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Dear Area Directors and Zone Directors,

This FISHER Guide is a collection of helps taken from the CBS Answers support site that were
specifically selected to help you as you shepherd your classes and leaders. We appreciate the work
that you do, and we want your experience with FISHER to be as successful as possible.

You will note below that we have placed additional helps, including video tutorials, on the CBS
Answers website. We hope you will have a chance to take advantage of them. You may also wish to
point the leaders you shepherd to the site if they are struggling with a particular task in FISHER.
Your support, and your feedback are critically important. FISHER is an ongoing project, and it can
only get better if we hear from you.

Thank you, again, for your leadership. We’re all in this together, and all of us want to see
“Transformed Lives through the Word of God!”

The CBS FISHER Team

Support for FISHER is close by:

e On the web — take a look at http://answers.communitybiblestudy.org where you will find
frequently asked questions and training videos.

e Email — just send your inquiry to answers@communitybiblestudy.org

e Phone — Give us a call at 1-800-826-4181 from 8:00 AM to 4:00 PM MountainTime.

e For Class Members — There is a class member video tutorial and FAQ at
http://www.communitybiblestudy.org/fisher-member. A downloadable flyer is available there as well.

Note: When navigating within Fisher DO NOT use the back button in your web browser. Be sure to use
navigation buttons available within Fisher.

@ C' | & https://fisher.communitybiblestudy.org/ResourceManager/Resources#Featured
3 Apps

BACK TO MAIN MENU RESOU RCES & COU RSES

RESOURCES & COURSES
I

Need help? Email answers@communitybiblestudy.org Page ii
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Attendance

Instructions for viewing the Attendance Overview and Reports for your classes.

1.) When you first log in to Fisher and select your role, you will see the Attendance page for your classes.
To get back to this page, click FISHER.

BACK TO MAIN MENU CLASS SEARCH
Class Search Q

CLASS [Jinclude closed classes [ Include inactive classes

D Class Search

£ Reports

2.) You should see an overview of a class’ attendance. If not, click Overview.

SAN FRANCISCO - CA OVERVIEW LEADERS
PEOPLE SAN FRANCISCO,CA —

LEADER
SAN MATEO - CA
CLASS SAN MATEO,CA THIS PAST EVENT Regular Class, February 10 2021
e TOTAL ADULTS CHILDREN ~ NEW NEW
ATTENDANCE ADULTS CHILDREN
INSTANT MEETINGS O O
53 0YTD
53 YTD Avg.
¥1D Avg.
Avg.

Need help? Email answers@communitybiblestudy.org Page 1
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3.) To view attendance for a single location in the class, click the Registration Session drop-down and
select a location.

OVERVIEW LEADERS

THIS PAST EVENT Regular Class, February 10 2021

TOTAL ADULTS CHILDREN NEW ADULTS NEW CHILDREN
ATTENDANCE
53 YTD Avg. 0 YTD Avg.

53 YTD Aveg.
60
45
30
15
0 O ) OO O e e e O

5ep 9 Sep 23 Oct7 Oct 21 Mov 4 Dec2 Deci6 Jan 13 Jan 27 Feb 10

REGISTRATION SESSION

‘ All Locations °‘

All Locations

Sunset Church
Sunset Church
SF Mens Cnline
SFWomens Online
SF Couples Online

Need help? Email answers@communitybiblestudy.org Page 2
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4.) You will see an overview of the chosen class’ attendance. Hover over a data point to see details for
that week. Adult and children’s totals are listed separately.

OVERVIEW LEADERS

THIS PAST EVENT Regular Class, February 10 2021

TOTAL ADULTS CHILDREN MEW ADULTS
ATTENDANCE
53YTD 0YTD Avg.
53¥YTD Avg.
Avg.

60

45

30

REGISTRATION SESSION

All Locations v

NEW
CHILDREN

0

2 0—CO—"0—0—0— 00— 00— 00— 00— 00— 00— 00— 00— 00— 0—0—0—<
Sepd Seplg Sep 30 Oct 14 ol gek:] Nov 18 Dec’d Jané Jan 20

Feb 3

TOTAL
ENROLLED
ADULTS

/3

TOTAL
ENROLLED
CHILDREN

24

Mar17  Apr7

Apr 21 May 12

Need help? Email answers@communitybiblestudy.org
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Attendance Totals

Instructions for viewing attendance totals for your classes.

1.) When you first log in to Fisher and select your role, you will see the Attendance page for your classes.

LT ) OVERVIEW  LEADERS
PEOPLE SAN FRANCISCO,CA

LEADER
SAN MATEO - CA
CLASS SAN MATEO,CA THIS PAST EVENT Regular Class, Februa 202

RESOURCES & COURSES TOTAL ADULTS CHILDREN NEW NEW

ATTENDANCE ADULTS CHILDREN

o 0 0 ¢4 ¢

53YTD 0YTD

53YTD Avg. Avg.

Avg.

A ”*\/"‘“‘%\/m‘

- U

2.) To view or download a detailed report of a class’ attendance and to calculate totals, click Class.

= | F|SHEH oBowerJoshua & 0
PEOPLE
Attendance
LEADER
COMMUNICATIONS OVERVIEW REPORTING

RESOURCES & COURSES

Select Class

Attendance Qverview

Need help? Email answers@communitybiblestudy.org Page 4
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3.) Click on the Magnifying Glass icon to list all of your classes.

BACK TO MAIN MENU CLASS SEARCH

Class Search More Filters ~
CLASS
L Reports

4.) Click a class to select, then click on Manage Class.

