Cursillo Database User Guide
HomePage: http://www.knoxvillecursillo.org/
Login

· Click on Cursillista Info in the main menu under Protected Area
· After logging in for the first time, the system will remember your login for as long as you keep that session open.

· Be sure to close the browser when finished to log out completely

· After logging in, there are navigation links at the top of most pages that should be used in lieu of the browser <Back> button.

· Do NOT use the Browser's Back button if navigation is provided at the top of the screen.
Search

· The Search page's header displays the username of the person logged in

· Enter the desired parameters to search for Cursillistas

· Leaving a field blank will not include that field in the search.  e.g. leaving all fields blank will return the entire database (this is NOT recommended)
· It is recommended that you limit the search as much as possible to minimize the number of records that will be returned.

Search Results

· The results of the search are returned in a table

· You can return to perform a new search by clicking the New Search navigation link at the top of the page

· Last Name: an asterisk (*) will appear before the last name if the person is a candidate
· Weekend: the weekend language will appear if it was Spanish (default is English and will not appear)

· Location (Sponsor): if the person has attended a Cursillo weekend, then the location will appear.  Otherwise if the person is a candidate, their sponsor’s name will appear

· You can click on a column header to sort by that column

· Click on 

 Output Table icon at the top-right to output the results to a printer friendly page.  
· If you want to print the results table select File > Print ... (Ctl+P) in your browser's menu
· Or you can preview the results by selecting File > Print Preview ...
· You can format your print page by selecting File > Page Setup
· From the output table screen, you can also select Edit > Select All (Ctl+A) in the browser's menu, to select the entire table.  After selecting the table, you can copy and paste into Excel.
Add New Person (requires permission)
· If you have permission to modify records, there will be an 

 Add New Person link at the top of most pages.  Click this link to add a new person to the database.

· Enter as much of the information as possible

· NOTE: the Candidate checkbox indicates that the person is a candidate, and has not yet attended a Cursillo weekend
· It is okay to enter the weekend # of the proposed weekend, but do not remove the Candidate flag unless (or until) the person has attended the weekend.

· Conversely, if the person does not attend the weekend, then be sure to remove the Weekend #, Year, and Diocese Location (if these fields were entered)

· Conclusion:  remember that Weekend #, Year, and Diocese Location define an attended weekend.  These fields should reconcile with the Candidate flag after that weekend has taken place.
Modify Existing Record
· If the database is up (and you have permission), there will be an 

 Edit icon in the far left column on the Search Results page.  Click this icon to modify the selected record.
· Please reconcile all Candidates’ information after the weekend has been attended

· Uncheck the Candidate flag for those who attended the weekend 
· Clear Weekend #, Year and Diocese Location for any candidates who did NOT attend the weekend

· Weekend positions held by the person can be entered on this page as well.  Just enter the year and select the position and click <Save>
· You can Void a record by clicking 

 Void Record
· Note: records are not actually deleted, but rather marked as Void so that data is not lost.  You can search for voided records from the Search screen if needed.

· Navigation
· Search Results link at the top left will return you to the previous set of results (the system will remember your search criteria).  
· New Search link will go back the Search screen to start a new search.

· The person who submitted the record and the person who last modified the record are displayed at the bottom of the form.

