SEAS SVdP ServWare - Advocate Instructions —June 22, 2026

In preparation for our move to ServWare there are basically two documents that we have created. The
first is directed toward our Help Line team and Linda Dickson has been the owner and author of that
document. This document is intended to assist the Advocate in using the new ServWare application.

From a workflow perspective, the Advocates’ role begins once the Help Line person creates an
Assistance Request. ServWare provides for a feature that allows the Help Line volunteer to email the
lead advocate on the creation of the request. The email message includes a link that will take you directly
to this screen that provides commentary from the Help Line person for the neighbor. The top third of this
form is owned by Help Line. “Intake” is the Help Line person. Case Number is the ParishPlus (PP)
Neighbor number. Case Number is Auto Assigned. Please do not edit it. Assigned To is the Lead
Advocate. The Status is listed as Open by default. (Note: for a request coming in direct to the existing
Advocate, the Advocate would complete this screen in its entirety)

General *Income/Expenses *Household Members Assistance Req Files History
Cancel
Intake
Manack, Dan ¢
*Status *Request Date Case Number Assigned To Request Notes (& Use the scrollbar if

shown or click the pencil icon to view all

Open < 06/17/2026 26 Bednarz, Geo ¢
notes

This is where you will find the
comments from Help Line on the
neighbor request.

Address m Contact

3609 Information DOB 01/25/1962
Dumond Place Parishioner
Plano, TX 75025 (214) 870-2303 (M)
Visit Details Assigned (1) Assigned (2)
Home () =
’ () Visit - Select -- ¢ -- Select -- <
Other (O Complete?
Eldercare() Scheduled Date  Time
B Visit Notes (Z  Use the scrollbar if
Hospital () & shown or click the pencil icon to view all
notes
Prison () People Helped
7 Override @ This is where Advocates capture the
Phone () neighbor situation from Home Visit
or phone call to existing neighbor
Church/ ()
Pantry

Referral Information (No referral details entered - Click Referral Information to update)




The bottom two thirds is owned by the Advocate. The first step is to select a box under Visit Details. If this
was a new neighbor Home would be selected since a home visit would be required. If this is an existing
neighbor, it may be a phone only discussion so the Phone button would be selected. Once the selection
is made under Visit Details the Assigned 1 and Assighed 2 boxes are now able to be edited. Assigned 1 is
the primary advocate (in this example George as he is listed in Assigned To) Assigned 2 to is the second
advocate. If a home visit is planned there’s an opportunity, but not a requirement, to enter the date. Asin
our old application, remember to press SAVE!!!

Visit Notes are where the advocates tell the story of the neighbor situation. This is equivalent to what you
included in the comments field in PP. This is written as the basis for all conference members to better
understand the neighbor’s situation and your thoughts on assisting.

Once you press Save you are now ready to create or update the Neighbor financial and household
information. Select Neighbor in the top menu and then find the neighbor and press Edit.

As you look across the primary tabs in the Neighbor view (see below), you’ll note that you’re on the tab
called General. The additional tabs will now come in handy to capture financial and household
information on this neighbor. This data may already be populated if it’s an existing neighbor, may need to
be updated or created fresh for a new neighbor.

Neighbor - Jane JaneTEST1 E

Created by JHetheringtonSEAS on 06/17/2026 05:39 PM / Last Modified by
JHetheringtonSEAS on 06/17/2026 05:48 PM

General *Income/Expenses *Household Members *Accounts Files History

Total Income: $1,500.00
Total Expenses: $1,530.00

Income Type Amount Date Verified Public Asst Notes

m Social Security $1,500.00 Delete

Expense Type Amount Date Verified Notes

m Rent $1,200.00 Delete
m Food $250.00 Delete
m Cell Phone $80.00 Delete



Selecting the Income/Expense tab will display the above view. The advocate simply selects an Add
Income or Add Expense button and will be presented with several income and expense line-item options
very similar to what was included in PP. Once completed, remember to press SAVE!

Next the Advocate selects Household Members. You have the choice of simply including the number of
adults and children in the family. Or you can be more specific and add information about other members
of the family. You can only do one or the other and these fields are at your discretion. It seems helpful,
when possible, to get more information about the spouse so that we’re able to track them as well in the
database, should they make a call in the future. Having children’s names and ages may also be helpful
for special programs like Christmas, Easter and Back to School.