= | FISHEH oEmwer'Jcsshua & 0

BACK TO MAIN MENU CLASS SEARCH CONCORD EVE - CA
_I:l Manage Class

Class Seard Q| MoreFiers http://concordeve.pilot.chsclasses.com -

CLASS - active website
2 Evening Ministry/CLIFORNIA EVE 1

s
4
% B

VountoTs
LD Reports High School BYTERIAN CHURCH CONCORD

CONCORD EVE -CA
CONCORD, CA

-
<
O
-

! g
E Wisteria Conco

Concord
7

d, CA, 94520
MEETS ON THURSDAYS AT 7:25 PM

o
)3 CORE GROUP MINISTRIES

FRESNO EVE - CA

A 0

OAKLAND MEN - CA
OAKLAND, CA SERVANTS TEAM LEADERS COURSES ORGANIZATION LEADERS

SACRAMENTO EVE - CA

© View Profile
SACRAMENTO, CA 1

l © View Profile

Need help? Email answers@communitybiblestudy.org Page 5
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5.) Here you will see an Overview of the class’ current recent attendance. Hover over a data point to see

details for that week. Adult and children’s totals are listed separately.

TR COLORADO SPRINGS EVE - CO

YOUR CLASS

Dashboard Artendance
£¥ Settings
Calendar

YOUR CLASS
B Lessons
X People
B Core Groups —
THIS PAST WEEK JUL

® Create Notification
ﬁ Site Editor TOTAL ATTENDAMNCE WE. ANERAGE
ll FResources & Courses O 5 3 0,/{}
L]

Reports

Orders o o
W O

L= B -

Class News

MNates

HEW ATTENDERS

0

Need help? Email answers@communitybiblestudy.org
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6.) Click on Reports.

= | FISHER

e COLORADO SPRINGS EVE - CO

YOUR CLASS

£+ Settings

Dashboard Attendance Notes

Calendar
YOUR CLASS
[® Lessons

L People

# Core Groups THIS PAST WEEK JULY 1

® Create Notification

TOTAL ATTENDANCE V5. AVERAGE MEW ATTENDERS NEW MEMBERS
im Site Editor

u Resources & Courses O 5 3 % 0 O

¥ Orders (i } n e

£* Reports |

2] |

¥ Class News |

7.) Click on Attendance.

= | F|SH ER o Bowerjoshua & @
BACK TO MAIN MENU
R E P O RTS Build your own report
YOUR CLASS
0 GERED e
Standard Attendance Custom
£ Settings ——
calendar
Form 112 by Core All Adult Core Groups A-ZLast Name
B Lessons Group Name -
B PDF
X People
I Core Groups S
Form 112 by member All Adult Members B rDF
® (reate Notification

Need help? Email answers@communitybiblestudy.org Page 7
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8.) Attendance is recorded by Core Group. Select the Report you want to view, e.g. Class Events shows
attendance for Class Events. Leaders Council Events shows attendance for LC Events/Meetings. The
reports show all attendance for the year-to-date.

REPORTS

Standard Attendance Report Custom

--Select Report-- hd All Locations A m

--Select Report--

Leaders Council quf
Class Helpers
Monthly by Core Group

9.) Click Run to run the report and view in FISHER. There will be an option to Export to PDF if you want
to download and print the selected attendance report.

REPORTS

Standard Attendance Report Custom

Class Events v All Locations b

Need help? Email answers@communitybiblestudy.org Page 8
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10.) Each Core Group’s attendance totals are listed on the bottom row of each group.

Attendance Report 0 SPRINGS EVE - CO
Group: Linda

Sep 15 Oct 15 Mov15  Dec1s Jan & Feb 16 Mar 16 Aprie May 16
Core Member 8 |15 22 29 13 20 27y 3 24 1 8 15 29 5 12 26 2 9 16 23 1 |8 22 2 5 12 19 26 3
1. I R Y e ™ R R v v v o
2 v v v v vV b4 v v v v v v v v v
3 v v v v ¥ v Y V¥V L4 v v v ¥ v ¥ v v v L4
4, v v v v v v v
5 v v v v v v v v v v v v v
6 v v v v v v v v v v v v v v v v v v
7. v v ¥ v v v v v vV v v v v v v v v v v
8. v v v v ¥ v v ¥ v v v v v v v v v v
9, v v v v v v b4 b4 b4 v v v v vV v

11.) Add each of the Core Group totals together, along with LC Members and Class Helpers totals for
complete attendance numbers.

P e 1s N 1s [ Jan %6 s W 16 A e [raeen
= 2 m 1 u n s a 1 = 4 ™ . 1 n 1 n 4 N 1 I .
v v v v v v v v v v v v v v v v v v v v v v v v v
- - - - v v v
- v - v - v v v v - - v v - v
- v - v v v v - v v v v v v v
- - v - v v - v v v v - v v v v v v - v
- v - v v - v v v v
- - v - - - v v v
v v v v v v v v v v v v v v v v
v v v v v v v v v v v v
v v v v v v v v v v v v v v v v v v v v v v
v v v v v v v v v v v v
- - v - v v - v v - v - - v v v v v v - v
v - v v v - v - v v v v v - v

fm1s [ e [ yan 36 [ war 16 A s e
. - 2 4 1 m ? P 1 = 2 ™ 9 ® 3 1 2 4 N 12 W 5 s
v v - v - v v v v -
v v - v - v v v - v v v v v v -
v v - - v v v v v - v v v v v v - -
v v - - v v - -
v v v v - v v v v v v v -

v v - v - v v v v v v v v v - v -

v v v v v v v v v v v v v v v v v v v v
v v v v v v v v v v v v v v v v v v v
v v v v v v v v v v v v v v v v v v

tm1s [y T [~ Jan %6 Tk e ar 16 A e e
. - _z = 1 u ? 4 1 = 2 ™ s ® 3 1 2 4 N 12 W 5
v v v v v v v v v v v v v v v v v v v v v v v
v v v v
v v - - v v v v v v v v v -
v v - v v v v v v - v v v v - v - v -
v - v v v v v v - v v v - v v - v -
v v - v - v v v v - - v v
v v - - v v v v v v - - -
v v v v v v v v v v v v v v v v v v v v
v v v v v v v v v v v v v v v v v v
v v v v v v v v v v v v v v v v v

Need help? Email answers@communitybiblestudy.org Page 9
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People

Instructions for searching for leaders and members in your area.

1.) Click on People.

