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How to Set Up Your Preferences

To set up or change your preferences:ershipGo to
[Individual(s) Information] o . I n t he | ower right corner
Preference s.

rds Reports Utility Help

1. Click on the Preferences e

button and you will get a
box that says Scroll ]
Preferences . [ e TN ‘

2. The left side has a list of
preferences you can
choose from. The fields

on the right are what you —N
h ave C h o S e n . L O O k Ove r @ To add a new record, click New. To make changes. highight the record and cick Op
the ||St On the rlg ht- IS Fleady [Februay 132002 346 /M

there anything t her e that you dondt want showin
click on that item and it will move back to the left field.

3. Using the finger that is pointing up or down, you can move your
selections around to I

the Order that Works The entries moved from the Available Fields ENKg Selected Fields are displaved in the Scroll Preference arid.
best for you. Ewalable Fisids: Selected Fislds
ahematelD e R Baplis -
Carier Route Friesthood DYk il
Dac 1o j oo 2
4. When you have made Date2 Ciy El
. Date 3 State
your selections and Dot 5] =1 ot vode T _@
. Date & Mail Status
moved them mtq the Date7 =l Prone - MainHone =l
order you like, click on
b O K é . Drganizat\on]l J Frafile 1 IWJ
Organization 2| J Profile 2 IWJ
. F‘rofi\eSI
If you find that you need to PmFM,—j
change your selections follow Pofies[ .
steps 2 through 4 to make any Coapoeences | [ ok | Cowdl |

changes.

Note: A good selection to have showing is the Mail Status, as it will show whether
an address is deliverable or not. (Please refer to the section on address changes
for information regarding mail status).



How to Enter a Baby Blessing

Before you begin entering the information into Shelby, edit the report . This means
checking the repor t for required information. Required information includes: Full
name (first/middle/last), birth date, parents 06 name s (when entering a child),
address, full name of officiants, date and place of blessing , and the place of
birth. If you are missing requir ed information do not add to Shelby.

1.

Before you begin to enter a baby blessing, first check to see if
the child has already been entered as a friend or miscellaneous
name. If not, you are ready to enter. If the child is already in
Shelby, you will use tha t record to enter the blessing. After
verifying that the child is connected to a parent, you can
proceed to step 8 and continue from there. If they are not in
Shelby go to step 2.

If either of the parents are a member, pull -up the Head of House

parent na me. If both parents are non -members, at least one

parent wil |l need to be added to Shel by &
child can be attached to them. (Refer to section on OHow to

Enter a Non-Me mb er P afor edditiodal information .) The
parent must be adde d before the child.

After you have pulled - oy
up the Head of House (Dl 01 @) 1 l5aies) = el o] ] 21
parent name, h ighlight g%.c..]
the name by clicking on -
it once. Go to the tool S '
bar and clic et
tab. (l1tds th £

the toolbar and looks
like a white sheet of S
| ender

Gend _I
paper.) e
Preferences

YOU Will get @ message &) T fun st e

that says, Ols this new ™= e
person to be added tlof tyhees , f acmiilcyk od ¥eds 0,
click ONoo.

You will now have a screen that says GlobaFile Information
Criteria. Click 0O0OKO. (Dondt add anyt hi
name will be th ere and that is how it should be for now.)

Next will be a screen that -dRPacka 0Gl obakF
n a me )Adist of names will come up. Make sure that the person

you are adding is not already in Shelby. If not, do not pick a

name orchangeanyt hi ng on this screen. Just cl
bottom middle of the screen.

This will bring you into the GlobaFile where you add the first and
middle name; the last name should already be in the last name
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10.

11.

12.

13.

14.

15.

16.

17.

field. If the last name is different (Stepchild, Fo  ster-child) change
the last name to what it should be. If the name is Mc or Mac do
not put a space between. EXAMPLE: McDonald not Mc Donald.

Tab 1 - The address should be entered. Verify that it is correct.

