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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: 

the directory uses a website called Access ACS, provided by ACS Technologies.) 

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


 

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. 

 



 

 

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). 



 

Click on the Pencil icon to the right of your name.  (Holding the cursor over it will display 

the “Edit Personal Information” message.) 

 

 



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

other, “Picture”. 

 

For a family photo, click on “Family”. 

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

 

 

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. 



 

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. 



 

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. 



 

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...  



 

...or select "Table View". 

 



 

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@harrisburguu.org) for more information. 

mailto:stewardship@harrisburguu.org

