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1. Getting Started — Understanding the Interface

When you start ServiceBuilder, you'll be presented with the following screen:

o @

When you start ServiceBuilder,
you'll notice a menu appear alo
the bottom of the screen. This
menu gives you access to the
many features.

EE&ddeServics People ~ | Elements » | Worship Songs » | Misc Reports = |

Example Form: People List
To begin, click People, and then click People List. The following screen will

#, ServiceBuilder
o T A A TR - A = R= ]
! Fls Edit View Insert Format Records Tools Window  Help

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

Settings + Misc + | Help v

appear:

[0

This People

Type & question for hel

List, is called a

buttons like this
throughout
ServiceBuildel

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

Contact Al | Praver Schedue

Servicel

Record: 14] |

\lere are lots of little

We call each separat Crsakodbug ' oo JJE}“ oo ——Tem “Form.” Often
entry, (each person) Al e o wm— EE——— buttons will
“record”. Pl : ZEESZES I S R [ take you to a
These rectangular e ;émm T —— different form
for the operation of the.

buttons are used for sl

. wt T nam Spouse address grgrm teads?
selecting a record. \ ETL R
You'll see long, high R — st

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

ip:Songs v | Misc Reports * | Settings + Misc + | Help v IH

Formm Wiew
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2. Entering People in the People List

The first thing you should do is add people to your people list. I suggest adding the people with whom you
have the most interaction; maybe your music team, or your regular volunteers.

H: Home A spot to track who Enter birthday,
Checked W: Work invited or referred anniversary, or other
names rise to F: Fax (or other) this person. types of dates.
the top of the

W ]/

" .
sort; 3 = i ?
| 3 L‘mn Silwver Joanne 7 lal_‘nscﬂtl Flace, Lane Fusilier r gads? o disimmeion
current b (005) 561-4605 Hamilton, ORl L8K 565 Lucaz; Seth, Grace a7 pi
0| = Mailing List v
W(905) 527-4802 (% 19, 5 beliewer
E (810) 963-1972 I N x ﬂl s | Roles | Date Tuoes | Schadula | Tasks

[ AN A

Current can be Use this for Type kid’s Be sure to add “Male” or
changed to anything: spouse’s names here, or “Female” to the Roles, as
n/a, child, visitor—it's name, or type| | choose a family well as “member,” “visitor,”
a way of tagging “single,” or from the list. “drummer,” or whatever is
people. “child” appropriate.
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After you've filled in some of the people in your congregation, you may feel ready to add services. Click
“Add/View Services” from the menu at the bottom. When you do, this new ‘form’ will pop up.

&, Choose an Event...

. “ ” Click [ga] next to a date tao
CIICk go wiew details of that service, or
next to “Add click [go] at the bottom ko add

& NEw SEFYIceE,
[ o
Sun, 2006-01-159:30
Sun, 2006-01-22 9:30
Sun, 2006-01-29 9:30
Sun, 2006-02-05 9:30
Sun, 2006-02-12 9:30

go
Lso]
Loo]
Leof
1==]
Sun, 2006-02-19 930 oo
Lao|
Loz
Loz
Lao|

New Services”

e —

, 2006-02-26 9230
~QU6-03-05 9:30
Sun, 2MmG-12 9:30

The times must]
- be inputted in
&, Add Services Automatically E3
the same
Sele_Ct the Add Events Automatically format as the
service nhame ol3 ish ko add F services si
from the | S RS, ot Ui e, 0 examples.
rom the list. <figrm ko add '=' number of services with one click, /I
Service Mame: Traditional Service - .
erve e = | = Click to add
Time of Service: Im {eg: 09:30 AM) .
First Dake: I L1S/2006  feq: 01j01/05) the services
Enter the ' = automatically.
: Im days {eq: 7)., /l
occurrence )
. Add this many: IIZIlD OCCUrence .
interval. I
Add Services | Close Close When
you are done.




#;, Choose an Event...
Click [ga] mext to a dake ta

wiens details of that service, or
click. [go] ak the bottom ko add

& NEW Service,

| 5

Sun, 2006-01-159:30
Sun, 2006-01-22 9:30
Sun, 2006-01-29 9:30
Sun, 2006-02-05 9:30
Sun, 2006-02-12 9:30
Sun, 2006-02-19 9:30
Sun, 2006-02-26 9:30
Sun, 2006-03-05 9:30
Sun, 2006-03-12 9:30
Sun, 2006-03-19 9:30
All Services in Main Form:

Add New Service(s) g
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Notice the big
button on the
left... again, a
“record selector”
for selecting this
service. One migh
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.

