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Accessing Yearbook Data in Jordan

To access the Yearbook Runout digital information you
have to access Jordan at https://jordan.adventist.org in

your Internet navigator. The application will prompt you
to enter your credentials (Figure 1). If you are at the
Division level the access is granted to you by the General
Conference. If you are at the Union level the access is
granted by the Division. And if you are at the local
Conference level the Union will grant the access. You
should have received an email with directions to create
your password and access Jordan. On the login page,
enter the email address used to give you access to
Jordan and the password you have created.

Jordan

7/ SEVENTH-DAY
= . ADVENTIST CHURCH

Please enter your credentials.

Language English
mail Address

Password

Figure 1

To scroll down on this screen, please use the small, vertical scroll bar to the immediate right.

After logging in you will see the Menu screen. Select the menu “Yearbook” and the option “Runouts.” (See Figure

2). This will open the Yearbook Runout editor application. Finally, select the “Period” in the left-hand column.

The Period is identified by the year in which the data will be published, which is one year ahead of the current

year.

Go to CONTENTS

Figure 2


https://jordan.adventist.org/

Adding a Data Manager

To add a data manager for a subordinate entity, in the home screen (Figure 2, previous section):

1. Click on the Configuration option in the left column, then on the Users square that appears in the
right column. You will then see each of the applications for which you manage data in Jordan listed
in the left column (Figure 3).

Hoiw

fMembear ant ) fmal Advesy
P ) ' A "

Full Name

“dle

Figure 3

2. Select Yearbook Runouts. The left column will then display the organizational units for which you are
responsible. Click on the one belonging to the data manager you wish to add. The center column will
then list any data managers already associated with that entity. To add another, click on the +New
button on the top right of the center column. Then enter the email address of the new data manager
in the right column and click on Validate Email Address (Figure 4).

Vabdation

Vst Emad A0S

Figure 4
Note: If this person uses more than one Jordan application, you must create the account using the

same email address used in their other account(s) in order for them to see all of them
together!
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3. Choose their Role (Data Manager is the only option), and enter their full name. Because of strict data
privacy laws recently enacted by the European Union, you must also certify that you have consent
from this person to put their data in the system. (Currently, this new law applies only to countries

within the European Union, but since this

seems to be a trend for governments [Ralad Roles o Accept
worldwide we are beginning to require Adding new
consent from all fields in anticipation that Role| Choose.. v

other nations will soon have similar | Email Address davisr@ge.adventist.org

requirements). (Figure 5) Ful Name

| acknowledge that | have received consent from the individual
referenced in this form to enter all the infoermation included about
him/her in this form. | acknowledge that the individual has been
informed on how the data is stored and managed.

Figure 5

4. Finally, click on the Accept button in the upper right corner. The system will send the new data
manager an automatic email with login instructions.

Go to CONTENTS 4



Editing an Entity

The editing window in Yearbook (outside of Configuration) has three columns (see Figure 2 and Figure 6).

Runouts Data Kramwvn I Aopree

N DA Of SEou Kangwon (sxcept the county of Chutwonk tha countins
A « & NV PR e

S TP r

Figure 6

1. The first column will show the organizational unit under your responsibility.

2. The second displays the entities of the selected unit in the first column. At the top is a drop-down
list to select the type of entity you want to view. Immediately below that there is a search area you

can use to look for a specific entity by name.

3. The third and last column shows the runout content of the selected entity. This has buttons to

“Remove,” “Approve,” and “Edit Content.”

To work on a runout's information, you have to click on the Edit Content button for the entity you want to edit.
If you have selected an Organizational Unit you will have access to edit the areas “General” and “Institutions
and/or Other Entities.” If you are accessing an institution, the only area to edit will be “General.” Be very careful

to scroll down the entire page and check all the information!

After clicking an Edit Content button you will see the data editing screen (Figure 7). This has two columns:

Data Editor

Torrftory: EQstvn part of Seoul; Koaogwon (secepd tha pourmy of Duswork the counties of Hanam, Kagang, Kul Kwangioo. Pra—

o1
Namyarghs, SUngnan Yangpyurg B Kyunggt and the coantes of Chechun, and Tarpang e Cnoorgtek
- Det: \]
Statisties Cruetin, 162, membeni, 75,812, poodaticn, 7,081 530 —

I Taat 1 Lovsd

Telocommunications
Tawmpone: 32 G0 0811-9101 Ircamct Tut  Laven
Fax: 12 @) 00V 10100 fatert Tt 3 Lvols
Eomal: ackspd 1Ohut. O et Teat 4 Lussts

Wabiaiter wwrw, 0Cho Ok

Capde “Adsentint.' Secud Homa

Address: 17 Bongirwaseet S601 Jutgrang O Secuw 00068, Koea

D0 70! Shaw Your CHanges, wenl Eaan feet
Mdriration: o I A CONTAMASH OF MISHON 1 DENG MOV 10 A
Pessitiernt, Kwang Sob Park Cifforant LNkon G0 NOC Selens It st type In &

