DATA INFORMATION CHA
JOB DESCRIPTION

OVERVIEW

This position is responsible for maintaining anplaiting correct team data to the Secretariat and
community using the methods and procedures debydtlie Secretariat. The Data Cha is also
responsible for making sure the weekend photdkisitaPrints are made, a Photo Key is created
and both given to the Palanca Chas for the weepaoklets. The Data Cha will also produce the
weekend booklet with the candidate and team infaondor the weekend packets.

Requirements for this position include proficieneiyh a computer and products such as
Microsoft Word and Excel, and the ability to foll@mple instructions to access TDNG’s Team
Web Site. The Data Cha will have TDNG'’s assigregrdddp and a printer to create forms and put
the weekend packets together.

PRE-TEAM MEETING

Before the first team meeting, the Data Cha nesdsdeive the team list, graphic, verse and
theme from the Rector. The Data Cha will needisowss with the Rector, Head Cha and Head
Kitchen what information will be posted at the Te®mrbsite and in what format it will be
provided.

For example, announcements may include:

Team Changes

Assignments, i.e., schedule for greeters, meditatand opening prayer

Food Assignments

Team Rollo Schedule

Schedule of section meetings and training modwdetcovered at each meeting

The Data Cha will need to contact TDNG’s Webmagtebmaster@ngtd.oydo receive
instructions on how to access the Team Website uisername and password. A Team Website
template has been set-up by the Webmaster sollthia¢ ®ata Chas need to do is “plug-in” the
information that is specific to their team. Onceteal, this information will be available on-line
for the team.We do not recommend that you post “prayer requests’dsters with contact info
for the team, due to open nature of any public viebs

Between sets of Weekends, the Database Manages stod manages a laptop for use by the
Data Chas on both the Men’s and Women’s WeekeAddigital camera with tripod and remote
control that will be used for taking the Weekenafoigraphs is now kept by a Palanca Couple,
since it is also used to take pictures of bann&re Laptop will be provided to the Data
Information Cha at a time prearranged between tta BCha and the Database Manager.
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The Camera will be provided to the Data Cha ofMlem’s Weekend (simply because it is held
before the companion Women’s Weekend) typically mtinee Palanca Couple attends the Team
Meeting to make their Secretariat PresentatiorterAhe camera is used on the Men’s Weekend,
it will be kept in a locked cabinet in the Storamat the Camp of Colors. The Data Cha for the
following Women’s Team will pick up the camera fradhat location, as detailed in the section
onTEAM PHOTO and APPENDIX | below.

TEAM MEETINGS
During the team meetings the Data Cha’s main respiity is to:

Maintain the team website, assuring the informaigocurrent and accurate.
Manage the TDNG Database “Information Sheet” preces

Create a Team Roster (or acquire one if managekdebiead/Asst. Head, etc.),
and supply a copy to the Database Manager so lifarthation Sheets” may be
prepared.

Receive “Information Sheets” mailed or e-mailedhirthe Database Manager. If
these are e-mailed be prepared to print 84 or rfioones (PDF Format file)
including a few blanks.

The Database Managetbim@ngtd.orfywill create the forms from the list of
your team’s names and mail them or e-mail the RI2Rd you, along with
detailed instructions for having the team corrgeirtindividual “Information
Sheets”.

Distribute individual “Information Sheets” to eatdgam member during the team
meetings for corrections.

Collect and return the “Information Sheets” to betabase Manager by mailing
them immediately following the last team meeting.

Maintain the team roster, if that responsibilityassigned to you by the Head Cha,
or be sure you have a correct copy to give to tambase Manager at the end of
the Weekend. This will help to ensure the corigfttirmation is collected from
each team member. This roster will be used to migkeart of the weekend
packet.

Discuss with the Rector how the cover for the Wadkigacket will be handled.
(See page 4, item 1 under Team Packets.)

THURSDAY
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It is recommended that the Data Cha go to the Waithcation (referred to
below) on Thursday before candidates arrive aCiéwap to make contact with
the photo lab personnel. Let them know what wé védlordering and be sure
they have the capability to do the work. If thexany problem (equipment,
supplies, etc.), advise the Assistant Head Chanaala other arrangements for
getting the photo processed. Familiarize yourséh the instructions that are in
the back pocket of the camera bag and which aeeleétoelow. Make sure the
camera battery is charged and remote control lyateyood and the camera is in
good working order by taking “test” pictures ON TR8BDAY. Waiting until
Friday morning to test is simply not wise!

Be sure you have the printer and other equipmentsand tested early on
Thursday. The new HP All-in-One and spare inkradges are stored in the cage
under the pavilion prior to the Men’s Weekendswilt be left set up in the

Office Dorm for the following Women’s Weekend. BFAREFUL to
unpack/install (men) and re-pack (women) the priateording to the
instructions in the plastic bin and in a PowerPé&laton the Data Cha Laptop.
PLEASE PLACE USED CARTRIDGES IN THE BIN; THEY AREERURNED
FOR A MONETARY CREDIT.