= | FlSHEH @‘-Dﬂ-‘.vm_lcushua & @

Attendance Overview

2.) Type in the Name of the Leader or Member you want to search, then click on the magnifying glass
icon to search. You can search by First Name, Last Name, or Both. The less information you type will
increase your search result, e.g. a search for ‘rich’ may return the result of ‘Rich, Richard, Richards,
Richardson’.

= | FISHER & Bower Joshua

BACK TO MAIN MENU PEOPLE SEARCH

£ people Search

3.) Click on the name of the person you want to view.

= | FISHER @<Bowerjoshua & 0

BACK TO MAIN MENL PEOPLE SEARCH

joshua Q

PEOPLE

£ Ppeople Search

[ s i; Bower Joshua

Need help? Email answers@communitybiblestudy.org Page 10
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4.) The selected leader or member’s contact information will be displayed on the right.

= | FISHER

BACK TO MAIN MENU PEOPLE SEARCH
: . @ Bower Joshua
joshua bower a More Filears )

PEOPLE . §

£ people search
i Bower Joshua GENDER AND AGE
% COLORADO SPRINGS, CO Male

ADDRESS PRIMARY PHONE

Need help? Email answers@communitybiblestudy.org Page 11
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Leader Search

Instructions for searching for leaders in your area.

1.) Click on Leader.

F I S H E H E-! Bower Joshua

Attendance Overview

2.) Click on Leader Search.

= | FISHER

BACK TO MAIN MENU & Add Leader

Overview Reports

LEADER

N Overview I
( ORGANIZATION LEADERS BY SERVANTS TEAM LEADERS BY MINISTRY
MINISTRY

3.) Type in the Name of the Leader you want to search, then click on the magnifying glass icon to search.
You can search by First Name, Last Name, or Both. The less information you type will increase your
search result, e.g. a search for ‘rich” may return the result of ‘Rich, Richard, Richards, Richardson’.

= F I S H E H L?‘ Bower joshua & @

LEADER SEARCH
——
LEADER

N Overview

D Leader Search

4.) Click on the name of the Leader you want to view.

Need help? Email answers@communitybiblestudy.org Page 12
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Community Bible Study

= FISHER L-..‘ Bowerjoshua & @
BACK TO MAIN MENU LEADER SEARCH
joshua Q More Filter
LEADER o
N Overview
@ Bower Joshua
£ Reports X 8

5.) The selected Leader’s contact information will be displayed on the right. You can Edit their
information and roles, as well as View detailed information about the leader.

BACK TO MAIN MENU LEADER SEARCH )
joshua Q Mare Filters ‘:‘

Bower Joshua

N Overview
Area Director

D Leader Search
@ Bower Joshua PERSOMAL INTRODUCTION

O Reports

# Edit Leader © View

AREA DIRECTOR

ADDRESS SECONDARY ADDRESS

CONTACT NUMEER EMAIL DATE OF BIRTH

Area Director

6.) Select View to see more details about the leader, including Roles, Classes, and any Additional

Information.

# Edit J.-.—;I:'.
g

Bower Joshua

7.) Select Edit Leader to make changes to the Leader’s Information, add/modify documents, and notes.

Bower Joshua

Page 13
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Leader Reports

Instructions for building reports or viewing pre-made leader reports for your classes. For reports about
your classes (rather than leaders), see “Class Reports.”

1.) Click on Leader.

ir" Bower Joshua & @

Attendance Overview

2.) Click on Reports.

= FIS H E R N sowerjoshua & @

BACK TO MAIN MENL 2 Add Leader

|

£ Leader Search ORGANIZATION LEADERS BY SERVANTS TEAM LEADERS BY MINISTRY
MINISTRY
w’
AFTER SCHOOL KIDS TRole:
TRole- TRole
Assistant
> Ministry/Role ATD COOR TD cYD Children Class
Teaching
Director S Cordinator
Director

3.) Click on Canned Reports to view pre-made reports or Build Report to create a custom report.

E FISH ER e Bowerjoshua & @
Build Reports
EADER
N Overview REPORTS
(  Build Report )
£ Leader Search | ————

No existing reports

Need help? Email answers@communitybiblestudy.org Page 14
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4.) Give your Report a name, then click the check-box next to each item you want in your custom
Report. You may drag your selections into the order you want them to show in your Report.

€ BACKTO REPORTS

CREATE A NEW REPORT

Leader Contact Info Save Report

SELECT COLUMNS  ADD RULES  PREVIEW

Choose the fields you would like to show
in your report,

Click on the column names and drag to
change the order

¥ Name ¥ Name @ Name
[J Gender () Gender [J Gender
[ Birthdate L Birthdate L) Birthdate
[ Age () Age O Age
] Address L) Address ) Address
< ) State Ll State L) State
0 City 0 City 0 City
[J Zip Code L) Zip Code LJ Zip Code
¥ Email Address « Email Address ¥ Contact Number
¥ Contact Number T4 ContactNum!J @ Email Address
[J Grade L) Grade [J Grade
[ School L) School L) School

5.) Click on Add Rules, then select the Rules you want in your Report.

€ BACKTO REPORTS

CREATE A NEW REPORT

Leader Contact Info
SELECT COLUMNS ADD RULES PREVIEW

Need help? Email answers@communitybiblestudy.org Page 15
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6.) Click on Preview to preview the custom Report.

€ BACKTO REPORTS

CREATE A NEW REPORT

Leader Contact Info Save Report

SELECT COLUMNS  ADD RULES

7.) Click Save Report to save the Report.

€ BACKTO REPORTS

CREATE A NEW REPORT

Leader Contact Info ( Save Report )

SELECT COLUMNS  ADD RULES  PREVIEW

8.) Saved reports will show on the Build Reports screen.

FISHER Guide for ADs and ZDs

BACK TO MAIN MENU

Build Reports
LEADER

D »
- B REPORTS

£ Leader Search

Repaorts

Info

Canned Reports

o

View

r

Edit

Need help? Email answers@communitybiblestudy.org
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Class Search

Instructions for search for and managing classes in your area.

1.) Click on Class.

