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Church Dashboard Itroduction

The church dashbaod is a wekbasedprogramdeveloped by Brick River Technologikat allows churches to update
leadershipand churchnformation. The leadership updates take the place of finevious online Charge Conference
Summary Form; the church information updateswhgp pear s i n t he

Confarencetweldit®. c at or

Thedashboard gives churches the opportunity to add leadad update contact informatiodirectly into the
conference database, allowing the conference and disuffices the ability talirectly communicateémportant
information pertinent to your chuwh leaders based on their leadership position.

The pages that follow take you througtstep-by-step process on how to use the church dashboard. If there are
guestionsregarding the church dashboard that are not answered in this document, please cBaitdetra Eastman

(website@nyac.coin the conference office.

Logging In

The login screen for the dashboard is located here:
http://www.nyac.com/dashboard

Use your church GCFA number without the first zerc
both your username and password.

I f you don’t know your
in the statistical section of the Journal (column 1):

https://www.nyac.com/files/websites/www/NYAC
2017 Journal Section14.pdf
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Church Dashboard Home Page

Thechurchdashboarchome pagehasnavigational
linksthat will take youto eachsectionof the
dashboard. Thimmanualcovers eachof the sections.
Thesectimsare asfollows:

Contacts (Edit People Associated with Your Church)
Leaders (Add New Contacts and Add/edit Contacts
with Leadership Positions/ Assignments within Your
Church)

Charge Conference Leadership Report (printable)
Church Information

Login Information

Dashboard Manual

Log-out

Charge Conferenc®eporting Process

The process for adding your church contacts and thi
leadership positions (assignments) has been simplif
You do this in two simple steps (detailed below):

1. Hlit existingcontacts (in the Contactection)
2. Add new contacts;dd and edit those
contacts’ assignment

Editing Existing Contacts

In order to assign a person to a leadership position,
they first need to be in the database with their corres
contact information.

ClickContacts in the left navigation

Review the list ofontacts to determine if anyore
information needsupdating

Pleasenote: Althoughyou camadda clergy person to a
leadershipposition, you cannot change any of their
contact information. If their contact informationis
incorrect,notify Barbara Eastman atebsite @nyac.com
This way, we can update all of our systems in the
conference office.
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Edit existing contacts

ClickkheEditbut t on t o the | eft
verify/update mailingaddressemailaddressphone p—
number, etc Makeanynecessay change§DO NOT c— T -
USEALLCAPSAndclickSave. ) S el U

Removing contacts from your burch

If a person is in the Contacts area for your church, a
they should no longer be listed (moved, transferred,
died, etc.)click the linkremove from my church. This
wi || not del ete them fr
them from your church.

New contacts

If a peson is new to leadership assigants in your
church, please see the next section on adding new
contacts.
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Add ContactsChurchLeaders/Assignments

Thisareaallowsyouto add new people, and tmput your churchleadersip assignmentiito the conferencedatabase
sothat the conferenceanddistrict officescancontactyourleaderswith importantinformationabouttheir ministry.The
dashboardwill alsoallow churctesto print listsanddownloadcontactinformation fortheir leaders. This printable list
takes the place of the Charge Conference Summary Fgan will need to print this out for your district
superintendent and bring to your Charge Conference.

Although this is called the Charge Conference Leadership Report, eacht@botad be listed with their primary
church. These leadership positions are assigned on a church basis. For charges/parishes with shared committe
as StaffPastor/Parish Relations Committdist each person in their primary church only; do not add them to each
church in the charge/parish. Please log out of the first church, then log in to the next church to make your updates.

