FRG DATABASE TOOL (v2.3)
Denise & CPT George Corbari designed this database for the sole purpose of organizing Family Readiness Group information; enabling both the commander and FRG leader to be more efficient and effective in their roles with the FRG.

We hope you find using this tool helpful in the administration of your Family Readiness Group.  It may not address all of your needs, and we are happy to take suggestions for future improvement.

We developed the following instructions to assist you.  Please print them out, follow the setup steps, and keep the document handy for future reference.  The document is complete with hyperlinks if viewed digitally.  If you have any problems, questions or suggestions, please send them to:
 george.corbari@us.army.mil or denise.corbari@us.army.mil 
**Please note this tool requires MS Access 2000 or later.  We assume that users have a basic knowledge of Microsoft Windows and Microsoft Office products.  No knowledge of Microsoft Access is required to use this tool.
Version 2 incorporates many new features and several new reports.  Some of the formatting restrictions were relaxed to allow for European phone numbers and some of the fields have been combined or split to make the database more user friendly and applicable to Reserve/Guard Units as well as Active Duty Units.

Update 2.3 includes revised menus and navigation, several bugs were fixed and customization was added for committees.

If you are familiar with the previous versions of this database, you may want to go directly to the menu map and report listing.

Please review the Frequently Asked Questions (FAQ) section if you are having problems.

Future Plans:

Version 3 will include direct links to email and other customization features and will be specific to OCONUS locations.

Version 4 will be designed specifically for CONUS locations.

No further updates are planned.

If you have any other suggestions please contact us.

Thanks to all those who have written to us!

-George & Denise

MAIN MENU

Each time you open the FRG Database, the main menu automatically appears.  The Main Menu (Figure 1) serves as a “switchboard” to use as a navigational and command tool when using the database.


[image: image1]
Figure 1 "Main Menu"

Key to buttons on the Main Menu:

1: Database Setup/Management: Opens the Main Setup Menu, for the purpose of entering or editing basic data about your unit.  You must start here to configure the database correctly.  In addition, all commonly accessed menus used to manage database information can be accessed through this menu.
2: FRG Data Quick Edit is used to input or edit data via the MAIN FRG FORM.
3:  Input Volunteer Hours: Opens the Input Volunteer Hours Form, used to enter or edit volunteer hours and event information.
4: Data Sheets Quick view allows you to pull up completed Data Verification Sheets with or without leader notes.
5: Go to Reports Menu: Opens the Report Switchboard Menu, enabling the user to open, view and print selected reports.
You can quickly close the application by selecting the “The Program Exit” button in the top right hand corner.  This will close the FRG database, automatically saving data and closing the program. You will find this same icon in menus and forms; use it to close the menu, form, or application.
Start Here, Database Setup/Management
Click on the large check mark next to “Database Setup/Management” on the Main Menu.

SETUP: Opens another menu with several choices: Unit Information Form, Geographical Locations, Reports Menu and Main Menu.  The Unit Information Form is used to enter basic information on the unit, to include the Unit Designation, Commander, First Sergeant, and FRG Leader (and Co-Leader if applicable), platoon information as well as important phone numbers and the names of your volunteer committees.  This data provides the information for the headers of all reports and base information for other reports.  ACCESS THIS MENU FIRST!!  This data must be entered first to properly initiate the database.

From this menu, you can input information specific to your unit, input information related to your Geographic Locations or Housing Areas, go to the Reports Menu, or you can return to the Main Menu.
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Figure 2 Database “Setup/Management Menu”
Unit Information Form
The Unit Information Form is used to input information specific to your unit.  Follow the instructions below, noting the hints at the bottom of your screen for each field.

[image: image3]
Figure 3 "Unit Information Form"

1. Enter the Unit Designation, for example, “Alpha Co/1-32 Inf Bn.” Whatever you enter in this field will appear as the “header” for each report.  You can change or update this information later.

2. Enter the Commander’s full name (for example CPT Jim Smith), work and home phone numbers.

3. Enter the First Sergeant’s full name, work and home phone numbers.

4. Enter the FRG Leader’s full name and contact number.

5. Enter the FRG Co-Leader’s full name and contact number.

6. Enter the Unit Chaplain’s phone number or the phone number of the “duty chaplain.”

7. Enter the Unit Staff Duty phone number (24 hour number for emergency contact).

8. Enter the number for the local Army Community Service (ACS).
9. Enter the number for 1-800 number for Tri-Care (or appropriate health care appointment line)
10. Enter the number for the local American Red Cross (use 24 hour #).