Tab 2 - The phone number should

be entered. Verify that it is |~ s Comoue T

correct. R o -

Tab 3 - Add the chi e e | g ot s ke
date, gender and marital status. RS R

Change the salutation if | St — s
needed. (For example if the |

childés name i s Ve

by Bill you would enter William in

the First Name field and Bill in the | 5| s ] | e 772

salutation.) upioe | poe | pw | o |

Tab 4 - make sure relationship says child. (If only one parent is

listed, the system will automatically put each added entry in as a

spouse, change this to child.) If child has diff erent last name,

checkthebox 60 Spouse or chil dstwinagmed.f f erent

Tab 5 0 This tab is not used for this type of entry. Tabs 6 and 7 are
not used at this time.

Tab 8 - If this is a new entry and not connected to someone
already in the system you will need to add the last four digits of
the congregation they are attending. If this is a new entry and
they are connected to someone, this should already be filled in.

Click OFinishedo. This wil/| take you
area or Membership Module.

Tab 1 d This screen shows some of the information tha t you have
already entered, such as the address, phone number, and the
DOB. The information on this screen cannot be changed here.

You must go back to the
GlobaFile to make any changes | FEE N AT

or CorreCtlonS' ik mo:afo'lﬁsmo. || z:Mmo || }—:J.L:i::: |I 4 Famiy Info.
Tab 2 - Should read: B et 78—

. Addess1[1234 Bedock Lane Al
e Module: Friend T oo

i Cly[Cees St Mad Status [

e Record Status: Ac tive T PR g
e Relationship: Active e oL
e How Received: Baby Blessing
e Date Received: Date the

| GobafiLE rfomeion | Pevous | Net> | Ok | Concel

blessing took place.
Tab 3 - This screen is not used at this time.



18.

19.
20.

21.

22.

23.

Tab 4 o This screen shows the relationship information if they are
connected to a parent or spouse. The inform ation on this screen
cannot be changed here. You must go back to the GlobaFile to
make any changes or corrections.

Tab 5 & This screen is not used at this time.

Tab 6 0 On already existing records, this screen may contain
information that was converted fr ~ om our old system into Shelby.

Tab7-Click the O0OAdd newd button at the
screen. This will bring up the data entry screen to enter life

events. At the top 1 s smal/l box that wi
have oBaby Bl e s siiled gro Aad the akkssing f

information:

o Effective Date: Date of Blessing

e Officiant: Enter the full name (First, Middle , Last) Note: Make
sure the officiant holds the proper Priesthood office. If an
officiant from outside of your area has participated, y ou can
call Membership Records to verify the Priesthood office held
by that person.

e Location: City, State/Province where the baptism took place.

(Use the two digit state/province abbreviation, for example,
Independence, MO or Chatham, ON)

e Congregation Enro lled: Enter the official name of the
congregation. (You can use Tab 8 in the GlobaFile to see the
official name of the congregation. Use the name not the four
digit number.)

I n the ONotesd section at the bottom ent
following for mat:

e Birthplace: City, Two Digit State/Province abbreviation
e Father: Full Name
e Mother: Full Name (Maiden Name)

Click OOKO to exit out of this screen at
information that has been entered and exit the record.



How to Enter a Baptism and Confirmation

Before you begin entering the information into Shelby, edit the report . This means
checking the report for required information. Required information includes: Full

name (first/middle/last), birth date, parents name (when entering a ch ild),
address, full name of officiants, date and place of baptism and confirmation.
Optional information includes birthplace and parent information if entering an

adult. If you are missing information  do not add baptismal information to Shelby.

To enter a Child or Spouse

1. A child must be 8 years old before being baptized. The system
will not let you enter the baptism if they are not yet 8, even it only
by a few days. Before you begin to enter a baptism, first check
to see if the child/spouse has alread vy been entered as a friend
or miscellaneous name. If not, you are ready to enter. If yes, you
will use that record to enter the baptism. After verifying that the
child/spouse is connected to a parent/spouse, you can skip to
step 8. If they are not in She |by, go to step 2.

