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1. INTRODUCTION

This edition of the Quick Start Manual focuses on the most basic tasks of the local church clerk within the
Adventist Church Management System (ACMS). As you practice the tasks outlined in this guide, you will
notice additional menu options on your computer screen that are not covered here. Try those features as
well to see the additional capabilities available to you as a local church clerk. Be sure, particularly, to go to
the Reports section and experiment with the options provided.

If you need assistance with the ACMS program, contact your local ACMS support team at 876 656-7828 Or
876 656-7800 extension 4596. You may also contact the support team via email at
acms@westjamaica.org

2. LOGIN

Your local ACMS support team will begin the process to set up a user account for you. You will receive an
email message with instructions to register your account (be sure to check your spam/junk folders if you
do not see the message). Once your account is registered, go to http://www.acmsnet.org to log in to use
the program. NOTE: Your account may automatically take you to the practice portion of the program. Once
you have finished your training, your user administrator may issue you a new account for managing your
church’s actual membership records.

Each clerk is provisioned with a West Jamaica Conference email account that will be link your ACMS
account. This email account will be active while you are duly elected clerk or assistant clerk of your church.

One you demit office you will not the account will be suspended.

Regarding the ACMS access you will only be able to use the system for your tenure as church clerk or
assistant. Once a new clerk or assistant has been elected your access will be terminated.

2.1 LOG INTO YOUR EMAIL

Open your web browser (Chrome, Edge, or Firefox) and enter www.gmail.com in the address bar.

Microsoft Cares About Your Privacy We and our partners process data to:

g
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http://www.gmail.com/

From Gmail’s landing page proceed to enter your WIJC provisioned username or email address and then
click the NEXT button.

oogle
Signin
with your Google Account

Email or phone

(f‘i rstnamel@church.westjamaica.org ’

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account m

English (United States) v elp Privacy Palicy Terms of Service

Enter the default password that was given to you. Click on the NEXT button.

oogle

Welcome

@ firstnamel @church westjamaica.org v

Enter your password

[] show password

Forgot password? m

English (United States) - Help Privacy Terms
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If necessary, click the | UNDERSTAND button below the Welcome Message from Google.

At this point you are required to create a password for your WIC provisioned email account. Proceed to
enter a password of your choice. The password must be at least 8 characters in length and should be a
secure password — easy to remember but hard to guess.

oogle

Change password for
firstnamel@church.westjamaica.org

@

Create a new, strong password that you
don't use for other websites.

INewzified10#

Confirm password

Type the same password in the confirm password box. Click the CHANGE PASSWORD button.

Click the GET STARTED button to experience a tour of Gmail interface. You are now able to use your
Conference provisioned email account. Kindly note that this account is to be used ONLY for church-related
purposes. Please see Addendum 1 for Email Use Policy.

2.2 ACTIVITING YOUR ACMS ACCOUNT

Before you can login to ACMS your account must be activated. The activation of your account is managed
by the ACMS administrator and/or the Secretariat office at the local conference. The activation process
begins with you being assigned an ACMS role for example a clerk, assistant clerk, membership coordinator,
pastor, elder to name a few. As the clerk (the primary user of the system) you will notice a mail in your
WIC provisioned email account from no-reply under the subject ACMS Role access.

no-reply ACMS Role Access - ACMS Role Access Hello Christine! You have been registered as a(n) Secretariat-Secretary/Clerk at your church for a period of 01/02/2024-01/02/2025. Clic... Feb1

Gmail Team Get the official Gmail app - Get the official Gmail app The best features of Jamaica Union Conference Mail are only available on your phone and t,
Mergo was installed by your
Gmail Team Tips for using your new inbox - Welcome to your inbox Find emails fast With the power of Google Search in your inbox, you can archive all your erfilsJ{s Y TPE (T 8

Proceed to identify that email and click to open the mail.
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ACMS Role Access @@ oo~

no-reply@acmsnet.org Feb 1,2024, 3:06 PM (4 days ago) ¥y “
tome *
ACMS Role Access @
-~
Hello User!

You have been registered as a(n) Secretariat-Secretary/Clerk at
your church for a period of 01/02/2024-01/02/2025.

Click here to complete your registration

If you have any questions or concerns, contact your ACMS support
team

Sincerely,
ACMS Team

( & Repy )( ~ Forward |

From the opened mail, click on the link Click here to complete your registration.

Activate account

Enter your password

Your password must contain:

ACTIVATE

English (

PRIVACY POLICY COPYRIGHT © 2024
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Enter the password for ACMS. Please note that password must contain: a Capital letter, a number, common
letters and should be 10 characters or more. Enter the same password in the Confirm Password button
and click the Activate button.

You will then receive a confirmation message and be given the opportunity to log into ACMS.
Proceed to enter your WJC email address along with the password you just created.

2.3 Log in to ACMS

At the Sign In page, enter your username and password and click the Sign In button to login to ACMS:

Sign in to use ACMS

English [US) @

PRIVACY POLICY COPYRIGHT © 2020
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3. MEMBERSHIP MANAGEMENT

The ACMS system has been designed to facilitate the organization and management of Adventist church
members at the local church. All of the primary member functions can be found on the Member menu:

P 7
7Y-=V = 2 i Costa =
Home Membfx = Church » Depariments + Tools ~  Auditing » Reports «

i _

Batch persen update

Transfer

AbsentWhereabouts unknown
Categones
s e et 10 M fOF OUIT peDiple. | am bidden to tell them that they are making a mistake in applying the tithe to various objects which, though good In themselves,

3.1 New Member

Add a new member by clicking the Search/New option in the main Member menu:

/ oy i

/ﬁ ACMS &35 A viaria osta ~
Home Member = Church » Depanmenis » Tools » Auditing » Reports «

Hom  SearchiNew ‘Jl

Batch p=tson update

Transfer

We

AbsentWhereabouls unknown

Categories
—— . to me for our people. | am bidden o tell them that ‘.ney are maklng @ misiake in applying the tithe 1o various GDJ'BC‘.S which, |.'\ﬂ|]g.'\ gO‘:\ﬂ in themselves,

Then, click the New Member button on the top right side of the screen:

A Maria Costa

//é ACMS

Home Member » Church ~ Depariments » Tools ~ Audiing ~ Reports «

Member

Search/New
Search Member nterests -+ i More options
Person type Name/Code/Email -~
Select ~ Hint: use %' lo search by lasl name only, %smith, for+ | B Local . r:::r:o::::nj:arm b
@2

Notice that, before we actually create the new member, the first step is to perform a Search to ensure that
this member is not already a member of another congregation.

The No phonetic search option allows the search to run a little faster, in the event you know EXACTLY how

the member’s name is spelled. This might be the preferred way of searching for names with non-Latin
characters (e.g. Z=f#2H). In the example below, we are searching for Carlos Santiago:
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A Maria Costa =

Search/New

1 More options

Member

Search

First Name Last name Birth Date {Optional) Mother's Name (Optional)

carlos Santlago 1 t ¥ No phonetic search

After clicking Search, a list will display of potential matches for the person you were searching for. If the
person is in the displayed list—and is a member, as shown by the MEM indicator--you will need to
investigate further and talk with the member, pastor, or conference/mission office to determine how to
handle the situation since the individual is already a church member. If the person is not in the displayed
list, then click the Not Found button. NOTE: If you are practicing and entering a name used by other people
practicing as well, such as Carlos Santiago, you will probably see several entries in this window. For practice
purposes, go ahead and click the Not Found button to proceed with the training exercises:

Person Search X

After clicking Not Found, the program will display a member profile page with several sections and fields
based on the configurations for your conference/mission. Only a few fields are required (indicated by *).
However, fill in all of the information as completely as possible, recognizing that the more complete the
information is, the more helpful the ACMS system will be in your membership ministry. For each Ceremony
Type there are two dates. Ceremony date is when the ceremony took place. Date is when the congregation
voted the person in a member:
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Member

Search/New
Search Member Interests 4 New Member
Search
Full Name Birth Date (Optional) Mother's Name (Optional)
Carlos Santiago Hint: use "%’ to search by last nar | @ No phonetic search
i= Ceremony
Type Date Ceremony date Minute Number Special Minute
) Number
Baptism v 2/17/2018 2/10/2018 1234
Place Baptized by First Bible Instructor Second Bible Instructor
Demao Church 25 Q Pedro Perez Q Q Q
A Personal data B Image
Code Name Last name Full Name
Carlos Santiago Carlos Santiago
Gender Birth Date Birth Country Birth Place
Male v 1/1/1990 Brazil v Q
Known as Mother's Name Father's Name
B Upload image
Q Street Address
Address Address line 2
Jardim Rezek Il
Postal code Country City
13160-000 Brazil v Artur Nogueira-SP Q

Click Save and a Success message should display at the top of your screen. If an error message displayed,
make the needed corrections and click Save again to see if the error was resolved:
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O Phone/email A

Phane Mabile Phone Business Emall

55 (19) 3877-8000 canios_santiagoSDA@gmail com

© Additional Information

s} [»] 1D, Crther Oecupation

Select r Select v
Marital Status
Sedec! ¥

Tags

Add a tag

O Member Information

Previous Religion Category Ethnicity

Select L Select v Select L
Primary Conversion Method Secondary Conversion Method

Select v Select v

=

3.2. Search

Church clerks can search the member list to find a specific person. Select the Search/New option from the
Member menu:

%ﬁ ACMS .;5_:5% 2 Maria Costa ~

Home Member » Church  Departments ~ Tools » Auditing ~ Reporis

Transfer
WE Absent/Whereabouts unknown
Categories
Al et 10 M {07 DUF people. | am bidden to 1ed them that they are making a mistake in applying the tihe to various objects which, though goed in themselves,

judge for these things.”—8T

are no1 I'\e objec! to a.h ich the Lorc hw sald 1"n| tihe lithe should be applied. Those who make this use of the fithe are depariing from the Lord's amangement. God

The Search/New screen will display (NOTE: if you have been adding new members, the Member tab may
be highlighted; click the Search tab to highlight it):

%ﬂ AC_MS ‘%—.‘%} 4 Maria Costa »

Home Member » Church » Depariments + Tools  Auditing + Reports =

Member

Search/New

:\@ h Member Interests <+ New Member New Interest % More options
[ | E—

Search
First Name Last name Birth Date (Optional) Mother's Name (Optional)

") No phonetic search
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Most often, you will be searching for active members within your own local congregation. However, if you
click in the Person type box you can select options that will allow you to search for interests and individuals
who are no longer members of the church.

