North Shore Choral Society Job Procedures: Membership Coordinator

MEMBERSHIP dBASE PROCEDURES

The Membership Coordinator uses the NSCS Database to record and maintain information about
members and their relationships to the Choral Society, and to create reports for other NSCS leaders
and members. The NSCS Database is currently supported by the dBASE database management system.

These procedures are specific to the use of the dBASE system in support of tasks for which the
Membership Coordinator is responsible. For additional instructions on performing more general
computer-related tasks, see the NSCSO1 Procedure Illustrations document.
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Hints/Tips

Resources

Print Registration Forms

Registration forms are used to capture basic contact information about new
members (name, address, phone) plus height, voice part, employer,
job/hobbies, expertise/willingness to volunteer. Returning members are
asked to verify that the information we have for them is correct. Participation
and dues information is captured on the forms for both new and returning
members. The forms are used later to enter this information into the NSCS
database. (See Update NSCS membership data.)

Registration forms for returning members are printed annually so that they
are available for the first several rehearsals of the season.

One letter-sized page is printed for each potentially returning member, plus a
supply of blank forms for new members to fill out. (See samples below.) At
registration, each Section Coordinator is given the forms for his/her section,
plus a supply of blank forms for new members.

The query (Registr.gbe or RegiYYYY.qgbe) should have been updated by
Computer Services to select all paid members from the previous season.

The Membership Coordinator and other leaders involved in member
registration must determine what form changes are required for the new
season. Verify that Computer Services has updated all components to display
information for the current season. Find out the name of the .rpt file to run.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) [For 2012] Select the report file Reg2012.rpt and choose Design Report
(Shift-F2) from the Navigator menu.

3) From the Report menu, choose Refresh Report Data.

4) Print the report or create a PDF or Rich Text Format (RTF) file for
emailing. (See the Crystal Reports section of the Illustrations document
for detailed instructions on printing, PDFs and exporting RTF files.)

5) Close the Preview Window and Crystal Reports. If presented with the
message that the report design has changed, it’s okay to choose save.

6) Print multiple copies of the Registration form 2012.pdf file (in
C:\DBASE\WordPerfect documents\Registration Forms) to create blank
forms for new members, or send this pdf to someone else for printing.

The forms for last season’s members are sorted alphabetically within section.

Any problems with running the reports or creating the appropriate output
format should be directed to the Computer Services Coordinator.
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North Shore Choral Society Job Procedures: Membership Coordinator

[lustration: Registration Form for 2012-2013 Season (created with Reg2012.rpt)
(Modifications to last season’s form are highlighted)

North Shore Choral Society 2012-2013 Season

ﬁgﬂ% FEEE'&F Registration Form
q ¥ L]
ﬁ?‘“ 1", % #J: ‘?‘ﬂ Repipradon favr: ... —
S %
E&@- a2
] =
Emily RIVERA D 6947
1608 W Chase Ave #3E

Waidce Parr: 1ot Alto
Chicaga, IL G0&26 Heght 50 1 i
E-mail address-  emilvjrivers wsmail com

FPreferred phone
Diate joined N5CS: Seniember 3, 2060 Home Phone: (773} 565-5234
Cell or Werk Phooe (773] 203-6008
Emplover: 5o
Job and/or Hobby: Fresimce phorosrapher
How did you learn aboat N5C5?  Piomper Frocz oo
Volunteer Activities: Where can von help?
Sun@aiEng; .- Pronmg .. Sooal — Dubicty —
Memuing: © .- MEIRgE: .. Compuaierinpat .- Prgloglanhy
Art Comcert Sef-up:. ... omer: ..
Dmes: Eesnlar zeason: S11508 Paid ... —  ({Imcledes 1 seasen deked mehooripton)
Full-fime Sedent $30.00 Paad . _

Extra Sezzom Sobzcripdea: 540.00 Pxid ... L
Dhwez wre pavsble in full by the third rebearsal neles on srrengement has been made with Membership Chamr.
Tool paid:- 5 —..ocec ... D ..
Is tfve printed information correct? Yess ... [ | - Hp—

Do you intend to sing all 4 concerts this season? Yes? s
If not, please circle those you intend to sing: 11/18/13 ..., 12/0%9/12 ... 03/ 02-03/13 ... DBfO2/1T ...