PEOPLE Attendance Overview

2.) Click the magnifying glass icon to display ALL of your classes. To search for a specific class, type in the
class name, then click the magnifying glass icon to search.

| FISHER S sowerjoshua & @

CLASS SEARCH

£ Class Search

£ Reports

3.) Click on the class you would like to View or Edit.

= | FISHER

BACK TO MAIN MENU CLASS SEARCH

£ Class Search

£ Reports
DENVER NORTHWEST - CO

[ LAKEWOOD - CO ]

THORNTON - CO

Need help? Email answers@communitybiblestudy.org Page 17
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4.) The class’ details will be listed on the right pane. Click on Manage Class to Edit class information.

= | FISHER

(" Bower joshua

ACK TO MAIN MENU CLASS SEARCH

£ Class Search

£ Reports
DENVER NORTHWEST - CO

LAKEWOOD - CO
LAKEWOOD , CO

THORNTON - CO

LAKEWOOD - CO

Day Ministry/COLORADO 2 Area

gn MEETS ON ¥

CORE GROUP MINISTRIES

L0)

SERVANTS TEAM LEADERS ~ COURSES ~ ORGANIZATION LEADERS

Need help? Email answers@communitybiblestudy.org
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Class Reports

Instructions for building reports or viewing pre-made “class reports” for your classes.

1.) Click on Class.

PEOPLI Attendance Overview

2.) Click on Reports.

@1 Bower Joshua & @

= | FISHER

BACK TO MAIN MENU CLASS SEARCH

£ Class Search

3.) Click on Canned Reports to view pre-made reports or Build Report to create a custom report.

™ Bowerjoshua & @

= | FISHER

BACK TO MAIN MENU
Build Reports

£ Class Search REPORTS
{ Build Report )

No existing reports

Need help? Email answers@communitybiblestudy.org Page 19
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4.) Give your Report a name, then click the check-box next to each item you want in your custom
Report. You may drag your selections into the order you want them to show in your Report.

€ BACK TO REPORTS

CREATE A NEW REPORT

Class Program List Save Report

SELECT COLUMNS  ADD RULES  PREVIEW

Choose the fields you would like to show
in your report.

Click on the column names and drag to
change the order

f’ Class Name ¢ Class Name ¢ Class Name
Ministry _J Ministry J Ministry
Class Origin Date | Class Origin Date ) Class Origin Date
Class Meeting Place | Class Meeting Place | Class Meeting Place
) Leader Council Venue _J Leader Council Venue ) Leader Council Venue
< ) Core Group Ministries ) Core Group Ministries ) Core Group Ministries
@ Program Name ¥ Program Name ¥ Servant Team Members
) Account Code _J Account Code ¢ Program Name
_J Courses studying [J Courses studying ) Account Code
| Meeting day _J Meeting day _J Courses studying
_J Class Session Start Date ) Class Session Start Date ] Meeting day
\:g Servant Team Members ¥ Servant Team Mem | Class Session Start Date

5.) Click on Add Rules, then select the Rules you want in your Report.

€ BACKTO REPORTS

CREATE A NEW REPORT

Class Program List
SELECT COLUMNS @ ADD RULES ) PREVIEW

Need help? Email answers@communitybiblestudy.org Page 20
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6.) Click on Preview to preview the custom Report.

€ BACK TO REPORTS
CREATE A NEW REPORT

Save Report

ADD RULES

7.) Click Save Report to save the Report.

Class Program List

SELECT COLUMNS

€ BACKTO REPORTS

CREATE A NEW REPORT

Class Program List ( Save Report )

SELECT COLUMNS  ADD RULES  PREVIEW

8.) Saved reports will show on the Build Reports screen.

BACK TO MAIN MENU

Build Reports
LEADER

M Overview

REPORTS

£ Leader Search

Report:

Canned Reports

° View

£ E

FISHER Guide for ADs and ZDs
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Replacing a Servants Team Leader

Instructions for submitting a Servants Team Leader replacement.

Important: If you are adding a leader to a Servants Team role that is vacant, please send a message to
answers@communitybiblestudy.org as this change will need to be processed at the Ministry Service
Center. This only applies to filling vacant ST roles.

To change the role of an existing ST Leader, skip to “Changing an Existing Servants Team Leader Role”

1.) Click on Leader.

= | FISHER

PEOFPLE Attendance Overview

2.) To add a new leader, click on Add Leader.

= | F|SHEH eanerJoshua <& @

BACK TO MAIN MENU

Overview Reports
LEADER
|
L Leader search ORGANIZATION LEADERS BY SERVANTS TEAM LEADERS BY MINISTRY
MINISTRY

P Reports
Ministry/Role ATD D COOR YD YAD AGD

_ AFTER SCHOOL KIDS 1
L ~dd Leader Day Ministry 232 231 443 236 o 3

3.) Search for the incoming Servants Team Member.

= FISHEH OBDWEHDEhUa & 0
e ADD LEADER Basic Information
LEADER Basic Information
NAME UNDO
M Overview
¥ Additional Information Joshua Bower
O Leader Search
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4.) Select their name and update any new or changed information. Note: The incoming ST member must
have a complete birthday and valid email address.

AL LDt Basic Information
LEADER BASIC INFORMATION

@ Basic Information
NAME UNDO

Joshua Bowed

¥  Additional Information

Joshua Bower
Roles COLORADO SPRINGS, CO

1

Documents

LAST NAME

B  Notes

[) Save for later

Bower

GENDER

Male Female

DATE OF BIRTH

5.) Select Go to Next Step.

B Notes
Colorado Springs co - 80936
&) Save for later
[ | SECONDARY ADDRESS
UPLOAD PHOTOD

% Remove Picture

Drag and drop your picture file here
or

Select file from your Computer

Go To Next Step
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6.) If the incoming leader has a personal bio, you can enter it here. If not, click on Go to Next Step.

