select to search for all names that begin with your search criteria.
• Contains — Select to search for all names that contain your search criteria.
• Exact Match — Select to search for an exact match of your search criteria.

To view an Event Registration report
1. Point to Admin, then click Event Registration Setup.
2. Click Reports.
3. In the Report Type drop-down list, select the type of report that you want to 

view.
4. If necessary, select from the following options:

• To filter by date, enter a date range in the Start Date and End Date 
fields.

• To filter by campus, select an item from the Campus drop-down list.
• To filter by department, select an item from the Department 

drop-down list.
• To filter by event name, select an item from the Event drop-down list.
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• To filter by a last name, enter the search criteria in the Last Name field 
and select the search type.

5. To view the report, click View Report. To export the report, click Export To 
Excel. To save the export file, click Save. To open the export file without saving 
it, click Open.

Sending Event Registration Group E-mails
Users with appropriate rights can send group e-mails to registrants for an event. When 
you send an event registration e-mail, it is sent to the members’ default e-mail addresses. 
All fields are required.

To send an event registration e-mail
1. Point to Admin, then click Event Registration Setup.
2. Click the Send E-mail tab.
3. In the Event drop-down list, select the name of the event.
4. In the From field, enter the e-mail address where you want replies to be sent.
5. In the Subject field, enter a subject line for the e-mail.
6. In the Message field, enter the e-mail message.
7. Click Send.
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E-mail Notifications

In Access ACS, users can view and print their tax statements and view their outreach assignments. You can 
notify your members when their tax statements are available and when their outreach assignments are updated. 
Before you can send notification e-mails, a user with appropriate rights must upload tax statements and 
visitation information from ACS to Access ACS.

Statement Notification
Users can view and print their ACS Plain Paper tax contributions statements through Access 
ACS. Before users can access the statements, a user with appropriate rights must upload them 
from ACS to Access ACS. When tax statements are available, you can send users a statement 
notification e-mail. To upload tax statements, you must have ACS version 9.1 or higher.

Uploading Tax Statements
To upload ACS Plain Paper tax statements from ACS to Access ACS, you must complete two 
procedures:

1. Prepare the statements in ACS People
2. Upload the statements into Access ACS

To prepare the statements in ACS People
1. Point to Contributions, then click Reports.
2. On the Reports tab, under Report Type, select E-mail.
3. Under Reports, select Plain Paper Statement Format.
4. Click the Setup tab.
5. If necessary, select additional options. For more information, press F1.
6. Click Access ACS.
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To upload the tax statements into Access ACS
1. Sign in to Access ACS.
2. Point to Admin, then click Upload Records.
3. Enter your ACS user name and password.
4. Click Login.
5. If necessary, customize your upload selections.
6. Click Upload.
7. Send Statement Notifications to users.

Sending Statement Notification
After uploading the tax statements to Access ACS, you can send a statement notification 
e-mail to users whose statements are available online. You can customize the default 
subject line and e-mail message. To automatically send statement notification e-mails 
after you upload tax statements, select Send E-mail automatically after Statements 
are uploaded. To save your custom message and e-mail preferences, click Save.

Figure 19.1 Send Statement Notification page

To send statement notification e-mails
1. Point to Admin, then click E-mail Notifications.
2. If necessary, edit the e-mail subject.
3. If necessary, edit the e-mail message in the Message text box.
4. Click Save and Send.

Outreach Notification
Users can view their outreach assignments in Access ACS. Before outreach assignments 
are available, a user with appropriate rights must upload visitation information from ACS 
to Access ACS.

After you upload visitation information, you can send a notification e-mail to users who 
have updated outreach assignments. You can change the default subject line and e-mail 
message. To automatically send outreach notification after you upload visitation 
information, select Send E-mail automatically after Outreach is uploaded. To save 
your custom message and e-mail preferences, click Save.

To upload visitation information
1. Point to Admin, then click Upload Records.
2. Enter your user name and password.
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3. Click Login.
4. In the ACS for Windows Export window, select Include Visitation.
5. Click Upload.

To send outreach notifications
1. Point to Admin, then click E-mail Notifications.
2. Click Outreach Notification.
3. Edit the Subject, if necessary.
4. Enter a message in the Message text box, if necessary.
5. Click Save and Send.