I it olewy b share your comincr dain with other member: via var Membership Lint® Please circke YES or N0
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North Shore Choral Society Job Procedures: Membership Coordinator

[lustration: Blank 2012-2013 Registration Form for new members
(created from Microsoft Word document)

North Shore Choral Society

T IIFI"J'I-d s
gl {ﬁ’{-‘#ﬁ - Signed ...
ﬁ%@ ) Comments: _ T
TG
o x= . ———— e 88 8 — 8 8 — 1 —— - . m—

Address CellWerk Phome: [ ) ... O

City, St ZHB- . ...
Beishi [ J& [ Jin Emall address ...

Vaice Part 01" Soprano 02 Soprane 01" Ak 7 Ao 011" Tenor (7™ Tenor  JBaritone TJBass
Employer

Fal BT BOUEN oo oot
v il pons T bt NECST oo i e

Eami.u.gbilmhwm Lin i remander whes veu lind poirmd HSCST | Ajprpreos ety | Plesse gree i wm evttmcs. Thapiol

Volonteer Activities: Where can voa help?
OFund-reising DTelephoning.  ClConcent Set-up  (1Social Activities [JPablicity [RAn

Are pou burrered v serving ow e Sooed®

Dpes:  Regular §11500 ... {Tnctades 1 season ticket subscripdon)

Dhws ore peyalile in fdl By S tiivd refeersel onless on arromsement ke been made with Membershin Chir.

Exira rubseription paid: .. ...

I imiend to simg: All 4 comcerts O
or (please drde dafes) 111817 120817 03020013 0602713

Isif olay to share your condect data with other members via oar Membership Linl? Pleaze circle YES or MO
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Update NSCS membership data

Registration forms for new and returning members capture basic contact
information, height, voice part, concert participation, and dues payment data.
This data needs to be entered in the database so that it is available for
membership tasks and reports.

Most registration forms are filled out at the first rehearsal of the season, but
additional forms can trickle in during subsequent rehearsals. Sometimes
updates to this data are communicated via email, or a phone call, or even
written on a weekly attendance sheet.

Updated database records. Basic contact information (mailing name, address,
phones, email) is stored in the Symphony table. All other member data is
stored in the NSCS table.

Registration form or other source of new or revised member data (e.g. an
email)

Verify that Computer Services has updated the .wfm file to display any new
fields added for the current season. Find out the name of the .wfm file to run.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) [For 2012] Run the form Nscs2012.wfm file by double-clicking on it,
selecting it and pressing F2, or selecting “Run Form” from the Navigator
window.

3) Enter the last name of the member whose data you want to update in the
entry box just to the right of “2012” and click on the Seek button. If the
correct member is not displayed, use the top/previous/next/bottom record
selector buttons or the elevator button to locate the correct entry
and click on the data in the LAST_NAME column. If this is a new
member (not in the database), close this form and go to step 4.

If you have found the correct record, go to step 9.

4) Run the Symphony.wfm file by double-clicking on it, selecting it and
pressing F2, or selecting “Run Form” from the Navigator window.

5) Enter the last name of the person and click the Last Name button to
make sure the new member is not already in the Symphony table. If
there are other people with this last name in this table, use the next record
selector button or PgDn to make sure the new member isn’t already there.

If the new member is in the Symphony table, verify that the address,
phone, and email are the same. If you are convinced that it really is the
same person, make any corrections to the contact data and check the
Mailing and NSCS boxes.

Write down or copy the ID and go to step 7.
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North Shore Choral Society Job Procedures: Membership Coordinator

Hints/Tips

Resources

6) If the member is not in the Symphony table, click the " addNew D [button,
enter the name, address, email, and phone field data, and check the
Mailing and NSCS boxes. Write down or copy the ID. Close the
Symphony II Search form window.

7) Run the form Nses2012.wfm file by double-clicking on it, selecting it
and pressing F2, or selecting “Run Form” from the Navigator window.

8) Add a new record by selecting Add Records (Ctrl+A) from the Form
menu. Type or paste the ID from the Symphony table into the record.

Select a different record with the previous or next button L:] and then
come back to the record you just added.

9) Enter data in the other fields, per the Registration form/input document
(dues, which concerts the member is singing in, etc.)
At the beginning of the season, verify that the number of absences in all
four absence fields is 0.
If this is a new member, click the “Nametag required” box.

10) Repeat from Step 3 for the next form/input document. Close the window
or select Close (Ctrl+F4) from the File menu when done.

Name fields in the Symphony table are mailing names. For a household with
two NSCS members, each member needs a Symphony record, but only one
of the Symphony records should be identified as “Mailing,” with both names
entered in the First Name field of that record.

In the NSCS table, Voice part is entered as a number:

1=Sopl, 2=Sop2, 3=Altol, 4=Alto2, 5=Tenorl, 6=Tenor2,

7=Baritone, 8=Bass, 0=Non-singer

In the NSCS table, the box “Include on Membership List” is used to add

non-members (e.g. Julia Davids, Sharon Peterson, Bill Stribling) to the
Membership List.

