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The New York Conference Local Church Dashboard

This dashboard allows each church to log in and manage information specific to their church and, in many cases, have it immediately update the conference database and/or Web site. As a result, time and money are saved and communications throughout the conference are improved. 

This is an easy-to-use feature that takes very little time to learn. If you’ve ever ordered something on-line, you will have no problem working in the dashboard. It’s really that easy! 

What can you do in the dashboard?

1. Update you’re the information about your church that appears on the nyac.com site

2. Input all of you church leaders through the Charge Conference Summary form 
3. Add events that your church is hosting (appear on the nyac.com calendar when you click “church” or choose your church from the drop-down list, and appear on your nyac.com church page
4. Add any classified (job openings or seeking employment, items for sale or wanted) within your local church – these will appear on your nyac.com church page, and on the Classifieds page on the nyac.com site
5. Update your account information (username and password)
Logging In and Managing Your Access Information

Your church has been provided a unique church-specific user name and password to access the dashboard.  To protect the integrity and confidentiality of your church information, this should only be used by the pastor and/or church administrator – whether it is the Pastor, Secretary or a church member. Your username and password are:

· USERNAME = your church’s GCFA number (do not use the initial zero in front of the GCFA number)
· PASSWORD = your church’s GCFA number (do not use the initial zero in front of the GCFA number)
If you are unsure about your GCGA number, please refer to the Conference Directory. Please update your user name and password as soon as possible, by clicking on the My Account tab in the Dashboard.
Logging In: Go to this Web address:  http://www.nyac.com/churchdashboard  Enter the username and password given above to gain access to this feature.
Changing your dashboard information: Please change your user name and password on your first visit to a information that you will remember. Click on the My Account tab to find the area to change these. If you ever forget your information (after you change it), please send an email to website@nyac.com 
Please, in all cases, use upper- and lower-case letters. Do not type in all caps or in all lower case. The information you provide about your church, events, and classifieds appears on the Web site. Some of the church leader information appears in the Church Directory section of the Conference Directory book. Thank you!
Update your Church Information

Once inside the dashboard, you have the ability to update your church information and have it immediately update your church page on the nyac.com Web site.  This page showcases a photograph of your church (if available), worship times, Web site address, church e-mail address and more.

To update your church’s information, simply click on the Church Info tab from the dashboard homepage.

You can add information in the open fields, or change the information that’s already there. To upload a photo of your church, click the Browse button and find the photo on your computer, then click Open in the window that had popped up. 
The church e-mail address needs to be one that uses the church’s name – no personal email addresses should be used.

Always click Save Info after you have made changes.

*One note: The church address and GCFA number cannot be changed within the Dashboard. If you see incorrect information in the physical or mailing address of your church, please send an email to website@nyac.com and we will update that for you. The physical address is what enables the Web site to show a map to your church.

Filling Out the Charge Conference Summary Form

We recommend that you gather all the required information as this form will not save if any required fields are blank.

Required fields for each person
Title
First Name
Last Name
Mailing address, city, state, zip
One phone number
Email address (If the church leader does not have an email address, please use the church email address. Keep in mind that if you do this, all emails to the church email address that are applicable to that church leadership position need to be printed and given to that person.)

Required leadership positions
Church Admin/Council Chair
Treasurer
Finance Chair
Staff/Pastor-Parish Relations Chair
Board of Trustees Chair

If the church does not have a person in any of these positions due to special circumstances, click the box "This required position is purposely not filled."

One other required field
Be sure to check the box, "I have reviewed and updated the information above." (Just below the church info.)

The Form

You’ll notice right away that this looks familiar – that’s because we set it up to mirror the Word document that many have used for years. Any of the information that is not in an editable field (within a blue box) cannot be changed within this form. If you find that any non-editable information is incorrect, please send an email to your District Superintendent so that it can be updated.

The top section is statistical information about your church. Please edit any of this information as appropriate. To edit, just highlight the incorrect information and type in the new information. To add new information, put your cursor in the field and type. Once you are sure the information is correct, check the box in front of  “I have reviewed and updated the information above.”
The next section is about your pastor(s). Please update the home and mailing information, phone numbers and email as appropriate.
The last section is about your church leadership. Please input information about each of the positions listed. 

· For charge-level committees, only include the committee members from the church on which you are working in the dashboard – don’t list the entire committee in each of the church dashboards.  
· To edit someone already listed, highlight the incorrect information and type in the change.

· If there has been a change in leadership:

· Click Delete to delete the person.  You will not see that this information is deleted until you save the document.  This will not delete the person from our database; it just removes them from this assignment as of the day you hit “delete.” 
· DO NOT type the new person’s information over the existing person’s information;  just delete the person no longer serving and add the new person. 
· To add a new person to a position:
· Click the red Add link

· A drop-down menu will appear listing all laity in our database associated with your church. If the person you are looking for is listed there, choose them from the drop down, then click “add assignment.”  The information we have in the database will appear. This may be incomplete. Please fill out the missing fields – these will be saved when you click “save” at the bottom of the form.
· If the person is not in the drop-down menu, fill in all of the information requested by the form, then click “add assignment.”

· Some positions allow multiple people, others do not. If you have more than one person serving in any of the positions labeled “Multiple Allowed,” then go ahead and click the “add” link until you have input everyone who serves.

· There are several required positions. These must be filled in. If you do not have a person serving in that position, please check the box, “* This required position is purposefully not filled.”

· To add a person to a position as a co-chair:

· Click the Add link again, and follow the instructions above.
When you are finished adding/editing the church, pastor and leadership information, click “save” at the bottom of the form. If you have missed any of the required information, you will be warned of this. You’ll need to go through the form again and add information to any of the required positions and/or fields that were missed.

Add Your Own Classifieds and Events

You may add your own classifieds and events through the dashboard.  The events will appear in the Events area on your church’s page and on the Conference calendar in the Local Church section.  Please keep in mind that you will only want to add events that are appropriate for the church and Conference Web sites.
The classifieds section allows you to add information that will appear on your church’s page. You can add classifieds in the following categories:

· Help Available
· Instruction

· Items Available

· Items wanted

· Staff openings

Please be sure these listings are appropriate for the Web sites, and that the proper contact information is included.

To add an event or classified, click on that tab at the top of the page, then click Add Event or Add Classified on the appropriate page. 

To add a link to another Web site, you type in the address in the More Info Link field in the events page or the URL field for a classified. 

If you would like to add an address for an event not held at your church, you will need to add it to the Description field.

Fill in all of the fields and click Save.
Forgot your Password?

If you forget your password, either before or after you change it after your first login, you may push the Forgot your password? button on the Church Login screen to receive an email with your information. Please use the email that we have in our database for your church (listed on your church page on nyac.com) – that is the only way the system can email this information to you.

You can send an email to website@nyac.com to have your church’s password reset to the GCFA number.
Have More Questions?

Please don’t hesitate to contact your District Administrative Assistant.