Start the Weekend packet process as early as pwa#iér candidates arrive and
you have been given the registration forms withdidete information. You will
want to have this information entered so thatiit loa verified with Candidates on
Friday, with the help of the Table Chas. This saaéot of critical time on
Sunday, by not having to review packets then.

Be prepared to make corrections to any forms orenbaages requested by the
heads. This will probably include making copiestd table seating chart for the
team meeting on Thursday night.

FRIDAY/SATURDAY

TEAM PHOTO FRIDAY MORNING

1. Prepare to take the team photo. (Women’s Team Olaés, get the TDNG digital
camera from the Storeroom Cha.) Note: in liethefData Cha taking the photo, you
can arrange for a community member to be at theoaamnfriday morning to take the
photo. Take 3 to 5 photos so that the best ondealected.

2 You should receive $55 cash from the Assistant Hetzal (provided by a Secretariat
Member) for the photos and 2 to 3 reams of plairtevt20 bond copy paper to use for
the weekend packet. The prints at the Wal-MaBRahlonega for 1 hour service Have
been about 19 cents each for 4” x 6” color primg about $2.84 each for 8” x 10"
color prints (Prices as of 12/08). The cost obélthis should be under $55.00.
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3 Choose a photo from the camera disk and go to Waal-M Dahlonega and have the
photos printed. The Wal-Mart SuperCenter is at W&)-Mart Way, Dahlonega, GA
30533. Telephone number: (706) 867-6912. Havegmaopies made so that every
team member and candidate will have one 4” x &itgn their weekend packet, plus
have three 8” x 10” photos printed, one for thetBe®ne for the Rover and one for

Secretariat Spiritual DirectoL.eave a copy of the Weekend photo (with a
clearly defined file name such as, on the
laptop hard drive for the Webmaster to retrieve.

4 Produce a Photo Key. Please see general procssctions at the end of this
document, Appendix Il.) Make a list showing the fognand the person’s name. (See
attachment) Using the TDNG copy machine and tipy aper you purchased at Wal-
Mart make enough copies for the Weekend packessmdideliver copies to the Rector
and Rover Cha. Deliver or send one to the Seca¢t@giritual Director and one to the
Webmaster, either a hard copy or a file (preferréidje Webmaster will then place the
photo and photo key on the TDNG Website for Commnyunse.

5 Have the team roster on a CD, memory stick or somaia that you can use to put
information on the TDNG laptop computer.

6 Friday morning check with all the section headdetermine if all their staff is present
and the campground. Make any changes to the rsteflect the actual head count
and names with their information. This head cauititbe used by the TDNG
Treasurer to pay the Camp of Colors the requireddeeach team member and
candidate.

7 Upon completion of the team roster information fieakion begin printing the team
roster using the TDNG printer for the weekend packé#ake approximately 130
copies for a weekend with 36 candidates and 84 taeambers, alter that number as
necessary to reflect your actual count on the weetlpdus 5 extra. Remember that a
copy must go to the Webmaster.

8 Get a copy of the candidates seating chart froniHieed Cha or Assistant Head Cha for
a guide to creating the weekend packet table pages.

9 Get the forms that the candidates completed at gricbm the Assistant Head Cha to
be used to complete the table pages for the weghacikt.

10 Type the pages for each table utilizing the cartdglaeating chart and the send off
forms the candidates completed at send off.

11 Upon completion of the page for each of the sixemlgive the page to the applicable

Table Cha for them to discretely have each canelithatividually confirm and/or
correct their address, telephone, church, and enfarimation.
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Make any corrections to the table pages and s$tanptinting process using the TDNG printer.
Make approximately 130 copies for a weekend witlt@édidates and 84 team members; alter
that number to reflect your actual count. RementibeMWebmaster needs a copy of the team
packet.

TEAM PACKETS

1. The Rector has a visual, theme and bible verseathatgiven to him during the process
of his team building. If the Rector wishes to h#ive cover page of the weekend packet
in color have the Rector or the Head Cha furnisiiramum of 140 copies in color to be
used as the cover for the weekend packet.

2. Put the weekend packets together using volunteens dther areas to help i.e. Prayer
Chas, Palanca Chas, Dorm Chas, etc.

SUNDAY

1. Deliver the team packets and the 4” x 6” phototh®oHead Palanca Cha for the
candidates and team bags.

2. Insure that the Rector and the Rover Cha get opg each of the 8” X 10” picture with a
copy of the Photo Key.

3. Remind those section heads responsible for inviestearly in the day on Sunday to
complete their inventories. If necessary, makeasopo each of the section heads will
have their own copies to work from.

4. Explain to the section heads that their completedntories must be given to the
Assistant Head Cha for his walk through with thenpaof Colors Representative when
they close down the campground.

5. Turn over all receipts from the support of the D@bka position to the Assistant Head
Cha.

6. Men’s Team Data Chasive the camera and accessories to the Storerd@maC
have locked in our cabinet. Leave the printer/eppet up in the Office Dorm. Return
the laptop to the Database Manager at a prearragigedVomen’s Team Data Cha
Turn the camera and accessories over to the Palamgale who are at the Camp on
Sunday for Closing. Pack and store the printer&ogteturn the laptop to the Database
Manager at a prearranged time.