Figure 19.2 Outreach Notification page

Attendance Notification
Use the Attendance Notification tab to create and enable small group attendance 
marking notification e-mails. These e-mails are sent to small group leaders after their 
meetings have occurred as a reminder to mark their attendance in the program.
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Figure 19.3 Attendance Notification page

Contact Fields
When you first view the Attendance Notifications tab, the Reply To and Subject fields 
are automatically populated. You can change any of these options to fit your 
organization’s needs. 

Reply To — By default, the administrator’s e-mail address displays. If you prefer that 
responses are sent to a different e-mail address, you can enter it in this field.

Friendly Name — Enter the name you want to display for Sender in the recipients 
e-mail client.

Bcc — Enter the e-mail addresses of the individuals you want to receive the Attendance 
Marking e-mail. The e-mail message is sent to multiple recipients but none of the e-mails 
contain a complete list of recipients, including the Reply To field.

Subject — By default, “Small Group Attendance Markings” displays. You can edit this 
field to meet your organization’s preferences.

Form Field Drop-Down List
Do you have a large number of small group leaders to send attendance notification 
e-mails to? Don’t have the time to insert the name of each small group into each e-mail? 
Have no idea how to create a link that lets a small group leader sign in and go directly to 
his attendance marking page?

Use the Form Field drop-down list options to automatically search for and insert this 
information for you. Insert the appropriate form fields and the correct information 
displays in the delivered e-mail.
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Small Group Leader’s Name —  To have the small group leader’s name automatically 
inserted in the e-mail when it is generated, select this option.

Small Group Name — To have the small group name automatically inserted in the 
e-mail when it is generated, select this option.

Attendance Marking Link — To insert a hyperlink to the Sign In page, select this 
option. After the small group leader signs in, he will be directed to the appropriate small 
group attendance marking page.

E-mail Message
Use the default e-mail message entered, or customize the message to fit your small group 
needs.

Use the E-mail Toolbar to format your notification e-mail to your organization’s 
specifications. You can customize font type and size, formatting, alignment, and colors.

To spell check your message, click Check Spelling.

Enable Attendance Notification
To send the mark attendance notification e-mail to the small group leader when the 
meeting occurs, select this option.

Note

Selecting this option enables the Attendance Notification option on the Create Small 
Groups page. The option must be selected for the specific small group in order for the 
leader to receive attendance notification e-mails.

Automatically update all Small Groups to receive the attendance notification e-mail
To set up all small groups to receive automated mark attendance e-mails, select this 
option.

Reset all Small Groups to NOT receive the attendance notification e-mail
To remove the automated reminder, select this option.

Small Group Notification
Use the Small Group Notification tab to create small group connection notification 
e-mails. These e-mails are sent to small group leaders to inform them individuals have an 
interest in their program.

Contact Fields
When you first view the Small Group Notification tab, the Reply To and Subject fields 
are populated. You can change any of these options to fit your organization’s needs.

Reply To — By default, displays the e-mail address of the individual interested in the 
small group. If the individual does not have an e-mail address, the address entered here 
displays in the Reply To field. The field defaults is the administrator’s e-mail address.
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Friendly Name — By default, name of the individual interested in the small group 
displays in the From field if the individual has an e-mail address. If the individual does not 
have an e-mail address, the name entered here displays. The field defaults is the 
administrator’s e-mail address.

Bcc — Enter the e-mail addresses of the individuals you want to receive the Small Group 
Notification e-mail. The e-mail message is sent to multiple recipients but none of the 
e-mails contain the complete list of recipients, including the Reply To field.

Subject — By default, “Small Groups Connection” displays. You can edit this field to 
meet your organization’s preferences.

Form Field Drop-Down List
Do you have a large number of small group leaders to send connection notification 
e-mails to? Don’t have time to insert the name of each small group into each e-mail? 
Have no idea how to create a link that lets a small group leader sign in and go directly to 
his connection page? If so, use the Form Field drop-down list options to automatically 
search for and insert this information for you. Select the appropriate form field in the 
drop-down list, and click Insert. The correct information displays in the delivered e-mail.

Small Group Leader’s Name — Inserts the small group leader’s name in the generated 
e-mail.

Small Group’s Name — Inserts the small group name in the generated e-mail.

Requester’s Name — Inserts the name of the individual interested in the small group in 
the generated e-mail.

Requester’s Phone Number — Inserts the phone number of the individual interested 
in the small group in the generated e-mail.

Requester’s E-mail Address — Inserts the e-mail address of the individual interested 
in the small group in the generated e-mail.