If you create a new record in error, you can delete it by selecting Delete
Current Record (Ctrl+U) from the Form menu.

PgUp/PgDn can be used instead of the Previous/Next record buttons.
Any problems with adding or modifying membership data, or problems with

the design of the form should be directed to the Computer Services
Coordinator.

Draft updated 9/14/2012 Page 6




North Shore Choral Society Job Procedures: Membership Coordinator

[llustration: Symphony table data entry form (Symphony.wfm)

*|4 Visual dBASE - [Sympheny Il Search Ferm]

[ Fie Edt View Form  Froperties Window Hep
[T T¥]
|EnterLaslName.Firs1Namim Rggp/g
dins F!'ltz
h‘emr ol’ Mum 1 1 %a o si (Ritzler
df 7 |Rivait
S = Rivera
PS!) Hinman Ave Rivera
Rivera
Rivera
Uogeislrs F‘““m IN—| I [~ Tickets EH'NEID
Notes Add New 1D_| Blvex
[ Donors | Board T Voluntear = JFRbvidE
Riviers
[v Mailing [ Snowbird [¥ NSCS Rivin
[~ Evanston Arts Council [~ IL Ants Council Rivkin
fr | Rivkin
[ Musician [ Corporate Donor Rix
E-Mail | ] Date Chungo = |Rixecker
[ Nao Solicitation letters [~ Tab (Yes orNa) :Riner
[+ Religion Emorcode [ | |Rizzetio
Rizza
ax[[) - | [ Retirement Home or Senior Citizen Centre |Rizza
[~ Mailing Nov 2008 | Letter 11/06 [¥ Mailing Feb 2007 éRilzu
[~ zent 1o MOB May 2007 [+ CPO broc. 08/08 [ NSCS Apr08 [ NSCS July 2009 R
i - |Roach
[ NSCS mailing Nov 2011 |
[ CPO Broc 09/07 [ PCI0_D4 | {Roach
|Roach
éF!mmB
|Roane
|Robb

Helen

Anita

Pat

Henjarmin
Bonifacio & Carole
Emity

Jonathan & Emily
Lowelin

Susan H

Lynn

Emily

Arnold A

Charles T.
William

Daolores M.

Arnult

Gerald

Leo M.

Jessica

Faul

Ronald R.
Eibang

Charles James Clark
Deborah

Marie

Dan

Patrick

Koy

Ewvanston
Palos Heights
Aurora
Chicago
Chicago
Chicago
Chicago
Chicago
Evanston
Willowbrook
Palating
Oak Brook
Chicago
Highland Park
Chicago
Chicago
Chicago
Park Ridge
Glenview
Chicago
Lemont
Chicago
Crystal Loke
Chicaga
River Forest
Northfield
Chicago
Groyslake

HEIE
ML

[lustration: NSCS table data entry form for 2012-2013 Season (Nscs2012.wfm)

B File Edt View Form Properties Window Hep

||‘ 4 | » .Il M E
2072 [ ] [Sesk]  Azgync  LAST NAME
Prefix I:l Voice part E

iDirector of Music | Height (in) E
Last Name

|
D | Directors. Presidents
Address 2 Church of The Holy Spirit

Address change

FIRST_MNAME

[ pirector of Music

Director of Music
Director of Music
Director of Music
Director of Music
Music Deparimen

PREFIX

B 4 Visual dBASE - [NSCS Entry Form]

[ Fenvinia Aug 27, 2000 [ dun11. 2006

I~ Ravinia July 22, 2001 [Novzi.20i0 [ Nov20.2011 = pgyqg 2012
[ Feb12.2011 [ Decd4.20m [~ Decd 2012 (ES0)
[Mar13. 2011 | Mard 2012 [ Mar 2-3, 2013 (workshop+concer)