NOTE: In some conferences and missions, members are not considered Active until the conference or
mission has approved the baptism the church clerk entered. So, if you are practicing in the demo site and
have just added some new members and they are not showing up in your Active Member list, ask your
conference/mission clerk to approve those new baptisms so they will show in the search results and other
examples on the following pages.

Searches can be done by the exact name or by using just a portion of the name. For example, “Carlos
Santiago”, “Carlos”, and “%Santiago” will all find the member “Carlos Santiago”. In the last example, the
“%"” means “I don’t know the first name, but the last name is...”.

4 Maria Costa

%p ACMS

Home Member » Church » Depariments » Tools » Audiing ~ Reporis -

Search Membaer Interasts
Person type Name/Code/Email
3 S%sant [J No phonetic search
Hoject > i Local Ignore accents
1 Records
Type Code First Name Last Name a Birth Date Mother's Name Church Entity
B 1519333 Carlos Santiago 1111990 Demo Church 25 GODC - NAUC s e

NOTE: To get a list of all of your church members, do not enter a name. Just click the Search button and all
of your members will display. The example below has all nine church members in our sample church. (Tip:
In lists like the one below, the column headings can be clicked to sort on that particular column).

ACMS Quick Start Manual
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o
(_L'i}:‘_;,—'} A Maria Costa »

%{, ACMS

Home Member » Church » Depariments ~ Tools » Auditing ~ Repors =

Member .
Search/New ¥

Search Member + New Interest i More options

Person type Name!Code/Email =
Sare O 000 1 semch b st o oy i o wanie | Glloca 3 o semch a

PR | wew |

9 Records

Type Code First Name Last Name a Birth Date Mother's Name Church Entity

B 56z Anna Cordia 5711962 Demo Church 25 GDC - NAUC el
=D 51454 Maria Costa 1/1/1980 Demo Church 25 GDC - NAUC /7 | e

= 10900295 Douglas Harper 4/5/1930 Demo Church 25 GDC - NAUC s e
= 6157607 Carlos Hernandez 25/1072 Demo Church 25 GDC - NAUC sl e

m 6200255 Meliana Aries Susant Kabanga 330711975 Soes Demo Church 25 GDC - NAUC F 4 @ H
= 6157605 Tomas Mentoro 1/1/1880 Demo Church 25 GODC - NAUC 2| e

= 7156066 Tiage Pacheco 11111580 Demo Church 25 GDC - NAUC 7| @

m 6200264 Santi Ratna Sari 12/22/1976 Demo Church 25 GDC - NAUC rd [ H

[ mem JRPIILERE Carlos Santiago 11111990 Demo Church 25 GDC - NAUC se

3.3. Update Member Profile

When you receive corrections to a member’s profile information, such as an updated email address, street

address, or you have a picture you would like to include, click the “ beside their name in the search
results and their profile information will display. Enter the new information on the profile page and click
the Save button:
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%p ACMS &

Home Member » Church » Deparments » Tools «

Auditing «

Reports

& Maria Costa +

EE 6157612 Anna

= o453 Maria

m 10900295 Douglas

= o1s7607 Carlos

K=l 5200255 Meliana Aries Susanti
B 6157605 Tomas

) 7156068 Tiago

) 5200264 Santi

EE 1519333 Carios

Search Member nterests
Person type Name!Code/Email
Select Hint
s e
PR e
9 Records
Type Code First Name

Last Name

Cordia

Costa

Harper

Hernandez

Kabanga

Mentoro

Pacheco

Ratna Sari

Santiago

« Birth Date

5711962

1171980

4/5/1980

325/1972

3301975

1111980

1111980

127221976

1111990

Mother's Name

Soes

+ New Inferest {1 More options

[C] No phonetic search
Ignore accents

Church

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Entity

GDC

GDC -

GDC -

GDC -

GDC-

GDC -

GODC -

GDC -

GDC -

- NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

.

“ ™ (}\\

- B3

o]

®

e|e|le||le|| e||l®

©

Tip: To encourage members to provide up-to-date information, print out the “Registration Forms” for your
church and distribute to each member and ask that they return it with corrections. This form can be found

at Reports Bl Member @ Member B Registration Form.

ACMS Quick Start Manual
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3.4. Removal of Members A Change to ¥

= Roles

If someone has died, or the church has voted censure or
removal, click the More options button beside their name

. . . . M d
and then click Transaction. Below, we are going to remove Carlos Santiago: & Metge recards

& Maria Costa

%ﬁ ACMS

Home Member » Church =

Search Member nteracts & New Member

Person type Name/Code/Email

] No phonstic search
Select ~ Hint. use "%’ to searct t name mith, for examy Local Ignore accents

@
9 Records
Type Code First Name Last Name a Birth Date Mother's Name Church Entity
m 6157612 Anna Cordia 5711962 Demo Church 25 GDC- NAUC s 2
R 6147543 Maria Costa 111880 Demo Church 25 GOC - NAUC el s
=l 10900205 Douglas Harper 4/5/1980 Demo Church 25 GOC - NAUC FallE-2
=D 6157607 Carlos Hernandez 3251872 Dema Church 25 GDC - NAUC sl el
m 5200255 Meliana Aries Susanti Kabanga 3301975 Soes Demo Church 25 GDC - NAUC rd @
B 157605 Tomas Mentoro 1111980 Demo Church 25 GDC - NAUC 2 lle
I 7156086 Tiago Pacheco 11111980 Demo Church 25 GOC - NAUC £ oe i
=W 5200254 Santi Ratna Sari 122211976 Demo Church 25 GDC - NAUC /s e
m 12519333 Carlos Santiago 1111950 Demo Church 25 GDC - NAUC s @ é}”‘

]

After we click Transaction, another screen displays summary information about the member and gives the
available transaction options:

Santiago, Carlos

Status: Active | Church: Demo Church 25
Transaction: Baptism | Date: 2/17/2018 | Period: 08-2018

History

Change Status

Close

Death — When a member has died, clicking on Death will allow the clerk to enter the date of death.
Censure and Removal — Follows the guidelines set forth by Chapter 7 of the Adventist Church Manual.
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Absent/Whereabouts unknown — Used to start the Missing process. Allows the church to exercise the due
diligence recommended in Chapters 6 and 7 of the Adventist Church Manual regarding missing members.
See Section 3.6 for more information on this process.

3.5. Transfers
Typically, the process starts when the member has decided on a new church and has spoken with its clerk.

You, as that receiving clerk, go into the Transfer section of the Member menu and, if necessary, click on
Transferring to our church to start the process to have the new member join your church:

o
= L )
//’ppc_MS < 2 Maria Costa +
Home Member » Church = Departments »  Tools =  Auditng » Reports -

m S

Baich person update
VY g
AbsentWhereabouts unknown

Categonies
7, e e e to me for our peopie. | am bidden to tell them that thay are makng a mastake in applying the tithe to vanous objects which, though good in themsehes

X Maria Costa ~

Vprovs

Home Member ~ Church » Departments » Tools » Audling ~ Reporis -
Member
Transfer
Transfer History Transferring to our church Transierring out of our church
o
Filters
Effective Date End Date
31972020 9er2020 [ Requested by member [JRequest [ Sending B Approved Ed Denied B Canceled

On the Transferring to our church tab, enter the member’s home church in the Church field and click the
Q icon. This will bring up a separate screen where you can click Select next to the member’s church. Then,
enter the member’s name and click Search:
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4 Maria Costa ~

%ﬁ ACMS 55

Home Member » Church + Deparments » Tools » Auditing + Reports «

‘Member

Transfer
Transier History Transferring to our church Transferring out of our church
New Request
Church Name/Code/Email
demo church 28 n Joel ) No phonetic search @

Search Filter

Requested by member £ Request B waiting for Conference/Union B4 Sending

Clicking in the box to the left of the correct member and clicking Include starts the transfer process by
sending a request for membership to the appropriate church:

New Request - Results

1 Records
Name « Birth Date Mother's Name Church Entity
¥ Joel Morales March 3 Francisca Demo Church 28 GDC - NAUC

The sending church will receive an email notification of the request and will need to approve the transfer.
They will login to ACMS and go to the Transferring out of our church section. They will select the approved
transfer requests, enter the vote date and minute number, and click Send.

Your church, the receiving church, will receive an email notification that the member has been approved
to transfer to your church and you must now vote the individual into church fellowship. Your Transferring
to our church tab will show all transfers ready for acceptance with a status of Sent/Granted. After your
church has completed the necessary voting, check the box by the member’s name, enter the vote date
and minute number and click Accept:

ACMS Quick Start Manual
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Transfer History Transferring to our church Transferring out of our church

New Request
Church Name Birth Date

Q No phonetic search

Search Filter

¥ Requested by member ¥ Request ¥ Waiting for Conference

# Sending
Name 4 Birth Date Sending Church Status
¥ Joel Morales 3/3/1963 Demo Church 28 - lkeq Sent/Granted m o

Vote date for selected members

Vote date Minute Number

2/15/2018 H 1111] I Accept

B Transfer outside of  [] Requested by
ACMS member

A Success message will display at the top of your screen if the member has been successfully transferred.
If you get an error message, follow the instructions or contact your ACMS support staff for assistance.