11. Enter the number for the “Commander’s Hotline” (if your unit uses one).

12. Enter the platoon designations for the unit (appears as drop down menu in FRG Member information form).

13. Enter Geographic Location or Housing area information (appears as drop down menu in FRG Member information form).  Reserve units may want to use this for “counties,” whereas active duty units may want to use housing areas.

14. Finally, enter in the names of your volunteer committees.  (enter as many as you like)

Use the icons across the top to print the information, export the information to Word or to close the form. (Exit door with the blue arrow).

Geographic Location/Housing Area Form

Every installation designates housing areas by name, to include off post housing commonly referred to as 801 housing.  To better manage information and facilitate emergency procedures, it is necessary to include housing area information in the database.  Open the “Geographic Location/Housing Area Form” from the Unit Information Menu.  The information input here can be whatever you want it to be- counties, states, housing areas, or cities.  This information can be input either through this form or through the Unit Information Form.
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Figure 4 Installation Housing Area Form
Enter the name of each geographic location or housing area for your installation by typing the name in the Area box.  Press ‘Enter’ to add new record or select the pencil button.  When you are finished, select the door button to exit.  You can always come back to this form and enter new information or edit old information.
Data Collection
Next, select the “Go to Reports Menu” the last button on the Main Menu.  The Reports Menu will appear.  This menu provides links to main reports and other menus linked to more reports produced by the FRG Database.  See Reports for more information.  For now, select the first button and then look for “FRG New Member Info Sheet (Blank form).”
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Figure 5 “Reports Menu”
In order to establish your database, you will need to print this form out and provide copies of it to each of your FRG members.  This will be the source of information for you to enter your initial data.  After collecting and entering this initial data, you will then only need to reproduce this form for incoming members.
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Figure 6 “FRG New Member Information Sheet” (for data collection)
After selecting the FRG New Member Info Sheet button, the print preview screen will appear.  Select File, Print or select the print button icon to print the form (depending on the version of Access you are running).  Note that in place of “Your Unit Name,” the name of the unit that you entered during the initial setup in the Unit Information Form will appear.  Simply reproduce this form to collect your data.  Close this window by selecting the “X” in the top right hand corner of the print preview window.

Data Entry, Main Form 

Once you begin receiving the forms back from the membership, you can begin entering the member data.  From the Main Menu, select “Database Administration” then "FRG Main Input Form (new data)."
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Figure 7 "FRG Main Input Form, shown in (new data mode)"

Key to special buttons:

1. Find: use this to find records within the database.

2. New Record: select this button to create a new record in a blank form.

3. Save: select to save current data (data automatically saves when you move to a new record or close the menu.

4. Link to Volunteer Hours Form.

5. Link to Key Caller Management Form.

6. Print Preview of Data Verification Sheet with Leader Notes.

7. Delete the current record.  This action will delete all associated information with this record (children, volunteer hours, etc.)
Use this form to enter data on each FRG member and the FRG member’s family.  Use the tab or enter key to move from field to field.  The program automatically formats much of the information in ALL CAPS (to ease in creation of mailing labels). Enter the following information:

1. Enter the FRG Member’s first and last name in the appropriate fields.

2. Enter the FRG Member’s mailing address line by line and then the zip code separately.

3. Enter up to three phone numbers.  We suggest you use #1 for home phone, #2 for cell phone, and #3 for work phone, however you may use these numbers anyway you see fit.

4. Select the Geographic Location/Housing Area by choosing from the drop down menu. You can update or change this information in the Geographic Location/Housing Area Form.

5. Enter the residence address only if it is different from the mailing address.  Reports are programmed to recognize the absence of a residence address and will then use the mailing address.  Therefore, if the mailing and residence addresses are the same, leave both of these fields blank.

6. Enter the FRG Member’s birth date, wedding anniversary of the FRG Member & Soldier.  Select the check box if the FRG Member is enrolled in the Exceptional Family Member Program (EFMP).

7. Enter the FRG Member’s email address.

8. Enter the Soldier’s full name, arrival on station (date signed into installation), Soldier’s rank and select the soldier’s platoon from the drop down list. Select the platoon the FRG Member’s spouse is a member of from the drop down menu.  The source of this information is the platoon field of the Unit Information form
9. Check the box if the FRG Member speaks English as a Second Language (ESL).  Enter the foreign languages spoken (if any) by the FRG Member (list all languages in the box, separating each language by a comma).

