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I.

CHURCH DASHBOARD INTRODUCTION

The South Georgia Conference Church Dashboard (“Dashboard”) is a web-based feature that allows
local churches the ability to directly update their information into the conference-wide database. This
information is used, among other ways, to populate the church locator features of conference and district
websites, as well as complete conference reporting requirements. This conference-wide database is a
cloud-based hub, shared by all offices in the South Georgia Annual Conference, including district offices,
administrative services, episcopal, connectional ministries, pastoral counseling and more.
By adding contact information for their local leaders directly into the conference database, churches
enhance communication efforts meant to resource ministries. It is our hope that every local church will
use the dashboard so that conference and district offices may have access to the most up-to-date contact
and position information for church’s leaders. The pages that follow take you through a step-by-step
process on how to use the dashboard. If there are questions regarding the dashboard that are not
answered in this document, please contact Conference Data Specialist Meredyth Earnest
(meredyth@sgaumc.com) in the Connectional Ministries Office.
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II.

MY CHURCH’S LOGIN INFORMATION
LOGGING INTO THE CHURCH DASHBOARD

There are two ways to access the login screen for the church dashboard.
Option 1: Visit www.sgaumc.org and click on “Dashboard” on the top, right-hand side of the
screen. (See Below).
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Option 2: Type http://www.sgaumc.org/dashboard into the address bar of your web browser
and go directly to the following screen.

Log in using the username and password for your church. Each individual church has a unique
login, even if multiple churches are on a charge.
If you cannot recall your login information, please click on the “Need help logging in?” link and
you will be presented with the following screen:
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Enter your church’s e-mail address and click “Submit.” The church email that you use here MUST match
the email address that is listed in our database for your church. If you are unsure of what email address is
recorded for your church, please contact your district office.
If the email address you entered is the correct email address listed for your church, you will receive an
email with a link to change your password.

Click on the link and you will be prompted to enter your new password and then to confirm it.
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Once the password is accepted, you will need to go back to the login screen and enter the new
information. Once you have logged in, you will be presented with the home page of the church
dashboard:

LOGGING OUT OF THE CHURCH DASHBOARD
After you are finished working in the Dashboard, always click on “Log-Out.”
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You will be returned to the homepage of our South Georgia conference website,
www.sgaumc.org.

CHANGING YOUR CHURCH LOGIN
This area is used to change the login information for your church. As a reminder, this login
relates to the local church, not an individual or a charge. If more than one person at your church
accesses this dashboard, you will need to inform them of any change made to the church’s login
information.
First, choose “My Church’s Login Information” from the menu on the left.

7

Next, click on the “Update” button,

and the following screen will appear.

Enter the new username that you want to use, enter the new password and then re-type the
new password to confirm it. Click on “Save”. Put this information in a safe place and only
distribute it to the pastor(s) and church administrator/secretary.
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III. MY CHURCH DASHBOARD HOME PAGE
The church dashboard home page has links that will take you to each section of the dashboard.
This manual will cover each of the sections. The sections are as follows:

●
●
●
●
●
●
●
●

My Church Information
My Church’s Contacts
My Church’s Leaders
Print My Church’s Leaders
My Church Login Information
Pastor(s) Compensation Report(s)
My Church’s Login Information
Log Out - Clicking on the Log Out link will log you out of the system and return you to
sgaumc.org. Please see page 6 of this manual for information.

IV. MY CHURCH INFORMATION
This area allows you to update the information for your local church. Click on the “My Church
Information” link and the following screen will display with the information we currently have in
the database for your church.
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Click on the green “Update” button to make changes in any of the displayed fields. (See screen
below).

The first field that a church should update is the “Email Address” field. This is the primary email
address for the church. It will be the email address used to reset login information for the
dashboard, should the need arise. Keep in mind that this is the email address that is visible on
the church locator portion of both the conference and district websites.
To upload a Primary Image (current picture of your church), click on the “Browse” button and
navigate to the picture located on your computer. Click on the file name to highlight it and then
click “open.” This will upload your picture to the website.
Phone numbers should be entered in the following format (xxx) xxx-xxxx. It is very important
that you do not put words in the phone number field such as “call first.” Do not enter words in
the phone number field, even if you are indicating an extension. Just enter the phone number
without the extension. Please note: When entering the addresses for your church, be sure to put
the PHYSICAL address for your church in the appropriate fields. This enables the conference
and district websites to show a map to your church.
You will also notice that certain fields are view-only and may not be edited through the
dashboard. If you have any questions or updates to view-only fields, please contact your district
office.
When you have finished updating the information for your church, click on “SAVE.” The
following screen will display, and you should then click “Return to Dashboard.”
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V.

