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INTRODUCTION

This edition of the Quick Start Manual focuses on the most basic tasks of the local church clerk within the
Adventist Church Management System (ACMS). As you practice the tasks outlined in this guide, you will
notice additional menu options on your computer screen that are not covered here. Try those features as
well to see the additional capabilities available to you as a local church clerk. Be sure, particularly, to go to
the Reports section and experiment with the options provided.

If you need assistance with the ACMS program contact your local ACMS support team.

LOGIN

Your local ACMS support team will begin the process to set up a user account for you. You will receive an
email message with instructions to register your account (be sure to check your spam/junk folders if you do
not see the message). Once your account is registered, go to http://www.acmsnet.org to log in to use the
program. NOTE: Your account may automatically take you to the practice portion of the program. Once you
have finished your training, your user administrator may issue you a new account for managing your
church’s actual membership records.

At the Sign In page, enter your username and password and click the Sign In button to login to ACMS:

Sign in to use ACMS

English [US) @

PRIVACY POLICY COPYRIGHT © 2020
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3. MEMBERSHIP MANAGEMENT

The ACMS system has been designed to facilitate the organization and management of Adventist church
members at the local church. All of the primary member functions can be found on the Member menu:

%ﬁ JQCMS @ X Maria Costa

Home Membfy = Church » Depanments = Tools »  Auditing = Reports «

ssa":h”qew _

Batch person update

Transfer

Absent'Whereabouts unknown
Categories

e gt 10 M fiof QU people. | am bidden to tell them that they are making a mistake in applying the tithe to various objects which, though good In themselves,

3.1. New Member

Add a new member by clicking the Search/New option in the main Member menu:

%ﬁ ACMS t%} 2 Maria Costa =

Home Membeér » Church » Depanmenis » Tools » Auditing » Reports =

Transfer

We

AbsentWhereabouts unknown

Categories
AL N . to me for our people. | am bidden 1o tell them that :HE)‘ are maklng a misiake in applying the tithe 1o various GDJ'B:‘.S which, |h3ug?\ gmﬂ in themselves,

Then, click the New Member button on the top right side of the screen:

O

x 3
w7/

15V

X Maria Costa ~

lproMs

Home Member v Church ~ Depariments » Tools  Audiing ~ Reporis «

Member

Search/New

Search Member Interests =+ New Member i More options
Person type Name/Code/Email
-
" - ) . [] No phonetic search
Select v Hint: use ) search by last name only, %smith, for« | B Local A o}

PR | MEM

ACMS Quick Start Manual - Local Church 3
membership.adventist.org/quickstart
December 2020



Notice that, before we actually create the new member, the first step is to perform a Search to ensure that
this member is not already a member of another congregation.

The No phonetic search option allows the search to run a little faster, in the event you know EXACTLY how
the member’s name is spelled. This might be the preferred way of searching for names with non-Latin
characters (e.g. &= H). In the example below, we are searching for Carlos Santiago:

A Maria Costa »

‘Member
Search/New

Member # More options

Search

First Name Last name Birth Date {Optional) Mother's Name (Optional)

carlos Santiago ! t ¥ Mo phonetic search

After clicking Search, a list will display of potential matches for the person you were searching for. If the
person is in the displayed list—and is a member, as shown by the MEM indicator--you will need to
investigate further and talk with the member, pastor, or conference/mission office to determine how to
handle the situation since the individual is already a church member. If the person is not in the displayed
list, then click the Not Found button. NOTE: If you are practicing and entering a name used by other people
practicing as well, such as Carlos Santiago, you will probably see several entries in this window. For practice
purposes, go ahead and click the Not Found button to proceed with the training exercises:

Person Search X
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After clicking Not Found, the program will display a member profile page with several sections and fields
based on the configurations for your conference/mission. Only a few fields are required (indicated by *).
However, fill in all of the information as completely as possible, recognizing that the more complete the
information is, the more helpful the ACMS system will be in your membership ministry. For each Ceremony
Type there are two dates. Ceremony date is when the ceremony took place. Date is when the congregation
voted the person in a member:

Member =
Search/New «
Search Member Interests 4 New Member
Search
Full Name Birth Date (Optional) Mother's Name (Optional)
Carlos Santiago Hint: use "%’ to search by last nar | @ No phonetic search
i= Cereamony
Type Date Ceremony date Minute Number Special Minute
Number
Baptism v 2117/2018 2/10/2018 1234
Place Baptized by First Bible Instructor Second Bible Instructor
Demo Church 25 0. Pedro Perez Q Q. Q
2 Personal data B Image
Code Name Last name Full Name
Carlos Santiago Carlos Santiago
Gender Birth Date Birth Country Birth Place
Male v 1/1/1990 Brazil v Q
Known as Mother's Name Father's Name
B Upload image
Q Street Address
Address Address line 2
Jardim Rezek I
Postal code Country City
13160-000 Brazil ki Artur Nogueira-SP Q
ACMS Quick Start Manual - Local Church 5
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Click Save and a Success message should display at the top of your screen. If an error message displayed,
make the needed corrections and click Save again to see if the error was resolved:

0 Phone/email &

Phaone Mabile Phane Business Emall

55 (19) 38778000 carlos_santiagoSDAGgmail com

© Additional Information

s} D 1D, Crther Oeccupatian

Select r Select r

Marital Status

© Member Information

Previous Religion Category Ethnicity

Select v Select v Select M
Primary Conversion Method Secondary Conversion Method

Select v Select v

=

3.2. Search

Church clerks can search the member list to find a specific person. Select the Search/New option from the
Member menu:

o

%@ ACMS c{@‘ 2 M oot -

Home Member » Church » Departments + Tools »  Auditing = Reports

Batch person update

Transfer

We

Absent/Whereabouts unknown

Categories
B _________/lome for our people. | am bidden to 128 them that they are making a mistake in applying the tithe to various objects which, though good in themselves,
are not the object to which the Lord has sald that the lithe should be applied. Those who make this use of the tithe are departing from the Lord's arrangement. God will judge for these things.”—8T

The Search/New screen will display (NOTE: if you have been adding new members, the Member tab may
be highlighted; click the Search tab to highlight it):

%ﬂ ACMS 'Il';i%%? A Maria Costa »

Home Member » Church » Depariments » Tools ~ Auditing » Reports =

Member

Search/New

\&5 h Member nierests = New Interest i More options

Search

First Name Last name Birth Date (Optional) Mother's Name {Optional)

| No phonetic search
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Most often, you will be searching for active members within your own local congregation. However, if you
click in the Person type box you can select options that will allow you to search for interests and individuals
who are no longer members of the church.

NOTE: In some conferences and missions, members are not considered Active until the conference or
mission has approved the baptism the church clerk entered. So, if you are practicing in the demo site and
have just added some new members and they are not showing up in your Active Member list, ask your
conference/mission clerk to approve those new baptisms so they will show in the search results and other
examples on the following pages.

Searches can be done by the exact name or by using just a portion of the name. For example, “Carlos
Santiago”, “Carlos”, and “%Santiago” will all find the member “Carlos Santiago”. In the last example, the
“%"” means “I don’t know the first name, but the last name is...”.

A Maria Costa »
Ti - diting ~ Reporis -
Search/New e

Search Meambar Interests # More options

Person type Name/Code/Email
i . [JJ Mo phonetic search
Selecl « %santiago Local Ignare accents

1 Records

Type Code First Name Last Name = Birth Date Mother's Name Church Entity

=l 1519333 Carlos Santiago 1111990 Demo Church 25 GODC - NAUC s e

ACMS Quick Start Manual - Local Church 7

membership.adventist.org/quickstart
December 2020



NOTE: To get a list of all of your church members, do not enter a name. Just click the Search button
and all of your members will display. The example below has all nine church members in our sample
church. (Tip: In lists like the one below, the column headings can be clicked to sort on that particular
column).