[~ Junid 2012 [ Jun2 2013

[~ Jun12 2011

Draft updated 9/14/2012 Page 7

Street Address 100 E Westminster Rd L [p1j0471996 | T z
City ake Forest I&us—u: eLULL
State |v Mailing [ Subscriber [ Contributor Abhey I.{arll?m
ZIP 60045 | [+ Member. old or new Media lD Achenbach Marcia
[~ Prospective Member Adams Gerald
Date joined NSCS L]—[ Adamson John O.
- o - Aden Douglas e
Home Phone ) L inBoard [ Tag I lr‘
Cellf/Work Phone [} - | Choir
Employer i
ploy [ |3" T Bach Choir ]
Job/Hobby | | -
[ Fund Raising [ Telephoning [~ Concert Setup NECS | [ Include on Membership List
| Social Activities [+ Publicity | An =
I_Xer_u_oung [~ Photography | Computer input Learned of NSCS7
[~ Mailings [ Other = D recuited El
[~ Active 1st concert = s require
[~ Acive2nd conce S E—
— At | Paid Dues 03/10 [ Paid Dues 11/12
A " . i
| Acve SO [ Poiddues 08/09 [~ PuidDues 10/11 | Peiddues 12/13 [~ Exira Subscription purchased | MNometegrequired
EMail [ J
|Absences 1st concert [~ Mov23, 1997 Now 15,1998 [ Dec12,1989 [ MNow102000 [ MNov2 2001 [ Naov17 2002
[Absences 2nd concert [ Mar1,1398 [ Feb 28 1999 T Mar12.2000 [ Mari1.20001 [ Merl7.2002 [ par2 2003
|__JAbsences 3rd concert Elﬁ\bsanl::ssdmcuncsrt [~ May 17,1998 May 23,1993 [~ May21,2000 [ Juned 2001 [ Mey18 2002 [~ Jun 1, 2003
[ Ravinia Aug 22 '99 [~ RaviniaJun8,2002 [~ pec7,2003 | Dect.2004 | Decd.2005 [~ Dec 2006 [ Nov11.2007 [~ Nov23 2008 [~ Nawv 22,2003
[~ Rewinia Septd'39 [~ Rawinia Aug 25, 2002 '_Feb 29, 2004 [~ Mer13, 2005 [ Mar12, 2006 [ Mard4 2007 Mar16.2008 [~ Mar1, 2009 ™ Mar 14,2010
[~ Rawinia Jul 2, 2000 [ May23 2004 | May29,2005 [ Mey7.2006 [~ June10.2007 [ Jun7.2008 [ Mey31.2008 [~ a2 2010



North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Hints/Tips

Resources

Print Attendance Sheets

Attendance at every rehearsal is monitored, and Section Coordinators contact
members who are absent.

Attendance sheets must be distributed to Section Coordinators before each
rehearsal.

Two copies of a letter-sized sheet with the names of all singers in the section
are given to each of the six Section Coordinators.

The date of the rehearsal is entered as text on the attendance sheet header.

Members will show up on the attendance sheet only if the NSCS database
has been updated to indicate that they are planning to sing the current
concert. Verify that Computer Services made changes required for the first
rehearsal of a concert, and ran the utility to zero absence counts.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) [For 2012] Select the report file Attend12.rpt and choose Design Report
(Shift-F2) from the Navigator menu. Update the text fields for the date
and number of the rehearsal. (See the Crystal Reports section of the
[Mustrations document for detailed instructions on how to update a text
field in Design Report mode.)

3) From the Report menu, choose Refresh Report Data and review the
report data for reasonableness.

4) Print two copies of the report or create a PDF or Rich Text Format (RTF)
file for emailing. (See the Crystal Reports section of the Illustrations
document for detailed instructions on printing, PDFs, and exporting RTF
files.)

5) Distribute the report to each Section Coordinator. (One copy for each
section is returned to the Membership Coordinator after attendance has
been recorded.)

The Membership Coordinator and each Section Coordinator should work out
the best method to get attendance data back to the Membership Coordinator
for the Enter Rehearsal Attendance Data procedure.

Before the first rehearsal for a concert, the query must be modified to change
which fields in Nscs.dbf are used for member selection, and the report design
must be modified to change which concert absences field is shown on the
attendance sheet. This can be done by the Computer Services Coordinator.

Any problems with running the reports or accuracy of the absences field
should be directed to the Computer Services Coordinator.
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North Shore Choral Society Job Procedures: Membership Coordinator

[lustration: Sample Attendance sheet (created with Attend12.rpt)
(text modified per rehearsal or per concert is highlighted)

4
NSCS...Attendance Sheet for September 11, 2012 %ﬁ
2nd rehearsal for "Songs of Praise and Thanksgiving”

Home Phone Cell or Work Phone E-mail address Absences
1st Bass (Baritone)
[]_ GREEM, Anthony (BT 251-1415  (B47) 606-1415 anthonyrgreendesboglobal net 0
2nd Bass
] WOODARD, Dan (B4T) 590-08B6  (347T) T12-6447 dhwoodardé3Mgmail.com 1
] _VROEGH, Harry (B4T) BE4-1253  (347) 492-8250 hvroeghifiatt, net 0

Is your narme here? If not, please write it in below plus email address, Thanks!
All NSCS members are welcome to sing at rehearsals but those fisted above are
expected to sing in the concert specified.

