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Using the Online List Manager (OLM):

Once you are logged in to the website, click on the Online List Manager button to access your
member information. If you are logged in and do not see the Online List Manager button,
please contact Customer Service at 800.446.3035 for assistance.
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[ Account | Online List Mgr | Contact Us

/-' <
Qnect to Online @ Frequently Asked Questions (FAQ)
[

Online List Manager

AmericanChurch, Inc. is pleased to announce the addition of Online List Manager. Our customers asked us for a
way that they could make changes to their church membership mailing list online and we listened. We are pleased
to offer this FREE online service to our valued customers.

What does Online List Manager let me do?

with this new service, our customers can make changes to their membership lists online and view the changes
right away. You can make changes, additions or deletions to your membership lists. You can also mark your
snowbirds temporarily inactive until they return.

What if I have a new member? Can they receive envelopes right away?

With the dlick of a button, you can have temporary envelopes sent to your church member within 48 hours. There
is no need for your members to wait weeks until the new offering envelope sets are mailed to your members.

What if I need a list to use for a mailing or a printout?

With the report function, you can export your membership file. This will allow you to run labels or print out your list
to be used by your church. AmericanChurch can also print and mail your special mailings, Christmas mailings,
Easter mailings or appeals. Many times for less than you can do it yourself. Call us at 800-446-3035 for more
information.
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Once you have clicked on OLM, you will see the screen below. It will default to the lowest order
number that you have. Some churches only have one order number.

Status

Last Name

/ Advanced Search

Order

Nmericanchurch INC. Online Lisc M anager

Alphabetical

x«oue Jnews 2 faQ &|HELP (33 cONTACT (il REPORTS ) SETTINGS &3 ADMIN

tive: 44 Inactive: 0

y
Order Status

A123 v A-Actve v

& AmericanChurch, Inc {

LastName
NEW MEMBER

3 [

At AR CED R E S KL M NSO PG RE £ UYWL

Eove  Status Last Name First Name Title  Address City State  Zip
123 Active SHITH OHN 123 ANY STREET YOUNGSTOWN OH 44513
1224 Active SMITH JOHN 123 ANY STREET YOUNGSTOWN OH 44513

Filter Options

You may choose to view your member information in a number of ways, using the filter options

below:

e Last Name —key letters that the member’s last name begins with
(ie — Pa would return all members that last names began with Pa)

e Order —if you have multiple orders, you may select to view only members from
particular orders or view all members from all orders

e Status — select to view all members or only active or inactive members

e Alphabetical —this bar will allow you to filter your members by the first letter of their
last name or view all by clicking AthruZ.

e Advanced Search — Allows you to search using several options including envelope #
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{2} AmericanChurch, Inc.

LS

Sorting Options
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Members: 44 /Active: 44

Inactive: 0

Order: Status: Last Name:

A123 v  A-Active v \ H FILTER HADVANCEDﬂmR] 3
AZ A B € D E E 66 H I J K L M N O P Q RS T U V¥V W X Y Z
Env# Status Last Name First Name Title Address City State Zip

123 Active SMITH JOHN 123 ANY STREET YOUNGSTOWN OH 44513
1234 Active SMIMTH JOHN 123 ANY STREET YOUNGSTOWN OH 44513

Sorting Options

You may sort any of the following Ascending or Descending by clicking on the text:

Envelope #
Status

Last Name
First Name
Title
Address 1
City

State

Zip
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New Member

{a} HoME () NEws &2 FAQ @) HELP (3 CONTACT [ill REPORTS - SETTINGS &% ADMIN Welcome
&} AmericanChurch, Inc. Members: 44 Active: 44 Inactive: 0
Order: Status: Last Name: ]
A123 v A-Actve - l FILTER I[ADVANCEDFILTER—] =
AZ A B € D E E 6 H I 4 K L M N O P @ R 8 I U ¥ W X Y Z
Env# Status Last Name First Name Title Address City State Zip
123 Active SMITH JOHN 123 ANY STREET YOUNGSTOWN oH 44513
1234 Active SHMITH JOHN 123 ANY STREET YOUNGSTOWN OH 44513

How to Add a New Member

e Click the New Member button.

e Please fill in all required address fields.

e (City and State will populate after filling in the ZIP. If multiple cities are available for the
zip code entered, you will have the option to select an alternate city. You can do this by
selecting the arrow to the right of the city listed.

o If you assign envelope numbers, you will need to enter the number in the box given. If
you want to use the next available envelope number, you will need to press the Next
Env. # button.

e Make sure that you have the correct order number highlighted.

e When you are completely done adding your member, you will need to press the
Save/Close button. This action will activate Auto — Correct, which will validate the
address.

e If you have more than one member to add, you can press the Save/New button. Auto —
Correct will be activated to validate the address. The record will be saved and a new
record will be opened for the next member.

