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CONFERENCE STATISTICS MODULE 

SETTING UP A NEW YEAR 

Conferences need to configure Ezra at the beginning of each year to begin accepting statistics. 

 

1. Log in to the Ezra Stats module, go to Admin Tools > Conference Settings.  
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2. Scroll down to Mass Updates window, then click the Create button to setup a new year. 

 

 

3. Go to the Settings and Permission window and select the new year from the Default Stats Year 
dropdown box. Click Save to preserve the changes. Make sure that you are working in the new year 
in the header by checking the dropdown box. 

 

 

 

 

 



 

  Ezra Statistics Module Conference Admin’s Guide | 3 
  

CONFERENCE SETTINGS 

1. When the Settings and Permissions window opens, select the desired settings for your conference. 
Checkbox functionality is described in the table below. 
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Line Function 

Default Stats Year 

The default year is the year that the system will 

automatically default to. Change to the current year 

when setting up a new year. 

Entry Cutoff Date 
The entry cutoff date is the date that churches should 
have their statistics in by. Make sure to update the 
date when setting up the new year. 

District Permissions 

 
 
 

Add and Edit 
Church Information 

Allows the district users to update the church 
information in the Statistics module as needed. This 
will not update the information in the conference 
database or Ezra. 

Edit Church Tables 
Allows district users to overwrite values entered by 
churches in the tables.  

Add, Edit, Delete 
users 

Allows district users to create and remove users for 
their churches, change passwords, and unlock users.  

Church Permissions 

 
 
 

View other 
churches’ 
information 

Allows church-level users to run reports comparing 
the statistical information of other churches in the 
conference. 

View disabled lines 
Allows church-level users to view the lines that the 
conference has disabled because it is supplying the 
information for those lines. 

Hide Grand Total 
If selected, the Grand Total line is hidden even if the 
conference chooses to allow churches to view other 
disabled lines.  

District Office contact Directs users to contact the district office for help. 

Warning explanation required 
This requires churches to explain all warnings before 
submitting their statistics. 

Administration link 

This sets the default administration link to contact 

the conference office instead of GCFA. (Note: All 

technical questions or concerns will go directly to 

GCFA’s helpdesk.) 

Enter EIN 
This requires the church to enter its EIN (in the 
correct xx-xxxxxxx format) before submitting its 
statistics.  

Verifying the church statistics 
This allows the church statistics to be marked as 
verified by a district or conference user. 

Marking the statistics as verified This allows the districts to mark churches as verified 

Show directions This displays the line directions on the table pages. 
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Message to Users 

The message box allows the conference to create a message formatted in HTML that will be visible to all users 

when they log in. 

2. Click the Save button to save the settings. To leave the page, click the Exit button. Tables can be 
secured by clicking the Lock Tables button. 

 

Once a new year is created, churches are NOT LOCKED out of their tables by default. This button allows the 

user to lock the churches out of the system until all of the tables are setup and the users are generated. If the 

churches are not locked, they will be able to navigate and make changes to the current statistical year setup.  

3. The database can be updated from this page. Select the information that you wish to update, then 
click Update button. A time stamp will appear to show the date and user who last ran a church 
update. 

 

 “GCFA Record Database” refers to conferences that are not currently syncing their information to 
GCFA’s database. 

 “Ezra Appointments Database” refers to the conferences that are currently syncing with GCFA. 

 When selecting what to update, please note that this process will removed the churches closed the 
previous year while adding the churches that were opened.  
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4. After clicking the Update button, a summary of the changes will display in the window. 
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5. Run the Church Listing with Pastors report to review the active churches. Compare with the 
previous year if necessary to make sure all of the necessary churches are included in Stats module. 
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MASS CREATE CHURCH USERS 

To create automatic logins for your church users, make your selections below, then click the Create Users 

button.  

 

 If you choose to create two users per church, one will have an “o” (for office) and one with a “p” (for 
pastor).  