Count 3

Grand Total 10
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure
Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Enter Rehearsal Attendance Data
This procedure stores data about attendance and generates absence statistics.

Attendance data should be entered as soon possible after each rehearsal.
The trigger is the receipt of attendance information from each section leader.

Updated database records (Rehersal.dbf, Attend.dbf) and Absences fields
[e.g., Nscs.dbf~=>ABSENT 1] for each concert.

At each rehearsal, the Section Coordinator records member attendance for
his/her section on the attendance sheet for that voice part. This is the primary
input source. For the first rehearsal of a new season, attendance should be
entered based on the registration form. (If you have a registration form for a
singer, assume rehearsal attendance.)

Several queries (Rehersal.qbe, Attend.qbe, Missngl2.qbe), and forms
(Attend.wfm, Attentry.wfm, Calcatt.wfm) should have been updated by
Computer Services to process and report rehearsals and member attendance
for the current season. Verify that Computer Services has updated all
components to display information for the current season.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) Select the form file Attend.wfm. Double-click, or choose Run Form
(F2) from the Navigator menu.

3) Press the down arrow W on the keyboard until the rehearsal for which
you are going to enter attendance (probably the last one in the Rehearsal
window list) is selected, i.e., the RHS field entry has a box around it.

If a new entry in this table is needed, press the down arrow W until a
new row is created. (Ignore any entries that appear in the singer name
box while entering a new rehearsal.)

Type the next sequential number in the RHS (Rehearsal number) column,
Press Enter to get to the RHSDATE column.

Type the appropriate MMDDYYY'Y value for the rehearsal date.

Press Enter to get to the USE column and type Y if missing this
rehearsal is to be counted as an absence.

Press Enter until the cursor is in the proper column to indicate which
concert this rehearsal pertains to (1, 2, 3, or 4) and type Y. Press Enter
once more.

4) Click the button for 1st Soprano and then click the name of each 1st who
attended. An (x) will appear next to the name to indicate attendance.
Then do the same for the next voice part. When all attendance data has
been entered, click the Compute Absences button.

5) Close the window (via the X in the corner) to exit the form.
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North Shore Choral Society Job Procedures: Membership Coordinator

Hints/Tips A name shows up on the attendance form only if that member is registered to
sing for that concert. If a name has been written in on the attendance sheet,
that member’s record will need to be updated (using Nscs2012.frm)
to indicate that they will be singing in the concert before attendance can be
recorded. If the write-in is a first-time member, a registration form should
have been processed via the Update NSCS membership data procedure.

Attendance x’s can be changed later; rerun Compute Absences afterwards.

If you inadvertently create a new rehearsal, you can also delete the row by
putting the cursor in the RHS column and pressing Ctrl+U. (Don’t do this
after you have recorded attendance data for that date!) Don’t create a
rehearsal until you are ready to start recording attendance for that date.

In Attend.wfm, you can change the USE or Concert No. for a rehearsal by
selecting the rehearsal row (click on RHS for that row) and changing the
values via the check boxes below. The changes will take effect when you

click in a different row of the rehearsal table.

The Compute Absences button will create an attendance record for each
person who attended that rehearsal. If the USE column value is Y for the
rehearsal selected, the absence counter for that member will be incremented.
Absence counters (one for each concert) can be changed using

Nscs2012.frm.

Alt+F4 will close the window if the X in the title bar is not accessible.

Resources Any problems with entering rehearsal or attendance data should be directed

to the Computer Services Coordinator.

[lustration: Attendance form (Attend12.wfm)

= Attendance

{ } Jonathan RIVERA
Rehearsal { ) David CRUMRINE
RHS RHSDATE USENo.1 No.2 No.3 MNo.4 -
[aBe]oss04f2012 v ¥ N N N [ 151Soprang
2nd Soprano

1stAlo
2nd Ao

Ll Bass/Basitone

¥ Include In Absence Totals

~ Concert #1
Compute Abzences

" Concert #2
[ Concert #3

| Concert #4
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Create Attendance Reports

The Section Coordinators and Music Director are given information about
singer attendance on a weekly basis. NSCS policy states that if you “miss
more than two rehearsals for any given concert, you must contact Julia
Davids to discuss concert participation and to arrange a music singing
review.”

Attendance reports should be created after each rehearsal (normally weekly)
as soon as all attendance data has been entered.

An email with two reports, one showing a list of who was missing for the
specific rehearsal and another showing everyone in the chorus for the current
concert and how many absences each has had. (See samples below.)