ADD LEADER Additional Information

ENTER THE ADDITIONAL INFORMATION FOR JOSHUA BOWER
° Basic Information

@ Additional Information

= Roles

PERSONAL INTRODUCTION

Documents

B Notes Go To Next Step
&) Save for later

7.) Click on Add Role.

ADD LEADER L Add Role

Basic Information
° Roles For Joshua Bower

¥  Additional Information

Roles

8.) Click on Existing Class.

ADD LEADER € BACK TO ROLES
SERVANTS TEAM
° Basic Information
¥  Additional Information NEW CLASS

EXISTING CLASS

Go To Next Step

Roles

Documents

8 Notes

&) Save for later
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9.) Select the Class Name or search and select from the drop-down list.

NEW CLASS
EXISTING CLASS

CLASS NAME

‘ 4 COUNTY TEEN - MD Q

4 COUNTY TEEN - MD -
ALBUQUERQUE EVE - NM

ADD LEADER € BACK TO ROLES

ORGANIZATION MINISTRY SERVANTS TEAM

o Basic Information

¥  Additional Information NEW CLASS

EXISTING CLASS

Roles
CLASS NAME

|4COUNWTEEN—MD -
P Documents
Qakland
B Notes | |
OAKLAND - CA

OAKLAND EVE - CA
) save for later e ——
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10.) Click Replace next to the outgoing Leader/Role.

ADD LEADER € BACK TO ROLES

DORGANIZATION MINISTRY SERVAMTS TEAM
o Basic Information

¥  Additional Information NEW CLASS

EXISTING CLASS
Roles
CLASS NAME

OAKLAMND EVE - CA -
P Documents

PERSON MAME

1 Carljohnsc_m - Teaching Director
OAKLAND EVE - CA

B nNotes

) save for later

11.) If the new leader is taking over the role right away, check the box next to Replace Immediately.
If the new leader is taking over the role at a future date, click on Replacement Date and select the date
the new leader will take over the role.

ADD LEADER
PERSON NAME
©  Basic Information Carl Johnson
v Additional Information place access to this role for Joshua Bower immediately

(OR)

Roles Activate access to this role for Joshua Bower on the following date:

-
Documents Replacement Date

2

B  Notes
STEP DOWN DATE FOR THIS ROLE FOR CARL JOHNSON

B Save for later Step Down Date

[ MAKE THIS THE PRIMARY ROLE FOR Joshua Bower

EE

[ e
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12.) Select a Step Down Date for the Current/Outgoing Leader.

CLASS NAME
ADD LEADER OAKLAND EVE - CA -
- . PERSON MNAME
o Basic Information —
W Replace access to this role for Joshua Bower immediately
(OR)
v Additional Information Activate access to this role for Joshua Bower on the following date:

Roles Replacement Date

Documents
STEP DOWN DATE FOR THIS ROLE FOR CARL JOHNSON
B Notes Step Down Date =)

[Mar v 2017 v
8) save for later T rar—

—
(]
]
=

-
oa
(t=]
—

(=]
-
jry

5 6
*@ 14 15 16 17 18
19 20

21 22 23 24 2%

28 27 28 29 30 3

13.) If the Leader that is being replaced is moving to another Leader role, click Yes and type their new
Role. For example, for an ATD moving to TD role, type “Teaching Director”. Otherwise, select No.

STEP DOWNMN DATE FOR THIS ROLE FOR

Step Down Date [
Is the leader moving into a new role?
—
'® Yes W No
s
What Role?

[ ] MAKE THIS THE PRIMARY ROLE FOR Joshua Bower

Need help? Email answers@communitybiblestudy.org
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14.) Check the box by Make this the Primary Role.

STEP DOWN DATE FOR THIS ROLE FOR CARL JOHNSON

June 13, 2016

@V\AKE THIS THE PRIMARY ROLE FOR Joshua Bower

Save Cancel

15.) Click Save.

STEP DOWM DATE FOR THIS ROLE FOR CARL JOHMNSON

March 13, 2017

EE

W MAKE THIS THE PRIMARY ROLE FOR Joshua Bower

Go To Next Step
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16.) Click on Go to Next Step.

STEP DOWM DATE FOR THI5 ROLE FOR CARL JOHMNSON

March 13, 2017 s

W) MAKE THIS THE PRIMARY ROLE FOR |oshua Bower

i
Go To Next Step

17.) If you have any documents to attach to the new Leader, you can upload them here.

ADD LEADER € SEE ALL DOCUMENTS
Documents
© Basic Information ATTACH FILES OR DOCUMENTS FOR THE TRAINING

¥  Additional Information

o Roles Drag and drop your documents here
or
Select file from your Computer
Documents
B Notes

Go To Next Step
B Save for later

18.) Click on Go to Next Step.

Go To Next Step
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19.) If you have any Notes for the new leader, you may enter it here, then click Save.

ADD LEADER € SEE ALL NOTES
Notes
© Basic Information ADD NOTES THAT CAN BE SEEN BY EITHER STAFF OR YOURSELF FOR THIS CLASS

¥  Additional Information

o Roles

Bl 7 a:=
Documents
Notes
& Save for later
P—
Public Cancel
—

20.) Click on Finish to complete the replacement process.

Your changes have been saved. If you did not have information for each section, you may see the
following notice. If you’d like, you can add or update the Leader’s information at a later time.

Click Add Leader to add another new leader or Go back to the Leader module to make any other
changes and head back to the Main Menu.

AWESOME!

You have completed some of the steps.

Would you like to save these for now and continue with the remaining

steps later?

Add Leader Go back to the Leader module Cancel
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Moving a Servants Team Leader to a new Servants Team Role

Instructions for changing the role of an existing ST leader (for example from ATD to TD).

Important: If you are making multiple changes to the Servants Team, we suggest adding new ST Leaders
first (see page 23.) This will remove the current ST leader from their role allowing you to re-add them
with the same replacement process. Servants Team to Servants Team changes, e.g. ATD to TD, cannot
be scheduled. These must be made on or after the date of the change.

1.) Click on Leader.
= | FISHEH oaowerjoshua & 9

PEOPLE Attendance Overview

LEADER
1

CLASS

COMMUNICATIONS

2.) Click Leader Search.