 Run the “System Users” report to find a list of all system users. When churches log in for the first time, 
they will register with their names and contact information, which will be included in this report.  

 The Mass Creating Users process deletes all current church users and replaces them with new users. 
You can run this process more than once, but keep in mind that it will delete whatever is in there (and 
delete any information for users who have already registered). If extra churches are added after users 
have been created, use “Create Account” to add them individually.  

UPDATING USER’S PERM ISSIONS 

1. Log in to Ezra, then go to Edit Account. 
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2. Search for the user using his name, email address, or assigned role. 

 

3. Click the Edit Assignments hyperlink. 

 

4. When the Set User’ s Assignments window opens, select the desired church or churches from the 
dropdown menu.  
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5. When finished, click the Set Assignments button.  

 

6. The updated assignments will show on the page. Click the Save button to save the changes.  
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Refer to the following table to make changes or updates to the User Details section. 

User Details Window 

Username The assigned user name for the account. 

First name The user’s first name 

Home Phone The home phone number for the user. 

Level The user’s assigned access level. 

Is First Login States if this is the first time the user has logged in.  

 False – No 

 True - Yes 

Type The type of account access the user is assigned. 

Email The user’s email address 

Last Name The user’s last name. 

Work Phone The work phone number for the user 

Conference The conference the user belongs to. (This cannot be changed or modified.) 

Reset Password Allows the administrator to reset the user’s password.  

 False – No 

 True - Yes 

User Note Any notes about the user for the administrator’s reference. 
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GCFA TABLE 

The GCFA Control Table is the default table that is automatically created in the new year, allowing the 

conference to designate the values reported in customized lines into GCFA’s lines. It can be edited by doing the 

following: 

EDIT GCFA CONTROL TABLE 

1. To edit the GCFA Control Table, go to Admin Tools > GCFA Table > Edit GCFA Control Table. 

 

2. The GCFA Control Table page contains a panel to review selected lines and a full list of all the lines 
that comprise the control table.  
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3. Select a line to review by selecting from the dropdown in the Line # box. 

 

4. The selected line will appear on the panel. 

 

ASSIGNING A LINE 

1. To assign a line, select the line in the Line # dropdown. Click the Add Assignment button. 

 

2. When the Add a Line Assignment window opens, select the table line that you need to have the line 
added to and enter the percent that you want to add to the line, then click the Submit button. 
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3. The changes will display in a table on the panel. 

 

BUILD GCFA TABLE 

1. Go to Admin Tools > GCFA Table > Build GCFA Table.  Click the Build GCFA Table button to build a 
new table when submitting your statistics to GCFA.  

 

Note: Selecting Roll Up Child/Satellite Church Numbers into Parent Church will do just that – sum all churches 

in a parent/child relationship so that just the totals are submitted to GCFA via the Parent church. This allows the 

conference to keep separate data on satellites or campus churches while sending GCFA only the summed up 

values.  

 

2. Once you click the “Build GCFA Table” button, a confirmation window opens to confirm that that 
data has been copied successfully. Click the OK button. 
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TABLE DESIGN 

To access Table Design, go to Admin Tools > Table Design. This page allows the user to edit or create 

customized tables for data collection 

 

 

ADDING TABLES 

1. Add tables on an “as needed” basis. To create a new table, go to Admin Tool > Table Design. Click 
on the Add/Edit Table hyperlink to add a table. 
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2. When the Add Table window opens, fill in the Table Name, Table Title, and Table Description. Click 
the Add button when finished. 

 

 

3. The newly created table will be available for selection in the dropdown box. Use the arrows to 
rearrange the order of tables. 

4. To edit a table’s name, status, or requirements, click Select to the left of the table, make your 
changes, and then click Update. 
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EDITING TABLE LINES 

To edit a table, select the desired table from the dropdown box. 

 

When the table opens, each row provides the options for a Quick Edit and a Full Edit. 

QUICK EDIT 

1. Click on the Quick Edit hyperlink to edit the line number, description, and/or sort order without 
opening the full Line Edit Dialog Box.  