2. If either of the parents/spouse is a member, pull -up the Head of
House parent/spouse name. If entering a child and both parents
are non -members, at least one parent will need to be added to

Shel by as a ofriendd s attadchéddottheh.he <c hi
(Refer to sectonon 0 How to EntMembaer NdPrefarent 6

additional information )

3. After you have pulled - (yrerm——r———
up the Head of House  (Sleisic sl sisiel - sl - 2
parent/spouse  name,
highlight the name by
clicking on it once. Go
to the tool bar and click
the ONalwo ¢t
first item on the toolbar =
and looks like a white T
sheet of paper.) (i T

@ To add a new record, click New. To make changes, highight the tecord and click Open.

Fleady [Febuay 132003 T1034M /.

4. You will get a message

t hat slasy st,hidcs new person to be added

yes click o0Yeso6, if no click O0ONo0b6.

5. You will now have a screen that says GlobaFile Info rmation

Criteria. Click 00OKOG. (Dondét add anythi

name will be there and that is how it should be for now.)

d
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10.

11.

12.

13.

14.

Next wil. be a screen that -dRicka 0GIl obakF

n a me )Adist of names will come up. Make sure that the person
you are adding is not already in Shelby. If not, do not pick a

name or change anything on this screen.
bottom middle of the screen

This will bring you into the GlobaFile where you add the first and
middle name; the las t name should already be in the last name
field. If the last name is different (Stepchild, Foster  -child) change
the last name to what it should
be. If the name is Mc or Mac

GlobaFILE Information - [General]

Setup: Chasti Duke 7/27/2011

SC Env Address
Temporary Address

do not put a space between. IR T [eeeodhbiedn

Tile First/Middie Name(s) Last Name Suffox
EXAMPLE: McDonald not Mc | s Firs -
Donald. L e 2 e S | S o | ST

To assign an address to an address type, double chick on the address type.
Tab 1 - The addr ess should be °‘ —e
entered. Verify that it s s s

Busness Address

correct. [ e

Tab 2 - The phone number e | v
should be entered. Verify that
it is correct.

Sueetsona|  Intemet Sewp:  [772772011
DukMao‘ Map Link Updated: | 7/27/2011

Updste  Delete | Fribed | Cocel |

Tab3-Add the chil dds/ spouseds birth date,

status. Change the salutation if needed. (For example if the
c h i 4 ndnde is William, but goes by Bill you would enter William in
the First Name field and Bill in the salutation.)

Tab 4 ¢ If entering a child, make sure relationship says child. (If
only one parent is listed, the system will automatically put each
added en try in as a spouse.) If child/spouse has diff erent last

name, checkthebox o0 Spouse or child with differe

Tab 5 0 This tab is not used for this type of entry. Tabs 6 and 7 are
not used at this time.

Tab 8 - If this is a new entry and not connected to someone
already in the system you will
need to add the last four digits of I[Finstone, Wilma (£479119) - Actve

the congregation they are Sows | GMeo | Zustws |
attending. If this is a new entry peesEe B SRl ] e 1 S

and they are connected to B =
X Addess 1 [1234 Bedrock Lane Agefs
someone, this should already be B o
fl”ed In City |Lees Summit Mad Status [
Swefi  PosCokfEuE ST
Click OFinishedou e M i )

to the Individual Information area
in the Membership Module.

8 [ GlobaFILE Information | <Previous | Newt> oK Cancel



15.

16.

17.

18.

19.

20.

21.

22.

Tab 1 6 This screen shows some of the information that you have
already entered, such as the address, phone number, and the
DOB. The information on this screen cannot be changed here.
You mu st go back to the GlobaFile to make any changes or
corrections.

Tab 2 0 This screen will be completed during a later step.
Tab 3 - This screen is not used at this time.

Tab 4 & This screen shows the relationship information if they are
connected to apa rentor spouse. The information on this screen
cannot be changed here. You must go back to the GlobaFile to
make any changes or corrections.

Tab 5 0 This screen is not used at this time.

Tab 6 0 On already existing records, this screen may contain
info rmation that was converted from our old system into Shelby.

