
SVdP Database Tutorial

Introduction
The SVdP database is an Internet based application that can be used to manage the data and processes 
associated with a SVdP conference. Some of this data is sensitive, so all transactions are secure. The 
database is backed up every night in case there is a hard disk failure on the server.  Using the Internet 
gives access 24/7 to anyone anywhere in the world – as long as they are authorized to access the data. 

In general there is a base record for each entity (client, member, apartment, conference) and there are 
history records to keep track of clients who need help more than one time (one history record for each 
time the client is helped).  There are also records to keep track of meeting minutes, schedule, volunteer 
hours / miles or food distribution.

There are now 12 conferences using this database, and each conference is very different.  Some of the 
conferences even have displays that are different because their process is different.  This document uses
the word “client” for a person being helped; some conferences prefer neighbor or friend.  Most of the 
screen shots are from Elizabeth Ann Seton, but some are from Demo.  Each conference has its own 
database, but all use the same server.  The software is free, but there is a small charge to pay for the 
use of the server.

A client typically calls the help line number seeking help. The person responsible for the help line 
checks for messages and does the initial screening. If a person is outside the served area and is not a 
parishioner, the client is given information on who to contact.  If the person is in the area or is a 
parishioner, the relevant information is collected and entered into a new record (first time client) or into
a new history record (repeat client).  A lead advocate is then assigned and the Process field value is 
changed to “assigned”.   Even this process varies a lot from conference to conference.

The rest of the process (For Seton) is captured in a document called “client process”. 
If you are using a mobile device, please read the section on “Delete Cookie”. 

Logging In
How to log in.  Click on the SVdP database member link on your SVdP web page. 

   https://parishplus.com/cgi-bin/DB_SVDP.cgi?P=S&U=M   [Web address for Seton]

When you first run the database program, the screen that is displayed is a log in form.

https://parishplus.com/cgi-bin/DB_SVDP.cgi?P=S&U=M


Enter your name and password and click on the “Submit Password” button. If the password is correct, 
a cookie is stored on your device and the next screen displayed is called the “A to Z” screen.  A record 
with the name of the member is required in the database before they can log in.  Both fields are case 
sensitive and the name must match the name in the record.  Bill Goodmember is not the same as 
William Goodmember or even bill goodmember.

What is displayed may be a little different depending on what conference you are in.

The buttons on the top are used to navigate to the functions you want to run. The letters are used to 
quickly get to the records if you know the last name. 

   Global search – searches all the records (base records as well as history records) for a string.
   My Cases – displays the cases associated with the person who is logged in.
   Add New Record – used to add a record to the database 
   Find – Find a record by last name, first name, phone number, record number or case number
   Reports – Displays a list of the available reports, one button per report
   Schedule – view schedule or sign up on the schedule
   Functions – drop down with other options



The contents of the Functions drop down (for Seton) are the following:

A to Z  - First display
Delete Cookie – delete the cookie from this device
Display All – display all records
Find Dup. Records- find duplicate records
Help – online help function
Help Form – process online help requests
Merge Records – merge two records
Minutes – display minute records
Search history – search history records
Search / Email – search base records & email function
Undelete Record – undelete a record that has been deleted
Web page – display conference SVdP page
Council map – display the council map

Global Search
The Global search is a fast way to find a record if you know something reasonably unique about the 
record you are looking for.  Part of the last name or phone number are examples.  But a search for 
something like “rent” would return a list of any record with rent in it – way too many records to be 
useful.

My Cases
My Cases is a fast way to check or change the status of the clients for the member logged in.  The first 
cases listed are the ones that are still active.  These are followed by the cases that are “done”.  If the 
name of the advocate is in the client record, that client will show up in the My Cases list.  The name in 
the Advocate field must match the name in the member record.  If there are two advocates, then both 
names should be entered in the Advocate field.



Add New Record
To add a new record, enter the first and last name and click on the Save New Record button.  If the 
client record already exists, a different display is displayed.  If not, a new record is generated and the 
display is in edit mode to enter additional data.

For new apartment, Landlord, Conference or Resource records, enter the name in the Name field and 
click on the appropriate button.

Display if there is already a record with that name:

If the client has the same name, it is probably best to add a number after the last name like Lopez 2.  
That way a search for Lopez [last name] will display both records and additional information so the 
correct record can be selected; however, the database will allow two client records with the same name.



Find
This is a fast way to find a record by record number, last name, first name, phone number or case 
number.  

 

Reports 
The Report function displays a list of reports that are available.  Click on the report to run it.  The 
owner of the database can add reports or edit existing reports.  There is also a special report that 
facilitates communication to all the members.

Cleared Members – list of members who are cleared for home 
visits [SEP status is Yes]
Clients Being Helped - list of client records whose process 
value is not “done”. 
Apartments – list of apartment records 
Active Members – list of members whose status is “Active 
Member”.
Alert List – not used at this time 
Clients and Children – Client report sorted by client name
Giving Tree – report on client sorted by advocate
SVDP Conferences – list of SVdP conferences near us (used 
for twinning) 
All Records – list of all records in order of record number
Resources – lists the records with Resource as a status
Aid Report – Report over a period of time.
Volunteer Report – Report on volunteer hours and miles.



Schedule
The schedule function allows a member to view the schedule or to sign up for a role or to delete the 
sign up for a role.  If a role is available, clicking on the number will sign up the member.  Clicking on 
the number again will delete the sign up.  Clicking on the name will display the record for that member.
The schedule is displayed for two months, the current month and the next month.