The leadership assignments we would like you to provide are listed here; those that are required are indicated v

asterisk*

Board of Trustees Church

Board of Trustees ChaitChurch

Camping & OutdooMinistry Coordinator Church
Candidate for Ministry Church

Certified Lay Servant (formerly Lay Speak@furch
Children's Choir Leadehurch

Choir Director Church

Church Secretary/Admin Ass'€hurch
Church/Admin. Council ChailChurch
Commungations Chair Church

Council on Ministries Chair or equivaler@hurch
Education/Church SchoeChurch
Education/Church School Superintende@hurch
Evangelism ChaiiChurch

Finance Chait Church*

Finance CommitteeChurch

Lay Leader Church

Suggestion: You can print a list of all current
leadership assignmentsr reviewprior to editing and
adding assignments for the year. Click tharge
Conference Leadership Report (printable) and print
that page.
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Lay Member of ConfereneeChurch

Local Lay Servant (formerly Lay Speak€hurch
Missions/Outreach ChairChurch

Native American Ministries Representati&hurch
Nurture - Church

Organist- Church

Praise Band LeadefChurch

Reserve Lay Member @onference Church
Safe Sactuaries Coordinator Church
Staff/PastorParish Relations ChaiChurch*
Staff/PastorParish Relations Committe€Church
Stewardship ChairChurch

Treasurer Church

United Methodist Men PresidentChurch
United MethodistWomen President Church
Worship Committee ChairChurch

Young Adult ContaetChurch

Youth Contact Church



Adding anew contactand leadership
position

If the contact is not currently ithe databaseyou
won't see them on the C
easilyadd themin the Leaders section

To add a new persato a leadership positiorclickthe
greenAdd New Assignment button.

Choosehe position in the dropdown list.

If the person you are adding to a leadership positio
is not in the list that appeargnterthep e r slasin ’
namein the Search field.

Inthe exampleabove the name*” Smith” was entered
in the search fieldThe screenshowsthat there are
about 155 people witht smith” in their name irour
conference databaseSince the list is too long, add
their first name to the search field the narrow the li

If the person you were looking for did not come up,
scroll to the bottom of the list, andlickAdd a brand
new person to our database.
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Leaders P —

Echt imacor ssaigrree here. To edt conesct inf g 1 the oy

o Lom @

Test Church

Required Positions

Thasa o

L=

Leaders

1.PICK THE POSITION

Leaders

1. PICK THE
POSITION

2.PICK THE PERSON - LOOK AT PEOPLE IN YOUR CHURCH FIRST ™)

peraon— BabaraEasman  NYAC 20 Souncview Ave Whae Plaire, NY

Can't find the person in your church? Search the whoie database

2, PICK THE PERSON - LOOK AT PEOPLE IN ¥

penon—  Barbara Bas o Plaira, NY
Gan't find the persan in your ehurch? Search darabas,
o= Elzabeth Baker-Smith

Janet Beken-Smith

Janet Beken-Smith

Laureen Goodridge-
Smith

Edye Heitermith

Annie Hurst-Srsith

510 Alicia Dr Waatbury . NY

Tana Smith Josepn 292 Alba Ave Briogepon , OT

Kim Kabersmith 227 Low R Sharca, CT

ok m posan— | FOMolle Moody-Sreith 447 Oweriook Conmans Yorktown Heights  NY

7 [ w08

Tesl Ghurch

Finished? Plosco et us ko

Required Positions




Fill in as mue informationas you carmabout this

person. Most important are emadind mailing o
addressesSuffix means, Jr., Sr., lll, etc ooy serae o
When addingcontact ifformation, please use upper : o e

and lower case letters (NOT ALL CAPS); for addre: ' -
please ue abbreviations with no punctuation, e.g. S| = o

Ave, Hwy;phone numlers $ould be enteredn the e —
following format Xx»xxx-XxXxX. o
Remember to clickddd new contact and create
assignment at the bottom when you are finished.

This takeyou to a page where you add the detail I—
the assignmentstart date is the only required field. ¢ A e —

Church Leaders

Assignment Dates ~

Position and Levels
Positon | Council on Minstries Char or equvalent - Church
Area of Responsibilty ©

Notes
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Edit existing assignment

Click Leaders in the left navigatiomndthis pagewill
display.