The attendance data entered via Attend.wfm is used for the reports.
(The Compute Absences button updates the Nscs.dbf with the number of
absences for singers who are registered for the current concert.)

Verify that Computer Services has updated all components to display
information for the current season/concert.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) [For 2012] Select the query file Missng12.qbe and choose Edit as
Program from the Navigator menu. The following instruction

JAND. (C1213_1=.t. .AND. LAST_ATT<>{09/04/2012})
selects members who are singing the first concert of the 2012-13 season
(C1213_1=.t.) and whose last attendance was not on 89/64/2012 —
i.e., they were “missing” on that date . Change the date to the rehearsal
date. From the File menu, choose Save and Close (Ctrl+W).

3) [For 2012] Select the report file Missng12.rpt and choose Design Report
(Shift-F2) from the Navigator menu. Update the text field for the date of
the rehearsal. (See the Crystal Reports section of the Illustrations
document for detailed instructions.)

4) From the Report menu, choose Refresh Report Data.

5) Print to a PDF file or export to a RTF file. (See the Crystal Reports
section of the Illustrations document for detailed instructions.)

6) Repeat steps 3 through 5 for Chorus12.rpt.

7) If necessary, copy the PDFs or RTFs to someplace accessible to your
email program. Send an email to the Music Director, VP of Operations,
VP of Concerts, President, General Manager, Section Coordinators, and
any other NSCS leaders who request this information.
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North Shore Choral Society Job Procedures: Membership Coordinator

Hints/Tips For the first report for a new concert, the design of these reports must be
modified to change which Concert Absences field in Nscs.dbf is shown.
This can be done by the Computer Services Coordinator.

Resources Any problems with running the reports or creating the appropriate output
format should be directed to the Computer Services Coordinator.

night.

Anthony

[lustration: Sample attendance email

From: Anthony Green <AnthonyR.Green@sboglobal.net =

To: Tom Keller; Rose Gomez; Ron Dahlguist; Myra Sieck; Mary Ann Kissodk; Karen Rigotti; Julie McDowell;
Julia Davids; Harry Vroegh; Emily Rivera; David Hunt; David Crumrine; Dan Weoodard;
Bruce Gladfelter; Antje Draganski; Anne Harkonen; Ellen Pullin

Subject: Attendance 05/08/12 and current estimate for concert

| Message | B MISSING.RTF (3 KB) /] CHORUS.RTF (11 KB)

There were 12 singers missing last night. See Missing Report for details.
There were three drop-outs for health or other reasons. They were Cindy
Thompson, 1st soprano, Donna Nitahara, 2nd soprano, and Ron

Dahlquist, baritone.

Our current estimate is 118 for the concert. We had 106 present last

Sent: Wed 5/9/2012 12:46 PM

[lustration: Sample “Missing” report (created with Missng12.rpt)

Singers missing May 8th, 2012

Cumulative absences Paid dues?

B b G L b Gl B RS D D b

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

fatie Gladych 1st Soprano katie. gladychi@ gmail. com
Liz Mayne 1st Soprano elizabeth. arme mayne @gmail.com
Cecilia Davis 2nd Soprano
Betsy Gladfelter 2nd Soprano betsyglad @comeast net
Susan Demaree 1st Alto susandemaree @yvahoo com
MNaney Friday 1st Alto nancyafiday@vahoo com
Chris Erenberg 1st Alto cderenbergfgmail com
Tera Moskal Ind Alto t-moskal@northwestem edn
Katherine Sutton 2nd Alto kasuttord@sbeglobal net
Eill Erenberg 15t Tenor poubell34 3@ gmail com
John Shea 15t Bass (Bantone) jshea®3 06 comeast net
Bruce Gladfelter 2nd Bass bbglad@ comeast net
Number missing: 12
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North Shore Choral Society Job Procedures: Membership Coordinator

[lustration: Sample “Chorus” report (created with Chorus12.rpt)

NSCS Chorus Report: May 8th, 2012
Rehearsal #10 for Israel in Egypt

Absences
1st Soprano
Mei Aden
Pam Anderson
Lorena Estrada
Katie Gladych
Judith Greene
Anne Harkonen
Tracy Kim
Bethany Lindner
Renata Lowe
Jenny Lunz
Liz Mayne
Julie McDowell
Karen Fish Schurder
Phoebe Segal
Roxann Specht
Section Total: 15

W oD o R R SR =D

2nd Soprano
Lauren Bauerschmidt
Marcia Bollo

Cecilia Davis 2

=

2nd Bass
Robert Brotman
Kent Fuller

Bruce Gladfalter
David Hunt

Karl Kroeger

Jirm Miller

John Summerhays
Harry Vroegh

Dan Woodard
Ethan Zwick
Section Total: 10

[T - S ]

Grand Total: 118
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure
Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Hints/Tips

Resources

Create Membership List
NSCS leaders and members may need contact information for each other.