%ﬁ AEMS (_L‘i%_%:} & Maria Costa »

Home Member » Church + Depariments ~ Tools » Auditing ~ Repors =

Member
Search/New
Search Member Interasts + New Interest § More options
Person type Name!Code/Email =
Select - Hint: use ‘% to search by last name only, Ssmith, for example | [ Local :::l:{:o:;t::t:arcn a
PR | wew |
9 Records
Type Code First Name Last Name  Birth Date Mother's Name Church Entity
B 56z Anna Cordia 51711962 Demo Church 25 GDC - NAUC s e |t
m 6147543 Maria Costa 1111880 Demo Church 25 GDC - NAUC ” @
=3 1000295 Douglas Harper 4/5/1980 Demo Church 25 GDC - NAUC s e s
= 6157607 Carios Hemandez 32511972 Demo Church 25 GDC - NAUC s e
m 6200255 Meliana Aries Susanti Kabanga 330711975 Soes Demo Church 25 GDC - NAUC rd [ H
m 6157605 Tomas Mentoro 11111880 Demo Church 25 GDC - NAUC L | @
m T156066 Tiago Pacheco 1111980 Demo Church 25 GDC - NAUC Vd @
m 6200264 Santi Ratna Sari 122211976 Demo Church 25 GDC - NAUC rd @ H
| mem JRPIRLERE Carlos Santiago 11111890 Demo Church 25 GDC - NAUC se
ACMS Quick Start Manual - Local Church 8
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3.3. Update Member Profile

When you receive corrections to a member’s profile information, such as an updated email address, street

address, or you have a picture you would like to include, click the “ beside their name in the search results
and their profile information will display. Enter the new information on the profile page and click the Save
button:

1 'v%'-';" A Maria Costa ~
—=J

%ﬁ ACMS

Home Member ~ Church  Deparimenis » Tools » Auditing ~ Reporis

Search Member nterests
Person type Name!Code/Email
() No phonetic search
e T ———————— YT~ Ll a
CICE=
9 Records
Type Code First Name Last Name - Birth Date Mother's Name Church Entity
m 6157612 Anna Cordia 5/711962 Demo Church 25 GDC - NAUC |
dy
= o145 Maria Costa 1/1/1980 Demo Church 25 GDC - NAUC /e
B 10900205 Douglas Harper 415/1980 Demo Church 25 GDC - NAUC /| @
m 6157607 Carlos Hefandez 3251972 Demo Church 25 GDC - NAUC LSle
m 6200255 Maliana Aries Susanti Kabanga 3301975 Soes Demo Church 25 GDC - NAUC ” [
B 6157605 Tomas Mentoro 11111980 Demo Church 25 GDC - NAUC /e
B 7156088 Tiago Pacheco 1/1/1980 Demo Church 25 GDC - NAUC /e
EZ 5200254 Santi Ratna Sari 1212211976 Demo Church 25 GDC - NAUC 7 |e
EE 12519333 Carios Santiago 1111990 Demo Church 25 GDC - NAUC s e

Tip: To encourage members to provide up-to-date information, print out the “Registration Forms” for your
church and distribute to each member and ask that they return it with corrections. This form can be found
at Reports 2> Member - Member = Registration Form.
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3.4. Removal of Members

If someone has died, or the church has voted censure or
removal, click the More options button beside their name

and then click Transaction. Below, we are going to remove Carlos Santiago:

A Changeto »

& Transa{ﬁon

= Roles

& Merge records

%ﬁ ACMS

Home Member = Church ~

nents ~  Tools ~

Member
Search/New

Search Member nterests

Person type Name/Code/Email

Select

PR | vem

9 Records

Type Code First Name

= o562 Anna

EEEl 6147543 Maria

EEEl 10900205 Douglas

=D 6157607 Carlos

=W 200255 Meliana Aries Susanti
B 157605 Tomas

I 7156086 Tiago

EEE s200254 Santi

m 12519333 Carlos

Auddting ~ Reporis ~

Last Name Birth Date
Cordia 5711962
Costa 111880
Harper 4151980
Hernandez 3R51972
Kabanga 3301975
Mentoro 111880
Pacheco 111980
Ratna Sari 127221978
Sanliago 111990

Local

Mother's Name

<+ New Member

] No phonetic search
Ignore accents

Church

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Demo Church 25

Entity

GDC-

GDC-

GDC-

GDC -

GDC -

GDC-

GDC -

GDC -

GDC-

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

NAUC

“ (SIS HES T S

Nl S ™

~

& Maria Costa +

# More options

- =3

Qe 0 0| 6 o e o 0

&

After we click Transaction, another screen displays summary information about the member and gives the

available transaction options:

Santiago, Carlos

Status: Active | Church: Demo Church 25

History ~

Change Status

Transaction: Baptism | Date: 2/17/2018 | Period: 08-2018

Close
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Death — When a member has died, clicking on Death will allow the clerk to enter the date of death.
Censure and Removal - Follows the guidelines set forth by Chapter 7 of the Adventist Church Manual.
Absent/Whereabouts unknown — Used to start the Missing process. Allows the church to exercise the due
diligence recommended in Chapters 6 and 7 of the Adventist Church Manual regarding missing members.
See Section 3.6 for more information on this process.

3.5. Transfers

Typically, the process starts when the member has decided on a new church and has spoken with its clerk.
You, as that receiving clerk, go into the Transfer section of the Member menu and, if necessary, click on
Transferring to our church to start the process to have the new member join your church:

o

lprovs & ANk o
)

Home Membar » Church » Departments » Tools =  Auditing » Reports »

m B

Balch person update

Transfer

AbsentWhereabouts unknown
Categonies
7, W e e e fo ma for our people. 1 am bidden to tell them Mal thay are makng a mistake in applying tha tithe to various objects which, though good in ihemsehes

& Maria Costa ~

Vprovs

Home Member » Church » Departmenis » Tools » Auditing » Reporis «
Member
Transfer
Transfer History Transferring to our church Transier
11Ty
Filters
Effective Date End Date
31972020 Yer2020 [ Requested by member [JRequest [ Sending B Approved Ed Denied B Canceled
ACMS Quick Start Manual - Local Church 11
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On the Transferring to our church tab, enter the member’s home church in the Church field and click the
Q icon. This will bring up a separate screen where you can click Select next to the member’s church. Then,
enter the member’s name and click Search:

%ﬁ ACMS r"'.:é- / 4 Maria Costa ~

Home Member ~ Church » Depariments + Tools ~ Auditing + Reporis «
Member
. : w7
Transfer
Transfer History Transferring to our church Transferring out of our church

New Request
Church Name/Code/Email

demo church 28 n Joel ) No phonetic search

Search Filter

Requested by member & Request & waiting for Conference/Union @ Sending

Clicking in the box to the left of the correct member and clicking Include starts the transfer process by
sending a request for membership to the appropriate church:

New Request - Results

1 Records
Name 4 Birth Date Mother's Name Church Entity
v Joel Marales March 3 Francisca Demo Church 28 GDC - NAUC

The sending church will receive an email notification of the request and will need to approve the transfer.
They will login to ACMS and go to the Transferring out of our church section. They will select the approved
transfer requests, enter the vote date and minute number, and click Send.

ACMS Quick Start Manual - Local Church 12
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3.6.

Your church, the receiving church, will receive an email notification that the member has been approved to
transfer to your church and you must now vote the individual into church fellowship. Your Transferring to
our church tab will show all transfers ready for acceptance with a status of Sent/Granted. After your church
has completed the necessary voting, check the box by the member’s name, enter the vote date and minute
number and click Accept:

Transfer History Transferring to our church Transferring out of our church

New Request
Church Name Birth Date

Q No phonetic search

Search Filter

¥ Requested by member ¥ Request ¥ Waiting for Conference

¥ Sending
Name « Birth Date Sending Church Status
¥ Joel Morales 3/3/1963 Demo Church 28 - lkeq Sent/Granted N o

Vote date for selected members
Vote date Minute Number

2/15/2018 I l 1111 l

[ Transfer outside of  [] Requested by
ACMS member

A Success message will display at the top of your screen if the member has been successfully transferred.
If you get an error message, follow the instructions or contact your ACMS support staff for assistance.

NOTE: This process works for churches that use ACMS. For churches that don’t use the ACMS software,
consult your ACMS support person for help with initiating the transfer process for members outside of
ACMS. This is covered in section 6, Off-System Transfers (with Non-ACMS Churches).