Display All
Displays all the records.  Some members like to use this display and then use the Ctrl F key to search 
for the record they want.

Help 
Displays a help screen. The “Help” button is context sensitive – the help displayed depends on which 

function you are in.  The first part is displayed below:



Search / Email 
The search function selects a set of records based on one to three criteria and can be used to send email 
to the people whose records have been selected. 

Example: 

field comparison value 

Status = Member

will select those records whose status value is “Member”. This is useful for the secretary to send out a 
message that the minutes are ready to be reviewed. 

Each record that s selected has a checkbox. The checkbox value is checked if that record has an email 
address and not checked if there is no email address. The checkboxes can be clicked on or off to select 
or deselect a record. 

Example 2: 

field   comparison value 

Status = Client 

ZIP Contains 75023 

will select those records whose Status value is “Client” and whose zip code contains “75023”.



Search History
The search history function works like the Search / Email function but on the contents of the history 
records.



Merge Records
The merge records function can be used to merge two records.  The record numbers are used to select 
the two records to be merged.  Normally the user would then delete the source record.

Find Dup. Records
This function lists the records that have the same name.

Minutes
The minutes from the most recent 4 meetings are displayed.  If other minutes are desired, the user can 
select the year and month or quarter, then click on the Display Minutes button.  Anyone can add 
minutes, but only a database owner can edit them.



Web page 
This button displays the SVdP web page.  This page would contain links to other sites, documents like 
the SVdP process or resource books, and current information like meeting results.  The contents are 
managed by the conference.



Client Record 
To modify any base record you must first click on the button “Modify”. You can modify the record and 
then click on the “Save” button. If you forget to click on the “Save” button your modifications will 
not be saved in the database.

The record functions, conference dependent, may include the following:

Modify – click this button to modify this record (edit mode).

Delete – mark the record as deleted [does not delete the record]

Attach file – attach a file to this record

Transfer History – transfer history records to a different client record.

Print – print this page

Intake – conference dependent

Online form - conference dependent

Add food record – add a food record to this record

Prev Rec. - display the previous record

Next Rec. - display the next record

Send ER – send an emergency request message to the officers (conference dependent).

When you are in an existing record, you can attach a file to that record. This is very useful in storing 
the client Release form. You would scan it in and attach it to the client record.

Click on Choose File and navigate to where the file is located. Then enter a description (example: 
Release form), then click on the “Upload File” button. 

There are many fields for a base record.  The only required data is first and last name.  The base record 
has 4 conference definable fields.  



Note that the number of history records (2) and the total amount of aid is summarized on the line with 
the email address.  This helps if the conference has defined limits.  For the amount to be correct, the 
amount in each history record must be correct.



Rest of client record.

The base record is followed by the Food records and the History records.  For the Demo database, 
someone defined one of the definable fields SCOR.  It is a text field with up to 255 characters.



History Record 
Each client record should have only one base record, but should have a history record for each time 
they made a request.

A history record can be modified, so it does not have to contain all the information when it is first 
generated.. Here is a sample history record.



New Apart. Record

Undelete Record
The user can delete a record, but the contents are still available.  If a record needs to be undeleted, the 
user clicks on the Undelete Record option.  Clicking on “Click Here” in row 1 will undelete record 41 
for Jim Bob.

Volunteer Record
A member has the option of adding volunteer records to keep track of hours and miles.  This is handy 
for the annual report that is required by the Council and for an individual who can itemize on taxes.  To
add a new record, click on the Add Vol. Record button.  Fill in the data, then click on Save Volunteer 
Record.



Volunteer records are summarized when a member record is displayed.



Delete cookie 
What is a cookie? 

A cookie is a small, named piece of data that is stored on your device (PC, laptop, tablet, 
smartphone). 

What do cookies do? 

A cookie is often used to authorize access to secure data. 

A cookie can also be used to keep track of data like what you searched for last. 

When you access the SVdP database, the server executes the SVdP program. The program asks for the 
cookie. If no cookie is returned by the device, the program sends the login screen. When a member 
enters the correct information into the login form, a cookie is stored on their device. When a cookie is 
present, the program displays the A to Z screen. 

The cookie is used as authorization that the person who has the device should have access to the data. If
you click on the button "Delete Cookie", the cookie is deleted and you have to log in again the next 
time you access the database. This s like saying: "this device is no longer authorized to access the 
database." 

The problem: 

If a person loses a mobile device and has accessed the SVdP database, whoever has the device has 
access to the data. 

Solutions: 

Anyone using a mobile device should delete the cookie when they are done.  Anyone who loses a 
device should notify us (me) immediately, and I can lock out access to the database from that person. 

Thank you for protecting access to this sensitive data on a mobile device.


	SVdP Database Tutorial
	Introduction
	Logging In
	Global Search
	My Cases
	Add New Record
	Find
	Reports
	Schedule
	Display All
	Help
	Search / Email
	will select those records whose Status value is “Client” and whose zip code contains “75023”.
	Search History
	The search history function works like the Search / Email function but on the contents of the history records.
	Merge Records
	The merge records function can be used to merge two records. The record numbers are used to select the two records to be merged. Normally the user would then delete the source record.
	Find Dup. Records
	This function lists the records that have the same name.
	Minutes
	Web page
	Client Record
	History Record
	New Apart. Record
	Undelete Record
	The user can delete a record, but the contents are still available. If a record needs to be undeleted, the user clicks on the Undelete Record option. Clicking on “Click Here” in row 1 will undelete record 41 for Jim Bob.
	Volunteer Record
	Delete cookie