Created: Modified: £ wsrony (S vane
Name Editor | igh
Default Name: Envelope #:
Last Name: First Name: Title:
J0HN Order. '@ Starter. @
Address 1: Status: @] A123 b
|123 ANY STREET | A-active ~ |COR 4
Address 2: ReActivate: @ [CITEST g
-
City State:  Zip:'@

Primary Address | Alternate Address ¥ | Contact Info

UPDATE | | SAVE / CLOSE | ‘DONT SAVE .(CLOSE| | DELETE |
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Auto — Correct
Provides immediate CASS™ validation on addresses as you make entries.

e An address validation message will appear when you add a new member or change an
address on an existing record.

Primary Address has been Standardized.

The Primary Address you entered has been Standardized to meet USPS Requirements.
Standardized Address Submitted Address
Address 1: 525 MCCLURG RD Address 1: 525 MCCLURG ROAD
Address 2: Address 2:
City: YOUMNGSTOWN City: YOUMNGSTOWN
State: OH State: OH
Zip: 44512 6406 Zip: 44512

How to Change/Delete/Deactivate or Reactivate a Member

e Use the Advanced Search to locate the member that you wish to change or delete.

e C(Click the envelope number of the member that you wish to change or delete. This
should open the record for you to make the change.

Changes- You may change:

Any of the name or address fields.
Move member to another order number (if you have more than one).
Envelope number
Send a starter set
e C(Click Save/Close
Deletions

e Click on the Delete button
e You will be asked if you are sure you want to delete this record. You will need to
click Yes
e Deletions are immediate and permanent
Deactivate/Reactivate (Snowbird)

e Select the arrow in the Status box.

o Select I-Inactive to stop the member from getting envelopes, but not delete them.

e Select the deadline date for the month that you want the envelopes to begin in the
Reactivate Date box. (Remember that this is the deadline date, not the date you
want them to receive the envelopes.)
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The SMITH Family Details
Created: [5/1/2012 2:56:57 P Modified: [5/1/2012 2:56:57 PM S wstory (S prin
o
Default Name: Envelope #
Last Name: First Name: Title: [123¢5 | [nextEnvz ]
ShEIT JOHN Order: '@ Starter: @
Address 1: Status: [ a123 O
123 ANY STREET A-Acive = |[[OR =]
Address 2: ReActivate: @ _| CITEST &
\
City: State:  Zip: @
¥OUNGSTOWN ~ OH = : [+ indicates Required Fietds

Primary Address | | Alternate Address 3  Contact Info

| UPDATE | |5&\|’EICI.GSE | |DGNTSA\J’EICL05E| | DELETE |

NOTE: Hovering over any question mark displays helpful tips regarding that field. L

@ Starter Set? — When you have new members and want envelopes in their hands as
quickly as possible, we can send them a starter set. A “Starter Set” is a generic offering
envelope set with the member’s name and address preprinted on them for each Sunday
date. We send these out First Class mail, within 48 hours of our notification, to insure
quick delivery to your new members. These are great to use until your member receives
their regular packet of envelopes.

9 Orders - If you have more than one order, the member will be added to the order
highlighted. To change this selection, click on the appropriate order number.

@  Zip Code — When you enter the zip code, the city and state will automatically populate.
This is set up with USPS’ standards and is updated on a regular basis by the post office.

@ ReActivate Date — Do you have members that are away for a period of time but plan on
returning? Example: Snowbirds that travel south for the winter. You can now mark their
status as inactive, but indicate the date they will be returning. We will automatically
start sending them envelopes with the next mailing after the reactivation date. Enter
the deadline date for the month you want the envelopes to begin.

© Name Editor — allows you to maintain different names for a parishioner record when
the record exists on more than one list (refer to Name Editor document under HELP in
the Online List Manager)
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Alternate Address

Maintain an alternate address for your members and set begin and end dates for the envelopes
to be sent to this address.

e C(Click on the Alternate Address tab.

e Fillin all required address fields.

e (City and State will populate after filling in the zip. If multiple cities are available for the
zip code entered, you will have the option to select an alternate city. You can do this by
selecting the arrow to the right of the city listed.

e Select Begin Month/Year and End Month/Year for envelopes (optional).