Missing

ACMS can facilitate the task of finding absent members. By allowing church clerks to indicate members they
can’t find, other clerks can help locate them. To indicate that you are looking for one of your members, add
that member to the “Absent Member List” to give others the opportunity to let you know where they might
be. Go to the Absent/Whereabouts unknown section of the Member menu:

2 Maria Costa »

-

T

O
>

Home Member ~ Chuwch ~ Depariments » Tools » Auditing ~ Reports -

m Séarcp‘ Nel"“ _

Batch person update

W Transfer
N AbsentWheregabouts unknown
A

Categories
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Click the Add to Absent Member List:

Member
Absent Members

= Add to Absent Member List

Search
Entity Name
Demo Church 25 Q I | ¥ Waiting ¥ Church
=2 years ¥ Company
Enter the member’s name and click Search:
Search
Name Birth Date Mother's Name
Annd ) No phanetic
search 'h

Close

ACMS Quick Start Manual - Local Church
membership.adventist.org/quickstart
December 2020

14



Check the box next to the correct member name and enter the date your church initially started looking for
this member as the Effective Date (this date may be the current date or you may have started looking prior
to adding them to this list) and then click Include. The Church Manual requires that churches attempt to
find members for two years prior to removing them from membership. Even if your church began looking
for the member two or more years ago, ACMS requires that the member be on the absent member list for

a minimum of 90 days.

¥ Anna Cordia 5/7/1962

Effective Date

2/19/2018

=

Search
Name Birth Date
Anna
Results
Name Birth Date Mother's Name Church

Demo Church 25

Mother's Name

Entity

No phonetic

search

Greenland Demo Conference | Northern Atlantic Demo Union

Other church clerks within your local field, with the goal of helping to find the absent member, can add

notes by clicking on the icon

next to the listed name. If your member’s name is in bold text, someone

has posted a comment which you can view by clicking the same icon. When your members are found, delete

them from the list by clicking

Search

Entity MName

Greenland Demo Conferemn Q

Picture Member 4 Church
l.' Adi Sulistiono Demo Church 02 - GDC
'.' Amos Yanto Demeo Church 11 - GDC
'.' Anna Cordia Demo Church 25 - GDC

¥ \Waiting
¥'> 2 years

Effective Date

3/14/2015

4/212014

1/11/2016

Listed

3/14/2015

4/2/12014

2/15/2018

¥ Church
¥ Company

Locked Until

31142017

71172014

5/16/2018

ACMS Quick Start Manual - Local Church
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If two years have passed since your church started looking for the member (the Effective Date), and they
have been included in the Absent Member List for at least 90 days, your church can vote that the individual
be removed as Missing. Once that vote has taken place, you can check the box that will be displayed next
to the person’s name on this page and enter the transaction date and minute number of the vote at the
bottom of the screen and click Update:

Search
Entity Name
Demo Church 11 Q [¥lwaiting [¥Ichurch
V-2 years Cumpany
Picture Member 4 Church Effective Date Listed Locked Until
'.' Amos Yanto Deme Church 11 - GDC 41212014 41212014 7112014 - 4 e

Remove Missing

Transaction Date Minute Number

2/15/2018 ‘ ‘ 2223 I m

Tip: Another way to add someone to the Absent Member List is to click the More options icon next to

their name in a member search and then clickthe = button. Then, click on the Absent/Missing button
as shown in Section 3.4.

3.7. Duplicate Members

If you notice you have a member in your records twice, either because your church records were imported
into ACMS with the duplication or you accidentally created a duplicate after starting to use ACMS, talk with
your ACMS support person. They will review the situation and determine the best resolution. Do not be
embarrassed; it is much better to report the duplicate and get it resolved than having inaccurate
membership counts.

ACMS Quick Start Manual - Local Church 16
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CHURCH MANAGEMENT

To look up another church’s address, or to update information about your own church, go to the
Search/New section in the Church menu:

%ﬁ ACMS @ 2 Maria Costa « Q

Home Member « Departments + Tools » Auditing v Reports «

Welcome!

Enter a church name, or portion of its name, check or uncheck the appropriate filters, and click Search. Click
the edit icon to view the information for other churches or to edit the information for your own church:

Search Church
Search
¥ Church
Demo Church ¥ Active Local # Mo phonetic search ¥ Company

31 of 31 Record

Code + MName $ Type % Entity + City + District $ Active %
12 Demo Church 01 Church  GDC - NAUC Nuuk District 4 - % a
13 Demo Church 02 Church | GDC - NAUC Nuuk District 4 . e a
14 Demo Church 03 Church  GDC - NAUC lkeq District 1 4 Y =

The church page allows you to view/edit a photo of the church, the district, ethnicity, address, contact info,
service times, and more.
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CHURCH OFFICERS

When we have a complete list of members in our congregation, it is easy to indicate the church
officers. Go to the Departments section and click on Church Officers:

/ R
: P
ACMS &) 2 MeriaCosta ~ | @
/ T p—————— "‘.«gj
Home Member » Church « epartme -~ Tools » Auditing » Reports =

Church Officers I
Integrated Report

Welcome! Sabbath School »

Small Groups  »

To add a new church officer, click the New button on the top right side of the screen:

p—

—
o ‘),.‘\

%ﬁ ACMS r%‘ £ Maria Costa ~

Home Member ~ Church » Deparimenis ~ Tools » Auditing ~ Reporis ~

Departments

Church Officers

Search Officer + New + Create new position
Department Role Member

All v All vl B
Valid Expires ACMS access status

011072020 Al v

Select Department and Position, and enter part, or all, of the member’s name and click the search icon:

Departments

Church Officers - ?

Search Officer m
Department Role Member
Treasury ~ Treasurer ~ %hernandez @

Effective Date Expires On
9/10/2019 9/10/2020 [ church Board Member [ ACMS Access [ Authorized
ACMS Quick Start Manual - Local Church 18
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Out of the list of people that matched your search, click the Select button next to the correct person:

/ -f;\'-:\‘
e
z 2 Marnia Costa ~
/ﬁACMS =
Home Member ~ Church ~ Depanmenis ~ Tools ~ Auditing » Reporis «

Departmenis

Church Officers

Search Officer + Create new position
Department Role Member
Treasury v Treasurer w | | %Herandez n
Effective Date Expires On
10/28:2020 10/2872021 [ church Board Member Clacms Access
1 Records
Full Name a Church Entity Active
Hemandez, Carlos Demo Church 25 Greenland Demo Conference | Northern Atlantic Demo Union %

Enter the effective date (starting date) and expiration date for this position, and check the ACMS Access
box if this individual should have a user account and be able to use the online ACMS system as part of their
responsibilities, and click Save:

o

%ﬁ /—“:MS "iéﬁi;} 2 Maria Costa -

Homs Member » Church » Departmenis » Tools » Auditing ~ Reporls =

Departments

Church Officers

Search Officer m + Create new position
Department Role Member
Treasury w Treasurer v | Hemandez, Carlos n
Effective Date Expires On
107282020 107282021 Church Board Member [CJACMS Access
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6. OFF-SYSTEM TRANSFERS (WITH NON-ACMS CHURCHES)

6.1. Transferring out of our church

Transfers with non-ACMS churches will need to be started by a conference/mission level membership clerk.
Once the process has been started, the local church clerk will be notified and will then be able to complete
the process.

The conference membership clerk will need to change entity levels to the local church where the transfer
is to take place (see lower right corner), and in the case of a transfer out, choose the final tab, Transferring
out of our church, and click the Send to a non-ACMS territory button on the top right corner:

e,
[
/ ; & Jerry Chase ~
tprcms & :
Home Member » Chuich = Departments = Tools »  Treasury =  Financial Transact teporis -

Transfer

Transier History Transfarring to our church Transherring oul of our church ‘

Send to a non-ACMS territory

Full Name Church Email
Douglas Harpar Maranatha SDA MaranamaChurchi@madeupemad com

Address City

6023 3rd Ave NW Seattie, WA m

+ Include

Search Filter

B recuest B sending

Full Name a Birth Date Receiving Church Status
[0 Hemandez, Carios 251972 Zime 200 - Masasa Park-Kwekwe Regquestad u
[  Mmentoro, Tomas 1171980 Agum Demo Church Thineen - Ristvalleirand Requested ]
L] Ratna Sari, Sanb 12221976 Dema Church 27 - Ikeg-GL Regquested L ]

Transfer date for selected members

Vote date Minute Number

B Transter outside of ACMS

"- Beminmet cog i s Ofleisl Syvbem of B Sevenih-day Adwenind Chureh -~ Privacy Policy - Varsion 12981
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Fill in the information under the Send to a non-ACMS territory part of the form including the name of the
church and the church’s email and mailing address. Search for the member in ACMS and select the correct
record which matches the member to be transferred out, and then click Include button:

Member =
Transfer - 7

Transfar History Transtesring to our church Transfarring out of our church u
+* Sand 10 3 non-ACMS femdory

Send 1o a non-ACMS temmitory

Full Name Church Email

Douglas Harper Maranatha SDA MaranathaChurch@madeupemail com
Address City

6023 3rd Ave NW Sealtie, WA

[ Full Name Birth date Mother's name Church Entity

Harper, Douglas Demo Church 25 Greantand Demo Confarence | Northarn Atlantic Demo Union

SE&E Filtar
e ———

Notify the local clerk that the transfer has been started. From here on out, the local church clerk will be
able to manage the subsequent steps for the transfer.