NOTE: This process works for churches that use ACMS. For churches that don’t use the ACMS software,
consult your ACMS support person for help with initiating the transfer process for members outside of
ACMS. This is covered in section 6, Off-System Transfers (with Non-ACMS Churches).

3.6. Missing

ACMS can facilitate the task of finding absent members. By allowing church clerks to indicate members
they can’t find, other clerks can help locate them. To indicate that you are looking for one of your
members, add that member to the “Absent Member List” to give others the opportunity to let you know
where they might be. Go to the Absent/Whereabouts unknown section of the Member menu:

L Maria Costa »

///ﬁ ACMS

Home Member ~ Chwch ~ Depariments » Tools » Auditing ~ Reports -

m Searcn Nel.... _

Batch person update
W Transfer
N AbsentWhereabouts unknown
Categones ~

Click the Add to Absent Member List:

ACMS Quick Start Manual
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Member
Absent Members L4

= Add to Absent Member List

Search

Entity Name

Demo Church 25 Q | | ¥ Waiting I Church
¥ = 2 years ¥ Company

Enter the member’s name and click Search:

Search

Name Birth Date Mother's Name

Annd [J No phonetic Q Search
search 'h

Close

Check the box next to the correct member name and enter the date your church initially started looking
for this member as the Effective Date (this date may be the current date or you may have started looking
prior to adding them to this list) and then click Include. The Church Manual requires that churches attempt
to find members for two years prior to removing them from membership. Even if your church began
looking for the member two or more years ago, ACMS requires that the member be on the absent member
list for a minimum of 90 days.
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Search

Name Birth Date Mother's Name
Anna No phonetic
search
Results
Name Birth Date Mother's Name Church Entity
¥ Anna Cordia 5/7/1962 Demo Church 25 Greenland Demo Conference | Naorthern Atlantic Demo Union

Effective Date

Other church clerks within your local field, with the goal of helping to find the absent member, can add

[ ]
notes by clicking on the icon next to the listed name. If your member’s name is in bold text, someone
has posted a comment which vou can view by clicking the same icon. When your members are found, delete

them from the list by clicking

Search
Entity Name
Greenland Demo Conferent | Q ¥ \Waiting ¥ Church
¥ =2 years ¥ Company
Picture Member « Church Effective Date Listed Locked Until
'.' Adi Sulistiono Demo Church 02 - GDC 3/14/2015 3/14/2015 311472017 -
'.' Amos Yanto Demeo Church 11 - GDC 4/2/2014 4/2/12014 7/1/2014 =
. Anna Cordia Demo Church 25 - GDC 11142016 2(15/2018 5/16/2018 L 4 @F
“ O

If two years have passed since your church started looking for the member (the Effective Date), and they
have been included in the Absent Member List for at least 90 days, your church can vote that the individual
be removed as Missing. Once that vote has taken place, you can check the box that will be displayed next
to the person’s name on this page and enter the transaction date and minute number of the vote at the
bottom of the screen and click Update:
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Search
Entity Name
Demo Church 11 Q Vlwaiting WIchurch
vl 2 years Corm:\alnyr
Picture Member a Church Effective Date Listed Locked Until
'.' Amos Yanto Demo Church 11 - GDC 4/2/2014 4/2/12014 711/2014 = 4 (]

Remove Missing

Transaction Date Minute Number

l 2115/2018 H 2227 I M

Tip: Another way to add someone to the Absent Member List is to click the More options icon next to

Pl

their name in a member search and then click the ~  button. Then, click on the Absent/Missing button
as shown in Section 3.4.

3.7. Duplicate Members

If you notice you have a member in your records twice, either because your church records were imported
into ACMS with the duplication or you accidentally created a duplicate after starting to use ACMS, talk
with your ACMS support person. They will review the situation and determine the best resolution. Do not
be embarrassed; it is much better to report the duplicate and get it resolved than having inaccurate
membership counts.

4. CHURCH MANAGEMENT

To look up another church’s address, or to update information about your own church, go to the
Search/New section in the Church menu:

SN
%,‘E ACMS @"} 4 Maria Costa ~ Q

Home Member = Departments + Tools » Auditing v Reporis «

Welcome!

Enter a church name, or portion of its name, check or uncheck the appropriate filters, and click Search.
Click the edit icon to view the information for other churches or to edit the information for your own
church:
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Search Church

Search
¥ Church

Demo Church ¥ Active Local ™ No phonetic search ¥ Company

31 of 31 Record

Code & Name + Type = Entity + City + District = Active =
12 Demo Church 01 Church  GDC - NAUC Nuuk District 4 L4 ,{’5 =
13 Demao Church 02 Church | GDC - NAUG Nuuk District 4 L4 4 b
14 Demo Church 03 Church | GDC - NAUC lkeq District 1 4 e a

The church page allows you to view/edit a photo of the church, the district, ethnicity, address, contact
info, service times, and more.
5. CHURCH OFFICERS

When we have a complete list of members in our congregation, it is easy to indicate the church officers.
Go to the Departments section and click on Church Officers:

SN
(Fry _
ACMS 55 2MeraCosta~ | Q
’ﬁ e R i e 'ﬁ/
Home Iember » Church = [ ¢ Tools » Auditing » Reports =

Integrated Report
Sabbath Scheol »

Welcome!

Small Groups »

To add a new church officer, click the New button on the top right side of the screen:
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%‘ﬁ ACMS %;? 2 Maria Costa

Home Member ~ Church » Deparimenis ~ Tools » Auditing ~ Reporls ~

Departments

Church Officers

Seacn  Ofiar +ew

[
Department Role Member
Al v | Al v =
Valid Expires ACMS access status
9/10:2020 All v Q, Search

Select Department and Position, and enter part, or all, of the member’s name and click the search icon:

Departments

Church Officers " ?

Search Officer m
Department Role Member

Treasury v Treasurer ~ | %hemnandez @
Effective Date Expires On

Out of the list of people that matched your search, click the Select button next to the correct person:

9/10/2019 9/10/2020 [ Church Board Member [ ACMS Access [ Authorized

i
/ A ACMS (gj;;#‘ 2 Maria Costa ~
/ﬁ . =
Home Member ~ Church ~ Depanmenis ~ Tools ~ Auditing » Repors «
Departmenis
Church Officers
Search Officer + New + Create new position
Department Role Member
Treasury w Treasurer v | %Hemandez n
Effective Date Expires On
10/28:2020 10/2872021 [ chureh Board Member Clacms Access
1 Records
Full Name a Church Entity Active
Hemandez, Carlos Demo Church 25 Greenland Demo Conference | Northern Atlantic Demo Union %
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Enter the effective date (starting date) and expiration date for this position, and check the ACMS Access
box if this individual should have a user account and be able to use the online ACMS system as part of
their responsibilities, and click Save:

2 Maria Costa «

Home Member » Church » Departments » Tools » Auditing » Reports «

Departments
Church Officers

Officer

Department Role Member

Treasury v Treasurer b Hemandez, Carlos n
Effective Date Expires On

107282020 10/28/2021 Church Board Member CJACMS Access

6. OFF-SYSTEM TRANSFERS (WITH NON-ACMS CHURCHES)

6.1. Transferring out of our church

Transfers with non-ACMS churches will need to be started by a conference/mission level membership
clerk. Once the process has been started, the local church clerk will be notified and will then be able to
complete the process.

The conference membership clerk will need to change entity levels to the local church where the transfer

is to take place (see lower right corner), and in the case of a transfer out, choose the final tab, Transferring
out of our church, and click the Send to a non-ACMS territory button on the top right corner:
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o
%ﬁ ACMS 'C%;{;‘ & Jerry Chase ~

Home Member » Church » Depariments » Tools » Treasury = Financial Transections =  Auditing ~  Ministerial »  Reporis =

Mombas

Transfer

Transfer History Transferring to our church Transferring out of our church %

Send to a non-ACMS territory

Full Name Church Email
Dougias Harpar Maranatha SDA MaranamaChurchi@madeupemad com

Address City

6023 3rd Ave NW Seattie, WA | m

+ Include

Search Filter

B recuest B sending

Full Name a Birth Date Recaiving Church Status
O Hemandez, Carlos 251972 Zime 200 - Masasa Park-Kwekwe Requesied ¥F 2
[  Mentoro, Tomas 1171980 Agum Demo Church Thineen - Riatvalleirand Regquested 3
L] Ratna Sari, Sanb 122211976 Demao Church 27 - lheg-GL Requested ]

Transfer date for selected members

Vote date Minute Number

=" |

B Transter outside of ACMS

’t Aesmismet org b5 @ Oflieisl Sysbors of Mhe Sevenlh-ay Adwrnbial Chureh - Privacy Policy - Version 12851

Fill in the information under the Send to a non-ACMS territory part of the form including the name of the
church and the church’s email and mailing address. Search for the member in ACMS and select the correct
record which matches the member to be transferred out, and then click Include button:

Member

Transfer

Transfar Hestory Transtering to our church Transferring out of our church ‘

Send 1o a non-ACMS termtory

Full Name Church Email

Douglas Harper Maranatha SDA MaranathaChurchi@madeupemail com
Address City

6023 3rd Ave NW Seattie, WA Q Search

[ Full Name Birth date Mother's name Church Entity

Harper, Dougias Demo Church 25 Greaniand Demo Conference | Northern Afiantic Demo Union

ﬁer

Notify the local clerk that the transfer has been started. From here on out, the local church clerk will be
able to manage the subsequent steps for the transfer.
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The local clerk will now be able to enter a Transfer date for selected members. Once the Vote date and
Minute Number have been entered for the selected member, click the Send button:

Member
Transfer -2

Transfer History Transferring to our church Transterring out of our church

«”Send 1o 4 non-ACMS lemitory
Search Filter
Request Sending
Full Name « Birth Date Receiving Church Status

Harper, Douglas 4751980 Maranatha SDA - Seattie, WA Requested §F @

[J Hemandez, Carlos 3251972 Zime 200 - Masasa Park-Kwekwe Requested [ ]

[ Mentoro, Tomas 1111980 Agum Demo Church Thirteen - Rigtvaligirand Requested | ]

O Ratna Sari, Santi 12/22/1976 Demo Church 27 - Ikegq-GL Requested [ ]

Transfer date for selected members

Vote date Minute Number

10/5/2020 [| 1234 |
W Transter outside of ACMS

ACMS provides a PDF document to send to the receiving church once the local sending church has voted
the transfer out. Click the History button in order to access the Transfer Request form:

Member

Transfer > 2

Transfer History Transferring to our church Transferring out of our church

Search Filter

Q Search
Request B Sending
Full Name = Birth Date Receiving Church Status
Harper, Douglas 4/5/1980 Maranatha SDA - Seattle, WA Sent/Granted
[  Hemandez, Carlos 3/25/1972 Zimc 200 - Masasa Park-Kwekwe Reqguested

And then click the Print button by the corresponding entry in the history popup:
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History - Harper, Douglas

Date Minute Number Status User Printed

10/5f2020 Request Jerry chase 10/19/2020 [

10/5/2020 1234 Sending Jerry.chase 10/19/2020 | o |

When the cursor is over the PDF document the download and print options are exposed on the top right
corner. You will now be able to print or download a document which can be sent to the receiving church:

9436f611-ad32-4d4b-bed4-275268a3aele

Greenland Demo Conference
Demo Church 26

123 Main St lkeq-GL Greentand

Greaniand Demo Conference GDC

Hans Egedesve; 77 3900 Nuuk  NuucGL Greenland

Douglas Harper

Birth Date: 4/5/1980

Mother s Name:

The business meeting of the church voted
[ % ] RecommendediGranted

Date : 10/5/2020

an
Minute number : 1234 Date: 101972020 Sent by : Maria Cost. 7"

Cut here Keep ihis portion for your records
Retum this portian 1 the eonference Show

+

% ACMS A

e p—————r—

From

When the receiving church returns confirmation that the member has been accepted into membership of
their church, click the Approve button:
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Member
Transfer

Transfer History

Transferring to our church

" ?

Transferring out of our church

Search Filter

Request Sending

Full Name a Birth Date Receiving Church Status
Harper, Douglas 4/5/1980 Maranatha SDA - Seattle, WA Sent/Granted [l | v | @
O Hemandez, Carlos 31251972 Zimc 200 - Masasa Park-Kwekwe Requesied w @

Enter the Date and Minute Number provided by the receiving church and click Approve button on behalf
of the receiving church:

Non-ACMS Church Vote - Harper, Douglas

=

Date Minute Number

10/17/2020 l [ 2345

This completes the recording of the transfer. You will find the record for the transfer in the Transfer History
tab. Should you need to access the details for the transfer, click the History button:

Member 2
Transfer L

Transfer History Transferring to our church Transferring out of our church

Filters

Effective Date End Date
4/19/2020 10/19/2020 [J Requested by member [J Request [l Sending B8 Approved EDenied B canceled

Date ~ Full Name Birth date Sending Church Receiving Church Status

10/17/2020 Harper, Douglas % 4/5/1980 Demo Church 25 - Ikegq-GL Maranatha SDA - Seattle, WA Approved v

6.2. Transferring to our church

Transfers with non-ACMS churches will need to be initiated by a conference level membership clerk. Once
the process has been initiated, the local clerk will be able to complete the process.
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The conference membership clerk will need to change entity levels to the local church where the transfer
is to take place (see lower right corner), and in the case of a transfer in, choose the middle tab, Transferring
to our church, and click the Request from non-ACMS territory button on the top right corner:

,//J# ACMS & ‘:- A Acrs Con3 =
ey
Homa page  Mamber « Chirech = Deparimeants - Tools « ALR - Reports =

Transfer

Temnafis Hisiosy | Recehing Members | Muimbess o Sund

= Rt s o focors wlhoat ACMS

1
\ 'I. Request Lransfers brom locations without ACMS
Recening Members L

Church Name, Code of Email
n [ wancut Phonetcs &
Filtar
Heguasted by menivar (7me) B Orcer B Susmitted by grous B Sent
Fult name = Dirth Church Origin Status.
Jar Morakes 1IN 9S8 Durmo Chaurch 28 - Ikeg-GL COrcar w @

Receving Members

Vote Date Vata

B Estornad Transdor [ Regaested by momitne (Tene)

l ACMBMET DRI iy w Ol Serwwrath-shey Actvanind Shuech Syvbem « Privacy Pofivy © Version 1,250,

Enter information on the member requesting transfer of membership into your church, and then click the
Search button. If the person has already been entered into ACMS, for example as an interest because they
have been visiting the church, select their entry, otherwise click the Not found button:

ACMS Quick Start Manual

28



Request - Transferring From

Search
First Name

Bob

0 Records

Church
Hope SDA
City

Denver

Fill in all the applicable information, including the information for the church that currently holds their

membership:

ACMS Quick Start Manual

Last name Birth Date (Optional) Mother's Name (Optional)

Chase Hink: use '%' to search by last nam

Email
Hope@madeupemail.com
Address

3237 E. Colfax Ave, Denver CO 80206

One phonefic search
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Request - Transferring From

Search
First Name Last name Birth Date (Optional)

Chase

0 Records

Church

Hope SDA

City Address

Mother's Name {Optional)

Hint: use %" 1o search by lastnar | (JNo phonetic search

Email

Hope@madeupemail.com

Denver 3237 E. Colfax Ave. Denver CO 80206

A Personal data
Code First Name Last name

Bob Chase

Gender Birth Country

Select Select

Known as Mother's Name

Q Street Address A

Address

Postal code

0 Phone/email A

Phone Mobile Phone Business

Full Name

Bob Chase

Birth place
t country first

Father's Name
& Upload image

Address line 2

City

- Select country first

When all necessary information has been entered, click the Include button at the bottom left of the form:

Primary Conversion Method Secondary Conversion Method

Select v Select

oy

Now the local church clerk will be able to continue the membership transfer request. To access the
membership transfer request form to attach to an email or to print to send by postal mail click the History

button:
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Member

Transfer

Transfer History Transferring to our church Transferring out of our church

New Request

Church Name/Code/Email
B [ No phonetic search

Search Filter

Reguested by member Requesl Waiting for Conference/Union &4 Sending
Full Name « Birth Date Sending Church Status
Chase, Bob 10¢1/2001 Hope SDA - Denver Requested | v | @ e
Morales, Joal 1111111985 Demo Church 28 - lkeg-GL Requested i 1 @

Vote date for selected members

Vote date Minute Number

. Transfer outside of ACMS D Requested by member

On the history popup click the Print button to view and download/print the membership transfer request
form:

History - Chase, Bob

Date Minute Number Status User Notes Printed

10/5/2020 Request jermy.chase 10i6/2020 |@‘

When the cursor is over the PDF document the download and print options are exposed on the top right
corner. The form then needs to be sent to the clerk of the church that will be transferring the membership:
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= ] X

# Transfer | ACMS | 1.255.2 ® -+ k
« > C 8 acmsnet.org/Membership/Transfer/ T XN % :
o cC AMS GIs General WBA saL SPSSand R Coding MNAD DMiss Census Demograhics » Other bookmarks

2 Open new window | B Save PDF

% ACMS T ot

From

Church : Demc Church 25 Church : Hope SDA
1Z3Main St lkeg-GL Greenland 3237 E. Colfax Ave, Dewer Co 80208 Denver
PastarsemyCrasagigmai com

Greenland Demo Conference GDC
MHans Egedesve; 77 3800 Nusk Muuk-GL Greenland

Request charter member following the transfer

Member

Bob Chase Chase
Birth Date: 10/1/2001
Mother's Name:

Thank you for your attention to this matter

Dale: 1062020 Sent by : Jerry Chase
Keep this portian for yaur records
Return this portion 1o the canference shown

Greenland Demo Conference
Demo Church 25

When the response is received from the remitting church click the Check-mark button in order to access a
popup where you will record the Date and Minute Number on behalf of the sending church:

ACMS Quick Start Manual



7

_‘-_:_-zf/ 2 Maria Costa~

Home Member » Church » Departments » Tools » Treasury = Financial Transactions »  Auditing »  Ministerial + Reporis »

Member
Transfer

Transfer History Transferring to our church Transferring out of our church E

New Request

Church Name/Code/Email
n [CJ No phonetic search [} g

Search Filter

Requested by member B Request @ watting for Conference/Union 8 Sending Q Search
Full Name ~ Birth Date Sending Church Status
Chase, Bob 10/1/2001 Hope SDA - Denver Requested 1 |\ @
Morales, Joel 11/11/1885 Demo Church 28 - Ikeg-GL Requested « @

Vote date for selected members

Vote date Minute Number

I

[ Transfer outside of ACMS  [] Requested by member

%t Acmsnet org is an Official System of the Seventh-day Adveniist Church - Privacy Policy - Version 12552

-

Once the Date and Minute Number have been entered, click the Approve button:
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Non-ACMS Church Vote - Chase, Bob

Date Minute Number

10/3/2020 H 1234 I HAD%VE

Once the local church votes to receive the person requesting transfer of membership, select the person
from the list of transfers in progress, enter the Vote date and the Minute Number, and then click the Accept
button:
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7 :

ACMS @‘) & Maria Costa ~
/ﬁ hd = =/
Home Member » Church » Departments » Tools » Treasury = Financial Transactions »  Auditing »  Ministerial » Reporis »