The membership list for the current season is generated on request.

The request may be verbal or via email. (After login to the “Members Only”
portion of the NSCS website, a member is presented with a link to request a
membership list with an email to the Membership Coordinator.)

A Rich Text Format (RTF) file of the membership list (see sample below) is
created for emailing to the requester. If the General Manager has requested
that paper copies be available at rehearsal, the file is emailed to the Printing
Coordinator for duplication.

The bottom of each page has a legend for the voice part codes, and a warning
that the list is not to be distributed outside the NSCS or used for solicitation.
The total number of names shown appears at the end of the list.

The current date is automatically shown in the report header.

Verify that Computer Services has updated components to select members
for the current season. (Members appear on the report if “paid dues” or
participation in any of the concerts for the current season is indicated in the
NSCS database.) Non-singers are also displayed on the report if the “Include
on Membership List” field is checked on their records in the NSCS database.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) [For 2012] Select the report file Memlst12.rpt and choose Design Report
(Shift-F2) from the Navigator menu.

3) From the Report menu, choose Refresh Report Data.

4) Print to a PDF file or export to a RTF file. (See the Crystal Reports
section of the Illustrations document for detailed instructions.)

5) Ifnecessary, copy the PDFs or RTFs to someplace accessible to your
email program. Email the file to the requester or Printing Coordinator.

Since there are usually more than 100 names that appear on this report,

some fussing may be required to the format to get it to fit in two pages so that
a single sheet can be printed two-sided. If editing of this type is required,

the report should be created as an RTF file rather than a PDF file, so that it
can be easily edited in word processing software such as WordPerfect or
Microsoft Word.

Any problems with running the reports or creating the appropriate output
format should be directed to the Computer Services Coordinator.
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North Shore Choral Society Job Procedures: Membership Coordinator

[lustration: Sample Membership Report (created with Memlst12.rpt)
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output

Input

Prerequisites

Steps

Hints/Tips

Resources

Print Name Tags

NSCS leaders and members are encouraged to wear name tags at each
rehearsal to help get acquainted.

Name tags are automatically printed for new members. A member can
request a replacement name tag at any time.

Name tags are printed on special stock, 8 to a page, separated, and inserted
into a plastic sleeve.

The “Nametag required” field in the Nscs.dbf determines which members
name tags are created for.

Label stock must be loaded into the printer.

1) Access the dBASE application (see the LogMeln Ignition and dBASE
illustrations documents)

2) Select the query file Nametag.qbe and choose Run (F2) from the
Navigator menu (or double-click on the name).

3) From the View menu, choose Query Design (Shift+F2). Move to the
Query menu and choose “Copy Results to New Table...”; select
nametag.dbf from the list of existing file names. Click OK. When the
“File NAMETAG already exists. Replace existing file?”” message
appears, click Yes. Exit dBASE.

4) Start WordPerfect. Open the file name tags.frm found within the
C:\DBASE\WordPerfect Documents\Nametags\Form & Notice
directory.

5) Click the Merge... button and in the Merge dialog box, specify the file
name (nametag.dbf) that you saved in step 3 above. Output should be
“New Document.” Click the Merge button. A new WordPerfect
document appears.

6) In the File menu, use Print... to select the printer which you have loaded
with the name tag label stock and print. Close WordPerfect (the new
document doesn’t need to be saved).

7) As you separate each of the name tags, go back into Nses2012.frm and
turn off the “Nametag required” indicator for each of the members.

Give the name tags to the appropriate Section Coordinator for distribution,
helping that the Section Coordinator become acquainted with any new
members.

Any problems with creating the appropriate output format should be directed
to the Computer Services Coordinator.
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Ilustration: WordPerfect form for printing Name Tags (Name tags.frm)

";‘ WordPerfect 12 - [C:ADBASEAWordPerfect documentsiNametagsiForm & Notice\name tags. frm
E File Edit View Insert Format Table Tools Window Help

eEHE B R R A ErErE-E IR TS
[Times Mew Roman w1z ~|B 7 U~ E-Ai-|opones FifE S e
% 4 | ; 1 | i 2 | i ki .:
ottt k ki k

Inzert Field... | Insert Merge Code Merge...