Requester’s Message — Inserts the individual’s message in the generated e-mail.

Requester’s Availability — Inserts the individual’s availability in the generated e-mail.

Site Name — Inserts the name of the site in the generated e-mail.

Complete Connection Link — Inserts a link to the connection page so the small group 
leader can handle the connection.

E-mail Message
You can use the default e-mail message entered, or customize the message to fit your 
needs.

Use the E-mail Toolbar to format your notification e-mail to your organization’s 
specifications. You can customize font type and size, formatting, alignment, and colors.

To spell check your message, click Check Spelling.
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Adding New Features

This chapter provides information on the Online Giving feature.

Online Giving
With the Online Giving feature, you can let your members make contributions in Access ACS 
using credit cards and electronic checks. To accept online payments, you must have an 
approved merchant account. Additional fees are associated with the Online Giving feature. 
For information about signing up for Online Giving, see “Signing Up for Online Giving” on 
page 41.

Once you sign up for Online Giving, you can place your organization’s Online Giving URL 
on your Web site to give your members easy access. Members can also sign in to Access ACS 
to use Online Giving.

To view your Online Giving URL
1. Point to Admin, then click Options.
2. Click Web Links. Your Online Giving URL displays in the Online Giving Link 

section.
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Using the Reports Feature

With appropriate rights, you can create and run individual reports using your organization data. You can create 
both shared and private reports. All users with appropriate rights can view shared reports. You can only view 
the private reports that you create.

Once you select the information that you want to display on a report, you can save it for future use. You can 
also view reports in multiple output formats.

Adding and Editing Individual Reports
Users with appropriate rights can add and edit individual reports. You can create both shared 
and private individual reports. All users with appropriate rights can view shared individual 
reports. You can only view the private individual reports that you create.

To add an individual report
1. Point to Reports, then click Individual Reports. The Individual Reports page 

displays.
2. At the top of the page, click Add New Report.
3. Follow the instructions that display on the Create Report Expert pages.
4. On the Run/Save tab, click Save.
5. In the Report Name field, enter a unique name for the report.
6. In the Report Description text box, enter a description of the report.
7. Select one of the following options:

• Private Report — Select if you do not want other users to view the report.
• Shared Report — Select if you want to let other users view the report.

8. Click Save.
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To edit an individual report
1. Point to Admin, then click Reports. The Individual Reports page displays.
2. Do one of the following:

• To edit a shared report, click Shared Reports on the navigation bar.
• To edit a private report, click Private Reports on the navigation bar.

3. Beside the individual report that you want to edit, click Edit .
4. Follow the instructions that display on the Create Report Expert pages.
5. On the Run/Save tab, click Save.
6. If necessary, edit the report information.
7. Click Save.

Running Reports
Once you create a report, you can run it. You can run both private and shared reports.

To run a shared individual report
1. Point to Reports, then click Individual Reports. The Individual Reports page 

displays.
2. On the navigation bar, click Shared Reports.
3. Do one of the following:

• To view the report in a Web browser, click Run  under Quick Run.
• To select the output format, click Run  under Select Run.

To run a private individual report
1. Point to Reports, then click Individual Reports. The Individual Reports page 

displays.
2. On the navigation bar, click Private Reports.
3. Do one of the following:

• To view the report in a Web browser, click Run  under Quick Run.
• To select the output format, click Run  under Select Run.
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Getting Help

ACS provides you with many resources for assistance with Access ACS. Refer to the list below for information 
on these resources.

Context-Sensitive Help
Access ACS provides users with a complete set of context-sensitive Help topics. The Help file 
includes a table of contents, an index, and a full-text search. While working in Access ACS, 
you can click Help at any time for assistance with the current page.

Online Knowledge Base
The ACS Knowledge Base provides users with 24-hour access to articles containing solutions 
to known problems. To access the Knowledge Base, visit 
www.acstechnologies.com/clientportal and click Knowledge Base.

Support Services
Support services are available Monday-Thursday from 9 a.m. to 8 p.m. and Friday from 9 a.m. 
to 6 p.m ET. You can contact support through e-mail at support@accessacs.com or phone at 
1-800-669-2509.

Online Training
ACS provides online training classes for Access ACS administrators. For more information, 
visit  
http://www.acstechnologies.com/training.
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User Group Meetings
Join your fellow ACS users to learn from each other. To find a user group near you, visit  
http://www.acstechnologies.com/clientportal and click Events.