MY CHURCH’S CONTACTS

This area is used to maintain correct contact information for each of your local church leaders.
Click on “My Church’s Contacts” and the following screen will be displayed.
Please note: Even though you can add or take away a leadership assignment to a clergy
person’s record, his or her contact information is not editable through the dashboard. If you feel
something is incorrect, or you have an update, please notify your district office as soon as
possible.
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Click on “Edit” and verify that the mailing address, email address, phone number, etc. are
correct. Make any necessary changes and hit “Save”. Please enter the complete zip code (plus
4, when available) for all addresses. To find this information, go to
https://tools.usps.com/go/ZipLookupAction!input.action
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The following screen will display after you hit “Save.” Then, click on “Return to church contacts.”

VI. MY CHURCH’S LEADERS
This area allows you to input your local church leaders into the conference database so that the
conference and district offices can contact your leaders with important information about their
ministry. This also satisfies the annual charge conference leadership list requirement.
The dashboard will also allow churches to easily print lists and download contact information for
their leaders. Click on “My Church Leaders” and the following page will display:
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In this area, you can enter/edit all of your church’s leadership assignments. To edit an
assignment for an existing leader that is already listed, click on “Edit” and the following screen
will come up.
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If a currently listed leader has been re-elected to the same position, all you need to change on
this screen is the end date. If you leave it at 12/31/2015, as the example above shows, the
assignment will automatically expire at the end of the year and you will no longer see this
person in this leadership assignment after 12/31/2015.
However, if you change it to 12/31/2016, this person’s record will reflect the assignment until
that date. If the person has been elected to a different leadership assignment, put an end date
on this record and hit “Save”. Don’t select a different leadership assignment on this record.
After you click on “Save”, the following screen will display. Then click on “Return to Church
Leaders.”
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If an existing leader or contact is elected to a new assignment position, click on “Add new
assignment.”

The following screen will appear: Click on “Give Assignment” next to the person’s name that has
a new assignment position.
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The following screen will appear:

Choose the start and end date of the assignment, then click on the dropdown box and select the
Assignment Position. Click “Save.”
The following screen will then display: Then click on “Return to Church Leaders.”
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If the person that’s been elected to fill a leadership assignment in your local church is not
already listed as a leader, click on “Add New Assignment,” then click on “Add a new person.”

Enter the person’s last name and hit “Search”.
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In the example on the previous page, the last name “Test” was entered. The screen below
shows that two records were found. If one of these records is the person you were looking for,
click on “Give assignment to this person.” (If this is not the person, refer to page 20 for
instructions.)

The following screen will appear. Choose the start and end date of the assignment, then click on
the dropdown box and select the Assignment Position. Click “Save.”
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After you click “Save”, the following screen will appear. Click “Return to Church Leaders”.

If the person you searched for was not in the list of names displayed after you entered
the last name and hit search, you will see the following screen. Confirm that you spelled the
last name correctly. If the person is NOT already in the South Georgia Conference database,
click on “Add a brand new person to our database.”
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Enter as much information as you have available. A minimum amount of information is required
to save a contact in the database: First Name, Last Name, and Mailing Address. If you don’t
know the mailing address for the person, please enter the church’s mailing address.
Once you have entered all information possible, click “Save.”

After you hit “Save”, you will see the following screen. Click on “Return to Church Leaders”.
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You are now back at the Church Leaders screen.
Click on “Add new assignment”.

The following screen will display. You should now see the person you just added. Click on “Give
Assignment”.
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The following screen will display. Choose the start and end date of the assignment, then click on
the dropdown box and select the Assignment Position. Click “Save.”

After you click “Save,” the following screen will appear. Click “Return to Church Leaders”.

Continue editing/adding assignments until you have all of your future leadership entered. If
leadership assignments for required positions are not entered, a red warning box will display.
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Each charge conference season, you will enter the leadership with an end date set to the last
day of the following calendar year (December 31).

PRINTING A CHURCH LEADERSHIP LIST
Click on this link to display a printable list of all your church leaders.

24

You may choose to print either your current calendar year’s leaders, or future year’s leaders by
toggling through the buttons at the top of the page. Future leaders are those leadership
assignments with end dates after the end of the current calendar year.