The local clerk will now be able to enter a Transfer date for selected members. Once the Vote date and
Minute Number have been entered for the selected member, click the Send button:

Member
g » 2
Transfer v
Transfer History Transferring to our church Transterring out of our church
<« Send to @ non-ACMS lerritory.

Search Filter

Request Sending

Full Name « Birth Date Receiving Church Status
Harper, Douglas 4751980 Maranatha SDA - Sealtle, WA Requested §F @
[J Hemandez, Carlos 31251972 Zime 200 - Masasa Park-Kwekwe Requested [ ]
O  Mentoro, Tomas 17111980 Agum Demo Church Thirteen - Rietvalleirand Requested | ]
O Ratna Sari, Santi 1212211976 Demo Church 27 - Ikeq-GL Requested §F 2
Transfer date for selected members
Vote date Minute Number
10/5/2020 } 1234 |
W Transter outside of ACMS
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ACMS provides a PDF document to send to the receiving church once the local sending church has voted
the transfer out. Click the History button in order to access the Transfer Request form:

Member
Transfer « ?

Transfer History Transferring to our church Transferring out of our church

Search Filter

Q search
Request Sending
Full Name « Birth Date Receiving Church Status
Harper, Douglas 4/5/1980 Maranatha SDA - Seattle, WA Sent/Granted
[J  Hemandez, Carlos 31251972 Zimc 200 - Masasa Park-Kwekwe Requested

And then click the Print button by the corresponding entry in the history popup:

History - Harper, Douglas

Date Minute Number Status User Printed

10/5/2020 Request  jerry.chase 10/19/2020 [ ]

10052020 1234 Sending Jjerry.chase 10M19/2020 | Y [

ACMS Quick Start Manual - Local Church 22
membership.adventist.org/quickstart
December 2020



When the cursor is over the PDF document the download and print options are exposed on the top right
corner. You will now be able to print or download a document which can be sent to the receiving church:

9436f611-ad32-4d4b-bcd4-e75268a3aele

Greenland Demo Conference
Demo Chwrch 25

Church : Maranatha SDA.
123 Main St IkeqGL Greentand 6023 3d Ave MW Seattle, WA
MaranasaChurch@ madeupemail com

Gresnland Demo Conference GDC

Hans Egedesve 77 3600 Nuk  Nusk-GL Greenland.

Member

Douglas Harper
Birth Date: 4/5/1980
Mother's Name:

The business meeting of the church voted
[ X ] RecommendediGranted
Date : 10/5/2020
Minute number : 1234 Date: 10¢18/2020 Sent by : Maris Cost, 77

Kesp this portion for your records
Retum this portion io the conference show

+
Greenland Demo Conference
Demo Chwrch | —

When the receiving church returns confirmation that the member has been accepted into membership of
their church, click the Approve button:

Member
Transfer " ?

Transfer History Transferring to our church Transferring out of our church

Search Filter

Request Sending

Full Name a Birth Date Receiving Church Status
Harper, Douglas 4/5/1980 Maranatha SDA - Seattle, WA Sent/Granted [ @
| \
(] Hemandez, Carlos 32511972 Zimc 200 - Masasa Park-Kwekwe Reguesied w
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Enter the Date and Minute Number provided by the receiving church and click Approve button on behalf
of the receiving church:

Non-ACMS Church Vote - Harper, Douglas

Date Minute Number

10/17/2020 l [ 2345 l

This completes the recording of the transfer. You will find the record for the transfer in the Transfer History
tab. Should you need to access the details for the transfer, click the History button:

Member

Transfer

Transfer History Transferring to our church Transferring out of our church

Filters

Effective Date End Date
4/19/2020 10/19/2020 [J Requested by member [J Request [1Sending B8 Approved B Denied B Ganceled

Date ~ Full Name Birth date Sending Church Receiving Church Status

10/17/2020 Harper, Douglas % 4/5/1980 Demo Church 25 - Ikeq-GL Maranatha SDA - Seattle, WA Approved -l
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6.2. Transferring to our church

Transfers with non-ACMS churches will need to be initiated by a conference level membership clerk. Once
the process has been initiated, the local clerk will be able to complete the process.

The conference membership clerk will need to change entity levels to the local church where the transfer
is to take place (see lower right corner), and in the case of a transfer in, choose the middle tab, Transferring
to our church, and click the Request from non-ACMS territory button on the top right corner:

(/J# ACMS -] & Ao Confl3 -

—_

Home page Member = Church = Deparments = Tools «  Audl = Repors =

Transfer

Temafis Higlory | Rscenving Members | Mormibess b Sond

= Rt s o foclors wlhoat ACMS

|
S Request tamsters ram losations wiheut ACHS

Recening Members

Church Nanve, Code of £ mail

n (] wanout Fhonstics &
Filter
Heguasted by mamber (7me) E Orcer B submitted by group B Sent
Full name = Dirth Church Origin Status.
Jan Morakes 1IN 9S8 Durmo Church 28 - Ikeg-GL COrcdar w @

Receving Members

Vote Date Vata

B =stornad Transter O] Regaested by momine (Tene)

l ACMIMET DR vy an {HThal Yaworstih-they Achvaniired Chuprh Syviem
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Enter information on the member requesting transfer of membership into your church, and then click the
Search button. If the person has already been entered into ACMS, for example as an interest because they
have been visiting the church, select their entry, otherwise click the Not found button:

Request - Transferring From

Search

First Name Last name Birth Date {(Optional) Mother's Name (Optional)

Bob Chase Hint use '%' to search by last nam | [ Ne phonetic search

0 Records

Church Email
Hope SDA Hope@madeupemail.com
City Address

Denver 3237 E. Colfax Ave, Denver CO 80206
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Fill in all the applicable information, including the information for the church that currently holds their
membership:

Request - Transferring From

Search

First Name Last name Birth Date (Optional) Mother's Name (Optional)

Bob Chase Hint: use ‘%’ to search by lastnar | (J No phonetic search

0 Records

Church Email
Hope SDA Hope@madeupemail.com
City Address

Denver 3237 E. Colfax Ave, Denver CO 80206

& Personal data @ Image
Code First Name Last name Full Name

Bob Chase Bob Chase

Gender Birth Country Birth place
Select Select Select country first Q

Known as Mother's Name Father's Name
@ Upload image

Q Street Address A

Address Address line 2

Postal code City

v Select country first

0 Phone/email A

Phone Mobile Phone Business

When all necessary information has been entered, click the Include button at the bottom left of the form:

Primary Conversion Method Secondary Conversion Method

Select ~ Select

T
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Now the local church clerk will be able to continue the membership transfer request. To access the
membership transfer request form to attach to an email or to print to send by postal mail click the History
button:

Member

Transfer

Transfer History Transferring to our church Transferring out of our church

New Request

Church Name/Code/Email
n (] Ne phonetic search Q

Search Filter

Requesied by member Ké Request & Waiting for Conference/Union k#l Sending
Full Name a Birth Date Sending Church Status
Chase, Bob 10¢1/2001 Hope SDA - Denver Requested | o | @ ra
Morales. Joal 11/11/1985 Demo Church 28 - lkeg-GL Requested i @

Vote date for selected members

Vote date Minute Number

I

B Transier outside of ACMS  [] Requested by member

On the history popup click the Print button to view and download/print the membership transfer request
form:

History - Chase, Bob

Date Minute Number Status User Notes  Printed

10/5/2020 Request  jemy.chase 1062020 |@‘
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When the cursor is over the PDF document the download and print options are exposed on the top right
corner. The form then needs to be sent to the clerk of the church that will be transferring the membership:

= m] x

# Transfer | ACMS | 1.255.2 X + b
&« 5> C 8 acmsnet.org/Membership/Transfer/ T G N % H
@ GC AMS GIS General VBA saL SPSSand R Coding MAD DMiss Census Demograhics 3 Cther bookmarks

