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Community Meals Register

Welcome to the Cammunity Meals Register.

Where would you like to go?
(ou can come back to thiz menu by clicking Main Menu above)

Farticipants

Letters, Mailing Labels & Envelopes
RSWP's
Fick Up Lists

Field Mantenance

*Wherever voul zee thiz symbol 2, click it 1o view the help file

Exit Database
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Participants

|

search for Participanttdmend Farticipant's Details

*Wherever voul zee thiz symbol | click it to view the help file

Exit Database
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Letters, Mailing Labels & Envelopes

Step 1
(2 weeks before event)

Print
Letters

[

Print
Mailing Labels

Mailing Labels

Step 2
(2 weeks before event)

[

OR

OR

Print
Envelopes

=]

L
[

Letkers

[

Mailing Labels

[

OR

L
[=

Mailing Labels

*Wherever woul zee thiz symbol ¥ | click it to view the help file

Exit Database ‘
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RSVP's

Step 3 Step 4
(2 weeks hefore event) (after RSP date closes)
Print Confirm
RSVYP's Checklist Attendance
m (RSYP's Checklist : attendance Confirmation Farm
m RSYP's Checklist attendance Confirmakion Form
m REYP's Checklist attendance Confirmakion Form

*Wherever voul zee thiz symbol | click it to view the help file

Exit Database ‘ DATES: B:EER! | Area 2 |.ﬁ.rea 3 |
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Pick Up Lists

Please note: “ou must enter the BRSWP's information (abowve left TAB) BEFORE Printing the appropriste Pick Up Listts below

Step 5
(1 day before event)
Lists 2

Self/Family Yolunkeer Car I'vw's Lisk
AI'Eﬂ 2 iZommunity Bus Self /Family Yolunkeer Car Iyw's Lisk

Area 3 Community Bus selfiFamily | Yolunteer Car Ivy's Lisk ‘

*Wherever you see thiz symbol F | click i to views the help file

Exit Database ‘ DATES: BEGER! | Area 2 | Area 3 |
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Field Maintenance

Use this section ko add ar delete information From tables that are used ta shaow infarmation in

a drop dowin list, DATES

on the Data Entry Page (the Form where vou addfamend participants) wou will notice that all

Click the buttons below to change 'send by'
Fields with a drop dawen list —_[ have a little button ko the right of them such as this: J ’

dates, 'REVP by' dates and 'Date of Meal' dates
for each area. (uzually done &t the start of the

alternatively, wou can access the kables below by clicking that button when in the Data Entry vear for the whale year)

Page.
a Area Table frea 1 Dates
4 Salutation Table
4 Suburb & Postcode Table Area = Dates
4 Transport Table sres 3 Dates
4 Run Table

*Wherever you see thiz symbol | click i to views the help file

Exit Database




Community Meals Register
Data Entry Form

Click for Help

Cloz= Form

— Registration: — Special Heeds & Comments:
Actve?lB Date Registered: | NN
=

— Name, Phone & DOB:

salutation: i]l
Name:
Sumame: I
Fhone: _
DOE: T oo

— Aiddress:

Address: NG
Suburb: | | =
Fost Code: i
wel Ref I 00 =00

=pecial Needs:

Pick Up Lists

E- FPrint Record

Find Participant @

- By First Name
- By Surmame
- By Address

Comments:

— Transport:

Transport: || =

I_IfTranspn:nlt 15 by Volunteer
== Car or Home Care, which run?;