NOta & The botom of Me page that £ i now

Sexxutiry. Sun Crad S

under X3 naw umson.
Tcsoree Oeun Tas Jng » Raview ang upcatn terminry desonptions,
proternbly using geographical or polsical

Degartmants
boundanes In deatriDe o ared. Semones re
Chicrers Mk, Se Jin Kwon oW Dery Mmapped secironicaly ang mare
Commaneahios, dnd Hastn Virialies, Heg Sk b mciic Yescnphons irw reedsd, i your

Figure 7
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1. The first column is the area to edit the content. You can click on this area to add, modify, or remove

text.
2. The second column contains the Styles you can use to format the content.

a. To apply a style to a particular paragraph, place the cursor anywhere within that paragraph
and then click on the desired style.

b. To make a section of text bold, select the desired text and click on the Bold button.
Below the style list you will find the instructions related to the entity type you are editing.

Please read these Content Editing Directions carefully; they contain specifications that are often

overlooked!

If you want to save the applied changes click on the “Save Content” button located at the right side of the Data
Editor title (Figure 8, red). This will save the content. You can return to edit it again if you have not finished

working on it.

However, if you don’t want to save your changes, click on the cancel button in the upper left corner (Figure 8,
blue) and you will leave the data editing window without saving the changes. You can return later to this screen.

< Cancel Data Editor ot

- T s Bold
_ Organized 1908; reorganized 1919, 1978, 1983 5 “Banner
Territory: Eastern part of Seoul; Kangwon (except the county of Chulwon); the counties of Hanam, Kapyung, Kun, Kwangjoo, Centered

Namyangju. Sungnam; Yangpyung in Kyunggt; and the counties of Chechun, and Tanyang in Choongbuk.

Statistics: Churches, 162; membership, 78,812; population, 7,061,339 Detaun

Figure 8

After clicking on the Save Content button the system will prompt you with the question “Ready to approve this
file?” (Figure 9). If you have more work to do on the selected entity click “No, | have more to edit.” If you are
done with the entity click on “Yes, | want to approve.” At any time you can directly click the “Approve” button
to approve the content. The question window will only appear after you have saved the data as a reminder to

also approve it.

Ready to approve this file?

Ao You ready 10 RDpIOVe s 188? Choosa

Figure 9
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After you click on the "Approve” button, the Edit Content button will disappear. You will also see a full star
beside the name of the entity (Figure 10, red). This is an internal marker which shows you which entities have
been approved. If for some reason you want to make a correction, you can click on the “Re-Open” button (Figure
10, yellow) and this will restore the Edit Content button for that entity. The marker star will return to the empty

star status and you will be able to follow the editing process again.

Yearbook @ Runouts Data m

Yer?y the réommation below. Be sure 10 somd down undl the end of the pag...

2018 All Typas H Genergl
— a
= Korer! Union Cartlereece (IKRLC) Eant Cantrol Koman Condaenon
et erritary: Eastern part of Seoul, Kangwon (wecept it county of Crumon): the counties
- Ovpanizationa Lnits X
Korean Unon Contsrence (infsrnal (KRUC of HManem, Kapyurgd, Kud, Kanngjoo, Naemdngal, Sungnam; Yangpyung in Kyurggt

n Jew Attached Begion and the courtes of Chechun, and Taryang in Choongbuk.

Crombations/ Lnks Statistics: Chwchas, 162; membership. 73,812, paculation, 7.061.333

8 East Cemviral Korean Conferancae [ECKT)

Figure 10
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Using an External Editor

The system provides a way to use an external editor to help update an entity’s content (this would mainly be
used for updating individual institutions). The external editor is a person with knowledge about the entity whom
you trust to work on that entity's information on your behalf.

To add an External Editor, click on the three-line icon located to the right of the selected entity's name (Figure
10, blue). This will open the form to add the External Editor's contact information (Figure 11).

Enter the Full Name and the Email Address. Be sure to verify that the email address is correct, otherwise the
External Editor will not be contacted, and click “Accept” (Figure 11).

€ Periva

Yearbook @ N Carew Entity / Ese  Areapt Runouts Data X Rerreie - Aspreve

= Editing ' ordy the infarmation below, Be sure 10 sooll down untl the end of the page
2018 Ereity Name General £t Comtunt

Jew Attached Region

External Editor

® Korean Union Conference SCAUC)
Full Narme

Karean Urvon Conferencs (Internal) KRUC
I

erritory: Jeu leland

Btatistics: Churches, 7. mambership, 1,.113; popuiation, 955219

Ernadl Address
® East Contrs Korean Confersnce (ECKC) St
elecommunications:

® Middlawest Karean Conferance (MWKLCE)

Teephune: 32 (4) 758-8004

I Foe B9 8 F5F QYIS

Figure 11

After you have clicked on the “Accept” button (top right of

center column) you will see the button “Contact Editor.”