Member

Transfer

Transfer History Transferring to our church Transferring out of our church E

New Reqguest

Church Name/Code/Email
n [CJ No phonetic search [}

Search Filter

Requested by member B Request B Waiting for Conference/Union B Sending
Full Name  Birth Date Sending Church Status
Chase, Bob Chase 107172001 Hope SDA - Denver Sent/Granted N @
Morales, Joel 11/11/11985 Demo Church 28 - Ikeg-GL Requested 1 @

Vote date for selected members

Vote date Minute Number

10/6/2020 l [ 1234| ‘ @
[ Transfer outside of ACMS  [] Requested by member

ﬂL Acmsnet org is an Official System of fhe Seventh-day Advenist Church - Privacy Policy - Version 12552

-

The person is now recognized in ACMS as a member in this congregation. The last step is to notify the
sending church that the transfer of membership has been accepted. To access the updated membership
transfer request form, choose the Transfer History tab and click the History button for the person in
question. This will bring up the History popup:
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)

%‘sﬁ:hﬂs )

Home Member » Church ~ Departments ~

Member
Transfer
Transier History Transfeming e our church
Filters
Effective Date End Date
9/20/2020 10/6/2020
Date Full Name ~ Birth date
10/6/2020 Chase, Bob

I Transfer outside of
ACMS

%L Acmsnet org #s an Official System of the Seveath-day Adventist Church - Privacy Policy - Version 1.258.1
-

Click the Print button for the last item in the History popup to view the membership transfer request form.
Notify the sending church clerk that the person has been accepted as a member by sending them this

form:

ACMS Quick Start Manual

] Requested by member

Tools ~ Auditing ~ Reports ~

Transferring out of our church

O Requested by member O Reqguest

Sending Church

Hope SDA - Denver

[ Sending Approved Denied [ Canceled

Receiving Church

Dema Church 25 - Ikeg-GL

Status

Approved

A Maria Costa ~

"
=y
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History - Chase, Bob

Date Minute Number Status User Printed

10/5/2020 Request Acms Confo3 102012020

10/3/2020 1234 Sending Maria Costa 102002020

10/6r2020 1234 Approved Maria Costa 102012020

When the cursor is over the PDF document the download and print options are exposed on the top right
corner:
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97a1{3cc-58c6-4e6f-8a13-d26132faeh36 ¢ b A ]
R

Geeenland Demo Conderence
Dema Church 25

For
Church : Hope SDA

123 Main 3t theq-GL Greenfand 3237 E. Caltax Ave, Derver Co 80206  Denver
PasterlermyChase@gmail.com

Greenland Demo Confersnce GDC
Hans Egedesvej 77 3800 Nuuk  Nuuk-GL Greerfand

Bob Chase

Birth Date: 10/1/2001

Mother's Name:

The business meeting of the church voted

[ X IMember acceptedireceived

Date : 10/6/2020

Minute number : 1234
Date: 10/20/2020 Sent by : Maria Costi —

7. BACKGROUND CHECKS
Where this option is enabled, it will be found at the bottom of the member form. The settings and options
are set at a country level. The look of the interface may vary slightly from the one in this example,

depending on the setup required in your country.

Access at the local church level varies from country to country. Depending on the configuration for your
country the local church may have:

Read and write privileges of background check information
Read only privileges of background check information No access to background check
information

If available in your country, to add a new Background check verification, click the New button:
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Home Member = Church » Departments =  Tools = Auditing ~  Repaoris =

& Maria Costa ~

Member
%ﬁ ACMS  gearch/New

& Family »
& Add family member
Type Full Name Birth date Relationship Church Ennity
m Bob Chase 10172001 Primary Cantact Demno Church 26 Greenland Dema Conference

O Member Information

Previous Religion Category Ethnicity

Sclect - Select - Select s
Primary Conversion Method Secondary Conversion Method

Seleel - Sulect ~
Baptism Ceremony
Date Place Baptized by

Q Q

Last transaction
Date Type Minute Number

1062020 Transfer 1234
Background check
Type Documentation Approved on Expiration Entered by Entered at Entered on

Ha data

Acmanat.oey is an Official System of the Saventh day Adventist Church - Privacy Policy - Varsion 1.261.1

Select the appropriate background check Type and Documentation, and then enter the Approved on date
and the Expiration date. Once all information has been entered click the Save button:
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Background check

Type Documentation Approved on Expiration

Background Check Type - Greenland v Background Check Documentation v 10212020 102112022

=

Once the new background check information has been entered, the record will show on the member
profile page:
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Home Member = Church = Departments = Tools = Auwditing ~ Reports =

Member

%ﬁ ACMS  search/iNew

& Family »
= Add family member
Type Full Name Birth date Relationship Church Ennity
m Bob Chase 10172001 Primary Cantact Demno Church 26 Greenland Dema Conference

O Member Information

Previous Religion Category Ethnicity

Sedect - Sedect ~ Select -
Primary Conversion Method Secondary Conversion Methed

Sclect - Suect ~

Baptism Ceremony

Date Place Baptized by

Q Q

Last transaction
Date Type Minute Number

1062020 Transfer 1234

Background check

Type Documentation Approved on Expiration Entered by Entered at Entered on

Check Type - G land Check D 10/21/2020 102172022 maria_costa Demo Church 25 102872020 rd o

1 e

backg

fL Acmanat.oeg is an Official System of the Seveth day Adventist Charch -
-

8. TAGS

Tags are useful for identifying subsets of people such as committees, groups, skill sets, and so on. Tags
then can be used to access these subsets in the Member Search and the Reports pages. Because tag names
are visible globally, it is recommended that each conference use a prefix to uniquely identify the tags within
their conference, i.e. GDC - Fellowship Group, where GDC are the initials of your conference.

To add a Tag to a member’s record, begin typing the desired tag. If the tag already exists, it will show up in
the dropdown list. If the desired tag doesn’t exist, pressing enter after entering the tag will create a new

tag:
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Home Member = Church » Departments =  Tools = Awnditing »  Repaoris -

Member

%ﬁm Search/New 2 Maria Costa ~

Q Additional information A

10 (if required) Other ID# {if required) Education Oecupation
Select - Select -
Marital Status Member/Giver recelpt method
Select ~ Prmted ~
Tags
sodd
GDC -

GDC - Choir Member
GDC - Church Boand
GDC - Flder

GDC - Family Life Committes Catagory Ethnlelty
GDC - Fellowship Group

- Sedect ~ Select w

Primary Conversion Method Secondary Conversion Method

Select v Select w

Baptism Ceremony

Date Place Baptized by

11172000 Demo Church 26 - lkeq- Gl Q Eduardo Campa Q

Last transaction

Date Type Minute Number Special Minute Number
1172000 Baplism 2222222

First Bible Instructor Second Bible Instructor

Q  ®iocalsearch Q. ®iocalsearch

Background check

/ Acmsnat.ong is an Official System of the Seventh day Adventist Church - Privacy Policy - Version 1.261.1 gReIm - OOEE
‘:ﬁ‘ 3 i e Church: Dema Church 25

After entering the tags into the member’s record click Save at the bottom of the member form to save the
Tag selection:
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Home Member » Church ~ Deparimenis ~ Tools » Auditing ~ Reporis =

% Member T
HAEMS  gearch/New tE
O i T - =
i&F Familya

@ Member Information

Previous Religion Category Ethnicity

Select v Select v Select v
Primary Conversion Method Secondary Conversion Method

Select v Select v

Baptism Ceremony
Date Place Baptized by

Demo Church 25 - Ikeg-GL Q Q

Last Movemnent

Date Type Minute Number
10/1/2020 Adjustment
First Bible Instructor Second Bible Instructor
Q Local search Q Local search

Background check

4 New

Type Documentation Approved on Expiration Entered by Entered at Entered on

Mo data

District: Disinict 3- GDC

Acmsnet org is an Official System of the Advenfist Church - Frivacy Policy - Version 1.260.1
‘fg‘ emsnet org is an Syst Seventh-day acy Policy ek =i

Search/New
Seadch Wesmbass Inferetts m + Horw inares. b More options
Parson typ Hame/Code/Email

| [C] Az & (Ao phofsis

&
[t | e | B ignone accents ?llj

Under the Search Filter select Tag from the Field selector. Begin typing in the Tag and select it from options
in the system. Once the appropriate Tag has been selected click the Search button for the search results:
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_,-';-"\‘

‘%’# ACMS @ X Madia Costa =

Home Mamber = Churdh = Depariments = Todlk = Audiing = Hepams -

Memiber .
Search/New « ?
Saarch [EFTe] IreprREs +H‘ﬂ N [II.‘:-L--',..:.'.-‘:J'.'.A e I Vicen options

i R AR
Person typss Hame Code'Email

[0 A2 iz (no phonetic
Salact = WO mArCy iy 18] name G L - E seach) 2
Ignone accenty

Search Filter

Figld Walue
Tag w || [BDC - Family Lée Commisiae Q
Spiect w

Here is an example of the search results:

I.IH-._N
%ﬁ ACMS ﬁfw;::ﬂ X Matia Costa =

—

Home Weémber = Church = Dépafmenil = Tools = Audding = REpoms «

Mllemiver

Search/New

e T
Mamiar |rteresis ey
e [+ (R
Parson type Hama'Code’ Email
i:i AS 1§ (HD phbfied
Samct - To Smaich by 1851 name Gn min | | Bl Loeal et
B 8 ignone accens
Search Filter
Field Walis
Tag w | @DGC - Family Lile Commities Q
Salact -
3 Records
Type  Code Firsi Mama Last Mame  «  Birth Date Mother's Name Chureh Entity
17689143 George Cluny IIEN Demo Charch 25 GODC - NALC £ 2 ¥
E15T612 Anna Cordia S{THos2 Dema Charch 25 QDT - NALC rd 2 ]
) cvomeor canes Memnandez WREGTZ Demo Charch 25 GDC - NAUGC Aells
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To do a search on Tags in Reports, click the Advanced filter button to access filtering by the tag field:

N
%Aé AEMS @ A Maria Costa

Home Member » Church ~ Deparimenis ~ Tools » Audiing ~ Reporis =

Reports/Member
Member
Content
@ 1- Members (©) 9- Member Photos
() 2- Members - Birth date () 10- Registration Form (Blank)
() 3- Members - Basic information () 11- Church info / Current status
() 4- Members - Address, contact info (O 12- Label
(C) 5- Email address only (O 13- Country of Birth

() B- Registration Form () 14- Registration Form SHORT
() 7- Birthday list () 15- Registration Form SHORT (Blank)

() 8- Birthday list, with contact info
Options
Name format
Last name, First name Vi

Sort by Person type Status.
Fullname v Select = Select v | Y Advanced filter ‘

Report Type
® pdfiie [ Al district churches [J New page for each church

& Listiprint

#L Acmsnet org is an Official System of the Seventh-day Advenfist Church - Privacy Policy - Version 1260.1
=

Select Tag from the Field dropdown list. The Condition should be Equal, and the Value is the Tag that you
wish to use to filter the results. Once the selections have been made, click the Add filter button:
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%‘ﬁ ACMS @ A Maria Costa ~

Home Member » Church ~ Deparimenis ~ Tools » Auditing ~ Reporis «

Reports/Member
Member
Content
@ 1- Members () 9- Member Photos
(C) 2- Members - Birth date (C) 10- Registration Form (Blank)
() 3- Members - Basic information (O) 11- Church info / Current status
() 4- Members - Address, contact info () 12- Lahel
() 5- Email address only () 13- Country of Birth
() 6- Registration Form (C) 14- Registration Form SHORT
() 7- Birthday list (0) 15- Regisiration Form SHORT (Blank)

(O 8- Birthday list, with contact info

Options
Name format
Last name, First name e
Sort by Person type Status
Fullname ~ Select - Select ~ | Y Advanced filter
| PR | MEM |
Search Filter
Field Condition Value
Tag v Equal v | GDC - Choir Member Y == Add filter
Report Type
@ .pdffile (] i district churches  [] New page for each church

& Listiprint

ﬁL Acmsnet org is an Official System of the Seventh-day Advenfist Church - Privacy Paolicy - Version 12601
-

Click the List/print button to view a PDF file of the results:
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lprcms &

Home Member » Church » Depariments » Tools » Auditing =

Reporis/iMember

L Maria Costa v

Reporis «

Member

Content

@ 1- Members

() 2- Members - Birth date

() 3- Members - Basic information

() 4- Members - Address, contact info
() 5- Email address only

() 6- Registration Form

() 7-Birthday fist

() 8- Birthday list, with contact info

Options
Name format

Last name, First name

ﬁ? " Asmsnet.org is an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.250.1
-

() 8- Member Photos

(C) 10- Registration Form (Blank)

(O 11- Church info / Current status

O 12- Label

(O) 13- Country of Birth

(C) 14- Registration Form SHORT

(O) 15- Registration Form SHORT (Blank)

Sort by Person type Status

Fullname v Select - Select w | Y Advanced filter
Search Filter
Field Condition Operation

Tag w Equal ~ || GDC - Choir Member Q @ and

) or

Tag equal GDC - Choir Member i}
Report Type
® _pdfiile [ Al district churches [] New page for each church

& List/print

District: Disinct 3 - GDC «
Church: Demo Church 25 -

When the cursor is over the PDF document the download and print options are exposed on the top right

corner:
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2b430f3a-66b3-41b8-bfa7-eeB0652c2217 1 £1

Cownload

Greenland Demao Corference
Dema Church 25
Status: (with fikar)

Eiters: Tag equal GOC - Chair Member

IO - o o S R B T S P S B B i . 4

9. JOINING FAMILY MEMBERS

ACMS enables family members to be grouped together. When family members are grouped together,
going to one family member’s record gives access to all other family members who have been linked
together into a family unit.

To link members into a family unit, start with the member form for the individual that is to be designated

the Primary Contact (Head of Household). Click the Add family member option in the Family section of the
member form:
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Home Member ~ Church ~ Departments ~ Tools » Auditing ~ Reporis «

W A 2 aria Costa
& Family &~
= Add family member
Type Full Name Birth date Relationship Church Entity «
BEE George Jungle 6/25/1950 Primary Contact Demo Church 25 Greenland Demo Conference

@ Member Information

Pravious Religion Category Ethnicity

Select ~ Select v Select v
Primary Conversion Method Secondary Conversion Method

Select ~ Select v

Baptism Ceremony
Date Place Baptized by

Demo Church 25 - lkeg-GL Q Q

Last transaction

Date Type Minute Number
107372020 Profession of Faith ~
First Bible Instructor Second Bible Instructor
Q Local search Q Local search

Background check

Type Documentation Approved on Expiration Entered by Entered at Entered on

Mo data

Acmsnetorg is an Official System of the Seventh-day Adventist Charch - Privacy Policy - Version 1.280.1

In the top portion of the popup enter the name of the individual that you wish to link to the family unit,
and then click the Search button. Identify the Relationship of the individual that is being linked to the
family unit based on the primary contact of the family. This enables the Select button so that this individual
can be linked to the family unit:
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Search

Full Name Birth Date (Optional) ~ Mother's Name (Optional)

%.Jungle [ s is (no phonetic
search)

2 Records

Full Name | Bt Mofecs Relationship Church Entity
Date name

Demo Church  Greenland Demo Conference | Northern Atlantic Demo
25 Union

121311955 Children Demo Church  Greenland Demo Conference | Northern Atlantic Demo
4 25 Union

Jungle,
Martha
Son/Dathiter in Law
Grandchildren
Grandparents
In household
In-laws
Brother/Sister in Law
Mephews/MNieces
Other
Parents
Siblings
Spouse
Stepchild
Stepparents
Uncles/Aunts

Note: In the event that the individual you wish to link to the family unit isn’t already in ACMS, click the Not
found button and enter the individual’s information in the customary way.

Once all the family members have been added to the family unit, all the addresses can be updated together
by selecting the Checkbox by each family member’s record and then clicking the Update address button.
This will apply the address of the family member that is currently displayed to all the rest of the family
unit:
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Home Member » Church «

Membe

Departments + Tools » Auditing ~ Reporis =

r

%ﬁm Search/New
Q@ Street Address &

Address

777 Perfect Way

Postal code

12177

0 Phonelemail &

Phone

ID# (if required)

Marital Status

Select v

Tags

Add atag

& Family &~

Type Full Name

EED George Jungle
IEED Martha Jungle

EED Lucy Jungle

Country

Greentand

Mobile Phone

© Additional information A

Business

Other ID# (if required)  Education

Select

Member/Giver receipt method

Printed

Birth date

6/25/1950

121371955

71201980

Relationship

Primary Contact

Spouse

Children

Clicking “OK” commits the update:
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Email

Church

Demo Church 25

Demo Church 25

Demo Church 25

%é‘ Aemsnelorg is-an Official System of the Seventh-day Advenfist Church - Privacy Policy - Version 12801
a—

Address line 2
City
v || NuukGL Q
Occupation
~ Select iv
= Add family member
Entity

Greenland Demo Conference

Greenland Demo Conference

Greenland Demo Conference

@
District: Distnicoy pdate address

Church: Demo Churcn 22 = o




Home Member » Church = Departmenti Copy address?

./- i £ ., 5 = * Cancel
@ Street Address & L

Address Address line 2

T77 Perfect Way

Postal code Country City

12777 Greenland ~ || Nuuk-GL Q

O Phonelemail &

Phone Mobile Phone Business Email

© Additional information

|D# {if required) Other ID# (if required)  Education Occupation
Select ~ Select v
Marital Status Member/Giver receipt method
Select ~ Printed v
Tags
Add atag
i Family &
= Add family member
Type  Full Name Birth date  Relationship Church Entity
=D George Jungle 6/25/1950 Primary Contact Demo Church 25 Greenland Demo Conference
IEED Martha Jungle 12/371955 Spouse Demo Church 25 Greenland Demo Conference v m
EEl Lucy Jungle 7M2/1980  Children Demo Church 25 Greenland Demo Conference | I

fL Acmsnet.org is an Official System of the Seventh-day Adventist Charch - Privacy Policy - Version 1.280.1
=

To check on the address of a family member, simply click on the Pin button:

& Family &

Adodress

Type  Full Mame Barth date  Relabionship Chumrch Entity
TTT Perfect Way Muuk-GL
E=ER Georpe Jungie B25nG40 Primary Contact Dwemo Church 28 Greenland Dema Condensd

EE3 Marmna Junge THIIRSS  Spouse Demo Church 25 Greeniand Dema Conderence Ll |

I Lucy Jungle TH21880  Children Dema Chunch 25 Greseniand Demo Condstencs

To edit a family member record, simply click on the Edit button by that person’s name and the form will
switch to their record:
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& Family &

Type  Full Nams Brih dade Relatomship Chisrch Endity

=3 ceone g Frimary e h : ar Tergnoe
=3 e " £ e i na 3
50 Lucy Jungle 315G Do Chufch 25 Ciesniand D riha

Should an individual no longer be part of the family unit, unlinking them is as simple as clicking the Delete

button. They will no longer be linked to this family unit:

& Family &

Type  Full Nams Birth dale  Relationship Chisch Emtity

0 Gecrpe Jungio B25I050 | Primaty Contact Grawntand Doma Condersrce
T8 Mara Jungia VRS T Dema Church 25 Greantand Dema Condensnce

o

o

10. BATCH PERSON UPDATE

This feature allows the church clerk to Load all the individuals associated with their church into a “grid” to

facilitate multiple updates to phone, email, and address information.