Go to Data | Options

I N
oy S N FIELD{YOICE_DESC)

B
FIELD(NAME)

FIELD(CITY)

Ilustration: Merge dialog box for selecting data from Nametag.dbf

Merge @@

Feady to Merge! You can also change the output to something other than a new document,
Form document Current Docurment

Data source ™ ChdBase\NSCEVMNAMETAG DEF | Fecords ..
Dutput v Mew Document Envelopes...

CLrrent DOCLJTT'IEFIt

Mewy Document

Printer

File on Disk.., Merge Cancel Helg

= E-mail...
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[Mlustration: Sample Name Tags created from data selected from Nametag.dbf
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North Shore Choral Society Job Procedures: Membership Coordinator

Procedure

Purpose

Frequency/Trigger

Output
Input

Prerequisites

Steps

Hints/Tips

Resources

Create Additional Reports

Statistics, lists of members meeting specific criteria, or other miscellaneous
reports can be created on a one time or recurring basis, as needed. For
example, Julie McDowell may need a list of singers by height for seating
chart preparation. Or John Darrow may want to know if there are any
members who have not yet paid dues.

Request from a Board member or other NSCS Leader.

A report file, perhaps a PDF or RTF for emailing.

The requester must supply criteria for member selection, and indicate the
desired fields to be shown.

dBase components may have to be created or updated to select the members
matching the selection criteria and generate the desired report.

1) Contact Computer Services to discuss the requirements.

2) Computer services will set up components and provide instructions if the
request is for a recurring report.

Many previous reports designed and run by Anthony Green are stored on
NSCSO01 in the directory C:\DBASE\NSCS\2012Text Files. It may be
helpful to look through some of these if the requester says that the request is
similar to a previous request.

Any problems with creating or running the reports or creating the appropriate
output format should be directed to the Computer Services Coordinator.

[lustration: Sample Height12.rpt Output

B HEIGHT12 - Report

|
8272012  Active Singers 2012-2013 Season
1=1st Sop; 2=2nd Sop; 3=1st Alto; 4=2nd Alto; 5=1st Tenor; 6=2nd Tenor; 7=Baritone; 8=2nd Bass
Voice part  MName Height
1 Julie MeDowell S, 6in
2 Maria del Rosaro Gomesz 4ft. 9in
2 Ellen Pullin S 6in
3 Myra Sieck 5f. 1in
i Eruly RBivera f. 2in
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[lustration: Sample “Unpaids” Report

P UNPAIDS. TXT - Notepad
Fle Bt Forinat  Veew  Help

Eingars active 2011712 mot vet paid dues January 11, 2012
Paid Dues? To sing 1st Concert Znd 3rd 4th Wolice part
COSTELLO-KRUZICH, Liz Mo M s} Yies Yes i
LATTIN, Jay Mo Mo NG Yes Yes T
LONGDEN, Mars M Mo N VS Yes 3
LONGDEM, Sanna Mo Mo Mo Yies Yes 5
LUNZ, Jenny Mo Mo Mo Yes s 1
SULLIVAN, EBeth Mo MO N Yies Mo 3
WaLSH, Lynn M Mo [ [s] Ves Yes 1
FTotal

[lustration: Sample “Sections” Report

NSCS members who paid dues in 2008 /09

Section Name Date joined NSCS
1 Aden Alel 022108
1 Albertson Carnl 0972198
1 Brueggemann Louise LERIERIE
1 Carlson Mlaira 120208
1 Dangherty Toan g0
1 Davis Cecilia 09018l
1 English Patricia 090208
1 Esrrada Lorena 090793
1 C-annon LeAnn 090208
1 Gresne Judith 0901Es
1 Harkomen Anne 091200
1 Haoff Alary 0140w
1 Kenamare Jame 090296

[ustration: Sample “Members Joining” Report

N5SCS members joining 01/01/74 to 12/31/7S
090374  Anthony Gireen
0070374 Dan Woodard
090273  Johanne Noll
000275  Carolyn Palmgren
090176  Jane Walchirk
000275 Al Tvler
090976 Steve Newberger
09702777 Futh Gockel
0901’78  Suszan Demares
090278 Phvilis Reinfranck
020378 DBarbara DeCoster
90378  Soplue Enenstein
091078 Helen Widen
090279  Conrad Tungerich
090279 Antie Dragancski
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Ilustration: Sample “Expected to Sing” Report

Voice part
Anderson
Davis
English
Estrada
Greene
Harkonen
Kim
McDowell
MeGuire
Moeller
O'Reilly
Parter
Schurder
Segal
Specht
Thompson
Barell
Bollo
Egan-Hullinger
Gladfelter

BB B D e e el
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