Herald in Every Home Program
Instructions

The subscription information for the participants of the Herald in Every Home Program (HIEH)
will be maintained in Shelby. It is a profile on the individual's record, within the congregation
that is paying for the subscription.

Basic Updating Instruction for Shelby Users

e Log into Shelby and click OK

e Click on Membership
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e Click on the Membership Information button
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e Click in the grey box to bring everyone up that is in your congregation.
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o Choose the person you wish to apply the Herald in Every Home (HIEH) profile, double click
on the highlighted name to open the record.
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Name Eilter: | Change Criteria | Advanced Search | Name ID# | ~ If?::‘f,eﬂ.":,";ﬁis:
& show names for Membership
™ Show names for all modules Mail Merge/E-mail | MapPoint | Select All | Clear Selected ‘ Clear All Selected |
 View AI(206,722) " iew Selected(1) ‘ Preference Current Record Detail ]
P [name Doe, Jane (#522915)
Hame Module - Phone - Main/Home
Doe, Dixon (#193816) Member Address 1
Doe, Dixon (#228524) Member Address 2
Doe, Dorathy (#228521) Member City
Doe, Doris {#210440) Member State
Doe, Eric Doe($324617) Member | Birthdate
Doe, Esther (£216070) Member Age =
Doe, Esther (#223709) Member
Doe, Eugina (#2258530) Member
Doe, Frances (#181486) Member
Doe, Gbadi (#225526) Member
Doe, Gbonah (#203995) Member
Doe, Ghoryonwoh (#496648) Member
Doe, Hawa (#299009)
Doe, James (#216515)
Doe, James (£325549)
Doe, Jes £223710) Member
Doe, Jestina T.(#324664) Member
Doe, John (£298439) Misc. (D) View Option:
Doe, John {#462534) Misc, aE— ¥ 1. Detail " 3. Fictures
Doe, Jonah (#194546) Vember = == 2. Family &Relations ¢~ 4, Finandial Details
Modules: GB, MB, NU, SE
Add Family | Add Record | Modify/View | |

Click on “Profile”.

[ na x|

B = W m] 2 |
Title First/Middle Name(s) Last Mame Suffix

& Individual

¢ Organization I ;"Jane Poz I —I

MameCounter: 522915

[ Navgeir]

Show Buttons

[EEEST— Modie [verbersnp =] Sveiops Assian |
[ COrganizations 1 T Sl L jv PledgeGive With Spouse? [~ Contributions |

Other Dates . " "

Life Events Relationship [active Indude on Envelope Diskette? [~
GENERAL INFORMATION How Received [Baptism . Print Statements? [

Addresses

Phones Date Received |11/1/1995 o Statement Frequency

Demographics I
Emagil HFsmry Priesthood Office . Membership # [

Greetings

Assodiated Files

i Family Source I
Other P\glationships —I
Profiles Assigned To I =2 |
Miscellaneous Member OFI . |

Mema

Setup: Sue Fhipps 11/1/2016 2:09:09 PM ‘




Herald in Every Home Program
Instructions

e To Add a New Profile click on the Add New button at lower left corner
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e Type HIEH in the Profile field and tab
e Click the OK button for the addition

Profile Information
Jane Doe
Profile IHIEH | '—Ierald in Every Home
Beginning || |
Secure? |Unsecured LI
Apply I OK Cancel
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e Asyou see the Herald in Every Home (HIEH) profile has been added to this person’s record.
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e To take some one off the HIEH list, remove the profile from the person’s record by clicking
the Delete button when the profile is highlighted.
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List of HIEH Participants

e To see a list of the people in your congregation who are participating in the Herald in Every
Home on your screen, go to the Membership-Information screen and click on the “Change
Criteria” button.
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¢ In the Profile field enter HIEH and click OK.
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e You will receive a list of the people in your congregation included in the HIEH program.

Clear Filters | oK I

Cancel

Printed Report for Herald in Every Home Lists
e Click on Reports. Choose Selections and Listings.
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o Choose the Report Group you would like to save you report to.
¢ Right Click in the gray portion of the screen and choose New.