The Batch person update feature is accessed from the Member menu. This feature is only available at the
local church level, so verify that you are accessing ACMS from the correct level (check access level from

the lower right corner of the screen):
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S

%“ A‘:MS @ 2 Maria Costa =

Home e r = Church ~ Deparments » Tools » Auditing ~ Reports -

Search/New

Batch person update

Absent/Whereabouts unknown

Categories
AL ltome for our people. | am bidden to tell them that they are making a mistake in applying the tithe to various objects which, though good in
themselves, are not the object to which the Lord has said that the tithe should be applied. Those who make this use of the tithe are deparfing from the Lord's arrangement. God will judge for
these things."—8T 248

General Information

Members: 17
New members added 2020: 6 | Absent/Whereabouts unknown: 1 | Absent’Whereabouts unknown no longer locked 1
Pending Transfers In: 0 | Pending Transfers Out: 3 | Reguestied by member : 0

Changes requested by Member - 0

é‘ ‘Acmsnet.org s an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.260.1

https./fwww.acmsnet.org/Membership/BatchUpdatePerson/

Make your selection of Person type, Update type, and Order by and then click the Load button. Selecting
the Blanks only option will exclude person records which already have the selected information:

Member a
Batch person update L3
Person type Update type - Order by
[ U Select — Name *
o Al k Last Name
& Active Only Street Address k Code

® Pastor m
& Member =
("0 Interest | CINT
o peson | EED

O Deceased DEC

To add or change a record’s information click the Edit button:
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G =

%ﬁ ACMS %’ 2 Mariz Costa ~

Home Member  Church » Deparimenis = Tools ~ Audting ~ Reporis «

Member
Batch person update
Person type Update type Order by
Select - Phone/email v | [ Blanks only Last Mame iV
[ P | v

Image Type Code First Name LastName  Phone Mobile Phone Work phone Email

17933127  Bob Chase TT7-123-1212 T87-454-3686 767-583-2874 BobChase@BCh.com ra
17959143  George Cluny 787-987-4832 T77-353-5948 T67-838-5678 GCluny@noemail.com v

6157612 Anna Cordia | # \

6147543 Maria Costa acms.church25314@hotmail. com rd

10900295 | Douglas Harper »

6157607 Carlos Hemandez Va

18113908  Ar Johnstane ra

e
&=
&=
&=
& m 17958119 Fred Flintstone 7
&=
&=
&=
0 .

170RNZAR

ﬂL Acmsnetorg s an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.260.1
-

Once the desired updates have been made to a record, click the Save button:
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%‘# ACMS @:‘ 2 Maria Costa ~

Home Member » Church » Deparimenis = Tools » Auditing ~ Reporis «

Member
Batch person update
Person type Update type Order by
Select Phone/email ~ [ Blanks enly Last Name ~
Image Type Code First Name :‘:;;e Phone Mobile Phone Work phone Email
|.| E 17933127 Bob Chase TT7-123-1212 787-454-3686 767-583-2874 BobChase@BCh.com s
'.' E 17959143 George Cluny 787-987-4832 777-353-5948 767-838-5678 GCluny@noemail.com v
9 5
E 6157612 Anna Cordia 787-454-3686 787-454-5498 T67-583-2824 smiles@noemail.com| | «
-

|.| E 6147543 Maria Costa acms church25314@hotmail com Va
& E 17959119 Fred Flintstone v
& =3 10900295 Douglas Harper y
l.' =D 6157607  Carlos Hemandez s
& @ 18113908 Art Johnstone 7

District: District 3 - GDC

Church: Demo Church 25 - @

Selecting the Blanks only option hides the records with completed information (in this case the first three
records with completed information):

Member »
Batch person update 4
Person type Update type Order by
Select ~ Phone/email ~ @;Iamcs only Last Name v
Image Type  Code First Name Last Name Phone  Mobile Phone Work phone Email

& =) 6147543 Maria Costa acms.church25314@notmail.com /’

|.| EE0 17959119 Fred Flintstone 7
I.| IEE3 10900295 Douglas Harper ’

Here is an example of the Batch person update with the Street Address form:
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%ﬁ ACMS @ 2 Maria Costa ~

Home Member ~ Church » Deparimenis » Tools » Auditing ~ Reporis «

Member
Batch person update
Person type Update type Order by
Select Street Address ~ [ Blanks enly Last Name ~
Image Type Code First Name Il‘lﬂa:;e Address Address line 2 Postal code Country City

<

| Muuk-GL Q

|.| EED 17959143 George Cluny Select v ||| Selectcount | Q ¥

|.| EED 17933127 Bob Chase 798 Hero's Blvd 77712 Greenland

|.| (=D s157612  Anna Cordia Salact ~||| Selectcount | Q V4
|.| E 6147543  Maria Costa Select w Select count Q s
|.| E 17959119 Fred Flintstone Select ~ Select count | Q rd
l.' @ 10900295 Douglas Harper 2134 Brazil v Artur Nogue Q Vs

l.' E 6157607  Carlos Hemandez Selact v ||| selecteount | Q Vi

|.| @ 18113908 Art Johnstone Select ~ Select count Q ra

District: Disirict 3 - GDC «

Church: Demo Church 25 - e
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11. GLOSSARY

Term
Abbreviation

Absent/Whereabouts unknown

Access status

Active (congregation or entity)

Active (individual)

Adjust out

Adjustment

Background check

Baptism

Batch

Category

Censure

ACMS Quick Start Manual

Definition
The abbreviation for an entity as set up in ACMS.

Used in ACMS to designate individuals who cannot be located by
their congregation. This identification is part of a two-year process
which either ends in locating the absent member or in voting to
designate them as missing.

A choice visible when setting up some positions/officers to allow
the person access to use the ACMS program.

A status of "Active" means that an entity is operational. For
example, a congregation with an active status is an open
congregation, conversely if a congregation is inactive, then the
congregation is closed.

Indicator that the individual is currently on the membership records
of their church as a member. This is not a reflection of their
participation in church activities; just an indicator that they are a
current member -- they have not been removed from membership
for any reason.

An adjustment of an individual's member status to inactive -- no
longer a member. Used infrequently, it is available to resolve prior
clerical errors.

A change in the individual record, either adding into or removing
from membership. Used infrequently, but appropriate when
resolving a clerical error.

Typically, a security check required to be recorded before
individuals can volunteer in certain positions, most often in
positions involving working with children.

As defined in the Church Manual.

Processing records in quantity.

Used interchangeably with "classification" in ACMS, this field allows
indicating a member's attendance level, i.e., "Attends regularly",

"Does not attend regularly”, etc.

The process of recording a vote of disciplinary action for a member
as outlined in the Church Manual.
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Term

Ceremony

Church

Classification

Code

Company

Conference or Union Church

Deceased

Department

District

Dropped
Duplicate
Education

Entity

Entity/Level
External church

Family

ACMS Quick Start Manual

Definition

How a member was received into membership. See baptism,
adjustment, profession of faith, and rebaptism.

For purposes of ACMS a church is an organized church according to
the Church Manual.

Used interchangeably with "category" in ACMS. This field allows
indicating a member's attendance level, i.e., "Attends regularly",

"Does not attend regularly", etc.

A unique number assigned automatically to each record, e.g.,
member, church, district, region, and entity records.

An organized company is a precursor to an organized church.
Typically, a congregation which holds the membership of isolated
members, individuals in a company not connected to a mother
church, or loyal members of a dissolved or expelled church who
desire to retain their membership in the Church.

A person who has died.

A division of the church organization such as Secretariat, Sabbath
School, Family Ministries, Communication, etc.

A grouping of churches defined for an administrative purpose. In
ACMS it is typically used to designate a church or group of churches
assigned to one pastor or pastoral team.

As defined in Church Manual. See "Removed".

Multiple active member records referring to the same individual.

The highest level of education the individual has achieved.

Administrative organizational units including Conference, Mission,
Union, Union of Churches, Division, and General Conference.

Specific entity or congregation that you will be working with.
A church in a union that is not using the ACMS system.

A group consisting of parents and children, including at times
extended relatives, living together in a household.
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First name

Full name

Home

Interest

International name

Known as

Last name

Local

Member

Menu

Minute number

Missing

Pastor

Period

ACMS Quick Start Manual

Definition

A process to choose a smaller part of your data set and using that
subset for viewing or analysis.

A given name (also known as Christian name or forename),
potentially with a middle name included.

In ACMS "Full name" defaults to First name + Last name, but can be
updated independently, whereupon it functions independently of
First and Last name fields.

Program starting page

An interest is an individual who is connected to a congregation as a
visitor, attendee to special programs, etc. Typically, a pre-Adventist
individual that has actively expressed interest in the local
congregation.

Passport version of the name.

A name other than the legal name a person goes by, e.g., Phillip
goes by Phil.

The name borne in common by members of a family (also known
as surname and family name).

Belonging or relating to a particular area or unit. In ACMS it means
an individual is part of the congregation or entity which is in view.

An individual that belongs to the Seventh-day Adventist Church.
The headings at the top or side of the page, with sub-items.

A designation identifying a record of an action of a committee.

An individual who had been a member but whose whereabouts is
unknown and after a two-year process has been taken off the
church membership rolls by a vote designating them as "missing"

as outlined in the Church Manual.

As defined by the local conference and may be actively ministering
to a congregation or group of congregations.

Monthly time periods that need to be opened and closed for
statistical purposes.
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Phonetic spelling

Position
Previous name
Profession of Faith

Rebaptism

Region
Removed
Roles

Tags

Tools

Transaction

Transfer

Two-factor authentication

User

ACMS Quick Start Manual

Definition

An individual that is not a member, but passively associated to a
congregation through a family member or was previously an
Adventist that has been removed from church membership for
some reason.