Enhancement Requests
ACS uses enhancement requests from clients to determine the features to include in 
Access ACS updates. Enter your enhancement requests at 
www.acstechnologies.com/clientportal. Click Enhancement Requests and enter your 
site number and PIN.

eNews
Each month, ACS sends an e-mail with news and updated information on support issues 
to clients who have a support contract. To make sure you receive e-mails, visit 
http://www.acstechnologies.com/support/profile.
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Security Options

Access ACS provides three default user profiles — Member Login, Lay Leader, and Staff Login. This appendix 
profiles information about the security options for each user profile. For more information, see “User 
Profiles” on page 30.

Member Login Profile
The following tables provides information about the security options available for the 
Member Login user profile. If the option is set to Deny Rights or None by default, an 
asterisk (*) displays beside the option name.
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Function Permissions

Data Permissions

Type Name Description

People Export to File Lets users export profile information to 
Microsoft® Excel

People Print Mailing Labels Lets users print mailing labels.
People Online Directories Lets users view individual and family online 

directories.
People Create Change Request Lets users enter changes that require change 

requests.
People Add Family* Lets users create new family and individual 

records.
People Group E-mail* Lets users send group e-mails.
People Member Search* Lets users search for members in the directory.
Statistics View Statistics* Lets users view statistics for your organization.
Outreach Assigned Contacts Only* Lets users view and complete the contacts they 

are assigned.
Outreach View Outreach History* Lets users view all of the connection history for 

an assigned connection.
Small Groups View Small Group Roster Lets users view rosters of small groups to 

which they belong.
Volunteers Opportunity Management* Lets users manage who is in their opportunity.
Classes View Class Rosters Lets users view rosters for classes.
Activities View Activity Rosters Lets users view rosters for activities.
Calendar 
Administration

Personal Calendars Lets users view, edit, and delete events on their 
personal calendars.

Type Name Description

People View Contributions With full rights or view-only rights, users can only view 
their own contribution
information. 

People View Family Position Lets users view the family position information for users 
they can access.

People View/Edit Member Status With full rights, users can view and edit the member status 
for individuals that they have rights to view. With 
view-only rights, users can only view the member status.

People View/Edit Date Joined With full rights, users can view and edit the Date Joined 
field for individuals that they have rights to view. With 
view-only rights, users can only view the Date Joined 
information.
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Lay Leader Profile
The following tables provides information about the security options available for the 
Lay Leader user profile. If the option is set to Deny Rights or None by default, an 
asterisk (*) displays beside the option name.

Note

Editing an individual’s activity roster causes it to display in both Access ACS and ACS 
People after the change request has been approved. You must have ACS People version 
9.1.1.4 or higher installed for this to occur.

People View/Edit Joined How With full rights, users can view and edit the Joined How 
field for individuals that they have rights to view. With 
view-only rights, users can only view the Joined How 
information.

People View/Edit Date of Birth With full rights, users can view and edit the Date of Birth 
field for the individuals that they have rights to view. With 
view-only rights, users can only view the Date of Birth 
information.

People Personal Photos With full rights, users can view and edit personal and 
family photos for individuals that they have rights to view. 
With view-only rights, users can only view the Personal 
Photo information.

People Other Member Photos* Lets users view and edit photos for other members that 
they can access.

Serving 
Opportunit-
ies

Personal Spiritual Gifts 
Category

Lets users create and edit their personal spiritual gifts.

Serving 
Opportunit-
ies

Personal Heart Category Lets users create and edit their personal heart attributes.

Serving 
Opportunit-
ies

Personal Abilities 
Category

Lets users create and edit their personal abilities.

Serving 
Opportunit-
ies

Personal Personality Traits 
Category

Lets users create and edit their personal personality traits.

Serving 
Opportunit-
ies

Personal Experience 
Category

lets users create and edit their personal experiences.

Serving 
Opportunit-
ies

Personal Qualifications 
Category*

Lets users create and update their personal qualifications.

Type Name Description
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Function Permissions

Type Name Description

People Locate Person Lets users locate individual records.
People View Personal Detail Lets users view complete individual profiles.
People Access Unlisted Phone 

Number
Lets users view unlisted telephone numbers.

People Export to File Lets users export profile information to Microsoft® 
Excel.