& Shelby Selections and Listings -- Started from Membership = [m| x

File Records Help
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New
Wizard
Open
Delete
Print Report Setup
Run

Push to Dashboard

@ To add  new report, cick New. To make changes, highlight the report and dick Open. To delete a report, highiight the report and dick Delete
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Applicatio

5

Choose Applications ...

Accounts Payable
Appointments
Contributions
GlobaFILE

Payroll
Registrations

Select all | oK I Cancel |

e Make sure the three modules are highlighted and click OK.

Information

File Help
TR
Campany: Clovis NM Br (334) Application
Repart Group [utier MO ]| fesar
Report Name [HIEH Password Required for |Unsacu,ed j password [
1. Criteria/Reports ] 2. Sort il 3. Print Parameters il 4, Memo
[ Applications selected =l
Criteria |;| Reports o
[T |Phone Type b L I: Address List (ALL)
1| Phone, Unlisted Number ]| attendance Rolls (MB)
O |Pictures | Attendance to Date (MB)
1| Pledge with Spouse (¥/M) (MB) [ | Build Presort (ALL)
1| Priesthood Office (MB) | Class Cards (MB)
1| profile Comments ] | Constant Contact Upload (ALL)
1| profile Eitherjor ] | Directory (ALL)
1 |Profile Entered (¥,M) (MB) | Envelopes (ALL)
» 1 | Export Ta Phone Tree (ALL)
1| Receipts (f/N) | Formatted (aLL)
[ | Relationship (GlobaFILE) Ll L | Full List (ALL) j
UpdateCriteria | Clear All Gritria_ | Update Reports Clear AlReports |
Double-dick Criteria or Reports you want to add. Add Sort fields by choosing the desired sort field and dicking the right-painting hand.
Remave sort fields by dicking the left-pointing hand. Up and down-painting hands change the order in which the fields are sorted.

¢ In the file Report Name, type in your report name HIEH.
e InTab 1 Criteria/Reports, go to the criteria, Profile Specific; double click in the check box.
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Profile Specific

HIEH

Omit?

EIIE |_ BIERE
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oK Cancel Delete

e Type HIEH in the first field. And click OK.

Report Information

File Help
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Company: Cloviz MM Br (994) Application
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Report Name |HIEH Password Reguired for IUnsecured ;l Password |
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[ | Additional Comments Memo [ | Full List {ALL)
[ | address {Spedific) [ | Group E-mail - Default Client (ALL)
[ | address (Type) | Group E-mail - SMTP {ALL)
[ | Address, Carrier Route O | individual Information (ALL)
[ | address, City T T ™
[1| address, Country [ | Name List (ALL) )
[ | Address, Date Updated Address i j]
[ | address, E-mail Address O | outreach (ME)
1| Address, Last Updated Date [ | Phone List {ALL)
[ | address, Location LI | Print ID Card LI
Update Criteria Clear All Criteria | Update Reports | Clear All Reports |

Double-click Criteria or Reports you want to add. Add Sort fields by choosing the desired sort field and dicking the right-peinting hand.
Remaove sort fields by dicking the left-pointing hand. Up and down-peinting hands change the order in which the fields are sorted.

¢ In the Reports section, to produce a names list, double click in the check box of Name List
(ALL) and name the report Herald when the next box comes up and click OK.
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Marme List (4LL)

HIEH

|Herald List

2
y
i
¢
i

To add another report such as Address List (ALL), repeat the process.
Be sure to include the information to print. Click OK.