Neighbor - Jane JaneTEST1 ﬂ

Created by JHetheringtonSEAS on 06/17/2026 05:39 PM / Last Modified by
JHetheringtonSEAS on 06/17/2026 05:48 PM

General *Income/Expenses *Household Members *Accounts Files History

O Adults Children

Add Household Member

Adults: 2 Children: 0

First Last ID ID Verified
Name Name Relationship Age Phone Type Date Disabled Notes

Eric Reynolds  Spouse (214) 870-
2303

At this point, the Advocate has completed the relevant Neighbor information and has the option of
moving forward with a recommendation by editing the original Assistance Request created by the Help
Line. (Be careful not to select New Request as it has already been created and ServWare seems to
put New Request on many screens!). Select the last option in the Neighbor menu above labeled
History. Then find your Request and select View.

Assistance Request - Linda Dickson .#' BN

Created by DManackSEAS on 06/21/2026 08:16 PM / Last Modified by DManackSEAS on 06/21/2026 08:16 PM

General *Household Members Assistance Req Files History

Current Year - $0.00 / Previous Year - $0.00 / All Requests - $0.00

Request Date Status Case Nbr Referred to Conference Referred to Agency Visit Assigned Request Notes Visit Notes

06/21/2026 Open 34

View 06/20/2026 Open 34 more than we can afford

No Previous Assistance Provided



The Workflow is not ideal here but will get easier with repetition. View will return you to the original
Assistance Request created by the Help Line.

Assistance Request - Dan Manacktest1 .#" (o[ & =] oeee

Created by PatMcSeton on 06/17/2026 02:35 PM / Last Modified by DManackSEAS on 06/22/2026 01:19 PM

General *Income/Expenses *Household Members Assistance Req Files History

Intake

[$]

McCormick, Patrick

*Status *Request Date Case Number Assigned To Request Notes & Use the scrollbar if shown or click the pencil

icon to view all notes

06/17/2026 -- Select --

<

Open

<

Address m Contact Information
222 Circle Drive DOB 03/18/1958
Planeg, TX 75023 (972) 596-7008 (M)

Visit Details Assigned (1) Assigned (2)
Home

L () Visit Complete? Manack, Kathy - Select - ¢

<

Other
Scheduled Date Time

~ Visit Notes (& Use the scrollbar if shown or click the pencil icon to
mm/dd/yyyy

Eldercare

view all notes

Hospital

People Helped Override
Prison a P ide @

Phone

O 0O 0O O0OO0OO0Oe
>

Church/
Pantry

From the above screen, now select Assistance.

Assistance Request - Dan Manacktest1 # (o | & | =] oeee |

Created by DManackSEAS on 06/17/2026 03:54 PM / Last Modified by DManackSEAS on
06/17/2026 03:56 PM

General *Income/Expenses *Household Members *Assistance Req Files History

Request Status ‘ Open - Needs Review c} Save Status
Add Assistance Item

Assistance Value Date Provided Pending Promised Date Chk Req Chk/Conf Nbr Notes

g Auto Expenses  $500.00 v 4

Total Assistance for Request: $0.00

The advocate would select Add Assistance Item and the following screen would come up:



Assistance for Dan Manacktest1 {7}
Case Nbr:

<>

*Assistance Type Auto Expenses

*Value © 500 Account  Prosperity Bank-Checking - Bal: -$1, ¢ A transaction has not beeen
created for this Assistance
entry. Save the assistance
entry to generate an
account transaction for the
selected account once the
Date Provided has been

entered.
Date Provided ©
Pending @ 9 Promised Date @
Check Requested O Date Paid ©@ Check/Conf Nbr
Payee Name Plano Auto Repair
Notes & Advocate would indicate if this is an Advocate Decision, ER, CV, of Conference Review

Save Save + Cancel

Assistance Type contains a drop-down box that includes all the payment reasons that we use for
neighbors. The advocate would also populate the Value field. Over time, we will get more account
information into ServWare and there may be an opportunity to select a specific account like a utility once
that data is present. But for now, simply entering the Assistance Type and Value is sufficient for the top
part of the screen. The advocate would also select Pending, which implies that this is a proposal that still
needs Conference review. The Note section is important because there you indicate how you are
proceeding forward with this request. This screen is also the interface to Jane and the Treasury function
to facilitate the tracking and payment if this request is approved. Once you select SAVE you are returned
to this screen. You can add another Assistance Item if there is more than one using the same steps. The
Save + is a short cut to add another Assistance Type.

Just as today you can do an Advocate Decision if $500 or less and they are very short on time to assist.
Best practices are for two advocates to agree on this action. You can pursue an Emergency Request on an
expense that needs to be dealt within the next day or if over $500 they can ask for a Conference Vote
again if it’s for an urgent situation. The Advocate can simply document the request and present it at the
next Monday Conference meeting as we do today. These decisions can both be for providing aide or to
seek approval for no action (typically done at Monday meeting).