Entity Nama Warily S intormutic

Joju Attached Regan Genera

Click on this button when you are ready for the external
External Editor

editor to be contacted to work on this particular entity H
John Thotp

Ful Harre
(Figure 12). ernat (KRUC S Torritory. sot. o)
fohr@errail com Statistics; Churches
on [ECKC

oe INPWE) Tempoone &2 (H4))

Fax 82 (64) 756-9

E-mad! pupcreny
P (BEKLC)
Wobsite: jmukuc 4

Figure 12
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After clicking on the “Contact Editor” button you will be prompted to add a personal message to the automatic
email to the external editor which is generated by the system (Figure 13). You can use this to provide any extra
explanation you consider necessary. When finished, click on the “Send Email” button.

Contact Editor

The sxtemal «dnor wil De contacsad by emal Wil A guast 10 &Ik Ihe INfomaton for the
setected stiution
in the ted area you can add & message to the edior

Thank you for helpng us enterng thin rdormation |

Figure 13

The system will notify you that an email has been sent to the external editor (Figure 14). The external editor will
receive an email containing a
private link which he/she must

use to access the runout editor. Notice

A requesting e-mail has been sent to the external editor.

Later in this document you will
find instructions for an external

editor using this system. Figure 14

Once the system has contacted the external editor you will see in the selected entity a blue user icon replacing
the star marker (Figure 15). This is to indicate which entities are using external editors.

Parioy Yearbook @ Runouts Data Xremod - Approne

Versty the indormation batow. Ba s 1o scral down untll the ana of the page

2018 All Tyoes il General

Q
® Howwan LUeion Cortsmnce (NALUCY East Geniraé Korean Confarence

Organgatong Lints

erritory: Joju lslnnd.

Korean Urion Conférsnos fimerma) (KALC-

[ Jau Attached Begion
- Orpanizatona! Ly ‘ E Blatistics: Churches, 7) memibership. 1,113, poputation, B65.2110
u East Cantral Komsan Conference (ECKT)
Koreans Unian Conferance Q
8 Mudlewsst Korean Contarence (MWKE) Ovpanzanona’ Unt Teiepnane: 82 (84) 758-8004
Figure 15
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Removing an Entity

If you want to remove an entity you have to click on the “Remove” button. (see Figure 16)

Runouts Data X rmreww  Jagerov

ety tha imformation Bedow. Be sur 1o scroll cown onill the end of the page.

"
=]
™
&
<
H
-

General

® Korean Unon Confersece (KRUC) Koman Usion Condeesncs

o Xamman Ui Gonterence fintermal) SCRUC- A Organtzationsl Unit: Korsan Union Confurmros

1 Sareryook Haam Univwrsty Colegs

Telecomerunications:
Ecvcaton x

& Eant Contrad Worwan Comersecs ECKC * Telephono: 82 (D7) 1600- 7570, 2485151
Suterpook Univwiky
Faxc B2 §57) 262-0407
® Midduwwst Korean Conterence (MWKC) X Echoation ® 8 2
E-mat 119@konen com
® North Koroor Misalon (NKRM Korman Satmryook Food ot
o v x Food Industrivs L= Waboite: www, symob oo ke
® Soctreast Ko Confémnoe (SEXC) K | Korwan Sarvmyook Food Bonghen Addresa: 170 Dontro; Seo-gu Busan 45230; Korsa.
Factory x E .
& Soutrwest Koman Contumnce [SWHE) i |- food xustries Number of Pasent Beds: 268
" . Boord of Directors: Chun Kwang Hwang. Char: Myung Sup Chow Secretary,
® Wast Central Korean Caonference (WGHKC T | Romaa Qe ook Food Ui Faciury E
Food Industries x Actministration
& Jaju Arached Region LWEIU w P 3 v a Prasident. Myung Sig WOnes
T Medical Stafr,

Figure 16

Once you click on “Remove”, this will

Remove Entity

open a window asking you for the reason

why the entity has to be removed (Figure 5”—‘»’:_’ EOATR TRy A
17). Be advised that organizational units
cannot be removed using this option. For
these cases the GC ASTR department has
to be contacted directly. After entering

Figure 17

the removal message you should click on
the “Submit Removal” button.

After the removal

operation, the entity

£ 1 U Conky RUC
® Horedn Union Conderenos 903UC) T ——

Orgastzatinesl Unit: Koresn Lnon Crotesecs

will be marked with a o e Ui G ) (KB et
L 5

red X, as shown below @ East Gert Xenton Comiownee (ECAT
(Figure 18)' ® Watewest Lo Coamtenos MR

Tetecommumicatons

Seeptose 32 (51) 4000 7578, M8-5181

w B3| s Ronzowr

T-mat paht 1900w (1w
v Safvmynck f ood

L D BB B B

LR Mixceon KR
» Mo Food hdustwe * 8 Webate www spmct; oo M
o Soumea Korean Cosfenncs EEXC) WMl Sy Ooa £ 00 Boigive Acdress: 17U Daatro: Sso-pa. Busan J12780 Howa

Pastory K ED | sumtrer of Patient Beds
8 Stuteant Kuseen Oortfeneow (TWKE oo austres ke " i

N ~ Boart] of Dwrostire: Thun Kaang Havang Chie, Mpung Sun Chal. Badimry
# Vst Dwrtesl Wiveans Contmmnts WCHC) Wosem Sanmy ok FOod Ungs Facnory =
& vy Atoched Region LI 4
o g [T —T—— x B Prmnxtert, Myug Sag MO
Phtn bt b debtmat
St

Edan Aoveetat Mosons reat of S, Moo Hwn Wlee.