People Print Mailing Labels Lets users print mailing labels.
People Online Directories Lets users view and print online directories.
People Create Change Request Lets users create all types of change requests.
People Add Family* Lets users create new family and individual records.
People Group E-mail Lets users send group e-mails.
People Member Search* Lets users search for members in the directory.
Statistics View Statistics* Lets users view statistics for your organization.
Outreach Group Member Contacts Lets users view and complete contacts for individuals 

in classes and activities.
Outreach Assigned Contacts Only Lets users view and complete contacts for individuals 

in classes and activities.
Outreach Assign Contacts* Lets users create new outreach connections.
Outreach View Outreach History Lets users view all of the connection history for an 

assigned connection.
Small Groups Create New Groups* Lets users create parent-level and bottom-level small 

groups.
Small Groups Delete Groups* Lets users delete small groups.
Small Groups Add Members to Groups* Lets users add members to small group rosters.
Small Groups Remove Member from 

Group*
Lets users remove members from small group 
rosters.

Small Groups Assign Connection* Lets users assign and reassign small group 
connections.

Small Groups View All Connections* Under Directories or Groups, lets lay leader view all 
connections.

Small Groups Copy Members from 
Groups*

Lets users copy class and activity rosters and 
attendance information to small group rosters.

Small Groups View Small Group Roster Lets users view rosters for small groups to which 
they belong.

Small Groups Edit Small Group* Lets users edit small groups.
Small Groups Small Groups Reports* Lets users generate reports for small groups.
Volunteers Create New Opportunity* Lets users create and edit serving opportunities.
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Volunteers Reporting Serving 
Opportunities*

Lets users create reports utilizing serving 
opportunities.

Volunteers Opportunity Management* Lets users manage who is in their opportunity.
Volunteers Edit Opportunity* Lets users edit their opportunities.
Classes View Class Rosters Lets users view class rosters.
Classes Remove Member from 

Class*
Lets users drop roster members from a class.

Classes Delete Member from Class* Lets users delete roster members from a class.
Classes Edit Roster Position* Lets users edit roster members from a class.
Classes Add Member to Class* Lets users add a member to a class. The permission 

of Create Change Request directly affects the default 
permission of this option.

Activities View Activity Rosters Lets users view activity rosters.
Activities Remove Member from 

Activity*
Lets users drop roster members from an activity.

Activities Delete Member from 
Activity*

Lets users delete roster members from an activity.

Activities Edit Activity Roster 
Elements*

Lets users edit roster members from an activity.

Activities Add Member to Activity Lets users add a member to an activity. The 
permission of Create Change Request directly affects 
the default permission.

Calendar 
Administration

Personal Calendars Lets users view, edit, and delete events on their 
personal calendars.

Type Name Description
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Data Permissions

Type Name Description

People View Contributions With full rights or view-only rights, users can only 
view their own contribution
information. 

People View/Add Comments Lets users view and add comments to profiles they 
can access. Users cannot view their own comments.

People View Family Position Lets users view the family position information for 
users they can access.

People View/Edit Member Status With full rights, users can view and edit the member 
status for individuals that they have rights to view. 
With view-only rights, users can only view the 
member status.

People View/Edit Date Joined With full rights, users can view and edit the Date 
Joined field for individuals that they have rights to 
view. With view-only rights, users can only view the 
Date Joined information.

People View/Edit Joined How With full rights, users can view and edit the Joined 
How field for individuals that they have rights to 
view. With view-only rights, users can only view the 
Joined How information.

People View/Edit Date of Birth With full rights, users can view and edit the Date of 
Birth field for the individuals that they have rights to 
view. With view-only rights, users can only view the 
Date of Birth information.

People Personal Photos With full rights, users can view and edit personal and 
family photos for individuals that they have rights to 
view. With view-only rights, users can only view the 
Personal Photo information.

People Other Member Photos Lets users view and edit photos for other members 
that they can access.

People Individual Reports Lets users generate reports for individuals.
Serving 
Opportunities

Personal Spiritual Gifts Lets users create and edit their personal spiritual gifts.

Serving 
Opportunities

Personal Heart Category Lets users create and edit their personal heart 
attributes.

Serving 
Opportunities

Personal Abilities Category Lets users create and edit their personal abilities.

Serving 
Opportunities

Personal Personality Traits 
Category

Lets users create and edit their personal personality 
traits.

Serving 
Opportunities

Personal Experience 
Category

Lets users create and edit their personal experiences.
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Staff Login Profile
The following tables provides information about the security options available for the 
Staff Login user profile. If the option is set to Deny Rights or None by default, an 
asterisk (*) displays beside the option name.