10. If the member is a volunteer, select each committee separately from the drop down list.  If the member is a committee chairperson, select the check box.  Select the check box by clicking with mouse or tab to the check box and use space bar.  Also select the check boxes where applicable if the member is a Key Caller Volunteer (select if FRG Member is willing to be and is designated a Key Caller).  This will automatically add the member to the Key Caller Assignment Form menu selection.  Also if the member is a Bake Sale Volunteer
11. Enter FRG Member’s occupation
12. Select “No Key Caller” and/or “No Contact” if the family member does not wish to participate in FRG as indicated on their data sheet.

13. Enter the Emergency Contact Information for the FRG Member.  Enter the full name of a person other than the spouse to contact in case of emergency.  Enter the relationship of the contact to the FRG Member.  Enter the phone number and address of the contact.

14. Enter any personal notes of the FRG Leader.  This is your space to make special notes, add alternate information that is not contained elsewhere.
15. Next, enter the pertinent information on each child of the family as appropriate. (Tab to create new record).  Enter each child’s name, birth date, EFMP status and gender.
16. Finally, use the mouse to navigate to the Previous Duty Station field.  Enter the previous duty stations where the FRG Member has experience.

After you have gathered and entered all the information, you will next assign and manage Key Callers.
Key Callers

The purpose of “Key Callers,” is to provide the leader and members with an ability to communicate information throughout the membership quickly and efficiently.  Key Callers can also serve as “mentors” or “facilitators” to members who are new to the Army or installation.  Each Key Caller should be responsible for contacting 5 to 10 other members of the FRG.  Each FRG member has a different method of assigning Key Callers.  For example, one might want to assign Key Callers by geographic location, another may choose to assign by platoon.  Whatever method you choose, the first step is to organize the “Key Callers.”  Organize the Key Callers by opening the “Key Caller Code Assignment Form” (the second button down on the Main Menu).

When the Key caller Code Assignment Form opens, the names of all Key Callers will appear in the left column.  Enter the appropriate code (number) for each Key caller in the “Code” column.  Lower numbers will appear earlier in lists and reports.  No two Key Callers should have the same code.

After entering the code information, close this form by selecting the exit door.  Next, open the “Key Caller Assignment Form,” (the third button down- the phone button).

When the menu opens, all FRG member names will appear in the first column (except for those members who selected no contact on their data sheet).  The member’s housing area appears in the second column and the assignment field appears in the third column.  Use the drop down arrow to open the list of Key Callers and select the appropriate Key Caller for each member.  Each Key Caller’s name appears in the drop down menu, followed by their housing area and spouse’s platoon.
To produce a master Key Caller List, select the print preview button (page and magnifying glass).  The Key Caller Report will appear (Figure 9).   The FRG leader can use this report to manage the FRG Phone Tree.  Close this window.  Exit the Key Caller Assignment Form by selecting the exit door.
Figure 9 “Key Caller Assignment Form”

[image: image8]
Figure 10 “Key Caller Phone Tree Report”
Volunteer Hours

To enter Volunteer Hours, select the Volunteer Hours form from the Main Menu (fourth button). 
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Figure 11 “Volunteer Hours Form”
This form consists of a main form and a sub form.  Notice two sets of navigation bars at the bottom of the form.  One set navigates between Member records; that is between each member in the FRG.  The other bar navigates between events specific to this particular member.  The Member’s name appears in the red box at the top of the form.
To change to a different member, use the bottom navigation bar, or click inside the red box and choose the “Find” button (binoculars).  After choosing the binocular button, enter the name of the member you are looking for.  Set the options as appropriate and click “OK.”

To enter volunteer information, simply click in the first column of the sub form (hours).  Enter the hours and tab to the “Event” field (enter a name for the event as shown).  Finally, enter a date in the last column.  To enter another event, press tab or enter.  Before entering information for another member, save the record by clicking save record (disk and pencil).  When you have completed entering all information, close the form (exit door).
REPORTS

Working with reports is very simple.  Select the report you need, preview the information and print.  See the Menu Map to make finding the desired report easier until you learn to navigate the menus without the cheat sheet.  Reports can also be exported to Excel or Word.
Exporting Reports appears more difficult than it really is.  Select the export button for the desired report.  A menu will appear (Figure 11).  Select the desired format.  We recommend using HTML or Rich Text Format if you want to convert to Word, however Text File is another option.  Select OK, navigate to where you want to save the file and add a name.  Open Word, select Open Files (change the format of the type of file you want to open).  Navigate to the place you just saved the file in, select the desired file.  Some formatting may be lost when converting to anything other than HTML format.