 

2. When the row becomes editable, make the desired changes, then click the Update hyperlink. 

 

FULL EDIT 

1. Click on the Full Edit hyperlink.  
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2. When the Edit Table Line page opens, make the desired changes to the line, then click the Update 
button.  

 

Line Function 

Description 
The description is the text that will appear on the table and describes the purpose 
or function of the line. 

Code 
The line is identified with this code, and it cannot be modified after it is saved (and 
all GCFA lines cannot be modified). There is a maximum character length of 10 
characters, letters and number only, and the first character cannot be a number. 

Sort Order This number defines where the line is placed in the table. 

Line # This number is the one assigned to the line. It does not determine sort order. 

Table # Select the table that the line will be added to from the dropdown menu. 

Active Select from the dropdown menu whether or not the line is active or closed. 

Enabled 
Select No to disable the line, ensuring that only conference (or district, if allowed) 
users can edit the line. 

Min Value Allowed 
Set a minimum numerical value that must be used in the line. If the value entered is 
below the entered number, a warning will alert the user. 

Max Value Allowed 
Sets a maximum numerical value that must be used in the line. If the value entered 
is above the entered number, a warning will alert the user. 
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Give Warning 
Sets a warning if the user enters a value that is greater or less than the previous 
year’s value by the entered percentage. 

Required 
Make the line a required entry that must be filled out. If the line is required and left 
blank, an error will generate. 

Title Line 
Marks the line as a title line that does not collect data. All characters are bolded and 
in a larger font.  

Apportionment Field 
Marks the line as a field that will be used to calculate apportionments (information 
only for church users).  

Directions 
Enter text directions on how to correctly enter values for the line. Directions on a 
title line are shown not bolded and in a smaller font.  

Example of a title line with directions: 

 

Linking a line means that when the value put into the line currently being edited/created is saved, the value will 

also show up in the designated linked line (rendering that line disabled for editing by the church user).  The 

linked line MUST be in another table, as the value is not linked until the table is saved. 

 

3. Select the desired line from the dropdown menu. 
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4. After selecting the line, click the Save button.  

 

VALIDATION RULES 

1. Select the Add Validation Rule checkbox. 

 

2. Select the first line number that you want to use from the dropdown menu. 
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3. Choose an operator function from the dropdown menu. 

 

4. Choose another line from the dropdown menu. 

 

5. Choose an operator function from the dropdown menu. 
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6. Review the formula that was created and make changes as needed using the dropdown boxes. The 
formula must end with the equal (=) operator. (It will equal the current line being edited/created.) 

 

7. If you want the total to automatically generate a sum, select the Auto-Sum checkbox. 

 

8. When finished creating the validation rule, click the Add Rule button.  
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ENTER STATS 

The “Select a Church” dropdown box returns a list of churches in alphabetical format. Simply click on the name 

of the church you wish to edit to bring up its tables. You can also search for a church by typing in its Alignment 

Number or General Church Number and clicking “Go.”  

ENTERING STATISTICS 

1. Select the year for the statistics that you are entering from the dropdown box. 

 

2. Select the desired table from the dropdown box. The church’s alignment number and GCNO will 
automatically prepopulate. 
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3. As you fill out the table the lines will reflect any errors or concerns. Refer to the color guide for the 
color-coded issues. Make sure to save your work as you go. 

 

Note: Lines imported from the Conference or Auto-Total can only be changed by conference (or district, if 

allowed) users. Any user can edit/overwrite values from VitalSigns.  

Note: Conference (or district, if allowed) users do not have to unsubmit a church in order to edit and save 

changes. These users can overwrite any information in tables besides autosums and linked lines.  