Note

Editing an individual’s activity roster causes it to display in both Access ACS and ACS 
People after the change request has been approved. You must have ACS People version 
9.1.1.4 or higher installed for this to occur.

Serving 
Opportunities

Personal Qualifications 
Category*

Lets users create and update their personal 
qualifications.

Serving 
Opportunities

Other’s Spiritual Gifts 
Category

Lets users create and edit others’ personal spiritual 
gifts.

Serving 
Opportunities

Other’s Heart Category Lets users create and edit others’ personal heart 
attributes.

Serving 
Opportunities

Other’s Abilities Category Lets users create and edit others’ personal abilities.

Serving 
Opportunities

Other’s Personal Traits 
Category

Lets users create and edit others’ personal traits.

Serving 
Opportunities

Other’s Experience Category Lets users create and edit others’ personal 
experiences.

Serving 
Opportunities

Other’s Qualifications 
Category

Lets users create and update others’ personal 
qualifications.

Attendance View/Post Attendance Lets users view and post attendance for the classes, 
activities, and small groups that they can access.

Type Name Description
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Function Permissions — General

Type Name Description

People Locate Person Lets users locate individual records.
People Locate Family Lets users locate family records.
People View Personal Detail Lets users view complete individual profiles.
People Access Unlisted Phone 

Number
Lets users view unlisted telephone numbers.

People Advanced Searches Lets users run advanced searches.
People Export to File Lets users export profiles to Microsoft® Excel.
People Print Mailing Labels Lets users print mailing labels.
People Online Directories Lets users view and print online directories.
People Create Change Request Lets users create all types of change requests.
People Mark Worship Attendance* Lets users mark worship attendance.
People Add Family* Lets users create new family and individual records.
People Group E-mail Lets users send group e-mails.
People Member Search* Lets users search for members in the directory.
Statistics View Statistics Lets users view statistics for your organization.
Outreach View All Contacts Lets users view and complete all outreach contacts.
Outreach Group Member Contacts Lets users view and complete contacts for individuals 

in classes and activities.
Outreach Assigned Contacts Only Lets users view and complete contacts for individuals 

in classes and activities.
Outreach Assign Contacts* Lets users create new outreach connections.
Outreach View Outreach History Lets users view the connection history for an 

assigned connection.
Small Groups Create New Groups* Lets users create parent-level and bottom-level small 

groups.
Small Groups Delete Groups* Lets users delete small groups.
Small Groups Add Members to Group* Lets users add members to small group rosters.
Small Groups Remove Members from 

Groups*
Lets users remove members from small group 
rosters.

Small Groups Assign Connections* Lets users assign and reassign small group 
connections.

Small Groups View All Connections* Lets users view all small group assigned connections.
Small Groups Search All Small Groups* Lets users search all Small Groups.
Small Groups Copy Members from 

Groups*
Lets users copy class and activity rosters and 
attendance information to small group rosters.

Small Groups View Small Group Roster Lets users view rosters for small groups to which 
they belong.
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Small Groups Edit Small Group* Lets users edit small group details.
Volunteers Add/Edit Attributes* Lets users add and edit attributes.
Volunteers Add/Edit Qualifications* Lets users add and edit qualifications.
Volunteers Create New Opportunities* Lets users create and edit serving opportunities.
Volunteers Reporting Serving 

Opportunities*
Lets users generate individual reports for serving 
opportunities.

Volunteers Opportunity Management* Lets users manage who is in their opportunity.
Volunteers Edit Opportunity* Lets users edit their opportunities.
Classes Search All Classes Lets users search for all classes.
Classes View Class Rosters Lets users view class rosters.
Classes Remove Member from Class* Lets users drop roster members from a class.
Classes Delete Member from Class* Lets users delete roster members from a class.
Classes Edit Roster Position* Lets users edit roster members from a class.
Classes Add Member to Class* Lets users add a member to a class. The permission 

of Create Change Request directly affects the default 
permission.

Activities Search All Activities Lets users search for all activities.
Activities View Activity Rosters Lets users view activity rosters.
Activities Remove Member from 

Activity*
Lets users drop roster members from an activity.

Activities Delete Member from 
Activity*

Lets users delete roster members from an activity.

Activities Edit Activity Roster 
Elements*

Lets users edit roster members from an activity.