[image: image10]
Figure 12 “Export Menu”
We designed the reports to aid in organizing and tracking information regarding your FRG.  These reports can be accessed through the Reports Menu shown in Figure 4. See Complete listing of all 23 Reports for an explanation of these reports.  Below is a sample of the Data Verification Sheet.  These can be printed with or without leader notes attached.

[image: image11]
Figure 13 “Data Verification Report”
The Address Reports button switches to another menu.
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Figure 14 “Address Reports Menu”
From this menu you can print various address lists and mailing labels. The Address Labels button will print address labels on a 5160 address label sheets (3 across) on most standard printers.  These sheets can be purchased at the PX or any office supply.  This is the approved format for mass mailing.
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Figure 15 “Key Caller/Contact/Phone Tree Menu”
From the Key Caller/Contact/Phone Tree Menu you can print a variety of information specific to contacting members of the FRG.  The Contact Cards (whole unit) button produces a unique “Contact Card” for every member of the FRG.  The card contains the phone numbers of the FRG member’s Key Caller (FRG point of contact), the unit commander and 1SG as well as other key phone numbers entered in the Unit Information form.  We designed these cards for printing on business card stock (10 per page, 2” x 3.5”), which can then be separated and laminated.  Use  “Avery Business Cards #8371 or #5371 or compatible style. We attach an adhesive magnet to each card, which the FRG members can then put on their refrigerator for convenient access.  Use this button when unit information changes such as a new commander or 1SG, requiring you to reprint ALL cards.
The “Contact Cards (individual)” button only produces cards for selected individuals; those identified in the Record Selection Form.  Use this report when you only need selected cards.  When you choose this button from the menu, the Record Selection Form appears.  Simply select the records you want printed, and then choose the print button at the top of the menu.
To select specific cards, open the Record Selection Form.  Next, simply use the mouse or space bar to select (put a check mark) by the name(s) of the individual(s) whose records you want to select.

The Phone Tree (Key Caller Roster complete) button produces a phone list for the FRG Leader, listing the names and phone numbers of each Key Caller and the FRG members that each Key Caller is responsible for communicating information with.  The report is in essence a master Key Caller list.
The Phone Tree (Key Caller Roster individual) button produces a phone list for each Key Caller, listing the names and phone numbers of each FRG member that the Key Caller is responsible for communicating information.

From this menu you can also print all email addresses in list a format.

The last two buttons on this menu are navigational- one button returns you to the Reports Menu and the other returns you to the Main Menu.

Return to the Reports Menu.  The next button on the Reports Switchboard is the Complete Address List menu.  These reports assist the Rear Detachment commander or as a handy reference for the FRG Leader.  Several formats produces a complete report listings all FRG member addresses and phone numbers.

Use the next report to provide information to your installation volunteer coordinator to ensure that members of your FRG receive recognition for their volunteer efforts.  This report will produce a record of volunteer work that each member has participated in.  Additionally, POC information appears automatically at the end of the report.  This report is usually sufficient for the Installation Volunteer Coordinator; however you might want to verify that for your area.
The following pages list all menus Menu Map and all reports Report List for reference purposes.  Print out the last 3 pages of this document to have nearby as you work on your database, they will serve as a quick reference for navigation purposes.
Menu Map

	Main Switchboard
	 
	 

	Database Setup/Management
	Setup
	Unit Information

	
	
	Geographic Locations/Housing Areas

	
	
	Reports Menu

	
	
	Main Menu

	
	Management
	FRG Main Form (Edit)

	
	
	FRG Main Form (New)

	
	
	Key Caller Code Assignment

	
	
	Key Callers

	
	
	Volunteer Hours

	
	
	Reports Menu

	
	
	Main Menu

	FRG Data (Quick Edit)
	FRG Main Form (Edit)
	 

	Data Sheets (Quick View)
	FRG Member Verification Sheet (w/notes)
	 

	
	FRG Member Verification Sheet (w/o notes)
	 

	Reports
	Database Management
	FRG Member Verification Sheet (w/notes)

	
	
	FRG Member Verification Sheet (w/o notes)

	
	
	New FRG Member Info Sheet

	
	
	Unit Information

	
	
	Volunteer Hours

	
	
	Reports Menu

	
	
	Main Menu

	
	Addresses
	Address Labels

	
	
