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MinistryPlatform 20 Steps (4

STEP 1

Click on Contacts

@ MinistryPlatform

Diocese of Austin

My Messages My S

4 Home Q Assigned To Me: |

e Start Date
4 Families
B Members
322 Groups
@ Events

1= Milestones
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STEP 2

Click on view drop down

Contacts

Display Name

All Individuals

X | Nickname

@& You'rz impersonating trainer, mptrainer

X | Email Address X | FirstN

Clary, Eileen
Cole, Elaine
Clements, David
Croston, Minerva

Bercen, Carol

Bhagat, Irene
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Elaine

David

Minerva

Carol

Irene

ecatherinec930@gmail.com Eileen

deanlycole@gmail.com Elaine
clements.dg@gmail.com David
Miner
carolbercen@yahoo.com Carol
bhagat3427@aol.com Irene
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STEP 3

Click on Active Status vs. Activity

This is a view that you can use to compare the activity of a person with their contact status.
(Activity is recorded any time that you record a donation, record attendance for that person
for an event, put them in a group, assign a sacrament, etc). Their contact status is a static
status that indicates if they are active or not. You can update their contact status by looking
at their activity within your parish.

Keep in mind: This also depends on if you are entering the "activity" data in other areas of MP.
the data is only as good as you make it!

Contacts

All Permitted Parishes

In All Individuals @ You're impersonating trainer, mptrainer Stop Actions

*Current Companies -
Display Name

“Past Contacts

Active Heads of Households I
) Clary, Eileen Active Individuals Active
) Cole, Elaine Active Individuals + Member Type Active
[ ] Clements, David [ Active Status vs. Activity ] Active
) Croston, Minerva + All Individuals Active
) Bercen, Carol All Records with ID Active
) Bhagat, Irene Anniversaries *EDIT Active
] Bergerson, Dolores Birthday Next Month Active
) Blackmon, Kerry by contact id *EDIT Active
. Eyler, Bob Case Managers with Active Care Cases Active
[ ] Esquivel, Maria Guadali Companies Active
) Erwin, Sandra Contact Statistics Active
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STEP 4

The other view you can use is Active Individuals + Member Type

Active Status vs. Activie e e e )

110

116

117

119

w v w - - w w - w - - w
=
(o]
®»

139

Created with W@»

All Records

*All Current Contacts
*Current Companies

“Past Contacts

Active Heads of Households

Active Individuals

Active Individuals + Member Type

v Active Status vs. Activity
All Individuals
All Records with 1D
Anniversaries
Birthday Next Month
by contact id

Case Managers with Active Care Cases

4+ New/Copy View

* EDIT

*EDIT
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STEP 5

Click on Member Type. This will help you sort the columns to group the

member types together and sort by alphabetical order.

‘ All Permitted Parishes \ Q N + @

Actions Tools (18) Reports (6)

1/02/2023 12:00AMCT  11/02/2023 Registered Membe -
8/02/2022 12:.00AMCT  08/09/2022 Registered Membe
1/19/2024 11:14 AMCT  06/03/2024 Guest/Visitor
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STEP 6

You can click on the column again to sort null values to the top. This means
that those records don't have any member type associated with them.

‘ All Permitted Parishes \ Q RN « IV

Actions Tools (18) Reports (6)

sandra.allegre9:

08/21/2012 nedahearn@aol.

Created with W 7 of 17


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 7

A common member type that came over from PDS was *Change Me. This
simply means that this person needs to have a member type assigned to them.
You can search for these people by entering "*change" in the search field.

All Permitted Parishes v ®

ar  Stop Actions Tools (18) Reports (6)

Date X | Date Registered Member Type ¥

-12.00 AMCT *Change Me
-12:00AMCT  10/04/2005 *Change Me
-12:00AMCT  10/04/2005 *Change Me
-12:00 AMCT *Change Me
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STEP 8

These are the results that will return to you.

Actions Tools (18) Reports (6)

er Stop
art Date X | Date Registered Member Type ¥ x
412:00 AMCT *Change Me
412:00AMCT  10/04/2005 *Change Me
412:00AMCT  10/04/2005 *Change Me
412:00 AMCT *Change Me
412:00AMCT *Change Me
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STEP 9

You can also search by date registered. If you know that you registered
members have a date registered field, you can safely assume that anyone with
a date registered field could be mass assigned the member type of "Registered
Member".

If you aren't sure if these folks are still registered at your parish, it would be worth looking
through these and selecting which ones you want to keep as "Registered Members".

All PermittedParishes ~ | Q R

rainer, mptrainer Stop Actions Tools (18) Repc

Member Start Date X | Date Registered Member Type V¥

“change

10/20/2014 12:00 AMCT *Change Me
10/20/2014 12:00 AMCT  10/04/2005 *Change Me
10/20/2014 12:00AMCT  10/04/2005 *Change Me
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STEP 10

Make a selection for the records you want to affect.