Tres Dias of North Georgia Data Cha - Page 5 of 12 Revised 2/23/2010gf



MONDAY AFTER THE WEEKEND

1. On Monday after the weekend coordinate with theaDase Manager the delivery of the
laptop computer, containing the photo and photofkey, and a copy of the weekend
packet. It is important to get this material te thatabase Manager as soon as possible
after the weekend so the laptop computer can digddor the next weekend and the
team packet information can be entered into thlGRlata system.

2. Mail one copy of the Photo Key along with a copyla# weekend photo to the
Secretariat Spiritual Director or send an e-maihwvtihe photo and photo key files
attached.

APPENDIX I:
Quick Guide: TDNG Nikon D40

REMOTE | 5

Set lens to wide angle and place the tripod as close as possible to get the whole group.

ACTUAL TRIPOD PLACEMENT:
We have tested this camera and lens, and it will wio very well if the tripod is set up 18 feet

from the front edge of the concrete picture standand the lens is turned almost to full wide
angle.
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AFTER Setting up the Camera on the Tripod, set for use with Remote:

Turn Camera on (A)

Press the Menu Button (B)

Select the Custom Shooting Menu, then Shooting | Mode

Select “2s Delayed Remote™ o=

and press the OK Button.

Use Zoom Ring (C) to frame picture

(See tips on next page.)

6. Press shutter (A) half way to
Auto Focus the shots.

7. Remove Remote from Pouch (D)

B )

e L

o

(e |
* [con shows that the
Camera will take shots
2 seconds after the
Remote is pressed.

& auto
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Zoom to get everyone PLUS about 3 ft on each side in the View Finder (See Sample
below). Zoom is Manual by turning Zoom Ring [(E) on Previous Page].

Tell everyone to be sure they can view the camera LENS with no obstruction, or they will
not be seen by the lens. You will be using a Remote Shutter Release, so there will be
plenty of time to place yourself in the group before taking the pictures. Take at least 5
shots, and load on the Data Cha Laptop later to choose the best picture for printing.

The last man to join the group was almost out of the frame. On 8x10, he will be cut out.

Approximate frame seen in the 8x10 Processing

To use the
Remote,
Stand in
or near

this area.

B A — g
Bekure everyone, including you, is on the concrete stand.
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The D40 is a great camera
for this application, partly
because you can use a
remote control to “snap” the
picture. Setting up to use the
remote was covered on the
previous page. All you need to
do once the camera is set up is:

Position yourself so that you can |
point the remote at the Infrared 4
receiver (A), which is on the
grip as shown here. _
Press the button on the remote when you are ready

to take a shot. The light (B) just above the receiver will
come on for two seconds, then the camera will take the

shot. Take about 5 shots to select from later.
PLEASE confirm that you have successfully taken
the pictures by reviewing them in the camera, BEFORE

everyone leaves the Picture Stand. Playback Button is
shown on page 1 of this guide.

APPENDIX II:

Creating a Photo Key in PAINT

Roger Frater and Daniel Thomas used the Data Cp@phdo create a photo key for TDNG #95
that was very easy to interpret, and it took l@sg than the old method of tracing outlines of the
figures in the group picture on paper using a lggrce like a window or a light box. The
resulting key is an actual photo which can therdy@ed in B&W and given to the Team and
Candidates. BE SURE TO MAKE A COPY OR RENAME THH.EIBEING USED FOR THE
KEY. Do NOT use the original file and then have“oean” picture to have processed.

See this sample of the key from TD #95, below:
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| would suggest two changes in the placement ohthebers.

1. Start the numbering at the back of the group. Waat, the smaller numbers (single and
double digits) will be on the smaller “Targets” dattne larger (three digit) numbers will
be towards the front of the group, where the “Tta'gare larger.

2. lused the word “Target” rather than face becawsen there is more than just the face
showing, | would suggest putting the number neamtéckline or other appropriate place
that does not hide the face.

GENERAL INSTRUCTIONS FOR USING PAINT
(SEE EXAMPLES FOLLOWING TEXT)

Open PAINT (Usually in Programs under Accessories).

Go to File and browse to the .JPG file that isgheto you are using.

HIGHLY SUGGEST that you read the Help File on “Text PAINT Help.

Select the Text box; Select Transparent Backgro8etect Bright Yellow.

Start Numbering at the back, and type numbers wihenedon’t obstruct the face.
Where there is more “Target” area, place numbeeeak or on clothing.

oA LNE
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Screen Capture 1 — Step 1

=

—

Screen Capture 2 — Steps 2-4
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Screen Capture 3 — Steps 5-6

REMEMBER:

You cannot re-enter a text box to make changes. @a you click outside the text box, it
becomes a graphic and cannot be edited. Howevengy Can“UNDOQO” three steps. That

includes the text and placement of a text box.

You can print the completed key in gray-scale or pgnt in color and make a black & white
copy of it to use as the master to make copies ftire Weekend Packet.

Tres Dias of North Georgia Data Cha - Page 12 of 12 Revised 2/23/2010gf