% ACMS T ekt

e ————

From

Church : Damo Church 25 Church : Hope SDA
1Z3Main St lusqGL Greentand 3237 Colfax Ave, Derwver CoB0208  Derner
Pastar seryCrasef@gmal com

Greenland Demo Conference GDC
Hans Egedesvej 77 3900 Nuvk Muuk-GL Greenland

Request charter member following the transfer

Member

Bob Chase Chase
Birth Date: 101/2001
Mother's Name:

Thank you for your attention to this matter

Date: 10/62020  Sentby : Jery Chase
Cut here Keep this portion for your records
Return this portion fo the conference shown

% MMS Greenland De:n.:;u;:::.:

e —r——

From

Church : Hope SDA
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When the response is received from the remitting church click the Check-mark button in order to access a
popup where you will record the Date and Minute Number on behalf of the sending church:

e

%‘ﬁ JQCMS é&? A Maria Costa~

——

Home Member » Church ~ Depariments ~ Tools ~ Treasury » Financial Transactions ~  Audiing »  Ministerial ~ Reports

Member

Transfer

Transfer History Transferring to our church Transferring out of our church E

New Request

Church Name/Code/Email
n ] No phonetic search =]

Search Filter

Requested by member @ Request & waiting for Conference/Union  Sending
Full Name « Birth Date Sending Church Status
Chase, Boh 107172001 Hope SDA - Denver Requested
Morales, Joel 11/11/1985 Demo Church 28 - Ikeg-GL Requested

Vote date for selected members

Vote date Minute Number

I

[ Transfer outside of ACMS ] Requested by member

Acmsnet org is an Official System of the Seventh-day Rdventist Church
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Once the Date and Minute Number have been entered, click the Approve button:

Non-ACMS Church Vote - Chase, Bob

Date Minute Number

10/3/2020 } [ 1234 } H.Apave

ACMS Quick Start Manual - Local Church 31
membership.adventist.org/quickstart
December 2020



Once the local church votes to receive the person requesting transfer of membership, select the person
from the list of transfers in progress, enter the Vote date and the Minute Number, and then click the Accept
button:

7

%ﬁ JQCMS @x‘? 2 Maria Costa ~

——

Home Member » Church ~ Depariments ~ Tools ~ Treasury » Financial Transactions ~  Audiing »  Ministerial ~ Reports

Member

Transfer

Transfer History Transferring to our church Transferring out of our church E

New Request

Church Name/Code/Email
n ] No phonetic search =]

Search Filter

Requested by member @ Request & waiting for Conference/Union  Sending
Full Name « Birth Date Sending Church Status
Chase, Bob Chase 10172001 Hope SDA - Denver Sent/Granted [ @
Morales, Joel 11/11/1985 Demo Church 28 - Ikeg-GL Requested 1l @

Vote date for selected members

Vote date Minute Number

10/6/2020 l { 1234| ‘ @

[ Transfer outside of ACMS  [] Requested by member

JL Acmsnet org is an Official System of the Seventh-tay Adventist Church -

-
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The person is now recognized in ACMS as a member in this congregation. The last step is to notify the
sending church that the transfer of membership has been accepted. To access the updated membership
transfer request form, choose the Transfer History tab and click the History button for the person in

question. This will bring up the History popup:

Lo

ff

lprcms

Home Member » Church » Depariments » Teols » Auditing » Reporis =

Member

Transfer

A Maria Costa ~

Transfer History Transfering o our church Transferring out of our church

Filters
Effective Date End Date

/2012020 10/6/2020 ] Requested by member ([ Reguest [ Sending B8 Approved B Denied [ Canceled
Date Full Name a Birth date Sending Church Receiving Church Status
10/8/2020 Chase, Bob 10172001 Hope SDA - Denver Demo Church 25 - Ikeg-GL Approved

[ Transfer outside of
ACMS

[[] Requested by member

Acmsnet org is an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.258.1

.
=y
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Click the Print button for the last item in the History popup to view the membership transfer request form.
Notify the sending church clerk that the person has been accepted as a member by sending them this form:

History - Chase, Bob

Date Minute Number Status User Printed

10/5/2020 Request Acms Conf03 10/20/2020

101372020 1234 Sending Maria Costa 1072002020

10/6/2020 1234 Approved Maria Costa 1072042020
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When the cursor is over the PDF document the download and print options are exposed on the top right
corner:

97a1f3cc-58c6-4ebf-8a13-d26132faeb36 ¢ b A ]
X

Geesenltand Demo Conderence
Deama Church 25

For

Church : Hope SDA
123 Main 81 keq-GL Greenfand 3237 E Coffax Ave. Denver Co 80206  Denwer
PastorJesryChase@gmail.com

Greenland Demo Conforence GDC
Hans Egedesvej 77 3800 Nusk Nuuk-GL Greenkand

Bob Chase

Birth Date- 10/1/2001

Mother's Name:

The business meeting of the church voted

[ X ]Member accepted/received

Date : 10/6/2020 +

Minute number : 1234
Date: 10/20/2020 Sent by : Maria Costt —

7. BACKGROUND CHECKS

Where this option is enabled, it will be found at the bottom of the member form. The settings and options
are set at a country level. The look of the interface may vary slightly from the one in this example, depending
on the setup required in your country.

Access at the local church level varies from country to country. Depending on the configuration for your
country the local church may have:

e Read and write privileges of background check information
e Read only privileges of background check information
e No access to background check information
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If available in your country, to add a new Background check verification, click the New button:

Home Member = Church = Departments, =

Member

‘%ﬁ ACMS  gearch/New

& Family ~

Type Full Name

B Bob Chase

O Member Information
Pravious Religlon

Select
Primary Conversion Method

Seleel

Baptism Ceremony

Date

Last transaction
Date

10M6/2020

Background check

Birth date
10/1/2001

Place

Type

Transfer

Type Documentation

Tools = Auditing +  Reparts =

& Maria Costa ~

& Add family member

Relationship Church Ennity
Primary Contact Demo Church 25 Greenland Dema Conference
Category Ethnicity
~ Sedect - Select ~

Secondary Conversion Method

w Sedect ~
Baptized by
Minute Number
1234
Approved on Expiration Entered by Entered at Entered on
Mo data

District: Destoct 3 - GDC «

& Acmanot.oey is an Official System of the Seventh day Adventist Church - Privacy Policy - Varsion 1.261.1 he 25 . @
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Select the appropriate background check Type and Documentation, and then enter the Approved on date
and the Expiration date. Once all information has been entered click the Save button:

Background check

Type Documentation Approved on Expiration

Background Check Type - Greenland ~ Background Check Documentation v || 1012112020 10/21/2022

=
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Once the new background check information has been entered, the record will show on the member profile

page:

Home Member = Church » Departments =  Tools = Auditing ~  Reporis -

Member
‘%ﬁ ACMS  gearch/New

& Family ~

Type Full Name Birth date Relationship Church Ennity
m Bob Chase 10172001 Primary Contact Demo Church 25 Greenland Dema Conference

O Member Information

Pravious Religien Category Ethnicity
Sedect - Sedect ~ Select ~
Primary Conversion Method Secondary Conversion Method

Seleel - Sulecl

Baptism Ceremony
Baptized by

Q Q

Date Place

Last transaction

Date Type Minute Number

10M6/2020 Transfer 1734

Background check
Type Documentation Approved on Expiration Entered by Entered at Entered on

Background Check Type - land g Check D 10/21/2020 12172022 maria_.costa Demo Church 25 1072872020 7|
&? Edir [

District: Drstncl 3 - GOC -

Acmanot.ovg i Official 5 of thir Saventh Advantist Chu Privi + Maesion 1.261.1
f& oug) s oy Systom yvaith day it Church acy Policy he 25 . @
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8. TAGS

Tags are useful for identifying subsets of people such as committees, groups, skill sets, and so on. Tags then
can be used to access these subsets in the Member Search and the Reports pages. Because tag names are
visible globally, it is recommended that each conference use a prefix to uniquely identify the tags within
their conference, i.e. GDC - Fellowship Group, where GDC are the initials of your conference.