In this areayou aan enter edit all ofyour church's
leadershipassignments.

Theassignments previously provided to the
conference via th&€harge Conference Summaryrifo
will appear here.

Toclosean existingassigment (changing the end

Leaders

Echt imachr ssaigreens here. To et nontsct nk oo 1

date is the only change that gets made when editing
an existing assignment), click the greenkdit
Assignment button.

Thisscreenwill appear.

Whether the personhasbeen re-elected to the same
positionor not, all you need to change on this screen
is the end date. If you leae it blank, they will
continue in this positionlf you changet to
12/31/2018, for example this persorwill continue in
that assignmenposition in our databasantil that
date.

To end (close) this assignment; change the end da
to today's date (or the
in this position).

If the per®n hasbeen dected to a different
leadership assigment, youll need to create a new
assignment-you cannot seleta different leadership
assigmnent in an existing record. ‘

tps://ny-data.brtapp.com,

The New York Conference | The United Methodist Church

¢ EMBODIES A BELOVED
A < —

_COMMUNITY OF

Church Leaders
Save

Assignment Dates ~

13 ®

Position and Levels v

Put an enddate on this ecord andclickSave.

Add new assignmentto an exsting person [« .o o

The instructions are the same a$ien you add a new
person to a leadership assignme@ick here for
those instructionsThe ory differences ar¢hat when
youclick theAdd New Assignment button, you find
the person in the list of contacts, and clitle Pick
this Person button, then follow the instructions
above.

The only required field is the start date.

Leaders
1. PICK THE
POSITION

2.PICK THE PERSON - LOOK AT PEOPLE IN YOUR CHURCH FIRST ™)

Can't find the person in your church? Search the whale database

Be sure to lick Save when you are finished.
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Choose the end date of the assignment if this
leadership assignment is part of a class, i.e. for the
Board of Trustees and the Staff/Pastor Parish
Relations Committees. These class assignments a
typically listed for thecurrent year and two years in
the future. ®, a person in the Class of 2048uld be
given an end date of 12/31/2®land 20D gets typed
into the Class of field.

ClickSave.

Continue editing/adding assignments until all the leadership assighments have been entered for the year.
When you are finished, clitkeaders. This page will show you any required leadership positions that you may have
missed.f you are completely finished, please click the big blue buttam done!

Charge Conference Leadership
Report (printable)

This is the report that you will bring to your Charge
Conference to provide the list of your church leadel
to your district superintendent.

When you click this link, you cahoose to print the
| i s tsdigptayed.t ’

You can also download the list of current assignme
or future assignments. These will download a .csv 1
which can be saved in Excel.
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Test Church
B print

Date: D4/20:2015

Chusch Name: Test Church

X close & Download Current & Downlead Future




Church Login Information xreran
Thisareais usedto changethe logininformationfor BN ——

yourchurch.(Thisloginisfor the church, notan e [ v |
individual.)If morethan one personat your church gy
accessethis program,youwill need toinform them

of anychanges you make.

Clickthe Update button, and the followingscreenwill
appear.

Enter the new username that you want ise, enter
the new paswvord and then retype the new
password to confirm it. Clicsave. Put this
information in a saf@lace.

The New York Conference | The United Methodist Church

¢ EMBODIES A BELOVE
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Submit an Event

Using this form, you can provide information about e Yk Care et e

an event at your churchirhese events will appear as ¢ CORMONTY OF ' S
link on your churcts detail page in the church locatc _

and on the district page of events. " R

COMMUNITY OF

Follow the onscreen instructions.

Once submitted, your event will be reviewed and
posted to the web site.

GG @ BIUL =rss mt - A-@-|EE R|esmaR
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Log Out

After you are finished working in the d#soard, click
Log-out in the left navigationYou will be returned to
the homepage of ourconference welsite.

Updated:November 26, 2018
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