‘record

Use these
arrows, called

Ak g [r x| @3- @B
fe x| ONe form on  top

Cr ﬂokedBu:h c e =

Click [ga] ne: =LA A =L ae=l” U SEI'\N

wiew details 1 ervice ECOI' .........
;h;tg\?giriﬁcl S Contemporary Service - | =- Filter Setvices |

= Manu | Sunday, Jan 15, 2006 9:30 am  Series: |Jesus' Story
I 4 days Ol Unfiter | Message
e Service Flements, IPeopIe and Roles I Congregational Sangs I thes,l’CommentsI Task List I
, 20050 % Length  Element Type Main Info/Camment: Diatabase Link Person e v E E_iac_kups.l;Actors

S [ [ Ef [ JEa 3 ] fE B

Sun, 20050

Sun, 2005

selectors’ to
navigate to the
service you
wish to edit.

Click this button “All
Services in Main Fo

after you've entered the
new service date(s).

will open in a new
window...
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..like this. You can enter

the order of worship is, etc.

etails from here, like the
eries name, the message
ame, who’s involved, what

Click “Filter Services”
to view Contemporary

Services only in the

form. Click unfilter to

view all services in

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

detail, or to edit i

Elerrients I

1Tokal Tirne

These three
checkboxes
for tracking

“contacted,”
“confirmed,”

hitbpeffinkranet,

agetchurch.orgffrm servioh

ServiceBuilder.net

/5 pddview Services |

Recard: 14] 4 ]| a3 b || of &2

Rundown

People = | Elements ~ | o

seconds.

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

MM

Type a question forhelp =

“has material.”

are

and
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3. Contacting Through the People List

You'll want to use the distribution lis
to send email to large groups of
people. This button-- a picture of a
clipboard—uwill add this person to th
distribution list. When you click it, it
will ask you if you want to clear out
the list before adding this person.

LN I.kLLL.l].L.\.F}eO [g'le L|st

by
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This is a quick way to send
individual emails: click this

button to open up an email

addressed to this perst This hand is

supposed to
represent
‘praying hands.’
Click it to open a
prayer request

Joanne 7 Lanscatt Place,
Harilton, OM LEK 565

b [zot: ¥ Jacon Silver

current b (905) 561-4605
w[905) 5274802 (%19)
F (810) 963-1972

Lane Fusilier

) Lucas, Seth, Grace
ILucas, Seth, and Grace | |90

Fea
NSD lver@getl
2ar?

o — 1] I EI i =1L e L IISt for thls

A |Ro|es I Crate Twoes I Schedule I Tasks I person

eferral
[comrmeant

sort! % name spouse address
current b home number
“iark number

F fax number

—

t eads?
2ar?
s believer

email

0| @] & | Maiing List ¥

A |Ro|es I [Crate Twoes | Schedule I Tasks I

Fearch Roles I Search Mame I List Al |C0nta

Click ‘Search Roles’ to

find a group of people ir/' —

your database. Search

Prayer Schedule

Close | B

Clicking ‘Contact All
adds everyone in the
database to your

criteria could be
“female,” “drummer,”
“attendee,” “member,”
etc. Be sure that each
person has these roles

Click to locate a specific
person. You may use a
portion of a name in your
search.

distribution list

associated with them

Role Search
Search: [bassist

After clicking “Search Roles;’
this form appears. Type a
portion of your search phrass
and press [Enter]

I arre:

Eric Fusilier
John Benoit
John Harvey
Kevin Darryl
Kyle Arsenault
Scott Orr
Simon Hirota
Stan Coulter

Highlight and copy this URL
to view this form on the
Internet. You could send this
link to someone via email.

You can mark and unmark peop
in your People List to indicate
their general ‘availability.” Right
now only marked bassists are
showing.

Bassisk
Bassisk

Bassist
Bassisk

Bassist
Bassist
Bassisk
Bassist

Click “go” to view the details of
this person.

Want to email every bass player
Click “Add To List” to add this

ServiceBuilder.net

group to your distribution list.
You could send a personalized

Add ToList | Close

note asking them to play Sunday.