Tab7-Click the O0OAdd newd button
screen. This will bring up the data entry screen to enter life
events. Atthetopis as mal | box that wil!/
willhave o0Baby Bl essingo6 already

box t o change this t o oBapti smbd

information:

e Effective Date: Date of Baptism

e Officiant: Enter the full name (First, Middle , Last) Note: Make
sure the officiant holds the pro per Priesthood office. If an
officiant from outside of your area has officiated, you can call
Membership Records to verify the Priesthood office held by
the minister.

e Location: City, State where the baptism took place. (Use the
two digit state abbreviatio n, for example, Independence,
MO)

e Congregation Enrolled: Enter the official name of the
congregation. (You can use Tab 8 in the GlobaFile to see the
official name of the congregation. Use the name not the four
digit number.)

If this person has a baby b lessing entered, the following
information should be entered in the notes section of the
blessing, not the baptism. If there is no Baby Blessing entered,

add the information in the ONotesbob

the information in the following forma  t:

e Birthplace: City, Two Digit State Abbreviation
9

h e I
oDes
ed i
and

sect



e Father: Full Name

e Mother: Full Name (Maiden Name)

23. Click OOKO6 to exit out of this screen ai
information that has been entered and exit the record.

24. Double click on the name that you just added. Go to Tab 7.
Follow the instructions in step 21, except click on the drop down
arrow and choose confirmation. Add the following information:

e Effective Date: Date of Confirmation

e Officiant: Enter the full name (First, Middle , Last) Note: Make
sure the officiant holds the proper Priesthood office. If an
officiant from outside of your area has officiated, you can call
Membership Records to verify the Priesthood office held by
that person.

e Locatio n: City, State where the confirmation took pla ce. (Use
the two digit state abbreviation, for example, Independence,

MO)

e Congregation Enrolled: Enter the official name of the
congregation. (You can use Tab 8 in the GlobaFile to see the
official name of the congregation. Use the name not the four
dig it number.)

25. Click OOKO6 to exit out of this screen ai
information that has been entered and exit the record.

26. Double click on the name to go back into the records.

27. Tab 2 - Should say: Cain, Joy (#241) - Active
5 Dats E M I Life Event:
L] M Od u I e: M em ber 1 E\ubaF\iEES\nFD ]] 2 Individj;"lulnlu, ]] 3 Ellgla:z:l:‘nss ]] 4 Family Info.
Mosule [Mermbership = Envelope #[T00000 | assign
e Record Status: Active el I S
' Rslatianshic jactive Lol inotude on Envelope Diketis? =
. . . How Received [Baptim . R ———
e Relationshi p: Active Date Roceived [T27Brms v
Priesthood Difice [ [ Beptimalt [T

e How Received: Baptism

e Date Received: Date of

Confirmation =T =] I = =]
The baptismal number will be added from Headquarters. Click OOKO to

save the entered information and exit the record.

10



To Enter a Baptism for a Single Adult

To enter a single adult you follow the same procedure as for a child/spouse with a
few differences. Follow the instructions on how to enter a baptism for a
child/spouse with the following changes:

1. The same as Step 1 (see above on entering a child/spouse)

2. Skip step 2

3. Replace st ep 3 with the following: Go to the tool bar and click
the ONewd tab. (l'tds the first item on
white sheet of paper.)

4.  You may get a message that says, 0ls this new person t
added to the fGhnoodsye oof N0?.00

5. The same as Step 5 (see above on entering a child/spouse A pg
7

=]

6. The same as Step 6 (see above on entering a child/spouse
7)

Pg

7. This will bring you into the GlobaFile. This is where you will add
the first and middle name in the first name field and the last
name i n the last name field. If the name is Mc or Mac do not
put a space between. EXAMPLE: McDonald not Mc Donald.

8. Tab 1 d Enter the address.

9. Tab 2 d Enter the phone number.

10. Tab 3 - Add the birth date, gender and marital status. Change
the salutation i f needed. (For example if their name is William,
but goes by Bill you would enter William in the First Name field
and Bill in the salutation.)