Seslen Codey: Ermtel) 10437 ¢ [ Mgt

Figure 18
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Creating a New Entity

To create a new entity, you have to first select the parent organizational unit in the left column. Then click on
the Type popup list and choose the entity type (Figure 19).

£ Period Yearbook @

erify the information below. Be sure

v All Types | General
Organizational Units :
Education
Food Industries
Hospitals and Sanitariums
Clinics and Dispensaries
Mobile Clinics
' Airbases
Health Education and Lifestyle Centers
Nursing Homes and Retirement Centers
Orphanages and Childrens Homes
Media Centers
Publishing Houses
Radio and TV Stations
Miscellaneous Institutions

Unit Name

® General Conference (GC) ’
itory: Burundi; comprising the Ea

®m General Conference (Internal) (GC-) tatistics: Churches. 460: membershl

[z East-Central Africa Division (ECD) elecommunications:

Telephone: 257 (22) 223-130.

# Euro-Asia Division (ESD)

Fax: 257 (22) 223-155.

[# Inter-American Division (IAD)

E-mail: uaub.adventiste@gmail.con|

[# Inter-European Division (EUD) Website: .

Cabie: "Adventist," Bujumbura, Bul

# North American Division (NAD)

ddress: (use ; to indicate new line)

[# Northern Asia-Pacific Division (NSD)

= Ornanizatinnal | Inite

Figure 19

Stront: Phnineone Ol 1 nisic D

After you have selected an entity type you will see the “+New” button at the top of the middle column. Click on
it to add a new entity (Figure 20).

Runouts Data e Rpeross

Vanify the sstrmaton betow. Be sure i sorofl down untll the end of Tia page

General

& Genaal Conferencs 1GC)

Figure 20

After clicking the “+New” button you will be asked to enter the new entity name (Figure 21), then click on
"Accept." After this process the new entity will be available in the list to be edited.

Yearbook © b ae ol Entity Info o Runouts Data X rnmom Aporeis

Aduing new Venty the rtrmadon betow. Be sure i sool down untll the end of ! page

Ertiy Name General

Figure 21
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Renaming an Entity

If an Organizational Unit or Institution has changed its name just correct the name within the editing window as

you edit the rest of the file. Do not delete the entity and create a new one just to change the name.

Submitting Reports

After you have edited and approved all the entities belonging to a unit you should be able to request that the

next higher organization grant approved status for your organizational unit. When you are ready, click on the

“Status” button. Be advised that the system will not allow requests for status approval if the entities have not

all been approved (Figure 22).

Parioy Yearbook ©

Runouts Data [

In our example the selected unit does not
have a data manager. Therefore, the Submit
Report window will only show the option to
“Approve on Behalf” (Figure 23). Each
option in this window has an explanation
indicating when and how to use it.

Go to CONTENTS

Vertty e indormation betow. Ba s 10 scrof gown until the ana of the page.
s -
ne
& Namwan Weson Condermncs IKAUCY .
v East Comrad Korpan Confarence
. % w a Territory: Easten pan of Saout, Kangwon facent the coumty of Chudwon); hi countes

- Ovganizabons Ly A\

a Koesan Urson Confersnoes {imema) IKRUC of Hanam, Kapyung, Kurl, Kwangoo, Namyangiu, Sungnam: Yangpyung o Kyungo
U] Donghaa Acadamy =) and the counties of Chechun, and Tanyang n Choongbik.
Foucabon K -~ - - -
p8: Charches, 182 mem) 78.612 Faton, 7,061 330

® Eist Cuntrl Rormar Gonfweencs ECKG) Statistics: Charches, 182 membeestvp, 76,612, popusation, 7,061.3

Sooul Sersor Acadeny ommunication

= s k| £t =
8 Mudieweatl Korean Confersncs IMWKC) U@
Telephane: 82 (2) 6911-9101
Wonu Acadeny
o1 Karean Mesgr X S % an
® Nortn Karsan Misian (NKRM) aer P Bl  ruc a2 s011-5100
® Southenst Koman Canferncs SEKC E-mat. echcpdi@huc, orks
Figure 22

Submit Report

Ct report' S Act0n. add 3 message ¥ neecad. and Cick On Me Sumit bulion

Agprove
on Behair

Approves the report on bebalf of the jocal data manager

% opton K the alnt's amagnec data marager i not atse 10 recuest dpprowy for T repont

Soes Pot 3 hawe ©cal dxta rarager asugred. After IOMIDNG the eport thus wil bocome

Figure 23
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Once a unit has been submitted and approved you will see that the star for that organizational unit will change
to full color (Figure 24).

