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by Olan Mills and Parish Data Systems

Olan Mills is an integrated solution partner with
Parish Data Systems, church management software, to

seamlessly match your database to your congregation’s
Olan Mills Portraits.

Now your images easily upload to your Parish Data Systems database.
Images are automatically matched to each parish member’s record.

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

Designed with Parish Data Systems in mind, our new solution will add more
flexibility and functionality for your management team, and offer
more ways images can be used.

The Olan Mills Church
Partnership. 0




Upload Instructions

How we use and secure your information: The information you provide 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 information. All emails and newsletters from this site allow you to opt out of further mailings.

Prior to Your Olan Mills Portrait Sessions

Before Olan Mills begins the first portrait session, it is important to set up your Olan
Mills user account so your images will be accurately imported into Parish Data Sys- =
tems. Simply go to http://churchdirectories.olanmills.com/. At the bottom left-hand *ALREADY AC[EI?MER?

corner of the page is a link for church administration and staff. Select this link to take (5 Church Administration and Stafts
you to the login page. From here, you can log in. If you are new to our site, cre- s

ate an account for your church. Once you register, you will receive a password via
email and can begin using your account.

* Roster Upload

The Online Roster Report
You will need to create a file and send that file to Olan Mills. Here'’s how to export information to Olan Mills:

Exporting Information to Olan Mills

Choose the Information tab at the top of the screen, then click on the Families button. Select Reports from the menu
on the left side of the screen. In the report section called Data Exports/Envelope Companies, select the

Export for Lifetouch or Olan Mills report.
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Click the Next button to proceed to the next step in the reports wizard.

Click Next.
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On the next step in the wizard, select Olan Mills as the Company name. Choose a location and name for the file
that will be created.

Mark the Include Member Pictures box if you want to include both family and member information in the
file. Leave this option blank if you only want family information in the file.

Mark the Include Unlisted Phone Numbers box if you want unlisted phone numbers included in the file.
Leave this option blank if you want to exclude unlisted phone numbers.

Click on the Next button to proceed to the next step in the wizard.
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Use the last step in the wizard to filter the information further, if necessary. This will allow you to exclude inactive
records, select an ID Number range, and use any other additional selections desired.
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Click on the Build button to create the file. As the file is created, a message will be displayed showing the progress.

Generating Export File [Z|

Building export, Fam ID/Eny: 3

Cancel

When the file is completed, the following message will be displayed:

)

Process Completed

Export Data process completed.

Olan Mills Report Summary (Olan Mills) -
06/02/2010

This is a tab separated file for use by Olan Mills please follow their instructions
to correctly process the file

File Name a\OlanMills lcd

Total Number of Records: 13

File Fnrmat Farh rernrd ronsiste of 1 CRA F ended line Ounte & tah delimites™
>

Print Close

Use the print button to print a hard copy of this summary. At this time the file is complete and ready to send to Olan
Mills.

Now you can send it to Olan Mills: FOI'OU!'CLIStOITIEI S

1) Locate your Olan Mills Welcome email and select the link to MRE#\DY ,q LUSTUMEH?
take you to the http://churchdirectories.olanmills.com/ * Church Members
* Church Administration and Staffs

+ Roster Upload

2) Select the roster upload link located below church administration

and staff. Select this link, log in, and upload your file (see illustration).

Now you are ready for photography!
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Within a few weeks after the last day of photography, Olan Mills will send your parish a DVD that contains
all of the individual photos appropriately named with the family or individual’s Parish Data Systems ID. These
photos are typically stored in the folder tiled CMS on the DVD.

Use Parish Data Systems to complete the following procedures:

When you receive picture files from Olan Mills, that information can be easily added into the PDS program. It
is a two step process.

Step 1. Copy the Pictures to Your Computer.

Copy all of the picture files to a folder on your server. You can copy them to the \data\pictures folder and
they will be backed up with your data. Then set the folder you use to the default picture folder. To do that, in
the PDS program, click on the Setup/Admin tab at the top of the screen. Select the Setup Options but-

ton, and choose Initial Setup from the menu.
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Enter the folder name where you copied the pictures in the Default Picture Subdirectory field. Now you
are ready to attach the pictures to your family and member records.
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Step 2: Posting Picture File Names to Families and/or Members

In the PDS program, select the Information tab at the top of the screen, then click on the Families button.
Select Reports in the menu at the left side of the page.
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Click on the Next button to proceed to the next step in the wizard.

Click Next.

Enter the name of the file you received from Olan Mills that has the list of ID/Env numbers and picture file
names.
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Mark the Print Information box to get a list of those families or members along with the picture file name that
was posted for each.

Mark the Change Photos box if you want to go ahead and post the picture names to the families and members.
Note: you can mark just the Print Information box and leave the Change Photos and Overwrite Photos
boxes blank if you want to print the list of changes before they are made.

Mark the Overwrite Photos box if you have existing picture files that you want to overwrite. If you leave this box
blank then this process will NOT overwrite any pictures that are already present for the families or members.

Click on the Next button.
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Do not make selections on the last step of the wizard. The program will use the information in the file to determine
which families and members to add pictures for.

Click on the Build button to post the picture file names to the families and/or members.

When all pictures have been posted, a summary report will be displayed. Use the Print button to print the sum-
mary.
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View the new family pictures on the Family screen.
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View member pictures on the Member screen.
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Exception report

Olan Mills will generate an exception report and include it on your Image Conncetions DVD. This CSV document
will contain pose ID# of any individuals who attended the photography session and did not have a sitting regis-
tered on Parish Data Systems (i.e. people who are not regular attendees at your parish). The report may contain
names and phone numbers based upon your photographers input. This exception report is helpful for matching
images to individuals who may not have been previously added to your database. Instructions on how to include
these images in your online directory are included in this guide.

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