Spelling words the way they sound. In ACMS selecting "use
phonetic spelling" broadens the search results.

A post or area of official responsibility within an organization.

A name used before, e.g., the maiden name, previous married
name, etc.
As defined in Church Manual.

As defined in Church Manual. NOTE: In ACMS rebaptism signifies
that an individual was removed from membership of the Seventh-
day Adventist Church for some reason and subsequently rejoined
the church through baptism.

Groupings of districts.

As defined in Church Manual.

The function(s) assumed by a person.

A label attached to someone or something for the purpose of
identification or to give other information such as committee
membership, skill sets, or group membership.

Additional functionalities.

An action that results in a reportable statistic such as death, transfer,
dropped, baptism, etc.

The process of moving an individual's membership record from one
congregation to another.

When this is enabled, you will be required to enter your password
AND a separate code that will be displayed in your additional
security app, most often on your phone. Recommended for all users.

If you need assistance setting this up, talk to your local IT support.

A person who has been given access to use ACMS with a specific role.
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12 Addendum |

EMAIL POLICY
Overview

Electronic email is pervasively used in almost all industry and is often the primary
communication and awareness method within an organization. At the same time,
misuse of email can result in legal, privacy and security risks, thus users need to
understand the appropriate use of electronic communications.

Policy Brief & Purpose

Our corporate email usage policy helps workers (this term will be used to refer to
churches, entities and our laity) use their West Jamaica Conference’s (hereafter referred
to as “WIJC”) email account appropriately. We want to ensure that our workers
understand the limitations of using their corporate email accounts.

Our goal is to protect our confidential data from breaches and safeguard our reputation
and technological property.

Scope

This policy applies to all workers, churches, schools and partners who are assigned (or
given access to) a corporate email account. This email may be assigned to an individual
(e.g. firsname-initial-lastname @westjamaica.org), department (e.g.
hr@westjamaica.org.), a church (e.g. nameofchurch@church.westjamaica.org), or
church officer (lastname-firstname-initial@church.westjamaica.org).

All workers are required to use the WIC account assigned to them to communicate
within WJC, Jamaica Union (JAMU), the higher organizational levels and/or our business
partners. The use of personal email accounts to communicate with the above-listed
entities is strictly prohibited.

Policy Elements
Corporate emails are powerful tools that help workers in their jobs. Workers should use
their company email primarily for work-related purposes. We will define what

constitutes appropriate and inappropriate use.

Personal Use

The information that is contained within your account constitutes valuable intellectual
information that is the property of WIC. As such, you should always be careful about
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what kind of information you are transmitting via this account. As such WJC does not
allow the use of its email platform for the conduct of personal business. beyond what is
reasonable and usual during the business day.

Workers must adhere to this policy at all times, in addition to our confidentiality
guidelines.

Email Security

Your email account requires a confidential username and password. Do not share this
information with anyone else at any time. ISS will never require you to provide your
email username or password. It is also vital that each worker understand that email is
often the medium of hacker attacks, confidentiality breaches, viruses and other
malware. These issues can compromise our reputation, legality and security of our
equipment.

Workers must:

e Select strong passwords with at least eight characters (capital and lower-case letters,
symbols and numbers) without using personal information (e.g. birthdays.)
Remember passwords instead of writing them down and keep them secret.

e Change their email password frequently.

Also, workers should always be vigilant to catch emails that carry malware or phishing
attempts. We instruct workers to:

e Avoid opening attachments and clicking on links when content is not adequately
explained (e.g. “Watch this video, it’s amazing.”)

® Be suspicious of clickbait titles (a sensationalized headline that encourages you to click a
link to an article, image, or video).
Check email and names of unknown senders to ensure they are legitimate.

e Look for inconsistencies or style red flags (e.g. grammar mistakes, capital letters, an
excessive number of exclamation marks.)

If an employee is not sure that an email they received is safe, they can ask our IT
Specialist and/or Communication Director.

Workers must understand that all messages that are sent to or received from your
account will be deemed to have been sent by you. It is therefore important that if you
believe that your email account has been improperly accessed or tampered with, you
must immediately advise ISS.

Inappropriate use of company email
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Our workers represent our company whenever they use their corporate email address.
They must not:

Sign up for illegal, unreliable, disreputable or suspect websites and services.
Send unauthorized marketing content or solicitation emails.
Register for a competitor’s services unless authorized.

Create or distribute offensive messages, including offensive comments about race,
gender, hair colour, disabilities, age, sexual orientation, pornography, religious beliefs
and practice, political beliefs, or national origin. Workers who receive any emails with
this content from any WJC employee should report the matter to their supervisor
immediately.

e Intentionally spam other people’s emails, including their coworkers.

e Use third-party email systems and storage servers besides those provisioned by WJC to
conduct WIC business, to create or memorialize any binding transactions, or to store to
retain email on behalf of WJC. Such communications and transactions should be
conducted through proper channels using WJC approved documentation.

WIC has the right to monitor and archive corporate emails.

Appropriate use of the corporate email

All use of email must be consistent with WJC policies and procedures of ethical conduct,
safety, compliance with applicable laws and proper business practices.

The WIJC email account should be used for WJC business-related purposes. As such the
email can be used to communicate with the constituency, to solicit support for
conference events, programs, and/or charities. Additionally, workers can use their email
to:

e Communicate with current or prospective partners.
Give their email address to people they meet at conferences, workshops or other
corporate events for business purposes.

e Sign up for newsletters, platforms and other online services that will help them with
their jobs or professional growth.
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Email Retention

Emails should be retained once it qualifies as a WIC business record. Email is a WIC
business record if there exists a legitimate and ongoing business reason to preserve the
information contained in the email.

Email Signature

We encourage workers to create an email signature that exudes professionalism and
represents our company well. Here’s a template of an acceptable email signature:

Name of Person

Title of the Worker
Department | West Jamaica Conference of Seventh-day Adventists

¢ C

Telephone Number(s)

email address

http://www.westjamaica.org

[0 2 [ K

Catherine Hall, Mt. Salem, Montego Bay, , St. James, Jamaica

Workers may only include professional images (royalty-free or purchased images),
and/or company logos and links in email signatures. If they are unsure of how to do so,
they can ask for help from the office of Information Systems Services.

Rights of the Worker

Each worker is provided with a personal email address upon employment, access to a

user’s mailbox by unauthorized personnel is strictly prohibited and may only be allowed
with administrative approval in critical situations if a worker cannot be contacted or has
left the employment of the university.

Entitlement to access an individual’s email account will normally and automatically
cease on the date on which an individual’s relationship with WJC is terminated. An
email account is suspended immediately after employment termination, never deleted.

Rights Reserved by the Organization
Even though personal email accounts are provided to each worker, e-mail resources
and files are WJC assets and must not be considered private. If a worker is under

investigation for fraud, a crime or other illicit acts, WJC reserves the right to monitor its
use and review the content of all messages and files on the e-mail system. Any
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dissemination, unauthorized use or benefit from this access may result in disciplinary
actions and/or legal actions taken.

Permission for third-party access to an individual’'s company-issued account may only
be granted at the administrative level and appropriate notice communicated to the
Office of The Secretariat for file update.

In addition to WIC's access and use, E-mail information is also subject to review by law
enforcement or government agencies; this information may be used and accessed
during an investigative review.

Disciplinary Action

Workers who do not adhere to the present policy will face disciplinary action up to and
including termination. Example reasons for termination are:

e Using a corporate email address to send confidential data without authorization.
e Sending offensive or inappropriate emails to our customers, colleagues or partners.
e Using a corporate email for illegal activity.

Email Etiquette

Do not Send "Emotional Emails".

Responding to email messages while you're angry, or speaking badly about others
(especially your boss) are all major no-no's. Always remember that emails
last FOREVER. So, if you're feeling emotional, walk away from the computer and wait a
while before you reply.

Respond Promptly.

An email should be treated as a phone call and returned promptly. Be sure you follow
the rules for your specific work environment.

Avoid Using Abbreviations

Using shortcuts such as "4 u" (instead of "for you"), "Gr8" (for great) in a business email
is not acceptable. You wouldn't put a smiley face or emoticon in a letter you were
mailing, so neither should you put it in an email message. These mistakes have the
potential of making you look less than professional.

Be Clear in Your Subject Line

A typical inbox is being flooded with hundreds of emails daily. Your subject line must be
very direct and specific. It should be simple yet clear enough that the person receiving
it can tell what the email is about.
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Know Your Audience

Write for the person who will be reading the message. If they tend to be very polite and
formal, then you should do the same. If they are more informal and relaxed then adjust
your style to fit theirs.

Make Sure You are Sending the Email to the Right Person

Pay attention when typing a name from your address book on the email's "To" line. It is
very easy to select the wrong name. Especially if you are sending from your
smartphone. Sending an email to the wrong person can be embarrassing to you and to
the person who receives the email by mistake.

Take Another Look Before You Send a Message

One way to avoid misunderstandings is to allow every message to rest before you send
it. After some time, return to the message and review it. Try to read it from the
recipient's point of view.

Respond to Group Emails Appropriately

If you’re part of a group message, choosing the wrong one can make a huge difference.
If you do hit “reply all” make sure the email is relevant to the entire group. If you don't,
you may end up sending something you wish a few of them never read. Replying to all
also generates a lot of email replies which junks up everyone's inbox.

Watch Your Tone

No matter how you feel about the people you're communicating with or what the
message is about, go out of your way to always be upbeat and polite.
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Acknowledgement Statement

| have read and understand the West Jamaica Conference email policy and | agree to adhere to
the stated requirements. | also understand that the signing of this page does constitute a
contract, nor is it to be construed as such; rather my signature indicates that | have read the
above policy and will comply with same.

Name:

Signature:

Date:
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