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Log into MinistryPlatform 15 Steps

STEP 1

You will notice that when you land on the Home page, you will have a list of 
Tasks to complete that are listed as "NCOA notice".

These are tasks that are generated from a NCOA address verification process through a 
platform called Melissa Data. It captures address change notification families/individuals send 
the USPS and compares/tags families whose information is not up to date in our current 
database record. These tasks will need to be resolved by reviewing the new address in the 
task notifications and updating the family record as needed.
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STEP 2

Go to Families page in MP
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STEP 3

The default view will be Current Households with Date Registered. You will
 click on the view drop down to change to All Records.
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STEP 4

Click on All Records
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STEP 5

You'll notice the Task column highlighted below and the green circles below
 it. Green circles mean there are no outstanding "tasks" associated with the
 record. 

You can click on the Task column header to reorder the view to bring up top the families that 
have a "task" associated with them, which will help you target the family record NCOA address 
changes.
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STEP 6

If it sorts by the green circles first, give the column header another click to
 resort them. 
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STEP 7

These are the yellow "task" colors that are associated with families who you
 will need to review and make updates to as needed. 

STEP 8

Start selecting a family record to start reviewing. In this example, we will look
 at the Morales family. Click on the family name to open the record up. 
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STEP 9

You'll notice the little yellow icon next to the family name - this essentially 
means that there is an outstanding task associated with this family record that 
needs to be resolved. 
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STEP 10

On the right hand side of the screen, you'll notice "Tasks" has a 1 circled. 
This is the task bar that is similarly shown on your home page. Click on the 
highlighted bar to open the task record. 
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STEP 11

Once you click on the task notification, it will show you what the task is. In this
 case, it's an NCOA notice (address change) for this family. Click on this task to
 see more details in the pop up. 
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STEP 12

Compare the old address with the new address reported on the NCOA
 notification.

It will pop up a box that you can then see the NEW address found in the NCOA task as "309 
E Carrie Manor St. Unit B, Manor, Texas" compared to what is on the family record currently, 
which is the OLD address, in this case it's "13216 Forest Sage St. Manor, Texas".
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STEP 13

Highlight and copy the NEW address found in the task text box. 
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STEP 14

Close out of the pop out for the moment. Then, once back on the family
 record, click on Tools on right hand side next to Task bar. 
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STEP 15

Click on Add / Edit Family Tool

Family 8 Steps
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STEP 16

Paste "309 E Carrie Manor St Unit B" into Address Line 1

IMPORTANT NOTE: If you are recording a Unit, Apartment, or any other specific house num-
ber, make sure to enter it on ONE line on the Address Line 1. This format is recommended 
by the USPS and will make sure the full address shows up on all MP reports.
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STEP 17

Once you have reviewed the address for completeness, click on Save at
 bottom right. 

Note: This is an excellent time to review the information that you have in the family record 
while you are on it. You can update prefixes, emails, household positions, marital statuses etc 
while you are on the add/edit family tool. We highly recommend reviewing other details on 
the family before saving.
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STEP 18

Once you hit save, this little green banner should pop up at the top that says
 "Family created\updated successfully!"

STEP 19

Close the add/edit family tool for now. 
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STEP 20

Once you are back on the family's record, you can now resolve the Task
 Notification. Click on NCOA Notice for Morales to open it. 
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STEP 21

Once you see the pop out, you can click on Complete at bottom left side to
 remove the task notification. 
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STEP 22

Once you click on complete, the little task circle icon should turn from yellow 
to green, letting you know this family has now been fully updated!

STEP 23

Keep repeating this process for however many times it takes to resolve the
 current NCOA address task updates. 

This process should run frequently to start with, but will slowly dwindle down until we run 
quarterly. When the new wave of NCOA notifications comes in, we will assign them to you to 
work on using this exact same process.

People don't always think to let their parish know they're moving. Updating addresses benefits 
your data quality immensely and lets you know where your parishioners are, making it easy to 
run mailing reports and more!
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