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Introduction

The purpose of the RU software is to track your student’s attendance and participation through
the RU program.

Names and addresses of students are entered to provide a database of your students. This
can be used to mail letters, postcards, and generate phone lists.

300 Club Card information is entered to provide reports on participation, notification of
who achieved 300 club, alerts on attendance awards. Other reports can be generated for
Counsel Leaders to monitor their students.

Manages 2-3-4 contacts. Reports can be generated each week for Counsel Leaders and
Helpers so they know the required contacts. Complete student information is on the same
report.

Awards earned are entered to track what awards have been given.

Pastors Report easily generated for distribution to the National Office.

You will find the software eliminates virtually all manual tracking and paperwork
systems. Additionally all your information is now contained in a database — the
possibilities are endless!

Installing your Software

To use this software you will need to have Microsoft Access 2007 or 2010, OR *free* Microsoft
Access Runtime. If you do not own Microsoft Access, your ministry may qualify to get the
entire Microsoft Office suite for $70 under Microsoft’s charitable licensing program — check
with our local software reseller for details.

To obtain the free Microsoft Access Runtime, go to http://www.microsoft.com/downloads and
search for Access Runtime. One of the results will be “Access 2010 Download: Access
Runtime”. Click this link to download.

Note: Using the Runtime does have some limitations:

Cannot export reports to Word or PDF.
Cannot delete records.
Cannot create custom queries or reports.

For basic FastTrack use, the Runtime will work adequately.
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CE

Ready Num Lock i

The RU software is simply an Access database. It is a single file — similar to a Microsoft Word
document. You will need to copy the RU ProgramMgt2011 database file to your computer or
location from where you wish to use the file.

The most common work area is the “My Documents” folder. You may want to make a folder
under “My Documents” to store your database and any other associated documents you create.
(You cannot run the database off the CD because it is “read only”.)

**Tip: Consider purchasing a USB or Jump drive to store your RU Database. This will allow
you to take your RU Database with you and work on it from multiple computers.

FAST TRACK Page 4



REFORMERS UNANIMOUS INTERNATIONAL

Opening the FastTrack Database

To use your RU software you can open it by browsing to the file and double clicking on the file
from Windows Explorer (or My Computer) or you can launch your Access program, do File,

Open, and browse to the file.

**Tip: Windows Explorer, right-click on your RU database, select Send To, Desktop (shortcut).
That will provide a convenient short-cut to open your database each time you need to use it.

Ewy pict  Open File Falder
[Chmy scy Mew File Falder
[ it vicle @ Scan with Microsoft Security Essentials. . File Folder
My vt Cpen With v File Falder
[CRU () Magicl50 , File Folder
CIRUCoR File Folder
LRI [£] Compressed {zipped) Folder =
[ Temp Lt ar
[ areh Copy - -4
(=) Wehsit M ecipient L.
(e Create Shorbout ) My Documents =y
[yxsampl  Delete &) skype =y
|#/110710  Rename ) DYD-RW Drive (D:) Me
L= — et e E Off
2 o S | 19,184 KB Micrasaft OF

= Shavkenk Fa BRI

Program Setup

1 k¥R Sharkenk

Before you start using the RU Software for your Friday night class there are a few things that
you need to setup in the database to make it work appropriately for your chapter.

Edit Chapter Information

Enter your chapter information. This information is used to generate the Pastor’s Report.

=] Main Switchboard

81 Reformers
| Unanimous

- Addictions Program

RU Student Mgt

7 students

| 3000k Data Erter

| Awards Menu

J Reparts

_J Program Administration
| Custom Reparts

J Exit this database

RU Meeting Date
1/28/2011

E=] program Administration

- Addictions Program

81 Reformers
| Unanimous

RU Student Mgt

RU Meeting Date
1/28/2011

“] Edit Chapter Infaimation
J Setup Groups

| EditAward List

J Edit Bus Fioute list

J Edit How heard sbout RU
| Change Switchboard

J Main Menu
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Group Setup

Groups correspond to your Counsel/Challenge Groups and RU Departments. It is necessary for
groups to match your RU chapter setup. When students are entered into the database they are
assigned a group. Groups will organize your data for reporting.