YOK a1 nuty Hunouts Data S Open

Vartty the Information below. Be sure %0 soroll down until the end of e page

® Korean Unvon Corderance (KRG Esst Central Kcewan Canh

. » Territory: Eastern part of Secul; Kangwon jexcept the county of Cuswoen) the counties

of Hanam. Kapyung. Kurt, Kwangioo, Nanwang. Sungrnam: Yangpyung in Kyunggl
and the countias of Chechun, ana Taryang in Choangbuk

Kornan Union Confersnos (nterni) (KRUC

1} Jonghoe Assdemy

]
g
I Echxaion * B
a
=)

@ Enst Central Koean Canference ECKE) % Statistios: Churches. 162; mombership, 78.812; population. 7,061.339

beoul Senor Acaoemy

X Tebecommunications:
® Middlewent Korean Conference (MNWKC) - Ecucation
Talephone: 22 (2) 6118101
" " o Wonp Acadamy
8 North Korean Mission (NKEAM) - Edueation x Fac 82 {2) 66118100
8 Southeost Korean Conference (SEKC) Eumait echopdt@kue. ockr
Figure 24

Before a union can be submitted for status change, all of the conferences have to be approved (Figure 25). Then
a status change may be requested.

Yearbook © Entity Hunouts Data RHODW

Vaiity the information balow. B sure 10 scroll down until the end of e page

General

® Korsan Union Cantmnce (KALICH Cantrul Korman Gonfacence 15305 s —" Ty
e Termitory: Eastormn part of Secut; Kangwon (except the county of Chuswoni the counties

of Hanam, Kapyung, Kurt, Kwangjoo. Namyangiu, Sungram; Yangoyung in Kyunoon
#vf the counties of Chachun, and Tanyang in Choangbuk

Karean Unon Comersnce (Internal) (KRUC-
] Jeju Attached Rogion

o o 3
Cgeucatioon Uofty Statistios: Churches. 182, membership, 78,812, pooutation, 7,061,333

East Central Korman Conderance [ECKC)
Korann Urvon Confecenos
Crgancanonal Unsts

Telecommunications:
a Micdewest Komean Conferonce (MWKLE)
Telephons 32 127 601 1-0101
Madohewest Kosann Corfacencs

- Qrganuatonal Ursts

Norcth Koroan Mission (NKAM) Fax: 82 (7 6910190

£-maik SNcpItENLe ockr

Southeast Korean Corterence (SEXC) North Kaiean Mssion

- Oegrancationsl Urnis Wobsite: waw.ocke orke

Southwaest Karean Conferance (SWKC)
Soutnaast Korsan Conferance Cable: "Agventiat,* Secul, Kocoa

« Organational Ursts B

West Camral Korean Conferance (WCKC) Adciress: 37 Borgl w0 56 Jungrang-Gat S ceos8
Soutnwest Korean Canference A

. i Attached R JEJU)
0 woon| v Oegancational Unrs L

Fresident, Kwang Soo Park

*
I 0 0 0O O O DK

_l:tzt:t»nnu:t

Viost Central Korean Conference e

- PIRNPYNEE

Figure 25
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The system will indicate that it is necessary to
request approval from the next level, in this case
the division. Follow the instructions shown in the
window (Figure 26).

Submit Report

Seect DO S ACS0N. 300 3 MEe3saNe f needed, and cick on tne Submit button

[
Acpruet

o BUDAYRO WAl 1OCaVE 0N Sl 1eCLMETINg

wwr! 1o Frtale an ressage wth p Tt et f S gt it betow
TR e w1 k) Wil C et 3 CONITaRten amad 1 IHE MO NeOds

i Wi setwenn a0 srad Wi i mepianaion AU e chunges. anet i mport wil

rany e resrt sl witl ahow o hall-ful sl oo

e til Fstathe Wi wersd

Figure 26

Once the report is submitted, the unit’s star will appear half full (Figure 27). This indicates that the unit wishes
to be approved. The Division, in this case, will receive an email indicating that a unit is requesting approval.

€ Period = Status

Yearbook @

Q

Korean Union Conference (KRUC)

= Korean Union Conference (Internal) (KRUC-I)

®» East Central Korean Conference (ECKC)

ast Central Korean Conference
Organizational Units

Jeju Attached Region
wl- Organizational Units

=] Type Verify the information below. Be sure
Alktypes Ml General

B

=] | Territory: Eastern part of Seoul
of Hanam, Kapyung, Kuri, Kwangj
and the counties of Chechun, and

K

®x B8

Statistics: Churches, 162; membersh

Figure 27

The division will then validate the information, and if everything is acceptable, approve the unit by clicking on

the “Status” button (Figure 28).