= | FlSH ER 0 Bowerjoshua & @
BACK TO MAIN MENU ] & Add Leader
Overview Reports
LEADER
N Overview I
ORGANIZATION LEADERS SERVANTS TEAM LEADERS BY MINISTRY
& settings AGAPE ] Ministry/Role ATD ™ COOR cYD

3.) Search for the existing leader, then click to select.

LEADER SEARCH
|.-'-—'..=.' ch Q Maore Filters
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LCALUCT. SCARLTT

Joshua Bower Q Mare Filters

L

Bower Joshua
TEACHING DIRECTOR
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4.) Click on Edit Leader.

PE—
LEADER SEARCH l /' Edit Leaderlo View
N
Joshua Bower Q Mare Filters x
Teaching Director
Bower Joshua PERSONAL INTRODUCTION
TEACHING DIRECTOR
ADDRESS SECONDARY ADDRESS

5.) Update any new or changed information, then select Go to Next Step.

EDIT LEADER CONTACT NUMBER EMAIL
- ! EE = -— L} L}
I
° Basic Information
STREET ADDRESS
¥  Additional Information
- | | |
° Roles
- . u = - | |
Documents
[| SECONDARY ADDRESS

B Notes
UPLOAD PHOTO

X Remove Picture
&) Save for later

Drag and drop your picture file here
or

Select file from your Computer

Go To Next Step
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6.) If the leader has a personal bio, you can enter or modify it here. If not, click on Go to Next Step.

EDIT LEADER Additional Information

ENTER THE ADDITIONAL INFORMATION FOR JOSHUA BOWER
° Basic Information

@ Additional Information
° Roles

Documents

B Notes Go To Next Step
8) Save for later

7.) Click OFF. Then, Add Role.

[1 Add Role ]

Roles For Joshua Bowe

PERSONAL INTRODUCTION

Teaching Director
OAKLAND EVE - CA

8.) Click on Existing Class.

EDIT LEADER € BACK TO ROLES
SERVANTS TEAM
° Basic Information
¥  Additional Information NEW CLASS

EXISTING CLASS

Go To Next Step

0 Roles

Daocuments

[+]

B Notes

£ Save for later
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9.) Select the Class Name or search and select from the drop-down list.

NEW CLASS
EXISTING CLASS

CLASS NAME

‘ 4 COUNTY TEEN - MD Q

4 COUNTY TEEN - MD -
ALBUQUERQUE EVE - NM

ADD LEADER € BACK TO ROLES

ORGANIZATION MINISTRY SERVANTS TEAM

o Basic Information

¥  Additional Information NEW CLASS

EXISTING CLASS

Roles
CLASS NAME

|4COUNWTEEN—MD -
P Documents
Qakland
B Notes | |
OAKLAND - CA

OAKLAND EVE - CA
) save for later e ——
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10.) Click Replace next to the outgoing Leader/Role.

ADD LEADER € BACK TO ROLES

DORGANIZATION MINISTRY SERVAMTS TEAM
o Basic Information

¥  Additional Information NEW CLASS

EXISTING CLASS

Roles
CLASS NAME

OAKLAMND EVE - CA -
P Documents

PERSON MAME

1 Carljohnsc_m - Teaching Director
OAKLAND EVE - CA

B nNotes

) save for later

11.) Check the box next to Replace Immediately.

PERSON NAME

Carl Johnson

eplace access to this role for Joshua Bower immediately
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12.) Select a Step Down Date for the Current/Outgoing Leader.

CLASS NAME
ADD LEADER OAKLAND EVE - CA -
- . PERSON MNAME
o Basic Information —
W Replace access to this role for Joshua Bower immediately
(OR)
v Additional Information Activate access to this role for Joshua Bower on the following date:

Roles Replacement Date

Documents
STEP DOWN DATE FOR THIS ROLE FOR CARL JOHNSON
B Notes Step Down Date =)

[Mar v 2017 v
8) save for later T rar—

—
(]
]
=

-
oa
(t=]
—

(=]
-
jry

5 6
*@ 14 15 16 17 18
19 20

21 22 23 24 2%

28 27 28 29 30 3

13.) If the Leader that is being replaced is moving to another Leader role, click Yes and type their new
Role. For example, for an ATD moving to TD role, type “Teaching Director”. Otherwise, select No.

STEP DOWNMN DATE FOR THIS ROLE FOR

Step Down Date [
Is the leader moving into a new role?
—
'® Yes ' No
s
What Role?

[ ] MAKE THIS THE PRIMARY ROLE FOR Joshua Bower

Need help? Email answers@communitybiblestudy.org
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14.) Check the box by Make this the Primary Role.

@MﬁKE THIS THE PRIMARY ROLE FOR Joshua Bower

Save Cancel

Go To Next Step

15.) Click Save.

W7 MAKE THIS THE PRIMARY ROLE FOR Joshua Bower

Cancel

Go To Next Step

16.) Click on Go to Next Step.

Go To Next Step

FISHER Guide for ADs and ZDs
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17.) If you have any documents to attach to the new Leader, you can upload them here. Click on Go to

Next Step.

EDIT LEADER

o Basic Information

¥  Additional Information

o Roles

Documents

B Notes

&) Save for later

€ SEE ALL DOCUMENTS

Documents
ATTACH FILES OR DOCUMENTS FOR THE TRAINING

Drag and drop your documents here
or
Select file from your Computer

Go To Next Step

18.) If you have any Notes for the new leader, you may enter it here, then click Save.

EDIT LEADER
° Basic Information

¥  Additional Information
o Roles

Documents
Notes

€ SEEALL NOTES

Notes

ADD NOTES THAT CAN BE SEEN BY EITHER STAFF OR
YOURSELF FOR THIS CLASS

Public

Need help? Email answers@communitybiblestudy.org
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19.) Click on Finish to complete the replacement process.

Your changes have been saved. If you did not have information for each section, you may see the
following notice. If you’d like, you can add or update the Leader’s information at a later time.