4. If reviewing the church statistics for verification purposes, select the Verified checkbox after 
completing the review, then click the Save button. 
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SUBMITTING/UNSUBMITTING CHURCHES 

As stated previously, conference (or district, if allowed) users do not have to unsubmit a church in order to edit 

and save changes and can overwrite any information in tables besides autosums and linked lines. However, 

because churches are locked out once they submit, there are instances in which they may need to be 

unsubmitted in order to make changes. In addition, because there may be valid reasons that a church cannot 

correct an error, which would block them from submitting, the conference or district may need to submit on 

the church’s behalf. All of this can be done by selecting “Submit Church Stats” or “Unsubmit Church Stats” 

under SUBMIT.  

1. To submit a church, go to the Submit Church Stats page. Any churches that have saved all three tables 
but not submitted will show in the list. Deselect “Select All,” select the church to submit, and click 
Submit Statistics. If you wish to submit any church that has saved all tables at once, leave Select All 
checked.  

Note: Any churches that are designated as Mission, New Church Start, or Satellites only need to have Table 1 

saved in order to submit or show up in this list.  

 

2. To unsubmit any churches that have submitted, go to the “Unsubmit Church Stats” page. Any 
churches that have submitted will appear on the list. Use the same process as submitting churches to 
select the churches you wish to unsubmit.  
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CHURCH INFO 

Church Information allows the user to directly review and edit church information and appointments. Note 

that any changes made here DO NOT affect changes in the conference or GCFA database. Churches in the Stats 

Module are static for the selected year.  

 

EDITING CHURCH INFORMATION 

The user has the option of creating a new church, editing the selected church’s information, modifying the 

church leadership, or assigning a new appointment. This information is collected and stored in the Stats 

Module only to reflect a snapshot of the church as it was when stats were being reported. Editing information 

here DOES NOT change the church’s official record.  

CREATING A NEW CHURCH 

1. Click the New Church hyperlink. 
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2. When the Add New Church window opens, enter the relevant information. 

 

3. The new church will appear on the panel with a temporary GCNO. Contact the GCFA statistician to 
have a valid GCNO added to the church if needed.
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ADDING NEW APPOINTMENTS 

There are instances in which the conference may want to edit the appointment associated with the church. To 

add a new appointment, do the following: 

1. Click the New Appointment hyperlink 

 

 

2. When the Add New Appointment window opens, enter the name of the desired appointee and click 
Search. Select the name from the Pastor drop down box. 
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3. Select the position the person is being appointed to from the Position drop down box, then click the  
Add button.  

 
 

4. The new appointment will appear on the page. 

 

5. If the person is not found via search (this would usually be because the person is new or has been 
added since the database was updated), simply click “New Person” and add the new pastor.  
 

NOTE ABOUT PASTOR NUMBERS: The varying numbers associated with the pastors are there in order to assign 

seniority among pastors, with the lower number indicating higher seniority. By default, pastors are added as 

05-Pastor in order to leave room for other pastors with more or less seniority.  

CREATING SATELLITES 

The Statistics module now supports satellite church functionality. Churches can record the satellite data 

separately and have it summed/rolled up to the parent church when reported to GCFA. This will allow the 

conference, district, and church to record and track growth from satellites while easily including the numbers 

when reporting to GCFA. This can be extremely useful for conferences that have chosen not to receive GCFA 

IDs for their satellites, but want to begin tracking them in Ezra separately from their parent.   
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1. Satellite churches with GCFA IDs should already be indicated as such in the Church Information Page. 
Please contact GCFA if there is any incorrect information here.  

2. To designate a church as a satellite, go to Church Info, and search for the church. Click the Edit 
Information hyperlink.  

 

 

3. When the Add New Church window opens, select the Satellite Church checkbox. 

 

 

 

 



 

  Ezra Statistics Module Conference Admin’s Guide | 31 
  

4. Select the Parent Church from the dropdown box, then click the Add button.  

 

5. The church information will be display the name of the parent church. 
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The parent church will display the name of the child church on its church information page. 
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STATS HOME 

CONFERENCE DASHBOARD 

The dashboard on the module’s main page allows the conference to tell at a glance the progress of statistics 

reporting from the churches. District pie charts are also shown.  

