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Team Director Selection 
 

Seed Eliglbe Director List 
 

Select Seed Eligible Director List: 

 

Select gender and click List: 

 

Notice of seed list complete: 
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Eligible Director List 
 

Select Eligible Director List: 

 

PDF of eligible directors will be downloaded: 

 

Provide this list to the pastor to be verified to see if anyone should be removed for any reason.  Once you’ve heard back 

from the pastor, select Remove Eligible Director: 
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Remove Eligible Director 
 

Delete any member that needs to be removed by clicking the Delete button next to their name: 

 

Anyone that needs to be marked as permanently inactive needs to be done through the Manipulate Database option 

explained in the Misc Reporting and Updates section. 

 

Director Nomination 
 

Once you have removed anyone identified by the pastor select Director Nomination: 

 

Copy the link for the nomination and provide to Core Team: 
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Each core team member will go in, select their name and click Continue: 

 

The Core Team member will then select 1-3 nominations and click Save Nominations.  When a nomination is selected it 

will turn from green to yellow: 

 

A nomination confirmation will be displayed: 

 

After a Core Team member has completed their nomination, they will no longer be listed on the initial screen: 
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Director Selection 
 

During the Core Team meeting the drawing for the director is completed.  Select Director Selection: 

 

A prayer is said over the list and then Core Team members will randomly select the green tiles (don’t forget to scroll 

down to make sure everyone is selected).  When one is selected it will turn yellow and a name will be displayed: 

 

Once all of the tiles have been selected provide an email address and click Submit: 

 



6 
 

The list will be emailed to the address provided: 
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Core Team Selection 
 

Seed Eligible Core Team 
 

Select Seed Eligible Core Team: 

 

System will display a message that the eligible core team has been seeded: 

 

Eligible Core Team List 
Select Eligible Core Team list to send to Father to verify the eligibility of everyone on the list:
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Remove Eligible Core Team 
 

Delete any member that needs to be removed by clicking the Delete button next to their name: 

 

Anyone that needs to be marked as permanently inactive needs to be done through the Manipulate Database option 

explained in the Misc Reporting and Updates section. 

 

Core Team Nomination 
 

Select Core Team Nomination: 

 

Share the link with the current core team members so they can each make their nominations: 
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Each core team member will go in, select their name and click Continue: 

 

The Core Team member will then select 1-3 nominations and click Save Nominations.  When a nomination is selected it 

will turn from green to yellow: 
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Each core member will select their nominations and click Save: 

 

After a Core Team member has completed their nomination, they will no longer be listed on the initial screen: 

 

 

Core Team Selection 
Select Core Team Selection: 

 

 

Select from the nominees:  
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After everyone has been selected, put in an email address for the list to be sent to to make calls.  Verify that this person 

has received the list before exiting: 

 

  

 

Confirmation screen: 

 

Core Team Members 
 

After new core team members have accepted, go to Core Team Members to select new members: 



12 
 

 

 

Select new members and click Save New Members: 

 

Core Team Positions 
 

Select Core Team Positions to set new positions for the year:  
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To end the positions for the members who have rolled off of core, set the end date and click the save icon: 

 

Update each person with their new role, start date and click the save icon: 

 

Refresh to verify everything is set correctly: 
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Core Team History 

 
To display a list of all Core Team Members and their roles since the beginning of our Core Team, select Core Team 

History: 

 

A spreadsheet will be downloaded listing all historical Core Team information: 
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Retreat Team Selection 
 

Select Retreat Team Selection: 

 

Select Gender and click List: 

 

A prayer is said over the list and then Retreat Leadership team will randomly select the green tiles (don’t forget to scroll 

down to make sure everyone is selected).  When one is selected it will turn yellow and a name will be displayed: 

 

 

 

 



16 
 

Once all of the tiles have been selected provide an email address and click Submit: 

 

A confirmation will be displayed: 

 

A spreadsheet will be emailed to the address provided.  It will have 3 tabs and each tab will list the names and contact 

information in the order the names were selected on the Selection Screen: 
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Update Retreat Team Information 
 Update retreat team, roles and retreatants following the retreat. 

Define Retreat 
Select Define Retreat: 

 

Put in retreat date, gender, theme and theme song (including artist) and click Create: 

 

Confirmation: 
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Import Retreatants 
After the retreat has completed, select Import Retreatants: 

 

Select the retreat you are importing for and click Chose File: 
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Chose the file to import from your computer and click Continue: 

*Note that the retreatant list must be the first tab in the file and the heading must be the first line on that tab.  Also, the 

headings must be in the format listed on the Import Retreatant screen. 

 

A confirmation will be displayed showing the names that were imported.  Review and click OK: 

 

*Be sure to add these retreatants into the gmail account so that they get the ACTS emails. 

 

Assign Team Members to Role 
After the retreat has completed, select Assign Team Members to Role: 
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Select the retreat you are updating for.  Paste in all of the email addresses for the team members: 

 

Updated Services and Ministries for each person (the update is automatically done as you make the selection): 

 

If anyone a team member’s name is not displayed, correct their email address in the database (see Manipulate Database 

under Misc Reporting and Updates) and repeat the above steps for this email address.  
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Misc Reporting and Updates 
 

Active Member Report 
 

To get a listing of all active ACTS members of our parish, click Active Member Report: 

 

A spreadsheet will be downloaded listing all of the active ACTS members: 

 

 

Active Member Report with Roles 
 

To get a listing of all active ACTS members of our parish with all of their various retreat roles, click Active Member 

Report with Roles: 
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A spreadsheet will be downloaded listing all of the active ACTS members with their retreat roles: 

 

 

Manipuate Database 
 

To make updates to the information within the database click Manipulate Database: 

 

Enter login information and click Go: 
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Click the + sign by the sgmacts database: 

 

Click the + sign by Tables: 

 

Select the People table (or other table you want to update).  Then click the Show all box: 
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Confirm you want to show all by clicking OK: 

 

Type information in the Filter rows field to find the record you want to update.  The rows will be reduced  to items that 

fit your search criteria.  Click the Edit button at the beginning of the row: 

 

Update the information you want to change, scroll down and click the Go button: 

 

Be sure to update the gmail distribution list if you are updating an email address. 