~NJ
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Click ‘Change’ to send this I

4. Distribution List email on someone else’s Cr?:rri]tgeotfhtﬁis Click to view
behalf. Recipients will think gmail.y duplicates. You

someone else sent this emj may edit fields in

this view as well—
change a name,

Your spouse

Standard Emails

Distribution List

F| sort order: | & From: [jasonsilver@aetchurch,org Change Priority: Il ;” Distribuition List:

Example: After
building a list of

etc
-
——

Rernawe Duplicates

jeck: 2 Mormal | dfulname} or {name} {role}
Subject: |Can wou be our {role} Sunday, {name}? e Fusier e Eom———— I t
Message: [Hey (name}, Low Jahn Benoit Bass?st Rernoue by Age Range vocalistis y yOU
These wil be Jahn Hanrey Bassist

Jhecewide |mat do you say-- can be the (rale} this wvesk? e e | = m|ght want to
updated Let me know ASAD. Fyle Arsenadl E.assist "

- %‘:ﬁ:e} Scott O Bassist ek eon take Out a”

- famaif} Tours, [ [Gmen Hirota [Bassist Ly  Addto Contacts H

) (tate Tason JStan Coulter E.assist 0|0|Sts

i peor

Remove children,

messages.
4« | 3 SendEmail
“fou can edit the distribution list fields without effecting the original data, For example, change a date, For Refresh l/l Close teenagers, etC .
spouse name to the fullname field, This wil anly show up when the {Fillname? field iz used. d
Record: 14] 4 g k| ek of 10

Add this distribution list \
to your Outlook contacts Choose a report from the

| _ automatically. [\ - e Hrop-down menu, then click
All the emails you write can be saved for futurg drafted, click this button Preview Report’ to view it.
use. This simplifies the whole process so you | | g 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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5. Relocating/Locating the Back-End Data Files
ServiceBuilder can be easily updated because the back-end data is separate from the workings of the
program. When you first update the program, you may need to tell it where the data is:

Relink Back-end Data

If ServiceBuilder is set up for shared use, then it is linked to an external data file located on a
network drive, If the link between your program and this data file needs to be re-established,
please browse to the data file location now or type the path and file name [sb_data.rmdb] in the
text box,

The user file is usually located in Chprogram filesiServiceBuilder. The sb_data file is either on your
network in a shared place, or instaled to the root of CY,

Default Values

Choosing ‘Change
Back-End’ will open
up a dialogue to allow
you to browse to a
new data source.

Add Services Automatically

Email + Other Settings

L

Change Back-End

Import Outlook Contacts
Ministry Tasks

Saved Emails

78 < @

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
L) Activex f‘:\
S Here's sb_data.mdb on my The latter is installed by default to

Sy network drive. Find your copy, [:\Program Files\ServiceBuilder
(2sb_data.mdb likely located at C:\sb_data.mdb

|53 5horkeut to C . ‘ ,

Relink Back-end Data

If ServiceBuilder is set up for shared use, then it is linked to an external data file located on a
~ network drive, If the link between your program and this data file needs to be re-established,
My Computer please browse to the data file location now or type the path and file name [sb_data.mdb] in the

text bo,
& File name: I
.

‘Worship Sopgs * | Misc Reports = || Settings + Misc + | Help =

Please Select New Data File

Laak in: I I5) ServiceBuilder

[®)

Open The wser file is usually located in Chprogram files\ServiceBuider, The sb_data file is either on your
= network in a shared place, or installed to the root of CY
Filez of type: IData and User Files [zb_data. mdb;uzer. mdb] j
™ Open as read-only

Click “Re-establish Link”

Tables not found

\?/ The Following tables were not Found in
.
P:\Shared Utilities\ServiceBuilderisb_data.mdb:

tbl_standard_emails
tbl_tasks_service_records_default

Select another database b

Click ‘Yes," and find user.mdb

Please Select New Data File

Laak in: Itﬂ ServiceBuilder j L] £ E-

%“““mpwr Again, click ‘Open’ when you find

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

Microsoft Dffice Access

Linking ta new back-end data File was successful.

My Computer

"i File name: Iuser.mdb j DOpen I
-

Files of type: IData and User Files [sb_data.mdb;user.mdb] j Cancel |

™ Open as read-only

4




px!-"egrsh ib@

il




