Thi s docunent contains the Menu Sel ections for nost of the COVS for

W ndows version 8. The Menu nanmes at the left in the |arger type (such as
File and Edit) have sub-nmenu’ s under them which are avail abl e when you
pull down one of the Main nenu’s with the nouse (such as Save, Revert,
etc.).

Toward the bottomof this docunent are special nenu' s that are only
avail abl e when a particular formis open (ex: People nmenu is only
avai l abl e when the Fam|ly & People Formis open).

Al so, while using the COVs for Wndows, many of the follow ng nenu

sel ections have keyboard shortcuts which cut down on al ways having to
‘nouse around.’” As an exanple, pressing CTRL+N to add a new record is

al ways faster than picking up the nouse, pointing to the ‘New button on
the Tool bar, and pressing ‘New wth the nouse. You can see which shortcut
keys are avail abl e when you are actually viewing the nenus within the
program However, we have cl osely adhered to the Mcrosoft Wndows 2000/ XP
and Mcrosoft Ofice Guidelines while choosing our keyboard shortcuts (ex:
CTRL+N neans add a new record in Wrd, and also in our prograns). The idea
isto ‘learn it once and use it anywhere.

Mai n Menu
Sub- Menu’ s

Descri pti ons

File “Adm nistration options, and application exit"
Save "Saves changes to the current formor file"
Save As...
Revert "Di scards all changes to the current formor file and reverts to the
| ast saved version”
Admi ni stration "System configuration and security setup options"
Edit User Accounts... "Edit application security information”
Event Log... “View the contents of the application event |og"
Configuration Settings. "Edit settings and preferences in the application
registry table — only avail abl e for t he Devel oper of the application”
Change Password "Change your application | ogon password"
Vi ew Tool bars. "Opens and cl oses tool bars"”
Print Preview "Di splays full pages as they will be printed"
Print... "Prints a text file, report, or |abel”
Print Reports... "Form containing all reports avail able for output"
Exit "Exits the application"
Edi t "Edits text or current selection"
Undo "Undoes the | ast command or action”
Redo "Repeats the | ast command or action”
Cut "Renoves the selection and places it onto the Clipboard"
Copy "Copies the selection onto the Cipboard”
Past e "Pastes the contents of the Cipboard”

Select Al "Selects all text or items in the current field"



For ns "Opens application forns"

Fam |y & People... "Fam | ies and people are entered in this fornt

Enter Gving... "Quickly enter giving"

Post Gving... "Post giving after entered"

Enter Attendance... "Quickly enter attendance"

Enter Goup... "Qui ckly nove people to different groups"”

Small G oups... "Small Goup fornt

Friends. .. "Friends Form - a sinple database of people"

Music. .. "Music Form- for nmusic itens"

I nventory... "I nventory Form - can enter any itens to keep an inventory of"
Honme Page “Not used”

Navi gate "Navigate through the available records in an open fornf

First "Go to the First record."”
Pri or "Skip backwards to the Prior record."”
Next "Skip forwards to the Next record."
Last "Go to the Last record."”
Fi nd "Find a particular record."”
Li st "List all records available in the current record set."
Add New "Add a New record to the form"
Del ete "Delete the current record and any related child records."
Tool s "Opens system and nmai nt enance di al ogs"
Mai nt enance Procedures... "Contains often used Routine Mintenance Dial ogs"
Pronote Age & Grades. .. "All ows the selective pronotion of grades and ages"
New Year Procedures... "Mai nt enance procedures normally done on a yearly
basi s"
Form Settings... "Custom zed settings for Forns — for several forns"
Fam |y & People Form Settings... "Allows custonization of selected field titles”
Service Form Settings... "All ows custonization of selected field titles"
Conmittee Form Settings... "Allows customization of selected field titles"
Prospect Form Settings... "Allows custonization of selected field titles"
Musi c Form Settings... "All ows custonization of selected field titles"
Vi sual Settings... "Setup and custonm ze the Pictorial Visuals"
Mai | i ng & Phone Settings..."Setup and custonize selected itenms to speed up data
entry"
Properties... "Program wi de properties”
Vi ew "Changes di splay options”
Tool bars. .. "Shows, hides, or custom zes tool bars"
W ndow " Mani pul at es w ndows"
C ose "Close the active wi ndow'
Cycl e "Cycles through all open w ndows"
Hel p "Di spl ays Hel p Options"
Topi cs... "Locates Help topics based on keywords you enter"”

About . .. "Di spl ays version and copyright information about this application”



Note: The following Menu is avail able when the Famly & People Formis
open.

Peopl e "Speci al options when Fam|ly & People Formis open"

List - Find people... "List - Find all people"

Qui ckly Find a person... "Quickly Find a person"

Add new people "Add new people to fam |y or househol d"

Del et e peopl e "Del ete current person and any related child records."

Move person to different famly... "Move a person fromone fanmily to a
different famly"

Pl edge Settings... "Pl edge Activation and default settings"

G ving Report Settings... "Special settings for giving reports”

Custom ze Drop Down Lists... "Enter user defined itens in many drop-down
menus”

G ving or Pledge Category... "Setup and custonize the required category-
description found in the drop-down nmenu"

Service Category... "Setup and custom ze the required category-description
found in the drop-down nmenu”

Attendance Category... "Setup and customize the required category-description
found in the drop-down nmenu”

Attendance ldentifier... "Setup and custom ze the attendance identifier found
in the drop-down nenu"

Committee Category... "Setup and custom ze the required category-description
found in the drop-down nmenu”

Prospect Status... "Setup and customi ze the required status and other itens
found in the drop-down nmenu's"

Mai |l ing Group... "Setup and customni ze the Mailing G oup drop-down nenu"

Location. .. "Setup and custom ze the Location drop-down nenu"

Country. .. "Setup and custom ze the Country drop-down nmenu"

Status. .. "Setup and custoni ze the Status drop-down menu"

Type. .. "Setup and custom ze the Type drop-down nmenu found in the People
page"

Sex. . . "Setup and custoni ze the Gender drop-down menu found in the
Peopl e page"

Rel ation. .. "Setup and custom ze the Rel ation drop-down nmenu found in the
Peopl e page”

Marri age. . . "Setup and custom ze the Marriage drop-down nmenu found in the
Peopl e page”

Note: The following Menu is avail able when the Enter Gving formis open.

G ving "Special Qick Gving itens"
G ving or Pledge Category... "Setup and custom ze the required category-
description found in the drop-down nmenu"



Note: The following Menu is avail able when the Enter G oups formis open

G oups "Special Enter G oups itens"

Servi ce Category... "Setup and custom ze the required category-description
found in the drop-down nmenu”

Prospect Status... "Setup and custoni ze the required status and other itens
found in the drop-down nmenu's"

At t endance Category... "Setup and custonize the required category-description
found in the drop-down nmenu”

Attendance ldentifier... "Setup and custom ze the attendance identifier found
in the drop-down nenu"

Committee Category... "Setup and custom ze the required category-description
found in the drop-down nmenu”

G ving or Pledge Category... "Setup and custonm ze the required category-

description found in the drop-down nmenu"

Note: The following Menu is avail able when the Enter Attendance formis
open.

Att endance "Special Enter Attendance itens"

At t endance Category... "Setup and custonm ze the required category-description
found in the drop-down nmenu"

Attendance ldentifier... "Setup and custom ze the attendance identifier found

in the drop-down nenu"