e C(Click Save/Close

The SMITH Family Detail

Created: Modified: & stom - (et
o
Default Name: Envelope #
Last Name: First Name: Title: |12345 | [ Next Env # ]
|SM|TH | J0AN Order: '@ Starter: @
Address 1: Status: @l a123 [
[123 ANY STREET A-Acive ~ |[CIR k"
Address 2 ReActivate: & CTest »
-
City: State:  Zip: @
YWOUNGSTOWN ¥ OH = = * indicates Regquired Fields
Primary Address | | Afternate Address 3  Contact Info
UPDATE | |S.WE.FCI.OSE | |Dost.w5,chsgL| DELETE |
AN
Address 1; Begin Month/vear:
Address 2 End Month/v'ear:
City: State:  Zip: @

Primary Address | | Alternate Address
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Contact Info

Maintain member’s phone, email and fax number on the Contact Info tab.

e Click on Contact Info tab
e Enter Phone, Email and Fax number
e C(Click Save/Close

Created: | 5/1/2012 2:55:57 PM Modified: | 5/1/2012 2:56:57 FM .Eg HISTORY [B] PRINT
@

Default Mame:

Envelope #:
Last Name: First Name: Title: [12345 | [NextEnv ]
|SM|TH | JOHN Order: @ Starter: @
Address 1: Status: [ a123 Ore
|123 ANY STREET | A - Active - I:l R x4
Address 2: ReActivate: @ ETEsT o

(8 §)

City: State:  Zip: @
YOUNGSTOWN ~ OH « . [Findicates Required Fizlds

Primary Address | Alternate Address 3  Contact Info

| UPDATE | |SM’E.’CLOSF_ | |DONT SA\I‘EJ’CLOSE| | [}El.l:k

Family Details History

Records additions and changes that are made to a member record.

e C(Click on the History button from the Family Details screen.
e Changes made to the record are indicated by red text.
e The date of the change and the OLM user are recorded.

Created: | 5/1/2012 2:56:57 PM Modified: | 5/1/2012 2:55:57 PM & HISTORY [a] PRINT
Hame Editor | igh

Default Mame:

Envelope #
Last Name: First Name: Title: [123¢5 | [mextEnv ]
|SM|TH | JOHN Order: @ Starter: '@
Address 1: Status: # a123 O'&
[123 ANY STREET a-actve + |[[EIR k=]
Address 2 Rectivate: @ | CITEST ®

-

City: State:  Zip:'@
YOUNGSTOWN * 0OH = = * indicates Required Fields

Primary Address | Alternate Address ¥  Contact Info

UPDATE | | SAVE/ CLOSE | |DONT SA\I'EJ‘CLOSE| | DELETE |
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@ Family Details History - Windows Internet Explorer @Eu
@“ http://olmtest.osvenvelopes.com/olme/FamilyHistory.aspx?FamilylD=10351740 =
Current FAmiIv Details /
Modified By: ¥ Ereated: Modified:
customer@aci.com 512012 2:13:02 FM 512012 3:06:20 PM
Last Hame: First Hame: Title: Envelope #:
SMITH JOHM ) 123
Address 1: ¥ Status: Order# Starter Exempt
456 ANY STREET A- Active A123 False False
Address 2: ReActivate:
City: State; Fip:
YOUMGSTOWN OH 44513
Primary Address | Alternate Address Contact Info
Show me History between | | and 5112012 | [ view History |
1 recaord(s) found...
oinal Record, /1/20 02 PM Return fo Top
Modified Bv: User Hame: Action:
customer@aci.com abice@osy.com Created
Last Hame: First Hame: Title: Envelope #
SMITH JOHM ' 123
Address 1: Status: Order# Starter Exempt
123 ANY STREET A - Active A1Z3 False False
Address 2: ReActivate:
City: State: Fipe
YOUNGSTOWN OH 44513
Primary Address Alternate Address Contact Info
[ n e . - — 3 -

WWWwW.americanchurch.:com



/&nericarﬂhurchmc

P.O. Box 3120 ¢ Youngstown, OH 44513-3120 ¢ Phone 3307584545 ¢+ Fax 3307584363

How to Print Reports from the Online List Manager

/ Reports
— it 12 “Vitng \ B e oy
- PSS

o} vome ) News 22 faQ @ HELP (33 CONTACT [l REPORTS 3 SETTINGS &5 AOMIN Welcome Customer! (3 LoGout

Nﬂeﬂmﬂchurdlm Online List ‘\Lm.agcr

(3 AmericanChurch, Inc. Members: 44 Active: 44 Inactive: 0

Order. Status Last Name

A123 v A-Actve - [ FILTER ][onmczo mnul J [ NEW MEMBER I
A AR S D RE G Hibl KL MR QP QR 2 SRR NG W XD X
123 Aclive SMITH JOHN 123 ANY STREET YOUNGSTOWN o 44513
1234 Active MITH JOHN 123 ANY STREET YOUNGSTOWN OH 44513

How to print labels

Click the ‘Reports’ button
Select Report Type: Label Report
Select the Report - Label Type
Select the appropriate Sort Order
Select the Order #
Select the Status
Select Hide Envelope Number (optional)

Click ‘View Report’

() Home ) News 22 FAQ @ HELP 33 CONTACT [{l] REPORTS b SETTINGS &9 AOMIN Welcome Customer! (J woGout

¥ Reports :: AmericanChurch, Inc.