2] Main Switchboard

1 Reformers
| Unanimous

Addictions Program I Students

RU Student Mgt

_ | 300ChbDataEnter
_ | Awards Menu

_ | Repotts
RU Meeting Date L | Progtam Admirisration
1/28/2011 | Custom Reports

| Esitthis database

= Program Administration

RU Student Mg
F_.Reformers

Unanimous

- Addictions Program

1/28/2011

RU Meeting Date

B

L_| Setup Groups
J Edit fuward List
| Edit Bus Routs list
| Edit How heard abe
__| Change Switchboai
_| MainMenu

§| GroupMame

GrouplD|GrpName 234Report GrpSection =

= X

| U||Una55|gned | | ||Adu|t |
i | 0 [ ke |

| 120][3-5 Yr Olds o |[Kiaz |
m_ T e @

C om0 [ | | O

F e |
e L
e e
o | o |
[ Jpan o |
F e O

F e | @

F Fe |
oo |

[ coammmmm ] 2 |
m_ W F |[Aaut O

dl 900] [Workers| o | |[Aautt | o
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GrouplD

Use group 0 for first time students.

Suggested group numbering system:

100-199 for children (nursery, Kidz Club)

200-299 for teen groups

300-899 for adults groups

900 or higher for miscellaneous workers (Director, secretary, etc...).

Enter the Group Names.

Put a check in the box under the column “234Report” on groups that you want included in the
2-3-4 reports.

**Tip: 2-3-4 Reports should include all adult groups, but are not required for the smaller
children groups (nursery, 3-5 year olds).

Gender

Specify M or F under the “Gender” column if it applies to the group. Leave it blank if the group
is not gender specific

Fill in the group section. Specify group as: Adult, Teen or Kidz.
Note: Specify these exactly as they are listed here.

Check the box under “Att. Form” for groups that you would like an Attendance Form generated
for. This is generally used for your Nursery and 3-5 year old groups where you are not
completing 300 Club cards on the students.
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Bus Setup (Optional)

If you want to keep track of which bus a student rides, setup the bus route names in your

database:

E& Program Administration

M I Reformers
Unanimous

RU Student Mgt

Addictions Program

RU Meeting Date
1/28/2011

How did you hear about RU?

J Edit Chapter Information
™ Setup Groups
| Edit Award List
Edit Bus Route list
| EditHow heard shout RU

J Change Switchboard

J Main Menu

This is only necessary to edit if you need to add options to the existing list.

n
(2] HearRU - = X
E Program Administration
[ e
8 | Reformers RU Student Mgt | 14] [Another church |
Unanimous il 16][Bill Boarg |
Addictions Program | Edit Chapter Information
| 5] [Brochure |
J Setup Groups
_ | EditAward List Il | 4||(::h|--|“'-""I Member |
J Edit Bus Route list J | 17||Fami|y |
RU Meeting Date Q'J Edit How heard about AL )_ | 3| |Friend |
1/28/2011 " | Change Switchboard T _ =
_ | MainMenu | 18||Ja|| |
| 13||Lerter—POIice Report |
| 1||New5paper |
i [ fllPncters ]
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Student Setup

First time RU attendees should complete a registration card. Use the registration card to enter
your new students into the database.

At the Main Menu, make sure the date reflects your class date.
To enter your students, click on “Student” and complete as much information as possible.

Es] Main switchboard

81 Reformers
Unanimous

7 Addictions Program

RU Student Mgt

__I Students

| 300 Club Data Enter
J Lunards Menu

J Reports

J Program Administration

J Custom Repoits

RU Meeting Date
1/28/2011

~———— J Exit this database

Be sure to enter the “First Visit” date. New students will be assigned to group “0 — Unassigned”

until they return to RU a second time and are assigned a group. Children can be assigned to the
appropriate department.

=l coni\ets

= B3 . .