11. Tab 4 o6 There will be no data entry on this screen as this is for a
single adult.

12. Tab 5 - This tab is not used for this type of entry. Tabs 6 and 7 are
not used at this time.

13. Tab 8 - Add the last four digits of the congregation they are
attending.

14. Click OFinishedo. This wil/ take you t
area in the Membership Module.

Steps 15 throu gh 26 should now be completed as listed in the section on oOoHow to
Enter Baptismal Information fora Chi I d o r(pgS)p. oThese steps must be
followed to complete the entry.

11



How to Enter a Confirmation with Shared Understanding of Previous
Baptism

1. Follow previous instructions for entering a child, spouse, or single adult.

2. Tab706Cl i ck the O0OAdd newd6 button at atdhe bottc
follow previous instructions for adding Baptism life event.

e Effective Date: enter date of previous baptis m, if known
(approximate date is fine)
Of ficiant: Enter oothero

e Location: City, State where the baptism took place (if known)
In notes, add any details known of previous baptism (officiants,
denomination, etc.)

3.Click OOKO to exit outd afgatimi 4 os sraeveen t dired i
that has been entered and exit the record.
4. Double click on the name that you just added. Go to Tab 7. Follow the

instructions in step 21, except click on the drop down arrow and choose
confirmation. Add the following info rmation:

e Effective Date: Date of Confirmation

e Officiant: Enter the full name (First, Middle, Last) Note: Make
sure the officiant holds the proper Priesthood office. If an
officiant from outside of your area has officiated, you can call
Membership Record s to verify the Priesthood office held by
that person.

e Locatio n: City, State where the confirmation took place. (Use
the two digit state abbreviation, for example, Independence,

MO)

e Congregation Enrolled: Enter the official name of the
congregation. (You canuse Tab 8 in the GlobaFile to see the
official name of the congregation. Use the name not the four
digit number.)

5. Cl i ck 0 OK©®6 t o exit out of t his screen an
information that has been entered and exit the record.

6. Double click o n the name to go back into the records.
Tab 2 - Should say:
e Module: Member

e Record Status: Active

e Relationship: Active

e How Received: Baptism

e Date Received: Date of Confirmation

The baptismal nhumber will be added from Headguarters. Click
00OKO6 t o s aeredinfomatioreand exit the record

12



How to Enter a Non -Member Parent

When entering a child where neither parent is a member, at least one must be
entered as a Friend and then the child attached to that parent. A child under 18
should not be entered in  the system as Head of House. If the parents are not
married, the parent added, should be the parent the child is living with.

1. Before you begin to enter the non  -member parent, first check to
see if they have already been entered as a friend or
miscel laneous name. If not, you are ready to enter. If yes, you will
use that record to attach the child to, and you do not need to
add them again and can proceed to step 7. If they are not in
Shelby continue with step 2.

% Membarship - Shelby v5.4 - [Individual(s) Information]

i Edit Records Boports Utility Help

2. Go to the tool bar and 2|l 2] &) xlle] o] |l |n) ] ] 2]
click d@vwée toaNbft | i | et |
the first item on the T [=
toolbar and looks like a
white sheet of paper.)

Cuttert Fiecord Delal [=

3. You will get a message

t hat s la ythés , newo e [ 2 |
person to be added to )T o e ot

t he family 0 &= . o e
click oYeso, if no click ONo©OG.

4. You will now have a screen that says GlobaFile Information
Criteria. Click 0O0OKOG. (Dondét add anythi
name will be there and that is how it should be for now.)

5. Next will be a screen that -qRicka 0GIl obakF
n a me )Adist of names will come up. Make sure  the name is not
already on the list. Ifnot , just <click O0OAddo6 at the b
of the screen.

P Ui con ke 721

6. This will bring you into the |™ M o —
GlobaFile. This is where you s N e ] N | |
add the first and middle i B < S, M e B
name; the last name should . o - _—
already be in the last name s e — ———
field. If the la st name is E;;‘*‘:;:;“‘*
different change the last :gf"ﬁfw
name to what it should be. I
If the name is Mc or Mac proodl I By e
do not put a space

Update Delete Firished Cancel
between. EXAMPLE: —_— I

McDonald not Mc Donald.)