To add a Tag to a member’s record, begin typing the desired tag. If the tag already exists, it will show up in
the dropdown list. If the desired tag doesn’t exist, pressing enter after entering the tag will create a new
tag:

Home Member = Church = Departments = Tools = Auwditing ~ Reports =

Member
%p{"“_:bﬁ Search/New

Q Additional information A

1D (if required) Other ID# {if required) Education Oecupation
Select - Sefect -
Marital Status Member/Giver recelpt mathod
Select ~ Prmted ~
Tags
sogd
GDC -

GDC - Choir Member
GDC - Church Boand

GDC - Elder

GDC - Family Life Committes Catagory Ethnlelty

GDC - Fellowship Group . Selecl v | Selecl ~
Primary Conversion Method Secondary Conversion Method

Select w | Select v

Baptism Ceremony

Date Place Baptized by
11172000 Demo Church 26 - lkeq-Gl Q Eduardo Campa Q
Last transaction
Date Type Minute Number Special Minute Number
1172000 Baplism 2220222
First Bible Instructor Second Bible Instructor
Q Local search Q Local search

Background check

@)  Acmenctorg is an Official System of the Seventh day Advantist Church - Privacy Poicy - Version 1.261.1 District: Drstrict 3 - G0C +
P4N i 7 e s Church: Demo Church 25 . G2
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After entering the tags into the member’s record click Save at the bottom of the member form to save the
Tag selection:

Home Member v Church + Departments + Tools v Auditing v Reporis =

Member 2 Maria Costa
Search/New pahbis i
‘ GDC - Choir Member | GDC - Fellowship Group | GDC - Family Life Commitiee  JaCCEREl
i Familya

© Member Information

Previous Religion Category Ethnicity

Select ~ Select v Select v
Primary Conversion Method Secondary Conversion Method

Select v Select v

Baptism Ceremaony
Date Place Baptized by

Demo Church 25 - lkeg-GL Q Q

Last Movement

Date Type Minute Number
10/1/2020 Adjustment
First Bible Instructor Second Bible Instructor
Q Local search Q Local search

Background check
+ New

Type Documentation Approved on Expiration Entered by Entered at Entered on

un

#{ Acmsnetorg is an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.260.1
-

Mo data

District: Disirict 3- GDC =
Church: Demo Church 25 ~

To do a member search using tags, click the Advanced Search button to the left of the Search button:

o
!’%ﬂ ACMS ﬁiq% A Maria Costa =

Hama Membas = Chirch = Deparimantt = Toolt = Audiing = Repails =

Search/New
Search Mg mbes Inderests + Hrw inturrel | i More oplions
Parson type Hame/C ode/Email

1 [ As is (no phonesic

a
[ i [ e | B ipnone accents {lj
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Under the Search Filter select Tag from the Field selector. Begin typing in the Tag and select it from options
in the system. Once the appropriate Tag has been selected click the Search button for the search results:

%ﬁ ACMS ﬁ;jg 2 Maria Costa ~
Homeé  Mamber =  Chirch = Depiriments =  Took =  Autting = Fepoms =
Member i3
Search/New « 7
Person typs Hame Code Email
: [ As is [no phonetic
Eadect - Lo search)
B ignone accents
Search Filter
Figld Walue
Tag ~ || [BDC - Famity Lée Commisiee . Q
Saloc "
Here is an example of the search results:
(o)
r%# ACMS &5} 2 Maria Costa =
Hamia Weémbed = Chifth » Dépafimenl = Tool = Auddiig = RESoME

Memiver

Search/New

Search Mam b Intarests I More options
Person type Hame/Code Email
[C] As is (no phonetic
Samct - Loza saarch) &
| e | B ignone accents
Search Filter
Fisld Walies
Tag =~ | GOC - Family Lie Commitisa Q
Salecl w
3 Récards
Type  Code Firs1 Hame Last Mame = Birth Date Mother's Name Chureh Entity
170589143 George Cluny ER kL] Dema Crurch 25 GOC - HALC o] i
'\I_
G¥5TE12 Anna Condia SiTrieaz Dama Charch 25 GDC - HALC @ 1
) eioms0r Canes Hermnandez VRRHETZ Demo Charch 25 GDC - MALIC -

ACMS Quick Start Manual - Local Church
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To do a search on Tags in Reports, click the Advanced filter button to access filtering by the tag field:

R

%‘ﬁ ‘ACMS %’ A Maria Costa

Home Member » Church ~ Depariments ~ Tools ~ Auditing ~ Reporis =

Reports/Member
Member

Content
@ 1- Members () 9- Member Photos
(") 2- Members - Birth date (0) 10- Registration Form (Blank)
() 3- Members - Basic information (O 11- Church info / Current status
(O 4- Members - Address, contact info (O 12- Label
() 5- Email address only (O 13- Country of Birth

(O 14- Registration Form SHORT

() 6- Registration Form
() 15- Registration Form SHORT (Blank)

(O 7-Birthday list
(O 8- Birthday list, with contact info

Options
Name format
Last name, First name Va
Sort by Person type Status
Fullname w Select « Select v | Y Advanced filter |
[ PR | MM |
Report Type
® pdie [ An district churches [[] New page for each church

& List/print

f A s an Official System of the Adventist Church - Privacy Policy - Version 1.250.1 R S
sned L = 5
_{ emsnetorg is an Sy Sevenih-day acy Policy AP T @
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Select Tag from the Field dropdown list. The Condition should be Equal, and the Value is the Tag that you
wish to use to filter the results. Once the selections have been made, click the Add filter button:

/ )
i ;
gﬂﬂ. X Maria Costa ~
VH L EMS
Home Member » Church ~ Deparimenis » Tools + Auditing ~ Reports «

Reporis/Member

Member

Content

@ 1- Members () 9- Member Photos

() 2- Members - Birth date () 10- Registration Form (Blank)

() 3- Members - Basic information () 11- Church info / Current status

() 4- Members - Address, contact info () 12- Label

() 5- Email address only (O 13- Country of Birth

() 6- Registration Form () 14- Registration Form SHORT

() 7-Birthday list () 15- Reqistration Form SHORT (Blank)
() 8- Birthday list, with contact info

Options
Name format
Last name, First name o+
Sort by Person type Status
Fullname w Select - Select ~ | Y Advanced filter
| PR | MEM ]
Search Filter
Field Condition Value
Tag v Equal ~ | | GDG - Choir Member Q
Sy
Report Type
@ .pdfie [l district churches  [[] New page for each church

& Listiprint

f: District: District 3 - GDC «

1 Acmsnety i Offictal System of the Seventh-day Advenfist Church - Priv; P * Version 1.250.1
2. i - ol Church: Demo Churen 25 - (&2

-

ACMS Quick Start Manual - Local Church 44
membership.adventist.org/quickstart
December 2020



Click the List/print button to view a PDF file of the results:

prcms &

Home Member » Church » Deparimenis » Tools «

Reporis/iMember

Member

Auditing -

A Maria Costa -

Reporis «

Content

@ 1- Members

() 2- Members - Birth date

() 3- Members - Basic information

() 4- Members - Address, contact info
() 5- Email address only

() 6- Registration Form

() 7-Birthday list

() 8- Birthday list, with contact info

Options
Name format

Last name, First name

Report Type

@ _pdfiile

ﬁ? " Aemsnet org is an Official System of the Seventh-day Adventist Chwrch - Privacy Policy - Version 1.250.1
-
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Sort by Person type
Fullname - Select -
Search Filter
Field Condition
Tag v Equal v
Tag equal GDC - Choir Member o

Value

GDC - Choir Member

() 9- Member Photos

() 10- Registration Form (Elank)

() 11- Church info / Current status

() 12- Label

(O 13- Country of Birth

() 14- Registration Form SHORT

() 15- Registration Form SHORT (Blank)

Status

Select ~ || Y Advanced filter

Operation

Q ® and
O or

[ An district churches (] New page for each church

District: Districi 3 - GDC «
Church: Demo Church 25 «

45




When the cursor is over the PDF document the download and print options are exposed on the top right
corner:

I

2b430f3a-66b3-41b8-bfa7-eeB0652c2217 1 /1

Cownload

Greenland Demo Canlerence
Dema Cherch 25
Status: (with fiker)

Fiters: Tag equal GOC - Cholr Member
Cluny, Geome R

Cerdia, Arna
Costa, Mara
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9.

JOINING FAMILY MEMBERS

ACMS enables family members to be grouped together. When family members are grouped together, going
to one family member’s record gives access to all other family members who have been linked together
into a family unit.

