Select the Setup
option in the
Modules menu.

To generate a text
file of al the
categories and tasks
for usein aword
processor, click on
Export to text file.
Go to Step 4.

Click on Print
Survey Form to have
Many Gifts generate
asurvey. Goto Step
5.

(From Step 2) This
is an example of
what the text file
might look like.
Some will prefer to
open thistext filein
aword processor asa
jump start to creating
asurvey form.

(From Step 3). Click
on Edit Text of
Survey.

Creating a Print Survey

B Many Gifts - SAMPLE

Enter Surveys...
Category Results...
Individual Resuls.
Reports..

History,

Notes. [Z Setup Categories and Tasks/Positions: SAMPLE
wieb,

Category: [Church Board [«]»] [TaskéPosition: [Erirchmoderstor

Category ] Task/Position | List ] Comments ] Questions

Add major survey categaries below: Descriptions or notes about highlighted category:

Inactive Category
& |Church Board

[wiorship Commission For committes use:

E dusation Cornmission The Church Baard consists of 11 elected members and the -

LongDesc | ShotDess | Motes

Fellowship Commission Moderstor, Cletk, and Treasurer. Elected members have
Trustees Commission two year terms and are restricted ta bw ful conseculive
terms. The overallwork of the church is managed and
(carried out by the Churcl

Stewatdship Commission
Tulreach Commission

Peace and Justios Commission
auth Conmission 3
Deacons

Wamen's Fellowship
Fier's Fellowshi

Mumber of Records: [ 14 Delete AIIEaIe//épml | Single Category Reports |
y/4

7
Import from text file | Export to text file Piint Survey Form | Help

1 of 14 [M&EDataset Category. D] [ Edit [
| scAL | wun | caps

[ SAMPLE - Notepad
File Edit Format View Help

fategories and Tasks/Positions for SAMPLE dataset -

church Board
Church moderator
Church clerk
Church Board member
Church treasurer
Assistant treasurer
Gifts Discernment Committee
staff supervisory Committee
Auditing Committee

worship commission
commission member
Art and Decoration Committee
Greeters Committee
Music Committee
PA system operator

4
b
Retirement Board rep
— Child care coordinator :
correspondent for Denominational Paper
__ mission/service endowment committee

e R e T

= Setup Categories and Tasks/Positions: SAMPLE

[ alpl as
[= Survey Options: SAMPLE

Category: [Chuch Boad

Category Questions ]
Add major survey cate [ Edit Text of Survey. 4 category
Inactive d oy e King | f oth T c ] Notes ]
= TR elect option for asking for names of other people:
[ wiorship Carmi | O same line with task /posiion = |
[ Education Col ected members and the_
[ Fellowship C lected members have
|l Trustees Co tw full consecutive
Teriihn ch is managed and
Outreach Cor
Peaccamai]  Mumber of columns for positions/tasks under each category:
Fouth Comm [ 3columns 5
[~ [Deacons ~
—TwaronsFall | Keep tasks for a category on same page
[ Men's Fellow:
v Save as default settings
Number of Fiecords: [ 74 ingle Category Reports |
Help Print Close

Import from text file b= " - r - Help |




10.

On the Beginning
Text tab, add the text
that you would like
to use at the
beginning of the
survey.

Text can be
formatted. First
select the text and
right click.

Select Properties
from the menu
options.

Select the desired
properties and click
OK.

On the Before Tasks
tab, add any
guestions that you
want to appear. If
you have added
Questions on the
Setup Form, click
the Add Questions
button to have Many
Gifts add them for
you.



11.

12.

13.

14.

15.

16.

17.

Do the same on the
After Taskstab if
necessary.

Go to Ending Text
tab and add any
necessary text.

Close the form.

A variety of survey
options are available.
Other options may
become visible
depending upon
selection.

Click on Print to
display results.
Experiment with
other options.

This option asks both
for an individual
response plus
suggestions of

others.

Three column option
and asking for
suggestions at end of
each category.



