User's Guide to the Unitarian Church of Harrisburg Online Directory
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This guide uses a combination of printed instructions and screen prints of the
actual Online Directory. The applicable screen print is found just beneath the
corresponding printed instructions for most actions you can take with the
Directory. When reading the instructions for each action, you can reference the
screen print below that action if necessary.

To Log In to the UCH Online Directory:

Contact Alanna Berger to obtain your initial password (e-mail: alannaberger@comcast.net,
phone: 717-361-2992). After using your initial password to log in for the first time, you
must change your password to one of your choosing.

Click this link: -
https://secure.accessacs.com/access/memberlogin.aspx?sn=143016. (Note: \% 3
the directory uses a website called Access ACS, provided by ACS Technologies.) ¢ =\

YOS

Or from the Unitarian Church of Harrisburg website, click on the rolodex .
Enter your e-mail address.

Enter your password.


https://secure.accessacs.com/access/memberlogin.aspx?sn=143016
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Welcome to Unitarian Church of Harrisburg login

Please Login

New User Login?
E-mail Address

Don't have an Access ACS login? Enter your information in the fields below and
steventodd @hotmail.com dick Find Me. An e-mail containing your login information will be sent to you
Password shortly.
feesseses First Name Last Name Suffix
Forgot your password or user name? E
[ZIRemember me m E-mail Address

To fully operate the features available, the
following browsers are recommended:

o Internet Explorer 7.0 or higher
« Firefox 3.0 or higher
o Safari 3.0 or higher

Click one of the links above to download the
latest edition of the browser.

ACS Technologies Privacy Policy | Terms of Use

To Change your Password:

Place your cursor over the "Home" tab (a menu should drop down), and then select "My
Personal Preferences". (Note: The second item on the drop-down menu may say My Profile
instead of My Complete Profile).

Click the “"Change My Password” button, located under the "My Password" heading. You can
also select any other preferences you wish
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Directories Groups Calendar

My Complete Profile

Reporta Problem Help  Sign Out

My Personal Preferences

|
Indude my family in the Family Directory
Allow other members to view our address
Allow other members to view our phone number
Allow other members to view our photo

| Individual Privacy Preferences

Allow other members to view my address in group directories

[¥] allow other members to view my e-mail address in group directories
Allow other members to view my phone number in group directories

Allow other members to view my photo in group directories,
|My Password

Your User Name

|
steventodd | B
| Viewing Preferences

Do not display photos when viewing individual or family information

To Upload a Family Picture and/or an Individual Picture:

Place your cursor over the "Home” tab (a menu should drop down) and then select "My
Profile”. (Note: The second item on the drop-down menu may say My Profile instead of My
Complete Profile).
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mng History || My Pledge History | ::
A Family Members

629 Builfrog Valley Rd. {?1?)54—0&95 Reve Tt
Hummelstown, P4 17035-0743 :- tmmtodd P

View Map

Thiss person cumently has a change request pending.
Prorfie

Contact Information =
Addresses :
Home ﬂ ’

620 Buiifrog Valley Rd.
Hummetstown, PA 17035
b o
usA
Vi=w Map
Phone Numbers :
Home ’
717 534-0535
E-mail Addresses :

Personal Information A2 a
Titde: Date of Birth:  11/04/1385 Allergies ;
First Mame;: Slmee Date Added: 06/19/2009 Corirveciion Codch
Middle Name: Date Last Changed: 10/27/2002
Gives By Mame: Si=ee Marital States:  Marri=d
Last Mame;: Todd Member States;  Mamber
S Drabe Jovinveed: 102472009
Gender:  Mal= Jwinsed How:  Signed Book
Family Posibion: He=sd Betive;

Click on the Pencil icon to the right of your name. (Holding the cursor over it will display
the “Edit Personal Information” message.)

Directories Groups Calendar

My Prafile | My Giving History || My Pledge History | Ede | Prnt

Todd, Steve [Steve) 2 Family Members
29 Bulifrog Valley 2. [PL7)534-0595 R,
H&nmm PA. 170065743 r_L Edit personal information h

Wizw Mag




In the upper right corner of the screen, there are two Buttons. One says “Family”; the
other, “Picture”.

This is a Change Request only. Changes are not lied to ds until they are approved. EE

Personal Information for Liffick, Blaise (Blaise) |

Change Request

Title: [ [=] Gender: |Male [=]
First Name: gjgige Date of Birth: 3/30/1953
Middla Mamas Masital Chatues [aao_ 0 1

For a family photo, click on “Family”.

Then click the “Browse" button. A window of your computer’s file directory will appear.

" Update Picture - Windows Internet Explorer provided by Comcast
@ Choose File to Upload

QCJ ‘ L. » Pictures » Family » Jersey 2009 v|6,HSearfh

B New Folder

Faontebinis Name = Date modified Type

B Desktop EAlikidsjpg 7/28/2009845PM  JPEGIm
=Ry Pl E"_.]Grandparents andKB.. 7/28/20098:44PM  JPEGIm
s &) D and Sjpg 7/28/20008:45PM  JPEG Im.

