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MEMO

DATE:



February 1, 2012
TO:



District Secretary/cc District Superintendent

FROM:


Ronald D. Kelly, General Secretary

SUBJECT:

End of Year Reporting


According to the Discipline (1332), the district secretary is to oversee that forms, instructions and other related information are in hand in time for reports to be submitted by established district deadlines. Most district secretaries/district offices use e-mail correspondence and attach documents to route materials to those who need it. They also communicate, via e-mail, directions on how to go online and obtain necessary forms and information from the General Secretary’s Website.  Keep in mind if you have persons who do not use a computer it requires you to send copies of everything via postal service.


District secretaries must acquaint themselves fully with the instructions below.  Digest every paragraph.  Although we sent these instructions last year, it has been a year since many have read them. This can provide a helpful reminder. After reading the instructions, if you find you have questions, please e-mail or telephone David Pfister (pfisterd@wesleyan.org; [317-774-7931]) of the Communications Department.  He is available to assist you.  The district secretary must have a clear understanding of how the system works in order to help others on the district know how to get into the system and use it. It is assumed you will work in conjunction with your district office and/or superintendent in implementing this new system on your district.  Please take the initiative to contact your district office thereby insuring the necessary cooperation to use these methods in the most efficient manner.
STATISTICAL SITE INSTRUCTIONS

The Statistical Reporting site is the repository of the North American church’s statistical information.  The site is available to any Wesleyan pastor with valid credentials that are held in one of the North American districts or to any North American district personnel.

Local church statistical information can be input by the local church or district office.  It will be a district level decision as to who will input statistics, the district office or the pastor of the local church.  If local churches input the statistics, they will need to be assigned to their local church, which is done through the Church Appointment option under the Admin Links section.  See Appendix B below for procedures on entering church appointments. 

Note:  In order to use any of the features on the Statistical Reporting site, each pastor or district personnel will need to have a login account.  See Appendix A below for procedures on creating a login account.  Each district will decide if the district office will create the login account or have the pastors create their own.

Important First Step:

Each district will need to access the website each year and set the last day for local churches to enter statistical data.  See Appendix C below for procedures on setting this date. 

Instructions for inputting local church statistical information at the district office:

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  When the Login opportunity appears, enter your username and password.  Once you have successfully logged into the system, select the Statistics option under the Manage menu section.

Step 2: The next screen is the Selection Screen for Inputting Statistical Records.  Use the city, state fields to help locate the church you are looking for.  From the list of churches, select the Input link at the far right-hand side of the church to enter statistical information.

Step 3: The following screen will list the various statistical categories for the local church.  Click any of the category buttons to bring up the screen for inputting statistics.

Step 4: Input the statistical information into the individual fields for that particular category.  At the bottom of the screen on the right-hand side are three buttons.

*Cancel – return to the category selection screen and not update the fields

*Clear – reset all of the fields for the selected category

*Save – write the changes to the file and return to the category selection screen

When the save button is selected it will record the date and time when the record was saved along with the logged in person’s name.  

Continue the process until all fields for all categories have been completed.  This process does not have to be completed at one time.  You can stop and start as often as necessary.

Instructions for inputting local church statistical information as the local pastor:

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  When the Login opportunity appears, enter your username and password.  Once you have successfully logged into the system, select the Statistics option under the Manage menu section. If you cannot access your account, call the District Office and be sure you have been officially appointed to your church in the system.
Step 2: The next screen will list the various statistical categories for the local church.  Click any of the category buttons to bring up the screen for inputting statistics.
Step 3: Input the individual fields for that particular category.  At the bottom of the screen on the right-hand side are three buttons.

*Cancel – return to the category selection screen and not update the fields

*Clear – reset all of the fields for the selected category

*Save – the changes to the file and return to the category selection screen

When the save button is selected it will record the date and time when the record was saved along with the logged in person’s name.

Continue the process until all fields for all categories have been completed.  This process does not have to be completed at one time.  You can stop and start as often as necessary.
Step 4: Once you have completed the process, be sure to click on the button to notify your district office that the statistical input for your church has been completed. You may also choose “Print” in the upper right side of the page, which will enable you to print a hard copy of your report.
Note: There is an end date that is set by each district as to the last possible day for local churches to input statistics.

Appendix A – Creating a login account

The Statistical Reporting site is open to any pastor with valid credentials held in one of the North American districts or to any North American district personnel.  Each district office will decide if the district office or individual pastors will create the accounts.

Instructions for individual pastor creating an account:

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  If you are not sure whether the district has created an account for you, check with the district office first, before attempting to create an account. Otherwise, click the “Request Account” button. Along the top are menu options; select the option for “Account.”  Fill in all the information, then press “Next” and advance to the next screen. After filling in the blanks on all five screens, press the Submit Information button.  The fields with a red * are required fields.