STEP 11

Once you have made a selection, click on Transfer button at bottom.

Created with /a7
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<IN BB BB <[ <]

[CEE BB <[ <]

8

O All Records v T ® ot

Task | Display Name x
i

m Fome fhone

[} Mican, John Mr John John Active
[ ] Cozzens, Active
[ ] Wayas, NA NA NA Active
[ ] Zamora, Erica Erica Erica Active
[ Raya, Tristan Tristan Tristan Active 512-987-793C
[ ] Brown, Gina Gina Gina Active 512-289-843¢
[ ] Benitz, Sarah Sarah Sarah Active 660-287-388%
[ Garcia, Paula Paula Paula Active 713-204-8581
[ ] Navarro, Lauren Lauren Lauren Active
[ ] Perez, Ana Ana Ana Active
[ Herrington, Chris Chris Christopher Active
[ ] Miranda-Ramirez, Jose Jose Jose Active
[ ] Aranda, Morris Morris Morris Active
[ ] Collins, Eva Eva Eva Active
) Robwscottjr@gmail.com, M: Mary Mary Active
[ ] Kreh, Eileen Eileen Eileen Active 512-947-384%
[ ] Carstensen Machado, Nere: Nerea Nerea Active 512-902-4947
) Collins, Avery Avery Avery Active 512-902-4947
180f18 | Current/Unsaved Selecti v| () [2) =

Gael
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STEP 12

Click on Members (Participant Record)

Transfer Selection v

Selection Name: From Contacts

Transfer Selection to:

Choose Transfer Destination for Selected Files
B Families (Family)

B® Members (Participant Record)
Donors (Donor Record)

Mm Users (User Account)

B Religions (Religion)

B Languages (Language)
B Ethnicities (Ethnicity)

STEP 13

Click on Transfer

- Cancel Tran
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STEP 14

Click on Ok
Tive utner Aauit
tive Adult Child

@ Selection Transfer Completed

The selection was transferred. You can now use it
on the selected page.

tive Head of Household
tive Head of Household
tive Head of Household
tive Head of Household

e lland afllaiinablhald

STEP 15

Click on Actions

five *Change Me
five *Change Me
five *Change Me
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US/ 1772024 1100 AM L
07/01/2000 12:00 AMCT
07/01/2000 12:00 AM CT
01/01/1998 12:00 AMCT
05/20/2024 01:47 PM CT
09/07/2017 12:00 AM CT
12/30/2004 12:00 AMCT
10/20/2014 12:00 AMCT
03/16/2015 12:00 AMCT

09/15/1999 12:00 AMCT

NOINDINNA A ANNN AMACT

St. Louis CatholicC

St. John Neumann (

St. John Neumann (
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STEP 16

Click on Assign

Actions Tools (12) Reports (33)

x | particill= DG

@ Message
Assign
“Chang ]ﬂ] Delete
ive *Chang E* Export iann (
ive *Chang a Secure iann (
= “Chang Q Notification a

-~
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STEP 17

Click on Member Type. Depending on what you want to do with these records,
you will select a different Member Type every time transfer a selection to the
Members page.

GEMNERAL

| ] Red FlagNotes

@Member Type *

[ ] Member Start Date *

SO0 ONO0OS
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STEP 18

For this example, we'll click on Registered Member

Advanced

1s v

gcsul@gmail.com

SIS IN<IN<IN<BN<IN <IN <R <BN <M

Event-Only

Faith Formation Non-Member

Former Participant
Guest/Visitor
Non-Catholic

Other

[ Registered Member

Regular Non-Member

[ Wayas, NA

Zamora, Erica

NA NA

Erica Erica

<+ [—

180f18  From Contacts v ® =
STEP 19
Click on Assign to save
gnt .
-I GENERAL
nge Me
[] Red FlagNotes [ contact* hae Me
nge Me
Member Type * [C] Member Engagement nge Me
Registered Member ® Q nge Me
[[] Member Start Date [] Member End Date estte
nge Me
nge Me
nge Me
[ Notes hgeMe
nge Me
nge Me
Y nge Me
@gmail.com
nge Me
" nge Me
[ Cancel m l.'ge Me
[ ] T Wayas, NA NA NA Active *Change Me
. Zamora, Erica Erica Erica Active *Change Me

180f18  From Contacts

+ I —

v ®

!

—l
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STEP 20

MAKE SURE you CLEAR out your selection EVERY time you use mass assign.
You don't want the selections to carry over every time!

u v LI | \Jll’ | W L WL WS N | W B WL W) N
I Carstensen Machado, Nere: Nerea
™M a Colline Averv Averv

180f18  Current/UnsavedSelecti ¥ () [3) =2

Created with W 17 of 17


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