You can then choose to print the list as it’s displayed, or download the list. Print the “Future
Leaders” list to satisfy annual charge conference reporting requirements (“Leadership List”).
Downloads may also be made with either the current or future leader option.
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PASTOR(S) COMPENSATION REPORT(S)
Most of the lines in the Pastor Compensation Report are self-explanatory. However, a few lines
may require additional explanation, which is outlined in the following pages.
NOTE: If you hit the “enter” key while in the Pastor Compensation Report, it will attempt to
submit the report, and will most likely result in error messages. You need only click the “back”
button on your browser to resume where you were. Just click your way from box to box, and do
not click the “enter” key until you are completely finished with your report.
To begin, select “Pastor(s) Compensation Report(s)” from the menu on the left. If more than one
clergy person serves a church, each clergy name will be listed. Each report will be completed
separately.
However, if a pastor is serving more than one church on a charge, he or she will only have to
complete the report one time. When logged into the dashboard for the other churches served,
the Pastor Compensation Report will show as completed.
Click on the “Start Pastor Compensation Worksheet” or, if the worksheet has been viewed
before, click on “Edit/View Pastor’s Compensation Form.” Both links will take you to the same
page – Worksheet 1.
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Worksheet 1 – Enter Salary
The salary amount is the total compensation paid from your church to your pastor. Funds from
Equitable Compensation or other sources will be entered later. We will go through further steps
to indicate which parts are for housing, personal pension contribution, etc. If your pastor serves
more than one church on a charge, note that the salary paid by each church is to be entered
separately.

Note: No other portion of the worksheet is able to be completed until the salary information is
entered. Once this is entered, click next. This will take you to the compensation worksheet, and
you will see what you have already entered on Worksheet 1.
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Worksheet 2 – Add in amounts paid to the pastor which may be received from Equitable
Compensation, annual conference funds (such as grants from New and Revitalized Church
Development (NRCD)), district funds, or other outside sources.

Worksheet 3 - This worksheet will simply total up the figures entered so far.
Worksheet 4 – This worksheet deals with the pastor’s personal pension contribution (NOT the
church’s share, but what the pastor contributes). Funds entered here will be withheld from the
pastor’s salary. The church will receive a separate bill from the General Board of Pension for
this amount. Be sure to enter an annual amount, not a monthly amount. Local church pastors
will enter their personal contributions on (a) (if before tax) or (c) (if after tax). Some pastors
appointed to extension ministries may have a contribution on line (b) instead.
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Worksheet 5 – This worksheet deals with various reimbursement accounts.
a.
HealthFlex is for any amount the pastor wishes to set aside to pay for spousal or family
health insurance. This is NOT the amount for the pastor’s insurance – that will be billed
separately.
b.
Any Medical Reimbursement Account entered here must ALSO be entered by the pastor
in the fall in their GBOPHB annual election. If the two disagree, the annual GBOPHB election
will take precedence. Amounts entered here are to be withheld from the pastor’s salary. The
church will receive a bill for these amounts.
c.
Same as (b) except this is for Dependent Care accounts. Again, this must ALSO be
elected by the pastor in their annual GTBOPHB elections.

Worksheet 6 - This worksheet deals with various cash allowances a church may provide a
pastor. Few churches do this, since funds provided in this manner are taxable. A better option
is to use the Accountable Reimbursement plan (see worksheet 9).
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Worksheet 7 – This worksheet deals with how housing is provided to the pastor. The first
question has a drop-down menu. One of these options MUST be selected. The next two options
may or may not be used, depending on the specific church.

Worksheet 8 - This worksheet will provide a running total so far.
Worksheet 9 - This worksheet is for items in the church budget related to the expenses of the
pastoral office, but which are not compensation to the pastor. This includes Accountable
Reimbursement Plans for ordinary business expenses paid by voucher.
Worksheet 10 – This worksheet helps remind the church to budget these additional expenses
which are required by the Standing Rules of the South Georgia Conference.
You will also find information to help your church budget for the pastor’s HealthFlex insurance
premium, and for their pension costs. Many churches want these numbers for their budgeting
process.
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When you have finished entering the information, click Save.

This will take you back to the Pastor Compensation Report main page. Click on the “Pastor’s
Compensation Form Final Report (For printing only)” to print a copy of the report.
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This form is to be printed and taken to your Charge Conference. It should be signed, and a copy
must be provided to the church treasurer (so they know how much to withhold from the pastor’s
salary, and can know what bills to expect). It is advisable for the pastor and SPRC Chair to both
keep a copy also.
The church treasurer should note that the printed copy has a helpful column on the right side
telling them which box on the pastor’s W-2 each item should go in. This will help them at the
end of the year.

If you have any questions regarding the Pastor Compensation Report, please contact the
Administrative Services office at 1-800-535-4224.
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