wst TIP of theWeek

Access ACS-Tip 5
How to people search in your conference

Login to Access ACS. On the homepage you will see a Directories tab in the upper left-hand corner, click Advanced
Search. (Screen Shot 1)
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Welcome, Kristin Bakeberg

Locate Family

Click + Select User-Defined Fields. Then select field: C- Conference. (Screen Shot 2)
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Advanced Search

|Select the criteria for your search.

Click one or more links below to select the criteria for your search.
+ Select Activities

+ Select Birthday

+ Select Address Fields

+ Select Individual Fields

- Select User-Defined Fields

Select the user-defined field(s) you want to include in your search. You can select as many user-defined fields, lists, and dates as you want. If 3 person meets the criteria of one of the
user-defined fields they will be included in the search results.

Select Field: Select a field... v
Select a field...
Included Fields W rkshp Info
People matching the criteria o C-FTC Attendance k ‘search results. To remove 3 field from the criteria, click the Remove link.
C - Language
+ Select Comment Words D - Boundaries Workshop

D - Date of Marriage
+ Select Preferred List Items | D - Ord/Comm Date
D - Retirement Date
D - Start Date - Current Call

) Lance
F - Cong/Memb i) (i
F - Leader Key
F - Spouse

Select the conference you wish to search and Click Select. (Screen Shot 3)

Screen Shot 3 -

|Advanced Search

ISeIect the criteria for your search.

Click one or more links below to select the criteria for your search.
+ Select Activities

+ Select Classes

+ Select Birthday

+ Select Address Fields
+ Select Individual Field:

- Select User-Defined Fields

Select the user-defined field(s) you want to include in your search. You can select as many user-defined fields, lists, and dates as you want. If a person meets the criteria of one of the
user-defined fields they will be included in the search results.

Select Field:

C - Conference v
SearchiFor: Scenic Valey

Select an element...
Crow River Select
Glacial Ridge

Included Fields Great River

People matching the criteria of ta; ?ulgarle search results. To remove 2 field from the criteria, click the Remove ink.
akelan

+ Select Comment Words
+ Select Preferred List Irems
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You will see the conference you select in the Included Fields box, Click Next. (Screen Shot 4)
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Select Field: Select a field... v

Included Fields
People matching the criteria of these fields wil be included in the search results. To remove a field from the criteria, click the Remove link.

Field Name Value Remove
C - Conference Scenic Valley !3
N
3
+ Select Comment Words
+ Select Preferred List Items
WAy Cancel

You will then see a list of all the people that are listed in that conference. (Screen Shot 5)
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Southwestern Minnesota Synod

Evangelical Lutheran Church in America
God's work. Our hands.

Welcome, Kristin Bakeberg

Search Results

Name ~ Location
Arrs, Eugene Rudoph (Gena) Lake Crystal, MN 56055
Anderson, Jon Verkn Redwood Fals, MN 56283-0499
‘ ) Farfax, MN $5332

Revere, NN 56166
Andarson, Viendy Brd Islang, MN 55310
Fadev, Pan Rashn Belaw, MN 56214

Balav Yimune &8sn Dobdawe M €414

Only church staff, congregation council officers, and synod boards/committees will be in Access ACS.

If congregations have not updated their leadership data this will reflect on your results.

If you want to define your search to be more specific go to Access ACS—Tip 6



