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iMIS Reference Card
Search Tips
· Use % for wildcard searches by Name, Family, MIMS ID, Email, Home Phone, Birth Date and Full Address
· When searching by home phone, enter the number as it is formatted in iMIS: (###) ###-###

· Search by Name:

	Smith
	Finds everyone whose last name is Smith.

	Smith, J
	Finds everyone whose last name is Smith AND whose first name starts with ‘J’.

	%mit%, J
	Finds everyone whose first name starts with ‘J’ AND whose last name contains the letters ‘mit’.

	Joh%
	Finds everyone whose last name begins with ‘Joh’.

	D%, %ill
	Finds everyone whose last name begins with ‘D’ AND whose first name contains the letters ‘ill’.


· Search by Birth Date:

	Nov 23 1995
	Always use the first 3 letters of the month

	Nov  3 1995
	To search for single digit days, enter two spaces between the month and day


iMIS Glossary
· Terminal Services: The software used to access iMIS remotely from your computer. It acts like a remote control, allowing you to run iMIS on your computer even though it is installed elsewhere.
· Person Portfolio: Accessible through the People Tab on the top navigation or through Manage People on the left navigation. The Person Portfolio is the screen that displays a person’s contact information (Contact Block), personal information (Details Section), and history of involvement (History Section).
· Accumail: The software used within iMIS to verify mailing addresses with the USPS.
· Committee: In iMIS, the term committee refers to any group of individuals. Committees have positions, but do not track attendance.
· Activity: An activity is a small collection of information about one’s participation or involvement in the church. In iMIS, there are several types or categories of activities. These are found in the History section of the Person Portfolio. Events, Committees, and Rosters create activities on one’s record to provide a full history of one’s involvement in the church.
· Meetings: The name of the activity type used for Events. ‘Meetings’ and ‘Events’ are synonymous terms in iMIS.
Getting Help
         Helpful Links & Numbers
	Help Desk*
email
On Campus:  XXXX
Off Campus: XXX-XXX-XXXX
*8:30 AM – 5 PM; M-F


	Intranet

Remote Access to Email

Remote Access to Website Content Manager

XXX-XXX-XXXX: Remote Access to Voicemail

XXXX: On Campus Emergencies

	( Request New/Change iMIS Report: Email Help Desk with a complete list of information needed in the report.

	( Request Committee Setup: Email Help Desk with the Group Name and the Committee Name.

	( Request New Employee iMIS Access: Request through Human Resources.

	( Request iMIS Training: Email <NAME> or call XXXX


iMIS Common Commands and Shortcuts
Learning these built-in keyboard shortcuts will make data entry faster and easier. Use the right-click menu to Undo, Cut, Copy, Paste, Delete and Select All in the Name, Address and single-instance Detail sections. The right-click menu is not supported in the History section.

General Shortcuts

	Ctrl+F
	Find
	Ctrl+C
	Copy

	Ctrl+F, Shift+Tab, N
	Find by Name
	Ctrl+V
	Paste

	Ctrl+L
	Lookup
	Ctrl+X
	Cut

	Ctrl+E
	Edit
	Right Mouse Click
	On Tabs to Select from List of Tabs

	Alt+S
	Save
	Spacebar
	Execute button action

	Alt+C
	Cancel
	Ctrl+T
	Edit Person Portfolio Tab Preferences

	Ctrl+I
	Insert new record
	Ctrl+Q
	Exit iMIS

	Ctrl+N
	Open a new instance of iMIS. Allows you to view/work on two records simultaneously.
	Alt+Tab
	Toggles between each instance of iMIS or between programs currently opened on the computer.


Data Grid (Table) Shortcuts

	Ctrl+F9
	Load next record from Results tab
	Home 
	Move focus to first column of current row in grid

	Ctrl+F8
	Load previous record from Results tab
	End 
	Move focus to last column of current row in grid

	Ctrl+R
	Load selected record (Results, Record History, Roster, Relationships, or Role tab)
	Ctrl+Home
	Move focus to first record in grid

	Ctrl+W
	Load selected record/row in a new instance of iMIS. Allows you to view/work on two records simultaneously.
	Ctrl+End
	Move focus to last record in grid

	PageUp
	Move focus UP one full screen in grid
	Ctrl+Z
	Zoom grid field (with length > 255 characters)

	PageDown
	Move focus DOWN one full screen in grid
	Ctrl+Z
	Undo (inside a zoomed field)


Insert Your Logo
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