 

REPORTS 

REPORTS SIDE PANEL MENU 

RUNNING CHURCH REPORTS 

1. Click the Reports hyperlink to open the Reports page. This is the page where you can access and print 
individualized church reports. To run a church report, do the following: To access this report, go to 
Reports > Church Reports. 
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2. Select the church’s district. 

 

3. Designate a sort order. 

 

4. (Optional) Select checkbox if you want to Print All of the available churches. If no, choose the 
churches to print from the text box. 

 

5. Select the checkboxes next to the tables that you want to print. 
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6. Select the checkbox if you want to compare the tables to the ones from the previous year. 

 

7. Select the checkbox to determine which churches you want to print. 

 

8. Click the Run Report button. 

 

9. After the report is generated, you have the option to do the following: 

 Download PDF 

 Download PDF (Condensed) 

 Excel Export 
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RUNNING DISTRICT SUMMARIES 

To run a summary of districts that, do the following: 

1. To access this report, go to Reports > District Summary. 

 

2. Select a specific district or the Print All checkbox. 

 

 

3. (Optional) Select the Compare to Previous Year checkbox. 
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4. Click the Run Report button. 

 

RUNNING CONFERENCE SUMMARY 

1. To access this report, go to Reports > Conference Summary 

 

2. Select the Show Comparison to Previous year checkbox, then click the Run Report button. 

 

3. After the report generates, click your preferred download link. 
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UPLOADING NEW DOCUMENTS 

To upload documents to the Reports page, do the following: 

1. Click the Submit New Document hyperlink. 

 

 

2. When the Submit a New Document window opens, browse to the desired document. Name and 
describe the document, then click the Submit button. 

 

 

3. The new document will appear in the table. 
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BLANK REPORT FORMS 

1. To download blank report forms from Ezra, select the Blank Report Forms link. 

 

 

2. When the Print Individual Church Input Forms page opens, select the church that you want the form 
printed. If you simply want a blank form, select the checkbox on the page. 
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3. Click the Run Report button. 

 

4. When finished, click Exit to return to the Reports Homepage. 

CHARTS 

After selecting a Conference, the dropdown box will display the selected conference and the number of 

churches in the database that belong to that conference. To further narrow the results, enter the name of the 

church in the Church Name search box or any other information in the related search boxes, then click the 

Search button. 
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 STATISTICAL REPORTS AND FORMS 

This table contains all of the reports available from the module. Click on the desired hyperlink to customize or 

generate the report. 
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INDIVIDUAL CHURCH STATS REPORT 

This report allows the conference user to print church reports individually or all together based on the selected 

tables and years chosen. Download the file after generating the report. 
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BLANK CHURCH INPUT FORM 

This allows the church or conference user to print forms that include the previous year’s statistical information 

but has a blank space for the current year’s statistical information. Some information in the header is 

automatically populate based on what is available in the database.  
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DISTRICT SUMMARY STATS REPORT 

The District Summary Stats Report allows the conference user to generate reports for either all or some of 

districts.  

 

CONFERENCE SUMMARY STATS REPORT 

The Conference Summary Stats Report gives a summary of all the conference’s churches’ statistics (with the 

exception of any churches with “Do Not Report to Conference” selected in Church Info). A previous year can 

be included and the user can determine whether to include or exclude New Church Starts and Mission 

Churches. 
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CONFERENCE STATS SPREADSHEET 

This report gives the church-level data of all churches reporting to the conference as described above for the 

summary.  

1. Select the settings and lines to report, then click the Run Report button.  

 

2. Click the desired hyperlink to download the processed file. 
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GCFA CONFERENCE SUMMARY (GCFA LINES) 

The GCFA Conference Summary gives a summary of only the churches submitted to GCFA and only the values 

for the official GCFA lines (no custom lines). This would not include any churches without a valid GCFA ID and 

any churches with “Do Not Report to GCFA” selected.  