To link members into a family unit, start with the member form for the individual that is to be designated
the Primary Contact (Head of Household). Click the Add family member option in the Family section of the
member form:

Home Member + Church + Deparimenis + Tools » Audiling + Reporis =

% Member
$2EMS search/New
i Family A
=+ Add family member
Type Full Name Birth date Relationship Church Entity «
BEE George Jungle 6/25/1950 Primary Contact Demo Church 25 Greenland Demo Conference

@ Member Information

Previous Religion Category Ethnicity

Select v Select v || Select v
Primary Conversion Method Secondary Conversion Method

Select ~ Select ~

Baptism Ceremony
Date Place Baptized by

Demo Church 25 - lkeg-GL Q Q

Last transaction

Date Type Minute Number
10372020 Profession of Faith ~
First Bible Instructor Second Bible Instructor
Q Local search Q Local search

Background check

Type Documentation Approved on Expiration Entered by Entered at Entered on

No data

Acmsnet org is an Official System of the Seventh-day Adventist Charch - Privacy Policy - Version 1.280.1
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In the top portion of the popup enter the name of the individual that you wish to link to the family unit, and
then click the Search button. Identify the Relationship of the individual that is being linked to the family
unit based on the primary contact of the family. This enables the Select button so that this individual can
be linked to the family unit:

Search

Full Name Birth Date (Optional)  Mother's Name (Optional)

%Jungle [ As is (no phonetic

search)

2 Records

Full Name D' Moitiers Relationship Church Entity
Date name

Jungle, Lucy | 7121980 g:mu Church 3;?::Iand Demo Conference | Northern Atlantic Demo -

_
Jungle, Children Demo Church  Greenland Demo Conference | Morthern Atlantic Demo
Martha T 4 25 Union -
Son/Dadyhter in Law
Grandchildren
Grandparents
In household
In-laws
Brother/Sister in Law
MephewsiNieces
Other
Parents
Siblings
Spouse
Stepchild
Stepparents
Uncles/Aunts

Note: In the event that the individual you wish to link to the family unit isn’t already in ACMS, click the Not
found button and enter the individual’s information in the customary way.
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Once all the family members have been added to the family unit, all the addresses can be updated together
by selecting the Checkbox by each family member’s record and then clicking the Update address button.
This will apply the address of the family member that is currently displayed to all the rest of the family unit:

Home Member ~ Church ~ Deparments ~ Tools ~ Auditing ~ Reporis

Member

%ﬁ“‘qﬁs Search/New
Q Street Address A

Address Address line 2
T77 Perfect Way
Postal code Country City
12777 Greenland v || MNuuk-GL X

0 Phonelemail A

Phone Mobile Phone Business Email

© Additional information A

1D {if required) Other |D# {if required) Education Occupation
Select v Select v
Marital Status Member/Giver receipt method
Select v Printed R
Tags
Add a tag
& Family &
=+ Add family member
Type  Full Name Birth date Relationship Church Entity

EED George Jungle 6/25/1950  Primary Contact Demeo Church 25 Greenland Demo Conference

IEED MWartha Jungle 12371955 Spouse Demo Church 25 Greenland Demo Conference V]
EED Lucy Jungle 7121980 Children Demo Church 25 Greenland Demo Conference Vi)
1]
é Aemsnet ory is an Official System of the Saventh-tay Adventist Church - Privacy Policy - Viarsion 1.280.1 i ECN pdate addrass
.-:g- Church: Demo Churcn 25 = S
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Clicking “OK” commits the update:

Home Member ~ Church « Departmentl Copy address?

Member

%ﬁm Search/New « Cancel

Q Street Address A

Address Address line 2
T77 Perfect Way
Postal code Country City
12777 Greenland v || Nuuk-GL Qa

0 Phonelemail A

Phone Mobile Phone Business Email

© Additional information A

1D {if required) Other |D# {if required) Education Occupation
Select v Select v
Marital Status Member/Giver receipt method
Select v Printed R
Tags
Add a tag
& Family &
=+ Add family member
Type  Full Name Birth date Relationship Church Entity

EED George Jungle 6/25/1950  Primary Contact Demeo Church 25 Greenland Demo Conference

IEED MWartha Jungle 121311955 Spouse Demo Church 25 Greenfand Demo Conference

N
Bh

EED Lucy Jungle 711211980 Children Demo Church 25 Greeniand Demo Conference

Eh

BE

%& Aemsnet org is an Official Sysiem of the Seventh-day Adventist Church - Privacy Policy - Version 12801
.

ACMS Quick Start Manual - Local Church 50
membership.adventist.org/quickstart
December 2020




To check on the address of a family member, simply click on the Pin button:

& Family &

Tipe Fisll Maamse Birit daie Relasomship Chirch Entity

[F— ] 2! Prirs Do Chi c and Dama Condens
-l Mama : S Dem G nd Cer = =

L Loy e gle 2119 Demo Chirch 25, | Grsniand Dam S

ddress

b &

To edit a family member record, simply click on the Edit button by that person’s name and the form will

switch to their record:

& Family &

Type  Full Mams Birth date  Relabomship Chisrch Entity

Bl Ge0ipe Jungle - P Cmo Chu G and Déma Conlersncs
“ N ad - Sp D G nd Gar n &

El Lucy Ju gle 218 Demo Church 25 Gresntand Deamy ] "-

Should an individual no longer be part of the family unit, unlinking them is as simple as clicking the Delete

button. They will no longer be linked to this family unit:

& Family &

Typa Full Mams Barih dale Relatiomnship Chimreh Emdity

B Georgs Jungia G25M1050 Primnar ntact m Gresnland Demo Condsrence
3 Merma Jungia 55 Gpouis Dema i e F A
| | 158 C 25 e Cma Lo

s | B
PN
..["'|
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10. BATCH PERSON UPDATE

This feature allows the church clerk to Load all the individuals associated with their church into a “grid” to
facilitate multiple updates to phone, email, and address information.

The Batch person update feature is accessed from the Member menu. This feature is only available at the
local church level, so verify that you are accessing ACMS from the correct level (check access level from the
lower right corner of the screen):

SEm
%‘ ACMS @ 2 Maria Costa »

Home M - Church ~ Depariments ~ Tools ~ Auditing ~ Reporis ~

Search/New

Batch person update

AbsentWhereabouts unknown

Categories
AL |tome for our people. | am bidden to tell them that they are making a mistake in applying the tithe to various objects which, though good in
themselves, are not the object to which the Lord has said that the tithe should be applied. Those who make this use of the tithe are deparfing from the Lord's arrangement. God will judge for
these things."—8T 248

General Information

Members: 17
New members added 2020 6 | Absent\Whereabouts unknown' 1 | Absent/\Whereabouts unknown no longer locked: 1
Pending Transfers In: 0 | Pending Transfers Out: 3 | Reguesied by member : 0

Changes requested by Member - 0

’ ‘Aomsnet org s an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.260.1

https://www.acmsnet.org/Membership/BatchUpdatePerson/

Make your selection of Person type, Update type, and Order by and then click the Load button. Selecting
the Blanks only option will exclude person records which already have the selected information:

Member

£
Batch person update L
Person type Update type - Order by
‘ Select + H Select 20 Blanke only} | Name
[ Select r - Name
i cepah
® Active Only Street Address k Code
® Pastor E3
& Member [ mem |
' O Interest § N
o reson | D
L
0O Deceased DEC

To add or change a record’s information click the Edit button:
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= -

‘@&é’ 2 Maria Costa

Home Member » Church » Departmenis » Teools » Auditing » Reports «

Member
Batch person update
Person type Update type Order by
Select + Phone/email ~ [ Blanks only Last Name ~
CEEE
Image Type Code First Name Last Name Phone Mobile Phone ‘Work phone Email
'.' =] 17932127 Bob Chase 777-123-1212 787-454-3636 767-583-2874 BobChase@BCh.com Ve
'.' =] 17os9143  George Cluny 787-087-4832 777-353-5048 767-238-5673 GCluny@noemail.com 7
l.l =] 6157612 Anma Cordia ‘ P |
|.| =] 6147543 Maria Costa acms_church25314@hotmail com Vi
l.l =0 17959119 Fred Flintstone 7
|.' EE3 10000295 Douglas Harper 7
|.| EE 6157607 carios Hemandez Vi
|.| 18113008 Art Johnstone ¥ 4
... TR 1700328 Martha lunale i

|

is an Official System of the Seventh-day Adventist Church - Privacy Policy - Version 1.280.1