Yearbook @

Runouts Data

Varity tha iformation below. Be sure 10 scroldl down unfil the end of the page.
i General
x ]
& Northom Asa-Pacfic Divison (NSDY East Cerzrnl Korean Corteence
w® £ Yerritory: Eastern part of Ssout. Kangwon fencept the county of Ghutwony; the counties
- Orparizatonnl Units ¢
Narthern Asia-Pacific Dwsion interna) of Hanam. Kapyung, Kun, Kwangjoo, Namyangu. Sungnam: Yangpyung n Kywunggr
NSD-0 Joiu Attached Region and the counties of Chechun, and Tanyang m Choangbuk.
Ovpangational Linits X E Statistics: Churcnes. 152 menroashin, 78 812; lation, 7,061 338
# Crwnese Union Mizalon (CHUAY) ! Churcnea, ruhin, 78,812 pogulation, 7,061 3.
Korean Urnson Cortheence relecommun ~
s Lo Contersnce LIMUC *x B e
+ Jopan Uaon Conference LJPUC) Ovperzationn! Uinky
™ Tolophone: 82 ) 911-a101
3 dcdewest Kocoan Conference
13 Keesan Unian Conternce (KR ¢ O 098 4 620400
v 3 Owpaniationa! Lints ® B rFax a2 6011-0100
® Mongolia Masion (MGIWF) Noethy Korean Masion Eonal acaconShuc. o
- x =
Figure 28
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In this case, the Submit Report window

will show two options: Approve Report Submit Report

or Return for Editing (Figure 29). Seect mOCrT 3 Aton. a0 3 Message # neeced. anC CICK On e Sutmit Sution
Return for Editing is used to return Taport

editing control to that entity's Data A e S R

T oradl erte 1 Pa AOut Sad DaSom

Manager for corrections (see below

Afar ™m w U e report et s will ow 8 N 928 o

for further details). Mmgs 9 nchede wit e

Figure 29

When the unit is approved the star marker will show as a full star (Figure 30). This process has to be repeated
for each union under the division. After a division has approved all of its unions it can request approval for the
whole division from the General Conference using the Status button.

Yearbcok @

Runouts Data

7 Venty the infoomation beiow. Ba sure 10 scroll comn il the end of the page
2018 A Types $
v s [ x|
2l L1
& Northern Aza-Pacte Diwsion INSTH £ast Central Korean Conferance -
> 3 E Territory: Eastarn part of Seoul; Kangwon jexcept the coonty of Chutwonl the countion
« Crgangational Usts
Northam Asia-Pacitic Divieon fraamad of Hanam, Kapyung. Kul, Keangioo, Namyanghl, Sungnam. Yangpyung In Kyunggt
. INSD-0 Ju Altached Region * B o) the counties of Chachun, 800 Tacrang in Choongbuk
Ovganczational LAt . v 2 ;
4 Chinese Union Mission (CHUM) Statistics: Churches, Y82 memberstyp, 78 812: population, 7,061,328
Kamun Urnon Confersnos B Telecommumications:
+ Japon Union Conference (JPUC) - Orparsizatronsl Units x
y Telephoos: 82 (2) 89119100
- fidcEeveast Koman Conlerence
- et .
I Noman Uron Cartersnce (KEUC) w Orosnizationsl Uity K Bl raxcs2@manvomo
& Mongaia Mason (MGMF) Norih Korman Mission E-mait echcpdt@kuc.ockr
Orpanizavonal (W x 8 ‘Wobsone. www.eche.orkr
& Taran Canference (TWNM)
Southeast Koeroan Conferance i Cabie: “Adventist,” Seoul, Korea.
Figure 30
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How to Return for Editing

When subordinate entities request approval, review their content before granting it. In case of error, the Return
for Editing function allows a data manager to reopen a field for corrections. When an entity has been reopened
by a higher data manager, either that data

manager or the one assigned to that entity Submit Report
may make the edits. To return for editing, Select oS con o2 8 message f feeded. nd clck on
click on the Status button and select the aport

- 3 e et THOTT AT

Return for Editing tab (Figure 31). e e

e el arte £ e pot Skl Datom

Figure 31

Enter a brief message in the message box explaining the reason why the entity is being returned for editing and
what action, if any, is expected from the entity’s data manager. Click on Submit (bottom right corner Figure 31)
and then on “Click to confirm submission” (Figure 32). Once this steps are complete the following will happen:

1. An automatic email will be sent to the entity’s data manager with an announcement that the entity has

been reopened and this message.

2. The entity will then return to a half star status and be available for editing.

IMPORTANT: Submit Report

If the field to be edited is a local
conference or mission and the union has boc Ediing
already been approved, it will be necessary
to first reopen the union using Return for
Editing and then reopen the local field.

Figure 32
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Reviewing Submitted Reports

A data manager is expected to review the new information submitted by the entities for which they are

responsible. Occasionally, an entity will not have any changes from the previous year. Once an entity has altered

their content a small red flag will appear next to the entity’s name (Figure 33). If an entity has a full star but no

red flag, it will mean that the entity has been submitted without being changed.

To see exactly what an entity has changed, click on the View Changes green button in the upper right corner

(Figure 33).
Yearbook
A .
o -©
Nathan Axis % =
-~
o Avgg A » >
- ’ ry -
| - - _‘ -
¢ Aearaar Uson Corfemrce AU A .
]
T x
(3 - -
., x5

This will open the Differences window (Figure 34).