Click Add Leader to add another new leader or Go back to the Leader module to make any other
changes and head back to the Main Menu.

AWESOME!

You have completed some of the steps.

Would you like to save these for now and continue with the remaining

steps later?

Add Leader Go back to the Leader module Cancel
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Removing an Existing Servants Team Leader without a
Replacement

Instructions for removing the role of an existing ST leader without a replacement.

Important: Once the Servants Teams role is vacant, please send a message to
answers@communitybiblestudy.org to fill the vacant role. This change will need to be processed at the
Ministry Service Center. This only applies to filling vacant ST roles.

1.) Click on Leader.
= | FISHEH eEiowerjc:shua & 9

PEOPLE Attendance Overview

LEADER
1

CLASS

COMMUNICATIONS

2.) Click Leader Search.

= | FlSH ER 0 Bowerjoshua & @
BACK TO MAIN MENU 1 lAdd Leader
Qverview Reports
LEADER
N Overview I
ORGANIZATION LEADERS SERVANTS TEAM LEADERS BY MINISTRY
& settings AGAPE ] Ministry/Role ATD ™ COOR cYD

3.) Search for the existing leader, then click to select.

LEADER SEARCH
}-'-=-"-'~=-' ch Q More Filters
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LCALUCT. SCARLTT

Joshua Bower Q Mare Filters

L

Bower Joshua
TEACHING DIRECTOR
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4.) Click on Edit Leader.

PE—
LEADER SEARCH l /' Edit Leaderlo View
N
Joshua Bower Q Mare Filters x
Teaching Director
Bower Joshua PERSONAL INTRODUCTION
TEACHING DIRECTOR
ADDRESS SECONDARY ADDRESS

5.) Update any new or changed information, then select Go to Next Step.

EDIT LEADER CONTACT NUMBER EMAIL
- ! EE = -— L} L}
I
° Basic Information
STREET ADDRESS
¥  Additional Information
- | | |
° Roles
- . u = - | |
Documents
[| SECONDARY ADDRESS

B Notes
UPLOAD PHOTO

X Remove Picture
&) Save for later

Drag and drop your picture file here
or

Select file from your Computer

Go To Next Step
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6.) If the leader has a personal bio, you can enter or modify it here. If not, click on Go to Next Step.

EDIT LEADER Additional Information
ENTER THE ADDITIONAL INFORMATION FOR JOSHUA BOWER

o Basic Information

@ Additional Information
O Roles

Documents

B Notes Go To Next Step
8) Save for later

7.) Click OFF.

PERSONAL INTRODUCTION

4 Add Role

Roles For Joshua Bower

Teaching Director ON ore £ Edit
OAKLAND EVE - CA

8.) Once a replacement for this role has been identified, send a message to
answers@communitybiblestudy.org to fill the vacant role. Please include the new leader’s name, email
address, class name and role they will be filling.
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Download and Install Adobe Acrobat Reader

Use the following article to download and install Adobe Acrobat Reader.
1.) Open your web browser, then go to get.adobe.com/reader

2.) We suggest unchecking the check boxes next to Optional Offers, then click Install Now.

Step:10f 3

Optional offers Terms & conditions:
@es, install the free McAfee Security By clicking the “Install now" button, you
Scan Plus utility to check the status of agree to the automatic installation of
my PC security. It will not modify updates to Adobe Acrobat Reader DC, and
existing antivirus program or PC to the Adobe Software Licensing Agreement.
settings.
Learn more

'es, install True Key™ by Intel Security

Version 2015.023.20053 L

System requirements to say goodbye to the hassle o
passwords.

Your system: EEaRENe

Windows 10, English /‘)

Do you have a different language or operating system? intel) security

Are you an [T manager or OEM? Note: Your antivirus software must allow

you to install software.

Install now

Total size: 90.6 MB

Copyright © 2017 Adobe Systems Incorporated. All rights reserved.

Choose your region Terms of use | Privacy | Cookies

3.) If your browser displays the downloaded file, click to install.

[- readerdc_en_xa_in....exe ""]

Otherwise, follow the instructions on the screen:
1. To proceed, open your download folder and locate the Adobe Reader Installer file,
named like “readerdc[xxx]_install.exe”.
2. Double-click on the installer to complete the installation. For additional help, click here.
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4.) If presented with a security warning, choose Run to complete the installation.

Open File - Security Warning *
Do you want to run this file?

Mame: ..rs\joshua.bower\Downloads\readerdc_en_xa_install.exe

Publisher: Adobe Systems, Incorporated

Type: Application

From: ChlUsers\joshua.bower\Downloads\readerdc_en_xa_ins...

Run Cancel

Always ask before ocpening this file

E While files from the Internet can be useful, this file type can potentially
L harm your computer. Only run software from publishers you trust.
- What's the risk?

5.) Follow any additional prompts to complete the installation of Adobe Acrobat Reader.
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Make Adobe Acrobat Reader Default PDF Reader

Use the following article to make Adobe Acrobat Reader your default PDF reader — Windows 10.

1.) Locate any PDF file on your computer.

Ad\ra\ed options

Open »*h
Sharewit
Restore plevious versions

Send to

Cut
Copy

Create sh
Delete

Renamev

Properties
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3.) Click on Change.

2 Bxample.pdf Properties

General  Secuity Details  Previous Versions

T

e
pdf

| Example pdf

Type of file:  PDF File {pdf)
Opens with:  Microsoft Edge

Location: CMUsersjoshua bowerDesktop

Size: 31.1 KB (31,896 bytes)
Size ondisk:  32.0 KB (32 768 bytes)

Created: Today, January 12, 2017, 21 minutes ago
Modified: Today, January 12, 2017, 21 minutes ago

Accessed: Today, January 12, 2017, 21 minutes ago

Aitributes: [JRead-only  []Hidden Advanced ..

4.) Click on Adobe Acrobat, then click OK.

How do you want to open .pdf files
from now on?

Keep using this app

e Microsoft Edge
Open PDFs right in your web browser.