Assistance Request - Dan Manacktest1 #' o[ e | =] oo

Created by DManackSEAS on 06/17/2026 03:54 PM / Last Modified by DManackSEAS on
06/17/2026 03:56 PM

General *Income/Expenses *Household Members *Assistance Req Files History

Request Status ‘ Open - Needs Review ¢ ‘ Save Status

Assistance Value Date Provided Pending Promised Date Chk Req Chk/Conf Nbr Notes

m Auto Expenses $500.00 v 4

Total Assistance for Request: $0.00

The advocate will need to change the status to Open — Needs Review. Be sure to select Save Status.
Now let’s proceed through the approval options.

1) The decision can wait until the next Conference meeting. The request will stay in Open — Needs
Review and will be reviewed at the next conference meeting just as we do Needs Review today.

2) An Advocate Decision is required because funds up to $500 are necessary within hours to address
an urgent neighbor situation. In this instance, the Assistance request would be updated to include
in the Notes section that an Advocate Decision was executed. Importantly the status would be
changed to Completed - Needs Review as this will keep the decision visible to the full
conference. As always AD’s need to be closely coordinated with Treasurer. Leave the Pending box
checked and the Treasurer will handle the updating.

3) An Emergency Request is required because funds (less than $501) are necessary within days to
address an urgent neighbor situation. In this instance, the Assistance request would be updated
to include in the Notes section that an Emergency Request was executed (“ER requested by
George B”). We are going to use ServWare to send a note to officers to approve an ER. Note that
there is an emailicon in the top right of the above screen next to Delete. Selecting that icon will
present you with:



Email Assistance Request

Select Specific Conference Members

Select Role Note: Individual recipients selected overrides a role selection

Officer SVdP

(O All Conference Members
Custom Subject Line @

ER - Neighbor 3050 (O Override Default Subject @

Message

ER Request by George Bednarz

The advocate seeking the emergency request would select Officer SVdP from the drop-down list under
Select Role. This will route the ER to the officers for review. As today, two officers approving are sufficient
to allow the advocate to proceed forward with their recommendation. Officers must Reply All so that all
Officers have visibility. Note the best practice to include ER with neighbor number under the subject line
and a message ER requested by advocate name so to be sure that the email will continue to keep the
advocate informed as toward the approval process. The officers are presented with the full view of the
neighbor by accessing a link in the email. Assuming ER is approved the Advocate would Importantly
change the status to Completed - Needs Review as this will keep the decision visible to the full
conference. They can also return to the Item Assistance detail and change from Pending to Check
Request again working closely with Treasurer.



4) The Conference vote would follow much the same procedure as the emergency request however,
it would not be sent to officers, but rather, sent directly to President. As today, the president would
review and forward out to the Conference for voting seeking a majority to approve. To initiate this
process once again, the advocate would select the emailicon on the Assistance request.

Email Assistance Request

Select Specific Conference Members

x Manack, Dan (dmanack@aol.com)

Select Role Note: Individual recipients selected overrides a role selection

-- Select --

<O

(O All Conference Members

Custom Subject Line @

CV - Neighbor 3050 (O Override Default Subject @

Message

C\I| Request by George Bednarz

The president’s email would be selected Select Specific Conference Members. Note the best practice to
include CV with neighbor number under the subject line and a message CV requested by advocate
name so to be sure that the email will continue to keep the advocate informed as toward the approval
process. Once a majority decision is reached, the advocate will be notified and can return to the
Assistance request to move from pending to check request and work closely with the treasurer to

complete the transaction. Once again, Status would be changed from Open - Needs Review to
Completed - Needs Review.



The Monday meetings, as it relates to neighbor reviews, will be separated into Completed - Needs
Review, which will allow all conference members to have visibility into all decisions made since the last
Conference meeting as a relates to Advocate Decisions, Emergency Requests and Conference Votes. The
second part of the Monday neighbor review will be to assess all Open- Needs Review where we can make
decisions during the meeting about the proposals presented by the sponsoring advocate.

Reiterating, documenting the proper Status is important. We will have visibility into Open, Open - Needs
Review, and Completed Needs Review, at the meetings. In ServWare, the status Completed will no
longer be visible in the Monday meeting reporting just as today the status of Done removes a neighbor
entry from the Neighbors Being Helped report. Going forward an Assistance request is not moved to

Completed until it has been available for review at the next conference meeting and treasurer has

confirmed that payment has been made. The Advocate only needs to check the Pending box on all
payment actions (AD) or requests. The Treasurer will take it from there on the payment process...paying
vendor or reimbursing you. Important — the Treasurer moves to Completed all Assistance requests where
payment has been made. Advocates would move to Completed on No Action.

Thank you so very much for taking the time to review this document. There will certainly be questions
going forward but working together, | am certain that we can successfully move forward with this new
application and become more proficient in how we serve our neighbors.

Blessings,

Dan