Here the added information is highlighted in
green and underlined. Deleted information is
highlighted in pink and struck through.

Go to CONTENTS
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x U WeCame a0 erest 7 M
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Figure 33

Differences
Secretary, Michael A Worker, Associate Secretary Kenneth L Vogel
Treasurer/Chief Financial Officee. Pater W. Cameron
Departments:
Chiglran’s Monsinies Anthooy W Kbt
Educanon Daryl K Murdoch: Assocate. byndand jacques Y Calass

Eamiy Mnistzies Anghooy VY GhopmaniCniohi

Mire Association, Brendan D Pratt

Plannad Grving and Trust Services lan M Roycs
Puble Affars and Religous Liberty Konmati-iiichasl A Veael\orker
Sabbath School and Personal Ministnes. and Stewardship Meustnes, ¢

Women's Minisines TBC

Youth Minalnes Jeffrey N. Parker

Cristan Copacsant

Figure 34

17



Reverting to the Unedited Version of an Entity

Unfortunately, a problem has been discovered within the Jordan system which sometimes causes the
information for one entity to be replaced by the information for a different entity. As we have not found a
solution for this problem yet, a Revert button has been added to the program. If you find that one of your
entities has been overwritten, you can return it to its original information by clicking on this red button in the
upper right corner of the window (Figure 35). Any edits made prior to the overwrite will be lost and need to be

reentered.

Runouts Data X Remove  f Approve

Yearbook

£ Period

Mick haro to open the instructions documant = | Verify the information below. Be sure to scroll down until the end of the page,
] Al Types v General
2019 I
_ = Q|
® General Conforence (GC) Goneral co"'"r"" : 8 Torrltory: Tha land area of the World, comprising the East-Central Africa. Euro-Asia
piisdosbolr Rt i - Organizational Unita Inter-American, Inter-European, North Amercan, Northem Asia-Pacific, South
» General Conference (Intstnal) (GC-I) Adventist International Institute of Amancan, South Pacific. Southern Africa-Indian Ocean, Southem Asia, Southern Asia-
) Advanced Studies (™ () Pacific, Trans-European, and West-Central Africa Divisions, the Middle East and North
«f Africa Union Mission, and the Israel Fiald
% East-Contral Afnca Division (ECD) w - Education ! . »
Statistics (June 30, 2017): Churches, 85112, membership, 20343 814, population,
\ V! Iy -~
& Euinbeio Miveing (EGM e Adventist Univarsily ol Africa ™ o =] 7 5% 176 On0

Figure 35
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Downloading Content for Printing

To download the content of an organizational unit, select that unit in the center column and click on the

Download button in the right column. If the selected organizational unit is a division or union, all of the fields

under that unit will also be downloaded. (Figure 36)

cC O

& https;//jordan.adventist.org

Yearbook

@# Inter-European Division (EUD)

Cote d'lvoire Conference ™

There are two options for downloading institutions:

@ North Amencan Division (NAD) - Organizational Units (=] General
@® Northern Asia-Pacific Division (NSD) Cross River Conference g
- Organizational Units
@ South American Division (SAD) " %
Delta Conference E3 | Teritory: Boumba et Ngoko, Haut-Nyong, Kadei, and Lom et Djerem (East Cameroon
@ South Pacific Division (SPD) - Organizational Units Region)
A ) Diamond Field Ghana Statistics (June 30, 2018): Churches, 220, membership, 23,574, population
% Southemn Africa-indian Ocean Division Codfacence S| 3999996
(SID) - Organizational Units )
= Telecommunications:
® Southemn Asia Division (SUD ;
=i e 4 East Cameroon Mission = Telephone: 237-224-1164
- Organizational Units
# Southem Asia-Pacific Division (SSD) Fax: 237-224-2525
East Ghana Conference
& Feniis B o A CTED - Organizational Units = E-mail: jean_atoh@yahoo fr. njangabelio@yahoo fr. yangmanavom@yahoo fr
Figure 36

1. Scroll to the bottom of the content of the organizational unit to which it belongs and click on the

Download button in the Institutions and/or Other Entities bar in the right column (Figure 37); or,

2. Select the institution in the center column and click on the Download button at the top of the

right column.

& Southern Asia Division (SUD) East Cameroon Mission

- Organizational Units

)

Southern Asia-Pacific Division (SSD)

@ Trans-European Division (TED) - Organizational Units

Eastern Nigeria Union
Conference
- Organizational Units

%) West-Central Africa Division (WAD)
® Israel Field (ISRF)

- Middle East and North Africa Union

- Organizational Units
Mission (GMEU)

East Ghana Conference

Eastern Sahel Union Mission |®

0O 0O o MO

Global Mission, Lazare Goumba
Spirit of Prophecy, Leonard Ndjock
System Codes: EntitylD: 13440, OrgMastiD: A7CF11; AdmFieldiD: ECMM

el
Institution and/or Other Entities Download | Edit Content
T

INSTITUTIONS AND/OR OTHER E! =

Figure 37

If institutions are downloaded from the Institutions and/or Other Entities bar, all of the institutions for that

organizational unit will be downloaded. If an institution is selected from the center column, only that institution

will be downloaded.
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Resetting a Password