 

GCFA STATS SPREADSHEET (GCFA LINES) 

The GCFA Stats Spreadsheet pulls the data submitted on the GCFA designated lines for all of the churches as 

indicated above.  
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STATS HISTORY 

This report is designed to give historical statistics (as far back as 1974) for a church, district, or annual 

conference. The level of access to reports is dependent on your user account (whether you are a church, 

district, or conference user). For district and conference reports, you can choose to download summaries or 

details (individual churches within). 

 

CUSTOM EXPORT 

The Custom Export allows the user to create custom exports for the collected data. 

1. After the Custom Export page opens, select the Manage Lists hyperlink. 
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2. When the Manage Lists window opens, enter the name of a new list to create, then click the Add 
button. 

 

 

3. After the newly created list is added to the Current Lists window, select the list from the Current Lists 
window, then click the Close button. Additional lists can be created at any time. 

 

Note: All created lists are shared with and accessible by other individuals in the conference. 
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4. Select the desired tables from the dropdown panel, then click the blue arrow on the desired rows to 
add them to the Selected Stats column. 

 

 

5. To move a line that has been added to the Selected Stats column, click the up or down arrow on the 
row. The list is automatically saved as lines are added, removed, or sorted. 

 

 

6. The row will be moved by one row in the direction selected. The order of the rows determines the 
order of the columns in the exported datasheet. 
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SETTING FILTERS 

1. Select the number of years of data that you would like the retrieve. The maximum number of years 
available is listed. 

 

2. Select the types of churches that you would like to export by selecting the checkboxes. 

 

3. Select the desired church from the dropdown box. 

 

4. Click the radial button next to the desired data format for the generated export. Click the Example 
link to see an example of the selected format. 
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5. To save the filters that were set as the default settings for all searches going forward, click the Save 
Filters as Default button. The default setting will apply to all searches that are run unless changed or 
modified. 

 

BUILDING AND EXPORTING DATA 

1. Click the Build Data button. 

 

 

2. After the data is built, click the Export Data Option hyperlink to download a CSV file. 

 

3. Open the CSV file to review the exported data. 
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HELPFUL LISTS 

CHURCH LISTINGS WITH PASTORS 

This report pulls a list of the active or closed/merged churches as controlled by the selected checkboxes.  

 

PASTOR LISTING WITH CHURCHES 

This report pulls a list of the churches with the assigned pastors. 
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SYSTEM USERS 

This report pulls a list of all the users in the system. This report will be updated as new users log in for the first 

time and input their contact information.  

 

“DO NOT REPORT” CHURCHES 

This report pulls a list of all the churches marked as “Do Not Report”. 

 

 

LINE CODES WITH DESCRIPTIONS 

This generates a PDF file with the line code and a description of the code. 
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TABLE DIRECTIONS –  ALL LINES 

This generates a PDF of all of the table directions for all of the lines. 

 

REPORTS FOR THE SUBMISSION PROCESS 

SUBMIT STATUS REPORT 

This report pulls the submittal status for all of the churches in the selected districts. 
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CLOSED/MERGED CHURCHES 

This report pulls all of the churches marked closed or merged for all of the selected districts. 

 

ERROR/INTEGRITY REPORT 

This report pulls all of flagged errors for the selected districts and the selected lines. 
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SUBMIT COMMENTS 

This report pulls all of the submitted comments for each line. 

 

VALIDATIONS 

This report pulls the validations added to the tables. 
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FUND LISTING WITH ASSIGNMENT CODES 

This is a list of the funds with appropriate codes that were assigned to them. 

 

STATS VERIFIED REPORT 

This report pulls a list of all of the churches and districts that have their submitted statistics verified. 

 

UPLOADING A NEW DOCUMENT 

1. Click the Submit New Document hyperlink. 
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2. When the Submit a New Document window opens, click the Choose File button to browse to the 
desired file.  

 

3. After adding the file, enter a name and description for the file before clicking the Submit button.  

 

4. The new file will be uploaded to the worksheets window. 

 

 

 

 



 

  Ezra Statistics Module Conference Admin’s Guide | 59 
  

ADMIN TOOLS 

GRAND TOTAL 

Grand Total is the final action most conferences take before building their table and submitting their statistics 

to GCFA. To access this function, go to Admin Tools > Grand Total. 

