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many features.

When you start ServiceBuilder,
you'll notice a menu appear along
the bottom of the screen. This
menu gives you access to the
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We call each separatg
entry, (each person) &
“record”.

These rectangular
buttons are used for

selecting a record.
You'll see long, high
buttons like this
throughout
ServiceBuildel

Do not remove
the record called
NEEDED. It
Is used to keep
track of empty
spots on your
schedule.

Clicking “Show
Wizard” will give you
the opportunity to
work through some
video tutorials

This People
List, is called a
“Form.” Often

buttons will
take you to a
different form

There are lots of little
“go” buttons all through
ServiceBuilder. They take
you to other “forms” so
you can see, or even edit
that information.




}{I

FL
vorshi p@

&$ &$

Checked
names rise to
the top of the

H: Home
W: Work
F: Fax (or other)

A spot to track who
invited or referred
this person.

Enter birthday,
anniversary, or other
types of dates.
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Current can be
changed to anything:
n/a, child, visitor—it's
a way of tagging
people.

Use this for
spouse’s
name, or type
“single,” or
“child”
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Type kid’s
names here, or
choose a family
from the list.

Be sure to add “Male” or
“Female” to the Roles, as
well as “member,” “visitor,”
“drummer,” or whatever is
appropriate.
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Click “go”
next to “Add

New Services”

The times must]

be inputted in

the same
Sele_ct the format as the
service name examples.
from the list.

Click to add

the services
Enter the \> automatically.
occurrence
interval. Close when

you are done.




Click this button “All
Services in Main Form,”
after you've entered the
new service date(s). It
will open in a new
window...
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Click “Filter Services”
to view Contemporary
Services only in the
form. Click unfilter to
view all services in
one form

Notice the big
button on the
left... again, a
“record selector”
for selecting this
service. One might
wish to select a
service in order to
copy, cut, or delet
it.

Five tabs: Service
Elements, People
and Roles,
Congregational
Songs, Notes, and
Tasks.

Use these

‘record
selectors’ to

service you
wish to edit.

arrows, called

navigate to the

...like this. You can enter
details from here, like the
series name, the message
name, who's involved, what
the order of worship is, etc.

Notice another
“go” button. Once
a person is chosen
from the drop-
down box, this
“go” button takes
you to their
“record” in order
to view more
detall, or to edit i

These three
checkboxes are
for tracking
“contacted,”
“confirmed,” and
“has material.”

Choose “Prelude,”
“Offering,” or some
other element type. Alsg
set a length for this in
the format h:mm:ss...
ie: 0:03:25 would be
three minutes, 25
seconds.
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You'll want to use the distribution lis|
to send email to large groups of
people. This button-- a picture of a

This is a quick way to send
individual emails: click this
button to open up an email

clipboard—uwill add this person to th _ This hand is
distribution list. When you click it, it addressed to this persc supposed to
will ask you if you want to clear out represent

the list before adding this person. ‘praying hands.’

Click it to open a
prayer request

list for this
person
Click ‘Search Roles’ to . :
find a group of people in Clicking Conta(_:t Al
your database. Search adds everyone in the
criteria could be : e d_ata_bas_e to your
“female,” “drummer,” Click to locate a specific distribution list

person. You may use a
portion of a name in your
search.

“attendee,” “member,”
etc. Be sure that each
person has these roles
associated with them

. howina,
portion of your search phrass, showing
and press [Enter]

You can mark and unmark people
in your People List to indicate
. , their general ‘availability.” Right
After clicking “Search Roles, > now only marked bassists are
this form appears. Type a

Click “go” to view the details of

Highlight and copy this URL this person.

to view this form on the

Internet. You could send this Want to email every bass player}

link to someone via email. ’> Click “Add To List” to add this
group to your distribution list.

You could send a personalized
note asking them to play Sunday.
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Click ‘Change’ to send this
email on someone else’s Click to view
behalf. Recipients will think _ duplicates. You
someone else sent this em{ email. may edit fields in

The pastor? The tech Iea% this view as well—
Your spouse change a name,
V / iy
Example: After

building a list of
vocalists, you
might want to

Change the
priority of this

take out all
oloists
Remove children,
teenagers, etc.
Add this distribution list \
to your Qutlook contacts Choose a report from the
| _ automatically. [\ - " e Hrop-down menu, then click
All the emails you write can be saved for future” .afted. click this button|Preview Report’ to view it.
use. This simplifies the whole process so you ’

to send a personalized

don’t need to keep writing emails over and over copy to each persc

again each week. Use these buttons to work
through all the emails you've saved. Click the
long selector button on the left to highlight the
current email, then press ‘delete’ on the
keyboard to delete
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Choosing ‘Change
Back-End’ will open
up a dialogue to allo
you to browse to a
new data source.

W

Click ‘Browse’ to find this new
data source. There are two
databases to connect to:
sb_data.mdb and user.mdb.

The former is installed by default t
C:\

Here’s sb_data.mdb on my
network drive. Find your copy,

likely located at C:\sb_data.mdb
\‘ and click ‘Open.’

The latter is installed by default to
C:\Program Files\ServiceBuilder

[®)

Click “Re-establish Link”

M Click “Yes,” and find user.mdb

Again, click

user.mdb. You'll receive a message|
‘Linking to new back-end data file
was successful.’

‘Open’ when you find
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