Student Number 2924]

123 Main Street (815) 9999900
Work Phone E
Somewhere
State/Province _ Work Extension

Postal Code B Mobile Phone [
P e —
First Visit [C1razoii]) Email Name: [aabbey@yahoo.com

How did they hear
o ez Sl
300 Clun “ 300 Club Student Awardiist Awards History Rpt
ita History History Rpt = Won Past 90

s
Record N 4 2ot 64| » M ¥ | K Unfiteved | search \

=Click the 300 Club button and enter the date and give the student 10 points for attendance.

If the students complete challenges in the Beginners class you can assign them appropriate
challenge points.

**Tip: If you forget to do this, the student will not be counted in the attendance reports. Click the
X to close this window.
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Change Student Information

§| Calls
— ‘
Contact Name Andrew Abbey
— w
CallDate -t | AttendanceonFri - | Awards Worn - | Challenges - |Days Jou
1/28/2011 10 0 ]
*|  128/2011 0 0 0
vice - | 5un PM Service - | Mid Week Servi
Record: 4 R Search [4
0 0
Call Notes ‘ ~ ‘ i} i}

To change any student information — address, group, 300 Club data, Awards, etc...
From the Main Menu/Students — type the students name in the Find Student field and hit Enter.

Enter or change information as necessary. Click the X to close this window.

E&] contadts - x
X (#obey, Andrew ¥ nserthew [Pace: RIS
v
First Name Student Number 2924]
Last Name [Abbey
—
—
City [Somewhere I _
statelProvince [T e |
Postal Code 61111 Mobile Phone ] L ! —
—
First Visit | 1i28i011] maabhey@yahnu om 5| Group W
e —
_ B ] StudyBook
— How d
How did they hear -
ot about
? ] © I
cmn 300 Club Student awarqust | Awards History Rpt
History HistoryRpt | = Won Past 90 1 300 Club 300 Club Student Awardlist
7 li i a
‘RE/fd: W 42012664+ M b | & Unfiltered | [Search | Data History History Rpt

StudyBook is a new field available for you to track what challenge book your student is
working in. This field is utilized by another new feature — Enter Awards, which is now located
on the 300 club entry screen (page 14).

**Tip: Mark students “Inactive” who have not attended RU 3 months or more this will keep
reports manageable and usable. Do not delete students — you don 't want to lose this data.
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300 Club Data

Each student who attends RU completes a 300 Club card. This information is entered into the
database to track attendance and participation.

300 Club — Group Filter
The 300 Club by Group option allows the student list to be filtered by group. If your 300 Club
cards are sorted by group, this option can make it easier to select the student from the list and

expedite entering your data.

Check the RU Meeting Date — if it is not correct, click on the calendar icon to select the correct
date.

RU Meeting Date
1/28/2011

From the Main Menu select 300 Club Data Enter/ 300 Club — Group Filter.

55 Main Switchboard SR % Enter/Edit Switchboard
RU Student Mgt
%1 Reformers Reformers RU Student Mgt
| Unanimous !
J Addictions Program | Studerts Unan]mOUS
{}_I 200 Clib Dt E e + Addictions Program 7 300 Club - Group Fier
| Awards Menu | 300 Chub - Active Students
] | Fepatts | 300 Ciub - &1l Students
VL= | Program Aduiistsion | Mainbtenu
1/28/2011 ] Eetmffiegsis RU Meeting Date M
| Exitthis database 1/28/2011
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Use the drop down list to select the group. You can select a student by using the drop down list
or by typing their last name. Hit enter to move to the date field and hit tab to skip to Attendance
Fri. Continue tabbing and enter the points as they appear on the 300 Club card for all students.

Click the X to close this window.

I

RU Mtg Date

N

&) 300 club

12812011 i[E
Record number 38964

Student Griffin,Jay Ev
RU Date 112812011

bva

=2l =
HE
&

HE
3| =

-
ol =] =] =] o
= alla]l=2]][«e L=

Challenges
Jourmaled

g
"

Sun AM Service
Sun PM Service
Mid Week Service
Dist Brochures

[Record: 10 Ttaf1 v Wb [ R

v
o

S
g
g

**Tip: The RU Date field is there to allow you to enter points for weeks where students missed
RU. Set the date to missed week and enter the student’s points.