Step 2: Open the e-mail from the General Secretary welcoming you to the system.  Click on the link inside the e-mail to verify that the e-mail address that was entered in your account is valid.  At this point you can return to the Statistical Reporting site and log in but you will not be able to see the statistical information for local churches until the General Secretary’s Office has validated your licensing credentials.
Step 3: The General Secretary’s Office will validate your licensing credentials, then notify you by e-mail that the process has been completed.  At this time, you will have access to local church statistics and the pastors’ directory.

The process is complete.  If you have any problems with creating your account contact your district office or send an e-mail to gensec@wesleyan.org.

Instructions for the district office creating an account:

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  Login as usual. Once you have successfully logged into the system select the Create an Account option under the Admin Links menu section.   On the following screen fill in all the information, then press “Next” and advance to the next screen. After filling in the blanks on all five screens, press the Submit Information button.  The fields with a red * are required fields. Please do not create duplicate accounts, as one will be deleted.
The system will send a welcome e-mail to the pastor whose account you just created.  The pastor will need to complete step 2.

Step 2: This step will need to be completed by the pastor. The pastor will receive an e-mail from the General Secretary welcoming him or her to the system.  Click on the link inside the e-mail to verify that the e-mail address that was entered in their account is valid.  At this point the pastor can return to the Statistical Reporting site and log in but will not be able to see the statistical information for local churches until the General Secretary’s Office has validated their licensing credentials.

Step 3: The General Secretary’s Office will validate the pastor’s licensing credentials, then notify them by e-mail that the process has been completed.  At this time, the pastor will have access to local church statistics and the pastors’ directory.

The process is complete. If you have any problems with creating accounts, send an e-mail to gensec@wesleyan.org.
Appendix B – Church Appointment

Each pastor that is appointed to a local church will need the district office to complete this step.  Church appointment is used to grant the pastor access to input statistics for their local church.  This section is only for pastors that are currently appointed to a local church.
If a pastor serves two congregations, please appoint him to each assignment.

Instructions for the district offices to connect appointed pastors to a local church:

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  Login as usual.  Once you have successfully logged into the system select the Church Appointment option under the Admin Links menu section.  In the next screen, choose your district. The next screen is the Selection Screen for Assigning Church Appointment.  Fill in the search fields, first by clicking the drop-down (or pop-up) box to generate a list of pastors to choose from.  Once the list of pastors is displayed on the screen, choose the appropriate pastor for the given church. 
Step 2: Move from church to church, selecting the correct pastor (if there are changes) and adding pastors if there are changes in staff positions. If a position is eliminated, use the “X” at the right-hand side of the screen to remove the position.
The process is complete.  If you have any problems with appointing a pastor to a local church, send an e-mail to gensec@wesleyan.org.

Appendix C – Setting the last day for inputting local church statistics

Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  Login as usual. Once you have successfully logged into the system select the District Office option under the District Admin menu section.  The next screen includes information fields pertaining to your district.  

Step 2: Click on the “Date Input Closed” field to select the date. The date selected will be the day that the statistical input will be closed. In other words, if the last date that a church in your district can input statistics is July 15, then set the “Date Input Closed” to July 16.

Step 3: Select the “Update” button to save the changes.


Appendix D – Instructions to input local church leaders information
Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  Login as usual. Once you have successfully logged into the system, select the Local Church Leaders option under the Manage menu section.  The next screen includes information fields pertaining to your church.  
Step 2: When you see the names and positions on the screen, if a person is no longer serving in the capacity listed, click “Remove” to delete. If that person has been elected to a different position, click on “Edit.” On the next screen, open the drop-down menu beside “Position,” and choose the correct position for that person. Also correct any other erroneous information on this page. Click “Update” at the bottom of the page.

Step 3: If you wish to enter a new person with their position, choose “Create New Record,” then fill in all the blank spaces and click “Add” at the bottom of the page. Continue in this fashion until you have input all Local Church Leaders and their information.
Appendix E – Instructions to input district leaders information
Step 1: From a Web browser type in the following address:  http://www.wesleyan.org/stats.  Login as usual. Once you have successfully logged into the system, select the District Leaders option under the Admin Links menu section.  The next screen includes information fields pertaining to your district.  
Step 2: When you see the names and positions on the screen, if a person is no longer serving in the capacity listed, click “Remove” to delete. If that person has been elected to a different position, click on “Edit.” On the next screen, open the drop-down menu beside “Designation,” and choose the correct position for that person. Also correct any other erroneous information on this page. Click “Update” at the bottom of the page.

Step 3: If you wish to enter a new person with their position, choose “Create New Record,” then fill in all the blank spaces and click “Add” at the bottom of the page. Continue in this fashion until you have input all District Leaders and their information.

1.  REPORTING ON DISTRICT PERSONNEL & CHURCHES


We have collected a great deal of this information through the WESLEYAN WEB STAT SITE, either supplied by ministers themselves or by the district office on their behalf.  This greatly reduces the workload for districts when it comes to compiling all this information and typing it into forms to be sent to the General Secretary.