1. Select the boxes that you want to include in your Grand Total Calculation. Click the Update button. 
(This is where you want to be sure that no lines are being double-counted in the case of subtotals 
and such.) 

 

 

2. Once you are ready to run the grand total, click the Calculate button. This will automatically sum up 
all lines as indicated and place the value in the Grand Total line on TABLE 2.  
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REMITTANCE UPLOADS 

EDIT FUND LIST 

1. To edit the Fund List, go to Admin Tools > Remittance > Edit Fund List. 

 

 

2. When the Funds List page opens, click the Edit hyperlink. 
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3. When the row expands, update the necessary information, then click the Update hyperlink. 

 

4. The changes will appear immediately. 
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ADDING A NEW FUND 

1. Click the Add New Fund button. 

 

2. Enter the Fund Number and Name, then click the Add Fund button. 

 

3. The new fund will appear on the table. 
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EDIT FUND ASSIGNMENTS 

1. To edit fund assignments, go to Admin Tools > Remittance > Edit Fund Assignments. 

 

2. When the Funds Assignments page opens, click the Add Fund Assignment button. 

 

3. After the Add a Fund Assignment window opens, select the value assignments from the dropdown 
boxes before entering the desired percentage. If the value being uploaded is paid only (no 
apportioned funds), simply leave the “Apportionment Value Assignment” blank and only assign the 
line to the “Paid Value Assignment” window When finished, click the Submit button.  
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4. A separate table on the panel lists the Funds Assignment. 

 

5. To edit the Fund Assignment, click the Edit hyperlink to save. 

 

6. Make the desired changes, then clip the Update hyperlink to save. 

 

UPLOAD REMITTANCE FILE 

 

To upload the Remittance file, click the Choose File button; browse to the file, then save. The file will appear on 

the panel. Detailed instructions for how to format each file are available on this page.  
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If successful, you will see a sample of what was uploaded at the bottom of the screen. The information is not 

actually put into the tables, however, until you transfer: 

TRANSFER REMITTANCE DATA 

Go to Admin Tools > Remittance > Transfer Remittance Data to transfer the values into the church tables.  

 

 

UPDATING USER’S PERM ISSIONS 

1. Log in to Ezra, then go to Edit Account. 
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2. Search for the user using his name, email address, or assigned role. 

 

3. Click the Edit Assignments hyperlink. 

 

4. When the Set User’ s Assignments window opens, select the desired church or churches from the 
dropdown menu.  
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5. When finished, click the Set Assignments button.  

 

6. The updated assignments will show on the page. Click the Save button to save the changes.  

 

SUBMIT 

SUBMIT CHURCH STATS 

If a church has completed all of its tables but not submitted them to the conference again, the statistics can be 

submitted by the conference.  
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1. Go to Submit > Submit Church Stats. 

 

2. The conference can submit a church’s statistics if the church has saved all of its tables. 

 

3. Click OK to confirm the submission. 
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UNSUBMIT CHURCH STATS 

1. Select the church or churches from the panel. Click the Unsubmit Statistics button. 

 

2. When prompted, confirm that you want to unsubmit the churches by clicking OK. 

 

 

3. Click OK after the change has been confirmed. 
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SUBMIT STATS TO GCFA 

1. To submit statistics to GCFA, go to Submit > Submit Stats to GCFA. This will open up a checklist to help 
ensure the data being submitted to GCFA is correct and complete.  

 

2. Select the text of each Step to run reports and view information. Check off Steps that have been 
completed to change the status to Completed and assign the appropriate date and user. Once all 
steps have been completed, click the Submit Statistics hyperlink. 

 



 

  Ezra Statistics Module Conference Admin’s Guide | 71 
  

3. Click Ok to confirm the information that is being submitted. 

 

 