13



10.

11.

12.

13.

14.

15.

16.

17.

Tab 1 - The address should be entered. Verify that it is correct.

Tab 2 - The phone number should be entered. Verify that it is
correct.

Tab3-Add the parentds birth dat e, gender

Change the salutation if needed. (For example if their name is
William, but they go by Bill you would enter William in the First
Name field and Bill int he salutation.)

Tab 4 - make sure relationship says Head of House. (If only one
parent is listed, the system will automatically put each added
entry in as a spouse. Make sure you change this to child as
needed.)

Tab 5 8 This tab is not used for this typ e of entry. Tabs 6 and 7 are
not used at this time.

Tab 8 - If this is a new entry and not connected to someone
already in the system you will need to add the last four digits of
the congregation they are attending. If this is a new entry and

they are co nnected to someone, this should already be entered.

Click OFinishedo. This wil/ take you
area in the Membership Module.

Tab 1 & This screen shows some of the information that you have

already entered, such as the address, phone number, and the

DOB. The information on
this screen cannot be |y T

changed here. You must 5 Das | S | zuebem )

1. GlobaFILE Info. | 2. Individual Info. | 3 Organizations | 4 Famiy Info.

go back to the GlobaFile

Address Type: Man/Home Address Bithdate [1/171380
to make any changes or Pl —
corrections. o O
City |Lees Summit Mad Status |
State MO PostalCode [64081 Site ID/Descy | 332/ Buleson TX Cang
Tab 2 - Should read:
. |_preurte] Ee Juues
e Module: Friend
e Record Status: Active
e Relationship: Active
e How Received: Leave [ GlobaFILE Infomation | CPrevious | Newt> oK Cancel

Blank
o Date Received: Date of entry

Tab 3 - This screen is not used at this time.

Tab 4 & This screen shows the relationship information if they are
connected to a parent or spouse. The information on this screen

14



18.

19.

20.

21.

cannot be changed here. You must go back t
make any changes or corrections.

Tab 5 & This screen is not used at this time.

Tab 6 0 On already existing records, this screen may contain

information that was converted from our old system into Shelby.

Tab 7 - This screen would not be used unless the non
parent becomes baptized.

Click OOKO to exit out of
information that has been entered and exit the record.
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How to Enter a Marriage

Before you begin entering the information into Shel

by, edit the report .

This means

checking the report for required information. Required information includes: Full
name (first/middle/last), birth date, address, the marriage date, and, if the last
name will be changing, what the new last name will be.

assumption that

t he

wi fe wil.

Don
t ake

ot ma k e t h
t he hushbar

the husband and wife will be using a different last name. (Some couples are
choosing to create a new last name.) If you are missing information
the marriage information into Shelby until all required information is received. The
place (city/state) of the marriage and who officiated are not required to enter a
marriage, but can be added if known. Marriage information is only entered if one
or both a re members. Also, you will need to make sure that if either
previously married , what ever caused the dissolution of that marriage (divorce,

death) has been recorded.
before the new marriage can
divorce)

do not add

has been

If this is because of a divorce, it must be recorded
be entered. (Refer to section on entering a
If this is because of the death of a spouse, this information must be

recorded before the new marriage can be entered. (Refer to section on how to

record a death)

How to Enter Marriage Information Wh

In the Membership
Module , enter

womands | ast
before the marriage) and

her first name, in the name

filter Press
Double click on her name
to enter the record.