If you will enter changes on the Statistical Site as they occur, this will make your job and our job a great deal easier. For changes that cannot be made on the Statistical Site, please use one of the forms at www.wesleyan.org/doc/gensec under “District Secretary Forms” and send as an e-mail attachment to gensec@wesleyan.org. 


2.
DEADLINES


There are three deadlines you need to be concerned with.

A. The Local Church Statistical Report to District Conference needs to be submitted in the new stat site system in time to allow for a consolidated district report to be prepared by your district statistician for the district conference. 
B. The Ministerial Annual Service Reports must be in hand in time for the DBMD to prepare its consolidated reports to the district conference regarding ministerial personnel.
C. Once district conference is over, you must concern yourself with submitting the District Secretary’s Reports to the General Secretary on Personnel and Churches no later than two weeks following the close of your district conference.  This report can only be completed on a computer-based form and submitted by e-mail attachment.
3.
ANNUAL LOCAL CHURCH STATISTICAL REPORT

TO THE DISTRICT CONFERENCE


An obvious advantage of the new reporting system is that once data has been supplied at the local church level it will not have to be reproduced into a combined report to the General Secretary.   However the district statistician is still required to produce a combined report of all church statistics on the district for your district conference, which would then be included in the district journal.

NOTE:  A form for the Annual Local Church Statistical Report is on the General Secretary’s website and may be downloaded, printed, and used as a worksheet.  In the case of local churches and pastors who do not use computers, it may be filled out and forwarded to the appropriate district official who will file the report online. 
4.
ANNUAL SERVICE REPORTS

Every credentialed person is required by Discipline to complete an Annual Service Report to be submitted to the District Board of Ministerial Development (DBMD) with a copy to the district superintendent by the date designated by the district conference (Disc. 1390:7-8; 1402).  There are seven different annual service reports to correspond to the seven different types of credentials issued.

If you use the Internet and send electronic versions of the annual service report via e-mail attachment, make sure you send the right report. Ministers can go to the General Secretary’s  website (http://www.wesleyan.org/stats) and download the form needed but they will need instructions from you as to which report they are to use.  If you have ministers who do not use a computer, requiring you to send a hard copy, be careful to print the version of the report specifically labeled “hard copy” version (Acrobat pdf version).  


The following is the list of the different Annual Service Reports.
· Minister’s Report – All ministers who are not serving as a solo or senior pastor, associate or assistant pastor, or as an evangelist.

· Pastor’s Report - Senior or solo pastors only.

· Assistant/Associate Pastor’s Report - 

· Ministerial Student’s Report – If a ministerial student has been assigned by the district conference as a pastor or an assistant pastor they should use the form for those categories.
· Retired Minister’s Report – If a retired minister is assigned by the district conference as a pastor or assistant pastor they should use the form for those categories.
· Lay Worker’s Report - Includes a separate Financial Report.

· Evangelist’s Report - General evangelists, associate general evangelists & reserve general evangelists.  Includes a separate Financial Report.

5.
REGISTER OF LOCAL CHURCH LEADERS


Every church holds an Annual Local Church Conference, usually in the spring, in which, among other things, they elect or appoint their officers for the next fiscal year.  Remind pastors they are to go online immediately following their local church conference and fill out this report on the denominational statistical site. (See Appendix D above for instructions on filing this information.)
6.
MINISTER’S POCKET CERTIFICATE OF STANDING

Every credentialed person is to be issued each year a “Pocket Credential” signed by the district secretary. This pocket credential is what keeps the minister’s credentials current.  Usually these are handed out at the close of district conference following conference action approving all credentials for the new fiscal year.  You will find this pocket credential listed in The Discipline 6430.  It is also one of the forms provided to you on the General Secretary’s website.  It is recommended they be printed using a suitable heavy card stock.  You are free to produce your own forms.

7.
DISTRICT SECRETARY’S “STATISTICAL” REPORT ON PERSONNEL AND CHURCHES


This is a statistical report on personnel and churches to be completed by you.  There is an instruction supplement to this report to aid in completing it.

8.
REGISTER OF DISTRICT LEADERS


This is a report to be completed by you within two weeks of adjournment of district conference.  General Departments are anxiously awaiting this report as they have informational and promotional mailings ready to send, specifically targeting these district leaders. You may now input or update this information at the Statistical Site.
9.  DISTRICT JOURNAL


See document entitled OFFICIAL GUIDELINES FOR PUBLISHING DISTRICT CONFERENCE JOURNAL – 2012.
CONCLUSION

Just like you, I have deadlines to meet for submitting denominational reports.  I can’t do that if district reports are not received on time.  District reports cannot be made on time if the local church reports are late.  It’s possible for several reports to be held up and deadlines missed because one person does not report on time.  The district secretary in conjunction with the district office are the key components to the entire process by seeing that all the reports on your district are received and forwarded on time.  Thanks for your help!

Sincerely
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Ronald D. Kelly


General Secretary
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