1 Computer & Kate B and D.jpg 7/28/20098:44 PM  JPEG Im,
&) Pete D and Steven.jpg 7/28/2009 8:45PM  JPEG Im:

Folders ol (] n |

File name: v |AllFiles (") he

Select the picture image you want, then click “Preview”. That picture should appear.
Click “Save” if you want that picture, or “"Browse” again for a different image.

The message "Change Request" should show, briefly, in the lower right corner of the screen.



Change Request

A change requestwas submitted to
save the uploaded image.

For an individual picture, select “Picture” and repeat the above steps.

To Update Personal Information:

Note: The only information available to other members is your name, picture, address,
phone number and email address. Personal information, giving and pledge history, etc. is
not available to other members!

Place your cursor over the "Home" tab (a menu should drop down), and then select "My
Profile". Find the "Contact Information" heading. Click on the Pencil icon to the right of
each data item. Holding the cursor over it will display the “Edit Personal Information”
message.

In addition to the Pencil icons, note the buttons on the right side that read “"Add”. These let
you add additional items by clicking on each button.

To View Giving and Pledge Histories:

Place your cursor over the "Home" tab (a menu should drop down), and then select "My
Profile". Select the "My Giving History” or "My Pledge History” tab, located beside the “My
Profile” tab above your name.

At this time, Access ACS does not provide the ability to view payments to your pledge by
fiscal year, only the current year. However, progress on your pledge is indicated on the

Pledge History page. If you have any questions about the current status of your pledge,
contact Alanna Berger, stewardship@harrisburguu.org.

To View UCH Directory:

Place your cursor over the “Directories” tab, located beside the "Home” tab. The drop-down
menu should have one item, "Directories”. Click on the drop-down.
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Groups Calendar

Directories

To print directories:

1. Select a Directory Type and a Directory Selection. Click Preview.
2. Click Print from the menu bar at the top of the Adobe Acrobat Reader screen.

3. Click OK.
Directory Type: © Individual
© Family
Directory Selection:

@ Online Directory
@ Pictorial Directory

Click the “Preview” button located on the lower right side of the screen in order to see the
selected directory.

A pdf file will open. If you like, you can search this file by entering text under the "Search"
heading, in the "Looking For" box, (located on the left of the screen), OR by clicking the
binoculars on the far left of the screen.
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Search 1174 Kingsley Rd.
Camp Hill, PA 17011-6110 VanHori
Looking For: S
todd in the current PDF mariathiaw@centralpenn.edu 41 Peters
document Duncann
Results: Thomas, Jack (717) 558-0063 bvhbarbg
1 documents with 5 instances 112 N 32nd St
Harrisburg, PA 17111-1629 Wade, B
psujack@aol.com 7232 San
Resuits Harrisbur
1% 10 806170286report.pd * Tisdell, Libby (717) 579-8835 barbarae
K Slater, Todd 1909 CI 1730 Logan St
Harrisburg, PA 17102-1850 Wade, R
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5l steventodd@hotm Harrisbur
Todd, Randa (717) 732-6576 bobby.we
211 Clay Ave
Enola, PA 17025-3210 Waldem
irrt1946@yahoo.com 422 Hald
New Curr
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Note: Printing is not recommended, since changes can be made on a frequent basis.

To View the Calendar:

Note: This feature has not been fully enabled for UCH at this time. However, you can

create your own personal calendars if you wish.

Place your cursor over the “Calendar” tab, beside the “"Groups" tab (a menu should drop

down).

Select either "Calendar View" for the familiar block-type calendar...
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...or select "Table View",
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Welcome, Steve Todd

Home Directories Groups FCSR r

| Calendar Home m
&‘.\:ﬁ Calendsr(s)
* Terkalive Event
< October November 2009 Decamber &
Date Time Event Location
18 11:00 AM to 12:00 2™ 11:00 Second S y in the Gy 1508-Sanctuary
11711 7:00 PM to 10:00 PM 7:00 Sgard Mesting 1280-Joz=gh Priestiey Room
117 7:00 PM to 9:00 PM 7:00 Prige Fastival of Cairsl P2 1280-Joz=gh Priestiey Room
11724 7:00 PM to 9:00 PM 2:00 Mambearshic Action Council 1280-Logze May Alcott Room
My Groups

Note: At present, the "My Groups" feature (under the "Groups" tab) is not enabled for
interactive use, so you cannot currently join a group via the website. The UCH congregation
will be notified through various written communications when this feature becomes
available.

If you have any questions concerning this User's Guide, please contact Alanna
Berger (stewardship@harrisburgquu.org) for more information.


mailto:stewardship@harrisburguu.org

