Servant Report Website Access Tutorial

To create a user account:

1. Navigate your browser to http://www.saintmaryhouston.org/user
2. Click on the “Create new account” tab at the top of the page

3. Specify your username, e-mail address, desired password, first name, and last name

4. Click the “Create new account” button

5. Your account info will be sent to the site webmaster who will then validate your information and activate your account.

To login with an existing account:

1. Navigate your browser to http://www.saintmaryhouston.org/user
2. Enter your username and password

To access your Servant Reports:

1. Once you are logged in, you will see a block in the right sidebar menu called “My Service.”  This block is also visible on the site home page.
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2. Click the “View My Servant Report” link to see all of your report entries.

3. Each entry in the view can be edited by clicking the “Edit” link next to each report entry, and can be deleted using the “Delete” link.

4. To add a new entry, click the “Add New Report Entry” link at the top of the “Servant Report” view.
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5. This will open the Servant Report form where you may enter all your information.  Please make sure to specify the Sunday Date to the Sunday ending the week you are reporting for.  
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6. Click the “Submit” button at the bottom of the form when you are done entering your information.

7. You will then see a summary of all the information you just entered.  

8. You may click the “View My Servant Report” link again in the “My Service” block on the right to view all your reports.  Note that this block is not visible on all pages.  You may always navigate to the site home page to see the block if it is not visible.
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