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by Olan Mills and ACS Technologies

Olan Mills is an integrated solution partner with

ACS Technologies. Together, our tools are designed to
match your congregation’s Olan Mills Portraits with
individual and family records in your ACS People software.

Now your images can be directly imported into your ACS Technologies church management program.

Images are matched accurately to each church member’s ID Number.

Enjoy faster integration and printing of membership records with both family
and individual portraits.

Designed with ACS Technologies in mind, our new solution will increase
flexibility and functionality for your management team, and offer
more ways images can be used.

For more information, call 1-800-845-1157 or visit www.olanmillschurch.com
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Prior to Your Olan Mills Portrait Sessions

Before Olan Mills begins the first portrait session, it is important to set up your ACS membership file so your
images will be accurately imported and matched in ACS software. Simply go to “http://apps.acstechnolo-
goies.com/support/downloads/default.asp” to download a copy of the ACS software tool needed to create
your ACS membership file. The ACS tool also assists in uploading your membership file.

To send your data to Olan Mills

1. In Windows, click Start, then All Programs, then ACS Technologies, then ACS Tools, and
click Olan Mills Import.

2. Enter your ACS login information and click OK.

3. On the Export Options tab, under Export Options, select the options you want to include
in your roster. You can choose to send all your data to Olan Mills, or only specific records by
selecting either Member Status or Search Results. Note: You must send a complete roster to
Olan Mills or your sitting will be incomplete.

4. Under Client Information, enter your Olan Mills Contract Number and your Church
Contact E-mail.

5. In the Filename field, select a location on your computer to save the exported file. Put it in a place
where you can easily find and access it for future reference.

6. Click Export.

7. After the export is complete and the filename shows the location of the newly created .xml file,
click Upload File to send the records to Olan Mills.

Note: An Olan Mills Contract Number is typically assigned when you contact the company to set a
date for a photographer to come to your organization. Each time you contact the company for a new
project, you will be assigned a new contract number for the duration of that project. If you do not know
your contract number, contact Olan Mills Customer Support.

For more information about the Olan Mills Import program, press F1 on your keyboard from any
ACS window.

How we use and secure your information: The information you provide Olan Mills is used to

fulfill your specific request. We will not share, trade or sell any of your personal information to any third
party or marketing company. Your personally identifiable information is kept secure. Only authorized
employees (who have agreed to keep information secure and confidential) have access to this informatio
All emails and newsletters from this site allow you to opt out of further mailings.

o . Importing the Ph 20f4
ACSTechnologies. mporting fne Photos {page 2 of 4



Once Your data is sent

You will receive a confirmation email within an hour. If you do not receive this email, please contact
customer service at 1-800-845-1157. In the meantime, make sure that you select all appropriate statuses
for every individual who will be attending the photography session. The default status selection on these
reports only includes Members and Attendees. You may also want to choose New Check-in and New
from Website statuses as well.

About Exception Photographs

Each individual is identified based on the report you uploaded prior to your church’s first portrait session.
If an individual attended the photography session but did not have a sitting registered in ACS software
(i.e., people who are not regular attendees at your church), Olan Mills will mark it as an exception.

Olan Mills will include these exception images along with an exception report on your Image Connections
DVD. The exception report includes the pose ID #, the name and the phone number for each individual
that was not listed on your report. The images are named after their pose ID#. This report is helpful for
matching images to individuals who may not have been previously added to your database. You will
need to upload these images using the manual option. Please refer to your ACS Technoligies instructions
for how to upload images manually.

Note: In some cases these images may be for people who attend other churches in your immediate
area. In that case, the new households will not need to be added to the database.

Now, you are ready for your photo sittings to begin.
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Within a few weeks of the last day of photography, Olan Mills will send your church a DVD that contains
all of the individual photos appropriately named with the individual’s ACS Technologies ID. These photos
are typically stored in the folder titled Family and Individual on the DVD.

To import data from the Olan Mills Portrait DVD into ACS

1.

In Windows, click Start, then All Programs, then ACS Technologies, then ACS Tools,
and click Olan Mills Import.

Enter your ACS login information and click OK.

On the Import Options tab, click Lookup and select the drive folder of the
Olan Mills Photo DVD.

Enter your Olan Mills ID number.

Select a Matching Type. If you want the software to match as many records as possible, use
Automatic. Otherwise, you can match photos to records with the Manual option.

Click Load Data. This process could take several minutes. Once the import is complete, a dialog box
displays. Click OK.

Note: If this is the first time you have attempted to upload images, the Image Uploader will install in
your browser. If you are using Internet Explorer, a yellow band appears at the top of your screen; you
must click this band to allow the installation. In FireFox, a dialog box appears asking whether or not you
would like to install the Image Uploader. Click Run to install.

7.

8.

On the Match Data tab, manually match photos that did not automatically match with the existing
ACS database. To filter records, click the column names.

Click Import. A dialog box displays once the import is complete. Click OK. The Olan Mills photos
are now successfully imported into ACS People.

Note: Your Olan Mills ID Number is the same as your
Contract Number. It is located on the Photo DVD, as
shown in the image on the left.

Church af Good!
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