Other options

u Adobe Acrobat DC

Look for an app in the Store

OK
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5.) You will notice the default PDF icon change indicating Adobe Acrobat Reader is now the default
program for opening PDF files.

Pa

Example.pdf
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Open, Edit, and Save Fillable PDFs with Adobe Acrobat Reader

Use the following article to open, edit, and save fillable PDFs with Adobe Acrobat Reader.

1.) Once you have downloaded a Fillable PDF in Fisher, the document may open directly in your web
browser, e.g. Google Chrome. Close that tab that opened.

$oshual = o x
[) Class invite Bible and|
C | @ file//C 's/joshua.bower/Downloads/Class%20Invite%20Bible%20and%20Glasses20150904 153452932 pdf Q H

i Apps [B] FISHER

COMMUNITY
BIBLE STUDY

Come join us as we study God’s Word together

What study?

Where?

When?

Contact Us to learn more

2.) Locate the file on your computer. Most computer’s default download location is the Downloads
Folder. Double-click on the file to open with Adobe Acrobat Reader.

* I = | Downloads

Home Share View

B o ot eseicons[El e |

Medium icons EEE Small icons

Mavigation = . - . _  Current Show/ Options
e BE uist f== Details = | [ e | P

Panes Layout

&« v 4 ; » This PC » Downloads v O Search Downloads

Ll

7+ Quick access m
I Desktop
; Downloads g

Documents

. Class Invite Bible
[&] Pictures and Glasses.pdf

& Acrobat Reader

1item
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3.) Complete the fields in the fillable form, then Save, Print, or send via Email as an attachment.

1; Class Invite Bible and Glasses.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools Class Invite Bible a.. %

EABRA OO 11 A MO - BEBET © 2
o

N
@
174

COMMUNITY
BIBLE STUDY

Come join us as we study God’s Word together
What study?
Where?
When?

Contact Us to learn more
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Listen or View your Class Teachings

Use the following article to view or listen to your class teachings.

1.) To access Lesson audio as an AD, first click on Class.

OBDwer'jcashua & @

= | FISHER
PEOPLE
Attendance
LEADER
CLASS .
Attendance Overview for Choose Class v
RESOURCES & COURSES OVERVIEW  REPORTING

2.) Click on the magnifying glass icon to search for your classes.

= | FISHER

CLASS SEARCH

BACK TO MAIN MENU
Class Search @

CLASS Include closed classes

P Class search

£ Reports

3.) Select a class, then click Manage Class.

2 Manage Class

COLUMBIA - MO

a http://columbia.pilot.chbsclasses.com - active website

Day Ministry - MISSOURI 1 Area
< MEMORIAL BAPTIST CHURCH

CLASS SEARCH

Class Searct

Include closed classes

MEETS ON WEDNESDAYS AT 9:00 AM

COLUMBIA - MO =
COLUMBIA, MO &
o 2 CORE GROUP MINISTRIES
MOUNTAIN VIEW - MO i) @
MOUNTAIN VIEW , MO === ]
Eqpa.
=z
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4.) Click on Lessons.

= F|SHEH OBower'Jnshua - ]

BACK TO MAIN MENU COLUMB‘A _ MO

YOUR CLASS

Dashboard Notes

£+ Settings

Calendar

A People

5.) The current week will appear. Click Download MP3 to download and listen or click on the Video to
play.

COLUMBIA - MO

Upcoming Lessons Previous Lessons

1 And 2 Corinthians

This Current Week

Lesson 3: Spiritual Wisdom and
L] Natural Folly

Wednesday, September 27, 2017

Community Bible Study Teach...

¥ Download MP3 More >
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6.) To hear or view previous weeks, click on Upload Lesson Files.

FISHER Guide for ADs and ZDs

COLUMBIA - MO

Upcoming Lessons Previous Lessons

This Current Week

Lesson 3: Spiritual Wisdom and
L] Natural Folly
Wednesday, September 27, 2017

¥ Download MP3 More »
NEXT LESSONS

* Add mMP3
Lesson 4: The Only More 2>
Foundation.

Upload Lesson Files

1 And 2 Corinthians

THIS PRACTICAL AND RELEVANT COURSE DEALS
WITH CHURCH PROBLEMS IN A CITY PLAGUED BY
IMMORALITY.

7.) Click on a Lesson in the list, then click on Download next to the MP3 file. No player controls are

available from leader log in.

€ BACKTO LESSONS U p | Oad Fl |e5
LESSONS

Lesson 1: Growing Pains

Lesson 2: The Apostle's Letter

Lesson 3: Spiritual Wisdom And

Natural Folly
WEDNESDAY, SEPTEMBER 27, 2017

, Audio
Lesson 4: The Only Foundation.
WEDNESDAY, OCTOBER 4, 2017

SEPTEMBER 28

Lesson 5: Stewards And Servants. n Lesson2.mp3
WEDNESDAY, OCTOBER 4, 2017

WEDNESDAY, SEFTEMBER 13, 2017 Drag and drop ﬁles

Browse for files

WEDNESDAY, SEPTEMBER 20, 2017 Please select a lesson in left panel before uploading lesson files.
Maximum upload file size 65mb.

/ Edit % Remove
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8.) To view a previous video, copy the video address, then paste into a new browser tab or window.

Audio

€ BACK TO LESS0ONS

SEPTEMBER 28
LESSONS n Lesson2.mp3 ¥ Download # Edit X Rem

Lesson 1: Growing Pains
WEDNESDAY, SEPTEMBER 13, 2017

Other

Lesson 2: The Apostle's Letter

WEDNESDAY, SEPTEMBER 20, 2017

Lesson 3: Spiritual Wisdom And
Natural Folly
WEDNESDAY, SEFTEMBER 27, 2017

Lesson 4: The Only Foundation.
WEDNESDAY, OCTOBER 4, 2017

Video Link

Lesson 5: Stewards And Servants. https:Mm'\.'w‘yOL|tube.coma’watch?\r=SthZCI56JU
WEDNESDAY, OCTOBER 4, 2017
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