Click
Infor ma t i
lower left corner. This will
take you to the GlobaFile.
Where her name appears
at the top of the screen,
change her last name if
needed. If she is keeping
her last name, leave the
name as it is.

on

the

0 ¢

t he
onoén the x

en Both Are Members

TS

I=

n

O||ei|u] 7| & % |w|@| | w]< | 1] ] 2]
Selecton Crtesia “ Vew AN(O)

>

Norme Fiter 2

[ Jvicsie Jtisne

( Onenge Cit “ )

AAAAAAAAA

Individual Information

Flinstone, Wilma (#479119) - Active

5 Dates |
1. GlobaFILE Info. |

6 Memo |
2 Indvidual Info |
Addbess Type: Man/Home Addess
Address 1 [1234 Bedrock Lane
Address 2[
City[Loes Suammit

State MO Postal Code |64081

7 LieEvents |
3 Organizations |

4 Famiy Info. |

Bithdate |1/1/1980

Age[3
Gendet [Femae

Mad Status

Sk 0/Deser |2/ Bueson T Cong

\ \
\
\

[ Tphone Type

| Phone Nurbe _Ext_| Unlisted

[ D [Man/Home

N

e et

(123) 456-78%0

No

( T GIobFILE Infomaion ] )
\

Previous | Newt>
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Tab 1 3 The address should

Setup: Chisti Duke 7/27/2011

be entered. Verify that i tis | « s " Ognizaion Updaed Chis Duke 7727201
correct. If it needs to be ]w Jmmm Ll ﬁ g
changed, please refer to _c I ' T —
the section on updating an T e e R
ddreSS To assign an address to an address type, double chick on the address type.
a : _

Alsdes: d Lane le d-'i:ld:-e
Tab 2 - The phone || fayse
number should be |
entered. Verify that it is E;’E’““:.?:

| emporary Address
correct.
Tab 3 & This will change | &= =] B] W] EEa[EE
automatically. e e

Tab 4 o The information on
thistabwilbead ded from the husbandds record.

Tab 5 d This tab is not used for this type of entry.  Tabs 6 and 7 are
not used at this time.

Tab 8 & This should have the congregation that this person is
enrolled. If the information is not correct, please refer to the
section on how to process a transfer. Do not change the
information on this screen. It must be changed through the Utility
process.

Click O0Finishedo¢. Er e,
back to the Membership module. HFlinstone, Wilma (#479119) - Active

5 Dates | & Memo | 1. LieEvents |
Tab 1 8 This screen shows some of e e
the information cont ained in the e ”‘:’g
record, such as address, phone M o o
number, and the DOB. The B b
information on this screen cannot e e o el
be changed here. You must go o L r
back to the GlobaFile to make
any changes or corrections.

[ GlobafILE Infomaton | CPrevious | Newt> oK Concel

Tab 2 o This tab should not need
to be changed.

Tab 3 0 This sceen is not used at this time.

Tab 4 & This screen shows the relationship information if they are
connected to someone else. Information on this screen cannot
be changed here. You must go back to the GlobaFile to make
any changes or corrections.

Tab 5 & This screen is not used at this time.

Tab 6 0 On already existing records, this screen may contain
information that was converted from our old system into Shelby.
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16.

17.

18.

19.

20.

Tab 7 -Cl i ck

t he
screen. This will bring up the

0Add newdé button a
data entry screen to enter life

small box that will say » :
oDescriptiono E":::'s:: e P_I =
have 0Baby Use GRbSFIE T /
already entered. Use Offciant ]
the drop down arrow (to Use GlobaFILE [~ /
the right) to choose Assisting | e =
which life event you are Location (City. ST) | ) =
going to enter. Choose Cong:. Envolled )
oMar r i agaAdd. the /
marriage information: N
e Effective Date: Date

of marriage x| =

t

e Officiant: Name of person that performed the ceremony
(only if they are a Community of Christ minister)

e Location: City, State where the marriage took place. (Use the
two digit state abbreviatio n, for example, Independence,
MO)

e Congregation Enrolled: Enter the official name of the
congregation. (You can use Tab 8 in the GlobaFile to see the
official name. Use the name not the four digit number.)