Report Type: Order Number: Membership Status:
No selection refumsz all mecords. No selection retums all Rcord: .
) ListReport @ Label Report ; 3 . o S
|A123 A - Active
Select Report: R |- hactive
Avery S160 VEST

Select Sort Order:
Ordered by Envelope Number -

" Hide Envelope Number

View Report Selecting filter criteria will limit information returned. All informetion is returned when selecting none. Clear All Dota
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How to print a Member List
Click the ‘Reports’ button
Select Report Type: List Report
Select the Report: Member List
Select the appropriate Sort Option
Select the Order #
Select the Status

Click ‘View Report’

o O ; i;‘l"‘hx., Vie -+
Nﬂeﬂmmmm Online List Manager " T v
| ~ B E #

Q HOME ) NEWS gf FAQ & HELP 33 CONTACT ﬂ REPORTS > SETTINGS =9 ADMIN Welcome Customer! O wocour

i Reports :: AmericanChurch, Inc.

Report Type: Order Number: Membership Status:

No selection retumz all records gr'!!f l!! No selection reftumaz all records c:’!’f i!l
9 List Report Label Report

Al A - Active
Select Report: R 1- Inactive
Member List v i
Select Sort Order:
Ordered by Envelope Number -
View Report J Selecting filter critaria will limit information returned. ANl information is returned when selecting none. Clear All Data

How to print an Add/Change report
Click the ‘Reports’ button

Select Report Type: List Report
Select the Report: Add, Change Report
Select the appropriate Sort Option
Select the Order #
Select the Status
Select the Date Range

Click ‘View Report’
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_— ¥ B?"”") L7 O e ot
Nmeﬂmn(!hurch.lnc. Online List Manager g a 67 U\'Q\‘ q \

S

( Home () News 2 raQ &) HeLe 33 CONTACT (Ul REPORTS b SETTINGS &3 ADMIN

¥ Reports :: AmericanChurch, Inc.

Welcome Customer! (3 woGout

Report Type: Order Number: Membership Status:

No selection refums ail records.. glggrzel.  No selection refums ail records... glegr gel.
@ ListReport (0 Label Report
a123

A - Active

Select Report: |- nactive

R
= TEST
Add, Change Report v
Select Sort Order:
Ordered by Envelope Number -
Select Date Range:

412012 M [m0r012 s
clear date range

View Report Selecting filter criteria will limit jon returned. All

is returned when selecting none. Clear All Data

How to print an Address Correction Report
Click the Reports button
Select Report Type: List Report
Select the Report: Address Correction Report
Select the appropriate Sort Option
Select the Order #
Select the Status
Select the Date Range
Click ‘View Report’
a8y Fiie—

fa Home ) news 2 raQ @ HEL (33 CONTACT [l REPORTS b SETTINGS &3 ADMIN

i Reports :: AmericanChurch, Inc.

mem Online List Manager

Welcome Customer! (3 ocour

Report Type: Order Number: Membership Status:
No selecti Il records .. glgarzel,  No zelech tums all records. . glaar gl
.-‘ List Repon @ Label Repo" selection refums 3 i e on retums al i3
A123 A- Active
Select Report: R 1- nactive
TEST
Address Correction Report v
Select Sort Order:
Order by Change Date v
Select Date Range:
[a172012 ™ droror2 oz
Clear date range

Selecting filter criteria will limit infc

nation returned. All is returned when selecting none. Clear All Data
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Please note: Pop up blockers will need to be disabled in order to print or export the Reports.

Popup Bockers will need 1o be deabled n onder 1o pond oF export Repots

i o Mt Prink ioon Below

AT TR e 13 A
Member List
Filters apphad
Record SLatuic & - A0y
Sort Criberiac Crdered By Lasd namss
Prmfad: S22

Order & 4123
Enew Famaty et Bddrany D Gy fate Poiea Code s
) A 450 iy FTEET TR o= st R
i ] 130 da T T = st ) i« e

Ay et Y Y T ORI T = aanry & konan
Tl g (of Easmalleti 47

To print, click the printer icon on the report screen, see arrow in picture above. This ensures
your printed copy has the same formatting as the original document. Using your browser’s
‘print’ button will not print correctly.

*The CASS” trademark is owned by the United States Postal Service".
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