0 8 hitps//jordanadventistorg

Go to the Jordan login page and click on the blue € c
text below the Submit button that says Click here
to change your password. (Figure 38)

7 SEVENTH-DAY
= . ADVENTIST CHURCH

Please enter your credentals

Language Enghs v
Email Address rasmusseni@gc adventist org

Passwotd  seeressees

Figure 38

C () & nttps//jordan.adventist.org/#

It will then give you a place to enter the email Change Password

associated with the account. (Figure 39) O 1o e i e el s

used to login to MyReport and click the Submit button

You will received the registration email with the fink to
create your password

! Email Address

Figure 39

Once you have clicked on Submit an automatic email with a link to update the password should be sent to that

address.
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External Editor Interface

The external editor receives an email with a private link to access the entity editor. When the user clicks on the

link a website will open with the information of the assigned entity. The external editor must click on the Edit

Content button to begin making changes. (Figure 40)

Runouts Data

Hong Kong Adventist Hospital - Tsuen Wan

Vawily the information Delaw. Be sume 50 soroll ovn undl the o] of s Dags

Organizational Unit: Chiness Union Missicn
Telocommunications:

Yelophone: 852-2275-0088 (General): 852-2274.4700 (Presidenty. 852-2275-6708 Francal H52-2275-8700 (VPAL

FAF Corwety

Figure 40

After clicking the Edit Content button the system will show the data editing screen (Figure 41). This has two

columns. The first column is the area to edit the content. You can click on this area to add, modify, or remove

text. The second column contains the Styles you can use to format the content.

To apply a style to a particular paragraph, place the cursor anywhere within that paragraph and then click on

the desired style. To make a section of text bold, select the desired text and click on the Bold button. Below the

style list you will find the instructions related to the entity type you are editing. Follow these instructions

carefully. When finished, click on the Save Data button.

Data Editor

Organdzational Unit: Chiness Lnkon Mason

Telecommumications:

Fax: 85228139311
E-msl: slex tarvlitwnh. ong tic poul yam@twah org Bk
WaESIR! waw, twiah.ong N
Addreas: 100 Tausn King Crount; Tiusn War, New Terrifories. Hong Xong
Number of Patient Bads: 229
Board of Directors: Fobert S. Folkenberg Jr., Chawr; Adex Lan, Secwtary
Adminsstration;
Pregident, Alex ithong Pon %Lan
Chisf Financal OMcer, Samon HSim
Vica Prasidents
Admirstration, Paul %Yam
Madical Aluirs, Monty Wai Mg ¥iles
Director of Nursing (Acting), Simon %.Chan
Maodcnl Staft.
Crig! of Macdhical Siaft. Luno Wal %Chan

Teinphors: 852-2275-6688 (Genarall. 852-2275-6700 tPresidant); 852-2275-6706 (Finance). 852-2275-6700 (VPA)

Tast 0ot Indented

mstructions

Cantersd Text

Indont Yext Leved !
et Taxt Levels 2
Irscheent Text Lwsdy )

Incent Toxi Lavels 4

Do NOr Show your Changen. subemnit Gaan lext

o instiiuthon I8 Deirg moved 10 8 BMerert Ong Lt
0 NOE Shisiate L just typs i & NoLe AL the botiom of
the poge that § is NOW under its few Ong unit

Do not detets Istutions: just typ= it o Nobs at the
buttom of ™e page saying f was cised. 3oi0, etc
Give instfution names in Englah. If deared. the
name CaN Aino be isted in ita native langunge oo the
next line.

Ust ondy the cnar and seometary of Boards of
Managamant or Denctors.

Liat the lagal or conparata nama ooty if It ditfers from
tha reguiar nanme

BRgnning win Adminstration (not tha Board), please

pace @ S sign in vont of 1he last name lor each

Figure 41
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The system will ask if you want to submit the file
Ready to Submit this file? (Figure 42). You can select “No, | have more to
edit” if you have not finished the
information—This will allow you to close your
navigator and return later to continue editing

Figure 42 the document. To return you must use the
provided private link.

If you have finished editing, select the option “Yes, | want to Submit.”

Once you select “Yes, | want to Submit”, the Condent Siimision
Content Submission window will open providing

A% emall wil be SH02 10 The arpaniZational unt rfonrng Thaim Mat t

Cotr e

you an opportunity to enter a message which will gion this clocument will nat longer be avaiabie for sctng
be included in the notification email back to the et s S0
unit data manager (Figure 43). Use this for any
explanation, clarification, or comments you feel
are needed.

Figure 43

After the document has been submitted the external editor will not be able to use the private link to edit the
document anymore (Figure 44).

WARNING

Ths cocument iz not avalable for editing

Figure 44

If the external editor must make new corrections, the Data Manager is required to send a new link by using the
Contact Editor button. (Figure 12)

If the file is correct without editing, simply click on the Submit Content button in the upper right corner. (Figure
40)
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