	Addresses (Mailing List)

	
	
	Addresses (Residence List)

	
	
	Email Addresses

	
	
	Emergency Contact Information

	
	
	Reports Menu

	
	
	Main Menu

	
	Key Caller and Contact
	Contact Card (selected)

	
	
	Contact Cards

	
	
	Contact Information (daytimer)

	
	
	Email Addresses

	
	
	Phone Tree (complete)

	
	
	Phone Tree (individual)

	
	
	Reports Menu

	
	
	Main Menu

	
	CDR Info
	Emergency Contact Information

	
	
	Important Dates

	
	
	Members Living/Visiting CONUS

	
	
	Phone Tree (complete)

	
	
	Children Roster

	
	
	Committees (by Committee)

	
	
	Volunteer Hours

	
	
	Reports Menu

	
	General Info
	Children Roster

	
	
	Committees (by Committee for Chairperson)

	
	
	Committees (by Committee)

	
	
	Committees (by individual)

	
	
	Family Members with Foreign Language Capabilities

	
	
	Previous Duty Stations

	
	
	Volunteer Hours

	
	
	Reports Menu


Reports List

(see MENU MAP to navigate to each report)
1. Address Labels (in 5160 format)

2. Address list (mailing addresses)

3. Address list (residence addresses)

4. Children Roster

5. Committees (listed by committee, each committee on separate page for the chairperson)

6. Committees (listed by individual)

7. Committees (listed by committee)

8. Contact Cards (for whole FRG)

9. Contact Cards (selected individuals)

10. Contact Information (printed so that it can easily fit in a three whole binder such as a day timer)

11. Email addresses

12. Emergency Contact information

13. Family Members who speak a foreign language

14. FRG Member Data Verification (w/notes)
15. FRG Member Data Verification (w/o notes)

16. Important Dates (birthdays and anniversaries)

17. Members CONUS (for overseas units, this will automatically query all members living or visiting CONUS, the query looks for “CONUS” in Geographical Location/Housing Area field for each record)

18. New Member Data Sheet
19. Phone Tree (complete)

20. Phone Tree (individual sheets for each Key Caller)

21. Previous Duty Stations

22. Unit Information

23. Volunteer Hours

Frequently Asked Questions (FAQ)

I keep getting an error when I input dates, what am I doing wrong?

All dates must be entered dd MMM yy (15 JUL 1965).  Dates cannot be pasted, nor can you make a change to part of the date.  If you need to correct a date, select the whole date, press delete and retype the whole date in the format above.  You can also choose “undo typing” from the “Edit” menu, then select the field and retype the date.  The best way to enter date information is to select the field just prior to a date and tab into the field, then type the whole date as mentioned above.  This formatting “quirk” was built into the system.
I know how to use Access and I want to change your database to better suit my needs, how do I unlock it?

We have spent 5 years revising this database and are happy to share it freely with those who wish to use it.  We do not put restrictions on copying the database or disseminating the file.  We prefer to send out only locked versions in order to maintain the reliability of our work.

Can I export the email addresses to my Outlook Address Book?
At present there is no link to do this.  Our plan is to add this feature to the final versions (3 and 4).
I have a previous version of the database and I want to import my old data, how do I do that?

We are working on a script to do that.  If you have a large group and you need this done, you can email us your old database and we will import that data for you into the new format and send it back.  We will maintain security of your data and destroy the file you send to us after you confirm receipt of the new file.

I already have my data stored in Excel, can I import it into this database?

Unfortunately not yet.  Again, if you send me your data, I can properly format it and do the import and send it back.  This also should be fixed in the final version.

My system crashed, how do I recover my data?

As we have found many painful times over the years, it is a good idea to back up important information like this onto a CD or second drive.  The file is too large to fit on a floppy disk, but will fit on larger capacity media (CDs, Zips, etc..).  Copy the file and paste it to your backup storage device once a week or as frequently as you make major changes to your data.
Close Form Here
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Print or Export Here





Unit Info Input


Start Here!
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Committee
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Info Here





To navigate members





To navigate events














Hint to help you with the selected field





Figure � SEQ Figure \* ARABIC �16� “Record Selection Form (from Main Menu)”





Save Record





To search for a member





To export the report to Word





Preview Volunteer Hours Report





Figure � SEQ Figure \* ARABIC �8� "Key Caller Code Assignment” Form"
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Choose File Type





Close Application Here





Your Unit name will appear here





Start Here





Enter Locations


Here





Enter Platoon
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