B
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Once the desired updates have been made to a record, click the Save button:

Y

lprcvs &

Home Member » Church » Departmenis » Teools » Auditing » Reports «
Member
Batch person update
Person type Update type
Select + Phone/email
N Last
Image Type Code First Name N Phone
|.| EED 17933127 Bob Chase  777-123-1212
|.| [EED 17959143 George Cluny 787-987-4832
|.| [EE] 6157612 Anna Cordia 787-454-3625
|.| [ED 6147543 Maria Costa
l.' EED 17959119 Fred Flintstone
|.| [E3 10900295 Douglas Harper
|.| EED 6157607  carios Hemandez
|.| =3 1e112908 At Johnstens
r Y

~ [ Blanks only

Mobile Phone

T67-454-3686

T77-353-5948

T87-454-5498

Order by
Last Name ~
Work phone Email
767-583-2874 BobChase@BCh.com Va
767-838-5678 GCluny@noemail com Vé

767-583-2824

2 Maria Costa

smiles@noemail.com|

acms.church25314@hotmail.com s

Selecting the Blanks only option hides the records with completed information (in this case the first three

records with completed information):

Member
Batch person update
Person type Update type
Select = Phonefemail
EEIGED
Image Type Code First Name Last Name
|.| EE) 6147543 Maria Costa
l.' EEQ 17959119 Fred Flintstone
|.| I3 10900295 Douglas Harper

Phone

» @;Ian ks only

Mobile Phone

]
o
Order by
Last Name ~
Work phone Email
acms.church25314@hotmail com F
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Here is an example of the Batch person update with the Street Address form:

) -
4 AMS S Pr

Home Member » Church » Departmenis » Teools » Auditing » Reports «

Member
Batch person update
Person type Update type Order by
Select + Straet Address ~ [ Blanks only Last Name ~
[ e [ o
Image Type Code First Name Il_laa:e Address Address line 2 Postal code Country City

l.l E 17933127 Bob Chase 793 Hero's Blvd 77712 Greenland v | Muuk-GL Q

|.| E 17959143 George Cluny Select v Select count CL ra
|.| [EE] 6157612 Anna Cordia Select v ||| Selectcount | Q Vs

|.| [ED 6147543 Maria Costa Select v ||| Selectcount | Q, ¥

o

|.| EED 17959119 Fred Flintstone Select v ||| selectcount | Q Ve
|.| @ 10900295 Douglas Harper 2134 Brazil ~ Artur Nogue Q s
|.| E 6157607  Carlos Hemandez Select v Select count Q rd

l.' @ 18113908 Art Johnstone Select v Select count Q ra
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11. GLOSSARY

Term

Abbreviation

Absent/Whereabouts
unknown

Access status

Active (congregation or
entity)

Active (individual)

Adjust out

Adjustment

Background check

Baptism

Batch

Category

Censure

Ceremony

Church

Definition
The abbreviation for an entity as set up in ACMS.

Used in ACMS to designate individuals who cannot be located by
their congregation. This identification is part of a two-year process
which either ends in locating the absent member or in voting to
designate them as missing.

A choice visible when setting up some positions/officers to allow the
person access to use the ACMS program.

A status of "Active" means that an entity is operational. For example,
a congregation with an active status is an open congregation,
conversely if a congregation is inactive, then the congregation is
closed.

Indicator that the individual is currently on the membership records
of their church as a member. This is not a reflection of their
participation in church activities; just an indicator that they are a
current member -- they have not been removed from membership
for any reason.

An adjustment of an individual's member status to inactive -- no
longer a member. Used infrequently, it is available to resolve prior
clerical errors.

A change in the individual record, either adding into or removing
from membership. Used infrequently, but appropriate when
resolving a clerical error.

Typically, a security check required to be recorded before individuals
can volunteer in certain positions, most often in positions involving
working with children.

As defined in the Church Manual.
Processing records in quantity.

Used interchangeably with "classification" in ACMS, this field allows
indicating a member's attendance level, i.e., "Attends regularly",
"Does not attend regularly", etc.

The process of recording a vote of disciplinary action for a member
as outlined in the Church Manual.

How a member was received into membership. See baptism,
adjustment, profession of faith, and rebaptism.

For purposes of ACMS a church is an organized church according to
the Church Manual.
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Term

Classification

Code

Company

Conference or Union

Church

Deceased

Department

District

Dropped
Duplicate
Education

Entity

Entity/Level
External church

Family

Filter

First name

Full name

Home

Interest

International name

Definition

Used interchangeably with "category" in ACMS. This field allows
indicating a member's attendance level, i.e., "Attends regularly",
"Does not attend regularly", etc.

A unique number assigned automatically to each record, e.g.,
member, church, district, region, and entity records.

An organized company is a precursor to an organized church.

Typically, a congregation which holds the membership of isolated
members, individuals in a company not connected to a mother
church, or loyal members of a dissolved or expelled church who
desire to retain their membership in the Church.

A person who has died.

A division of the church organization such as Secretariat, Sabbath
School, Family Ministries, Communication, etc.

A grouping of churches defined for an administrative purpose. In
ACMS it is typically used to designate a church or group of churches
assigned to one pastor or pastoral team.

As defined in Church Manual. See "Removed".
Multiple active member records referring to the same individual.
The highest level of education the individual has achieved.

Administrative organizational units including Conference, Mission,
Union, Union of Churches, Division, and General Conference.

Specific entity or congregation that you will be working with.
A church in a union that is not using the ACMS system.

A group consisting of parents and children, including at times
extended relatives, living together in a household.

A process to choose a smaller part of your data set and using that
subset for viewing or analysis.

A given name (also known as Christian name or forename),
potentially with a middle name included.

In ACMS "Full name" defaults to First name + Last name, but can be
updated independently, whereupon it functions independently of
First and Last name fields.

Program starting page

An interest is an individual who is connected to a congregation as a
visitor, attendee to special programs, etc. Typically, a pre-Adventist
individual that has actively expressed interest in the local
congregation.

Passport version of the name.
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Term

Known as

Last name

Local

Member
Menu
Minute number

Missing

Pastor

Period

Person

Phonetic spelling

Position

Previous name

Profession of Faith

Rebaptism

Region
Removed
Roles

Tags

Tools

Definition
A name other than the legal name a person goes by, e.g., Phillip goes
by Phil.

The name borne in common by members of a family (also known as
surname and family name).

Belonging or relating to a particular area or unit. In ACMS it means
an individual is part of the congregation or entity which is in view.

An individual that belongs to the Seventh-day Adventist Church.
The headings at the top or side of the page, with sub-items.
A designation identifying a record of an action of a committee.

An individual who had been a member but whose whereabouts is
unknown and after a two-year process has been taken off the church
membership rolls by a vote designating them as "missing" as
outlined in the Church Manual.

As defined by the local conference and may be actively ministering
to a congregation or group of congregations.

Monthly time periods that need to be opened and closed for
statistical purposes.

An individual that is not a member, but passively associated to a
congregation through a family member or was previously an
Adventist that has been removed from church membership for some
reason.

Spelling words the way they sound. In ACMS selecting "use phonetic
spelling" broadens the search results.

A post or area of official responsibility within an organization.

A name used before, e.g., the maiden name, previous married name,
etc.

As defined in Church Manual.

As defined in Church Manual. NOTE: In ACMS rebaptism signifies
that an individual was removed from membership of the Seventh-day
Adventist Church for some reason and subsequently rejoined the
church through baptism.

Groupings of districts.
As defined in Church Manual.
The function(s) assumed by a person.

A label attached to someone or something for the purpose of
identification or to give other information such as committee
membership, skill sets, or group membership.

Additional functionalities.
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Term

Transaction

Transfer

Two-factor authentication

User

Definition

An action that results in a reportable statistic such as death, transfer,
dropped, baptism, etc.

The process of moving an individual's membership record from one
congregation to another.

When this is enabled, you will be required to enter your password
AND a separate code that will be displayed in your additional
security app, most often on your phone. Recommended for all users.
If you need assistance setting this up, talk to your local IT support.

A person who has been given access to use ACMS with a specific role.

Congratulations!
Now that you have learned the basics,

Go ahead and experiment with the Tools and Reports menu options -

there are many more features available to you.
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