I n the oONotesbd
information in the following format.

section

e Spouse: Enter his full name

e Previous name: if this is a second marriage and you know the
previous name.

e Maiden name: Add her maiden name

t he

atn, enterethebot t om

Click O0OOKO6 to save and exit out of that
save and exit out of the record.
The information for the husband can now be added. Please
start at step 1 and enter the
husbandds name an df=SEEEuE e
step 4 and use the instructions == mm;:::‘"’" ———
below for Tab 4. ~ N s -
Tab 4 & Click in the first box and a ™ ;‘f’; \ I\{;gi’f bt il
drop down arrow wil | appear. Click fess o Co—-—
on the drop down arrow. This will e —— [ Sobise [t
bring up a box where you will enter \
the last name only of the spouse.
Anyone with that last name will
then appear in the box. Choose Yomhecad |

Primaty Family Other

i Lo | e
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GlobaFILE Information - [General]

1 Setup: Chisti Duke 7/27/2011
n C“Ck \*W uf.k”f..d Chis Deke 77277201

the spouse by clicking once
on their name and the

" Digangation

o0 OK©G. Tile Fintdidde Nemels) Last Name Sulfx
J}wme S [Finstone ﬁ_J\
21. You will now need to change P TRN| SR, | S Cu — Bk
R . J : N 1 Addresses | 2 mb\\ | 3 Demogiaphics | 4. Relationships |
t .h eir opositiond T [t S
clicking on the drop down %E"ﬂ ~ T —
arrOW :* Tnstone, Wilma (#479119) [Head of House =~ -
22. Cl i ck of i rsave,aedd
exit out of this screen.  This
will take you back to the e |
Membership module. Prmary Fomly / ghe |
Remove Frished Concel |
23. Tab 7 o Follow the instructions
in Step 16 to add the marri age information to this screen. In the
notes section enter the spouseds full
of this screen and O0OKO6 again to save
and exit the record.
How to Enter Marriage Information for Member to Non -Member

1.
2.

Follow steps 1-18 (Skip step 6) that are listed above.

If non -member spouse is active in the congregation, they can be
added to Shelby using the steps for how to enter a non -member
parent. Use step 6, listed above to connect the non -member
spouse to the member , after they have been added to Shelby.
The member should always be listed as the Head of House.

If the non -member spouse in not active in the congregation, do
not add them to Shelby. Their name will be listed in the notes
section of the marriage informa  tion.
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How to Enter a Divorce

Before you begin entering the information into Shelby,

edit the report .

This means

checking the report for required information. Required information includes: Full

name (first/middle/last), birth date, address, the divo
name will be changing, what the new last name will be.

rce date, and if the last
If you are missing

information do not add the divorce information into Shelby until all required

information is received. The place (city/state) of the divorce is not requir

enter a marriage, but can be added if known.
If Divorcing a member from a member

1. In the Membership module,
ent er the womainds
the name filter and press
oenber Wh e n
appears, double click on it, to
enter the record.
Click on the oGl
Infor mati ondéd box i

left corner. This will take you to
the GlobaFile.

her

obaf il
n

e

t he

Where her name appears at
the top of the screen, change

it if she will be going by a
different last name.

Step 5 must be done before
you change any other
information or you will change
the information on both the

GlobaFILE Information - [General]

 Orgarization

Fust/Middie Name(s)

ed to

name

ame

| ower

etup: Chiisti Duke 7/27/2011
Updated: Chiisti Duke 7/27/2011

Last Name

| [Wima

husband and wi f €

there are children, you will

Finstone [

need to find out which parent
they will live with. If it is the
mother you will use step 5 to
move the children, after you

Stieets on a
Disk Map |

Intemet Setwp:  [772772011
Map Link Updated | 7/27/2011

have set her up as a head of

Update

Delete |

house.

Setup: Chiisti Duke 7/27/2011
Updated: Chuisti Duke 7/27/2011

Last Name

Tab 4 0 You will
change the oOposi

need to Bl

5 Profles
1 Addresses |
Postion in famdy

[Finstone
) “§-Pictures 2 Custom |
2 Phoom_ |

HH Type

A

[Head of House

Sspouse t o oHead

>| | Legal Head of House

Name
Finstone, Wima (#479119)
*

To do this, click in the box next
to the word Osp

drop down arrow will appear. ‘
View Record

Primary Family
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