Activities Add Member to Activity Lets users add a member to an activity. The 
permission of Create Change Request directly affects 
the default permission.

Calendar 
Administration

Calendar Locations* Lets users create, edit, and delete calendar locations.

Calendar 
Administration

Calendar Types* Lets users create, edit, and delete calendar types.

Calendar 
Administration

Approve Events* Lets users approve or reject calendar events for all 
calendar types.

Calendar 
Administration

Personal Calendars Lets users view, edit, and delete events on their 
personal calendars.

Organizations Locate Organizations* Lets users search for organization records.

Type Name Description



Access ACS Administrator’s Guide

128

Function Permissions — Administration

Type Name Description

Administration Change Requests* Lets users apply or reject change requests.
Administration Upload Records* Lets users upload ACS People records to 

Access ACS.
Administration Add/Edit Profiles* Lets users add or edit user profiles.
Administration Global Preferences* Lets users set global preferences.
Administration Leadership Positions* Lets users add, edit, or delete leadership 

positions.
Administration Event Registration Setup* Lets users add, edit, or cancel events and 

register individuals for events.
Administration Group Naming* Lets users set up the Group Naming feature.
Administration Special Groups* Lets users create special groups.
Administration E-mail Notification* Lets users send statement, outreach, and 

attendance notification e-mails.
Administration View Small Group Setup* Lets users create, edit, and delete small groups.
Administration View/Edit Small Group 

Categories*
Lets users create, edit, and delete small group 
categories.

Administration Online Giving Report* Lets users view online giving payments.
Administration Define Positions* Lets users define positions for small groups 

and serving opportunity features.
Administration Themes* Lets users change the look and feel of the Web 

site.



129

Data Permissions

Type Name Description

People View Contributions With full rights, users can view all contribution 
information for themselves and other 
individuals they have rights to view. With 
view-only rights, users can only view their own 
contribution information.

People View/Add Comments Lets users view and add comments to profiles 
they can access. Users cannot view their own 
comments.

People View Family Position Lets users view the family position information 
for users they can access.

People View/Edit Member Status With full rights, users can view and edit the 
member status for individuals that they have 
rights to view. With view-only rights, users can 
only view the member status.

People View/Edit Date Joined With full rights, users can view and edit the 
Date Joined field for individuals that they have 
rights to view. With view-only rights, users can 
only view the Date Joined information.

People View/Edit Joined How With full rights, users can view and edit the 
Joined How field for individuals that they have 
rights to view. With view-only rights, users can 
only view the Joined How information.

People View/Edit Date of Birth With full rights, users can view and edit the 
Date of Birth field for the individuals that they 
have rights to view. With view-only rights, users 
can only view the Date of Birth information.

People Personal Photos With full rights, users can view and edit 
personal and family photos for individuals that 
they have rights to view. With view-only rights, 
users can only view the Personal Photo 
information.

People Other Member Photos Lets users view and edit photos for other 
members that they can access.

People Individual Reports* Lets users generate reports for individuals.
Serving 
Opportunities

Personal Spiritual Gifts 
Category

Lets users create and update their personal 
spiritual gifts.

Serving 
Opportunities

Personal Heart Category Lets users create and update their personal 
heart attributes.

Serving 
Opportunities

Personal Abilities Category Lets users create and update their personal 
abilities.

Serving 
Opportunities

Personal Personality Traits 
Category

Lets users create and edit their personal 
personality traits. 
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Serving 
Opportunities

Personal Experience Category Lets users create and edit their personal 
experiences.

Serving 
Opportunities

Personal Qualifications 
Category

Lets users create and update their personal 
qualifications.

Serving 
Opportunities

Other’s Spiritual Gifts Category Lets users create and edit others’ personal 
spiritual gifts.

Serving 
Opportunities

Other’s Heart Category Lets users create and edit others’ personal heart 
attributes.

Serving 
Opportunities

Other’s Abilities Category Lets users create and edit others’ personal 
abilities.

Serving 
Opportunities

Other’s Personality Traits 
Category

Lets users create and edit others’ personal 
personality traits.

Serving 
Opportunities

Other’s Experience Category Lets users create and edit others’ personal 
experiences.

Serving 
Opportunities

Other’s Qualifications Category Lets users create and update their other users 
qualifications.

Attendance View/Post Attendance Lets users view and post attendance for the 
classes, activities, and small groups that they 
can access.

Type Name Description
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