Address List (ALL)

HIEH

|Herald List
Information to print:

IMaim"Home Address

Ll Lo

IMaim"Home

[~ Print Unlisted Phone Mumbers

oK Cancel | Delete

e Your Criteria/Report screen should look like the example below.
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O Company: Clovis NM Br (994) Application

Report Group |Buﬂer MO _I fzzEre

Report Name IHIEH Password Required for IUnsecured vl Password I

1. Criteria/Reports ] 2. Sort ] 3. Print Parameters ] 4. Memo
IAII Applications Selected j
| Criteria o
» E[!d Profile Specific »
[ | additional Comments Memo EA | Name List (ALL)
[ | address (Spedific) [ | attendance Ralls (MB)
[ | address (Type) [ | Attendance to Date (ME)
[1| address, Carrier Route [ |Build Presort (ALL)
1| address, City [ | class Cards (ME)
| address, Country [ | Constant Contact Upload (ALL)
[ | address, Date Updated Address [ | pirectory (ALL)
[ | Address, E-mail Address [ |Envelopes (aLL)
[ | address, Last Updated Date [ |Export To Phone Tree (ALL)
| Address, Location LI [ | Formatted (ALL) LI
Update Criteria Clear All Criteria | Update Reports Clear All Reports |

Double-click Criteria or Reports you want to add. Add Sort fields by choosing the desired sort field and dicking the right-pointing hand.
Remove sort fields by dicking the left-pointing hand. Up and down-pointing hands change the order in which the fields are sorted.

e Click on the Save button (the button that looks like a floppy.)
e Click on the Close button (the button that look like a file folder with an arrow.)

- Shelby Selections and Listings -- Started from Membership - O x

Eile Records Help
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Qlear Fiters Company: Clovis NM Br (394)

Applications: IMEmbersh\pJM\sc Mames,Friend LI Site: |Headquarters ;I

Report Group |EuHer MO Find reports beginning with: I

i — MWE B

@ To add a new report, dick Mew. To make changes, highlight the report and dick Open. To delete a report, highlight the report and dlick Delete.

e To print the reports, highlight the report in the list named HIEH, click on the Run button (the
button that looks like a running man.)
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Shelby Selections and Listings -- Started from Membership

File Records Help

DX /e|ci| @ &)l «r 0] 2]

ompany: CO#393 - W Purpose Codes

Applications: |Membership.-"Misc:. Mamesz/Friend j
Feport Group |Test3 J
Find reports beginning with: | Llear Filters
Report Hame Group Application| Date Run | # Selected| Sorts | Criteria | Rep
herald Test3 MB 2/20/2007 14 %]
Herald Address Problems Testd MB 1242042006 14326) B %] %]
» i HIEH

To add a new report, click New. To make changes, highlight the report and click Open. To delete a repart, highlight
the report and click Delete.

e Follow the screen instructions to print your reports.
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Updating your Herald Subscription List

There is a deadline each month for addition, deletions, and changes to be made to the
congregational Herald list. That deadline is 12:00 midnight central time on the 13" of every
month. Any addition, deletion or change made to your list prior to that time will be included in
the label list for the current mailing.

If your congregation does not have access to Shelby, arrangements can be made to send a list
of Herald in Every Home patrticipants to the appropriate person in your congregations for review.
Herald Customer Service at 1-800-767-8181 or sales@heraldhouse.org to have a list sent.
This list would be kept until additions, deletions or changes need to be made. You will make the
additions, deletions or changes on that sheet and send to the following address for the changes
to be made.

Herald House
1001 W Walnut
Independence, MO 64050-3562

After the changes are made, then a new list will be sent to confirm the changes and that list will
be held until changes need to be made again.

Adding Herald in Every Home participant to your congregational HIEH list when they do
not attend your congregation:

In many cases, a congregation will pay for someone to get the Herald that is not in their
congregation. If you need to include someone from another congregation to your list, please
add them as a Miscellaneous Name to your congregation, and add the HIEH profile to that
record so they will show up in your congregational list.

The following screen shots walk you through adding a Miscellaneous Name:

um

My Shelby  ~ Shelby Dashboard for Sue Phipps

| [VIDEOQ] ShelbyArena / ShelbyNext: Roadmap to the Future! 4 I 1

Recent Modules Used: My

Shelby Menu : ; :
Miscallandou Natnes You do not have any items marked for notification.

Membership
GlobaFILE
Contributions
General Ledger

- My Status:
Refresh I Select...
You do not have any items selected to show for 'My Status'. Click the select button to the right
to add items or you can also add by saving SQL statements within ShelbyQUERY. In the
process you can push the report to selected users.