300 Club - Active Student

Enter points the same way as 300 Club — Group Filter... the only difference is the student list
will contain all active students. It will not be filtered by group.

==] Enter/Edit Switchboard

| Reformers

| Unanimous
-~ Addictions Program

RU Meeting Date
1/28/2011

RU Student Mgt

74 300 Club - Group Filter

| 300 Club - Active Students

| 300 Club - Al Students

J FMain Menu
_ | Esit
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Awards

Enter the Awards earned that were indicated on the 300 Club card or attendance sheet.

Main Menu - Awards Menu/Awards Enter.

=] awards Menu ~
8] Main Switchboard -t
RU Student Mgt
RU Student Mgt Ref
Ref e NCTOTMErS
e INETOIMEFS U H
u i nanimous
_Jnanimous Eddictions Program -
¥ Addictions Program | s : ictions Program 2| Awards Enter
| 300 Chb Dt Enler | Awiards Wwon for the Week.
g v Ve | 300 400500 Club Awards by Group
" | Fepons | 300400 500 Chub Awards
RU Meeting Date | Progrom Adrisvaton RIRNESUg s | werds Eligbity Reports
1/28/2011 ) izt 1/28/2011 | [ S
| Exitthis database | Retum to Repot Menu
| Main Menu

Select the student from the Contact ID drop down list and then select the award from the Awards
Won drop down list.
**Tip: You can select students and awards by the drop down OR by typing the name.

5] Awardswon1 = = I
7
v 2 ) Re f(
Una
- Addict
mﬁ Challenge Badge (blug) v] b
RU Meeti
|Record: 14 1ofl P OH | 0 | Search |
1;28;2 = _I Bl === [=]]=F o

J Return to Report kenu

Hit enter or tab to the RU Date to get the field filled in appropriately. After entering all awards
click the X to close the window.
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* Quick Entry Awards

From the 300 Club screen you now have the option to enter the student’s awards. After you enter
the student’s points from their 300 club card and they have marked an “award earned” on the
back of their card, you can enter that award from this screen by clicking on Enter Awards. The
award list will be filtered based on the StudyBook field. Once you are finished entering the
awards for that particular student, be sure to close the AwardsWon window.

E AwardsWon

RU Mig Date 21112013

E Contacts

Find Student |Gnmm Brenda Vl Insert New

»
First Name Student Number
Lasttame
|

me Pho ——
\ City Rockiord Work Phone
| Students State/Province IL \Work Extension
e o [

Contact ID Grifin,Brendal

[awarawon  [ERSEINGIEEN
]300 club Date 2172013

RU Mig Dale ZAZZ07Y | Record: 4 < 1efl | b kb ‘u,’\.m'tu:e. [ [seareh
Record number 59510

Fostal Code 61103 Mobile Phone
_| 300 Club Dat.
10/22/2010 Email Name

| Awwards M

Student Griffin,Brenda v
RU Date 212013

Birthdate 71231

—— [ =
([Strongholds - &7 ¥ ]

J Reparts

Z
)
!
J
R How did they hear
i about RU?
| Progam o] inociive | [

J Custom Repo

=| | Weekly Repe

300 Club 300 Club Student - Awards
Motes | Enter _| Exitthis datat Toi History History Rpt | Awardiist Won
Awards

Record: 4 4 1332 0f4092 » M+ | % Unfiltered ‘ Search

-
Record: M 4 [1ofl | » M b= | g NoFilter | Search _
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Check Attendance Awards

Students who attend 10 out of 12 weeks and 20 out of 26 weeks receive an attendance award.

There are two reports setup to check for students eligible for these awards.