INNOVATIVE SOLUTIONS. INFINITE POSSIBILITIES.
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e Choose Misc. Name Information

e Click on the New icon

¢ Wiscellaneous Names - Information = I [m| I X I
Dfslei| 2| Sl &l 2 |
4
Name Filter: I Change Criteria | Advanced Search | Name [D# | o Iﬁr“:ﬂ;f’e‘h":r":;s,
% Show names for Miscellaneous Names
™ show names for all modules Mail Merge fE-mail | IMapPoint | Select Al | Clear Selected | Clear All Selected |
* view All(124)  view Selected(0) | Preference Current Record Detail |
p_nName Ackerman, Mary-Anne (#¥28325)
Phone - Main/Home
Address 1 202 Durango Ln
Allison, Linda Diane-Diane(#5424%) Member Address 2
Bean, Rebecea Lee-Becky(#171250)  |Member City Bilings
Beckham, Larry Wayne(#67852) Member — State MO
Beckham, Ruth Mary(#67853) Member Birthdate 4/25/1931
Bolejack, Addison May-May(#479779) |Friend Age 85
Bolejack, Christopher Douglas{#171251 | Member
Bolejack, Crystal Ashley(#433246) Friend
Brakey, Sheila (#330452) Friend
Brown, Brian (#453503) Friend
Brown, Cora (#453504) Friend
Brown, Kaylen Alise(2460244) Member
Brown, Shyann Eden(#453502) Member
Burch, Barbara Joan{#25046) Member
Burch, Brett Duane(#126872) Member
Burch, Danica Leigh{#253060) Member
Burch, Darci Rae(#283052) Member
Burch, Devon Marissa(#283058) Member
Burch, Larry Dean{#104333) Member View Cption
Burg, Bobbi Jane(#163716) Member — & 1. Detail = 3. Pictures
Burg, Thomas Alhert£¢3846n)\ MemEer LI creterences | o~ 2. Family &Relations ¢~ 4, Finandial Details
Modules: AP, CK, CN, GB, MB, NU, RG
Add Family | Add Record | Modify,View | |

e Click on the Add button (the button that looks like a blank sheet of paper.)
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Miscellaneous Mames

e Click No on this screen

¢ Add the name of the person you wish to add as a miscellaneous name. Click OK

=¥ Miscellaneous Names - Information LI
B = w4 m] 2] |
. Title First/Middle Name(s) Last Name Suffix
o e | —

NameCounter: 0

=] ) Navigator
Show Buttons I Address Type Address City State |Post

MEMBERSHIP }__[Main/Home
Individual Information Family Alternate
Organizations

Other Dates GchaFILE.

Life Events Membership
GENERAL INFORMATION Administrative
o Business

ones
TrrraiE Previous

E-mail History SCEnv
Greetings Temporary
Assodated Files Worship Service
Primary Family
Other Relationships
Profiles
Pictures
Miscellaneous

|

e Add the First and Last names
e Click on Address and add a current address. Click on Profile to add the HIEH profile to the
Misc. Name. Click on the Close icon to save all changed.

o Miscellaneous Names outside of your congregation should already be in your Herald in
Every Home lists.
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Payment of Herald in Every Home Subscription

Payment for the Herald in Every Home subscription will be based on the label list of who
received a Herald in the current month. The amount for your monthly charge will be pulled from
the congregation’s bank account, just like IHQ pulls funds for the contributions. It is similar to a
direct debit from the bank account.. This is done by-monthly. It is very important to keep your e-
mail address correct in Shelby so you can receive this notification of money to be withdrawn.

Canadian Payment of Herald in Every Home

By-monthly statements will be sent to all Canadian congregations participating in the Herald in
Every Home program. And due to the expense of getting payment in US funds, all Canadian
congregations are invited to prepay for the year, or pay by credit card to save on the conversion
costs.

Questions

If you have any questions regarding the Herald in Every Home program, please feel free to
contact Herald House customer service at 1-800-767-8181.