[ Awards Menu

RU Meeting Date
1/28/2011

“Attendance 10 of 12 weeks” And “Attendance 20 of 26 weeks” reports:

Main Menu> Awards Menu> Awards Eligibility Reports

RU Student Mgt
1 Reformers
Unanimous
Addictions Program | Awards Enter

| Awards Won for the Week
| 200400 500 Ciub Awiars by Group
| 300400 500 Club Awards
Awards Eligibilty Feports
| Specific Awards Won
__| Retum to Report Menu
| MainMenu

(2] awards Eligibility

Reformers
[Unammous

Addictions Program

RU Meeting Date
1/28/2011

RU Student Mgt

J Attendance 10 of 12 weeks
Attendance 20 of 26 weeks

J ‘wlorkers Service Awards

| B Morth Victery Eligiibily

_ | Report Meru

| MainMenu

Run the report — students eligible for an award will have the number of weeks they have attended
highlighted in red.

Give the student their attendance award and enter the award (Awards Enter).

{8 Dateselectattendacel0

Pana

i
{

M 43 [ il

nxu

I8 DateSelectAttendace10

Kyra
Arron
Milton
Jessica
Janelle
Cecilia

Silver Star

**Tip: Students only receive attendance awards one time. After receiving the award they are

excluded from this

report.
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Friday Night Tasks

D N N NN

for distribution.

Enter 300 Club data on existing students.

Run reports to check for Attendance awards.

Enter new student information from registration cards.

Enter awards into database, print Awards Won for the Week report, and prepare awards

v' Last Friday of the month, run report to check for students who have earned the 300 Club.

1. Awards Menu> 300 400 500 Club Awards

**Tip: A 3, 4 or 5 will appear in the “Award” column for students who are due

the 300 Club award.
**Tip: Use the “300 400 500 Club Awards by Group” to create more comrodery

with in the groups and competition among the groups.

January

300, 400 500 Club Monthly Winners

Arward Txal

[
2
M
£
1R
Tl
L

P
1

a

]

zar

]

T

P

3 B
J]

£

:EpaBEE

tFEEHEEEE L RE
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¥ PASTOR’S REPORT

The Director’s report idea was improved and re-commissioned at the 2010 conference. Instead of
a Director’s Report, it has been changed to a Pastor’s Report. You can download the PDF or the
Word document from sl.reformu.com/resources(two-sided report). The section of information
Rockford is requesting will take less than two minutes to upload to us by visiting
sl.reformu.com/pastorsreport.

s
Pastor’s Report ~ This infarmation is for your Pastor onfy —
Update to my Pastor on Friday's RU Class
Church: K# Offering 5
Director: Class Date Tables Sales $
City [ State:
Blessings to Share:
Attendance Participation
Adults
F— {Number of
Teens stuems
Kidz - e
Mursery
TOTAL MNeeds or Concerns:
Visitors Salvations

Send this side only 1o Reformers Unanimous International by:
FAX: B15-386-0452 + Email: forms@refarmucom + Web: http:/fslreformu.comy/Pastorskeport

Pizase faithfully to submit this report to your pastor weskly.

The Fast Track software is now updated to generate this report so you can print it out, enter the
data, enter any notes to your Pastor and leave in his inbox before the night is complete. To
receive the updated software, email fasttrack@reformu.com and ask for the upgrade.

30 & () Fame B Q (AL 2| 3 Sem
™ Page  Zoom | One | Two More  Refieh Excel Sharedoint  POF ; . Closeprint

- - Setup = | Page | Pages Pages~ Al Lt erxps 2 More Prevew
o Page Layout '- 200m Data Close Preview

M Pastors Repont

PASTOR'S REPORT

FAK B15506.0041 © Emak B

T, o Lo oo haceer Hiamtur 25001
Mowe  ayGetn CassOwe  WOUNM2
/ Seacn. FRocksrs L

S

Anendence  Parsepation
™ ®

it
¥
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Monday Tasks

v Provide RU Director the 1-3-5 Report.
e Weekly Reports> Directors 1-3-5 --- this first provides the Director with a list of new
students for the week, absent students (1), a list of postcards that need to be send (3),
and a list of students who the Director should visit (5).

**Tip: The “Director Postcard List” report can be exported to Excel and used as data for a
Word Mail Merge to automatically print postcards.

v" Run BAM Report for Director to use to motivate leaders and for leaders to motivate
students. This shows the percentage of students who were present that participated in
challenges.

1. Weekly Reports> BAM Report

v" Print 300 Club History report
2.  Weekly Reports> Student History — Past 30 Days

**Tip: This is important information to provide to Group Leaders so they can see a history of
students participation and encourage students not participating to do Challenges and Daily
Journal.

v’ Print 2-3-4 Sheets.
3. Make any address or phone number changes recorded on the 2-3-4 sheets turned
in at Friday’s class.
4. To print the 2-3-4 Sheets for the upcoming Friday night class: Weekly Reports>
2-3-4 and Contacts Report — All Workers.

**Tip: Set the date on the main menu back to the date of Friday’s class. It defaults to the
current day, so you want to make sure you change it back to the correct date before running your
2-3-4 reports.

Reminder — this report will be generated for each group you specified in your group setup (see
Group Setup).

Other Reports

v Check the Reports Menu for other reports that may be helpful. Some reports you may
consider using on a regular basis:
1. Birthday Lists — Use the current month list to create a list for your RU Bulletin.
2. Worker Directory — share with RU Leaders and Helpers so they will have contact
information for fellow workers.

FAST TRACK Page 18



REFORMERS UNANIMOUS INTERNATIONAL

Backup your database
Copy your database to a different drive — if you store your database under My Documents copy it
to a USB or jump drive; if you store your database on a jump drive, then copy it to your C: drive.

v Tools, Database Utilities, Backup Database — select a location. It will add the date to
your file name allowing you to keep multiple backup files.

v Do every week — if you have a problem with your database you will never re-enter more
than 1 week’s worth of data.

Compact and Repair your database
Compact and Repair checks your database file for problems. In some cases it will shrink the file.
This should be done regularly to make sure your database file is free of problems.

v Tools, Database Utilities, Compact and Repair Database.

Doing Mail Merges:
1. Create a DSN that points to your database. 2. Creating the Word 2007 document
e  Open Word
Note: Using a DSN is an advantage when software e Mailings
upgrades occur. e  Start Mail Merge (Step by Step Mail Merge
Wizard)
e  Start e  Select Document type (Envelope Example)
e  Control Panel e  Select Envelope
e Administrative Tools e  Click Next: Starting Document
e  Data Sources e Envelope Options —to set size
e  Click on the System DSN tab . Next: Select Recipients
e Add e  Browse
e  Find “Microsoft Access Driver (*.mdb)” from e  Connect to New Data Source.odc
the Finish e Open
e  Source Name: RU Data e ODBCDSN
e  Select —Browse to where your RU database is e Next
stored (RUProgramMgt2011g) e  Select “RU Data” (DSN created in step 1)
e  Select your database and click OK e  Next
e  Click OK e  Select a Query (ie. StudentActiveQuery)
L4 Click OK ° Next
e  Finish
e OK
. Next: Arrange your envelope
. Insert Text box for return address (Insert/Text
Box)
. More Items
) Insert fields for name/address.
. Next: Preview
e  Save the file!!!
e  Preview button
e  Find Entry
e Merging multiple records
e  Merge to printer OR
e  Merge to document.
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The mail merge is really a function of Microsoft Office. Word has a wizard to walk you through
setting up a mail merge document (tools, letters and mailing, mail merge).

Select “use an existing list” when it asked you for the data. Browse to your database
(RUProgramMtg2011) and select it. A list of tables and queries will be displayed.

Table:
Students — gives ALL students

Queries:

StudentQueryActive— gives you active students
StudentInactiveQueryLastVisit — gives you inactive students
WorkerQuery — gives you people you have setup as workers

After you select the data you can select the fields you want to insert — again this is a Microsoft
Word thing and not an RU Software thing — so you can check the Word Help file if the wizard
doesn’t help you get completely setup.
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