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COPYRIGHT

DinnerGroup™
Copyright 2026 DinnerGroup LLC
All Rights Reserved

Developed using: PyCharm 2024.3.1.1, Python 3.12, pyrcc5, pyuic5, Pylinstaller,
ReportLab, PyQt5-5.15.11, and Qt Designer 5.14.1.

SOFTWARE LICENSE & TERMS OF USE

These Software License & Terms of Use (“Terms”) govern your use of the
DinnerGroup™ website and the DinnerGroup™ software application (“Software”). By
downloading, installing, or using DinnerGroup™, you agree to these Terms.

1. License Grant

DinnerGroup LLC grants you a non-exclusive, non-transferable, revocable license
to install and use DinnerGroup™ software solely for nonprofit church and religious
organizations governed by U. S. Internal Revenue Code 501(c)(3).

2. Permitted Use
You may:

e Install and use DinnerGroup™ within your church or religious organization
e Use the Software to organize and manage dinner group programs
e Generate reports and printed materials for internal use

3. Restrictions
You may NOT:

Sell, sublicense, or commercially redistribute the DinnerGroup™ software
Modify, reverse engineer or decompile the DinnerGroup™ software

Remove or alter copyright notices

Use the DinnerGroup™ software for commercial purposes

Use the name of the copyright holder nor the names of its contributors to
endorse or promote products derived from this software without specific prior
written permission

Represent the DinnerGroup™ software as your own work

4. Ownership

DinnerGroup™ and all associated materials are the intellectual property of
DinnerGroup LLC. This license does not grant ownership rights to the DinnerGroup ™
software.
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5. Data Responsibility

All data entered into the software is stored locally on your computer. You are
responsible for:

Data accuracy

Making and maintaining backups of your data

Data security and access to your system

Complying with any applicable privacy or data-handling obligations within your
organization

DinnerGroup LLC does not collect, store, or transmit application data.

6. Website Use

Content on the DinnerGroup™ website, including text, graphics, documentation, and
downloads, is provided for informational purposes and may not be reproduced without
permission.

7. Changes to These Terms

DinnerGroup LLC may release updates or improvements. Updates will be posted on
the website. Continued use of the website or DinnerGroup™ Software constitutes
acceptance of updated Terms.

8. Support

Self-Guided Support is offered on a reasonable-effort basis through:
support@dinnergroup.net. Optional support services are available on the website to
provide additional assistance during initial setup or throughout a season.

9. Termination
This license is terminated if the terms of this agreement are violated. Upon termination,
use of the DinnerGroup™ Software must cease.

10. Warranty Disclaimer

DinnerGroup™ is provided “as is”, without warranty of any kind. DinnerGroup LLC
disclaims:

Implied warranties
Performance or accuracy
Fitness for a particular purpose
Warranty of merchantability
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11. Limitation of Liability

DinnerGroup LLC shall not be liable for any damages resulting from the use of the
software, including but not limited to:

Data loss

Business or operational interruption
Inaccurate group assignments

Errors produced by incorrect user input

Damages exceeding the amount paid (Software is currently free)

12. Governing Law

This Agreement is governed by the laws of Texas This agreement is governed by the
laws of the State of Texas, United States.

13. Contact

For questions regarding this agreement, contact:

support@dinnergroup.net
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INTRODUCTION

Welcome to your comprehensive DinnerGroup™ program User Guide! Whether you are new
to using this software or simply want to expand your knowledge and get the most out of your
experience, this guide is designed to be your trusted companion. Within these pages, you will
find an array of practical instructions, and insightful recommendations to help you navigate
common features and advanced functionalities alike.

The DinnerGroup™ program has been developed by those who have administered Dinner
Groups for over a decade, gaining a deep understanding of the issues and problems that
typically occur. In the beginning, the impact of Dinner Groups was not realized; but it
became obvious as time passed, that the impacts of Dinner Groups and other church
gatherings are significant. They create settings for human connection that are truly amazing.
Dinner Groups turn strangers into lasting friends who want to continue life’s journey in
community with each other; they become a church family that bonds together.

KEY BENEFITS

* Automates administration of Dinner Groups

* Uploads and maintains membership

* Facilitates new member sign-up

* Defines new Dinner Group and other gathering seasons

* Selects active members for new seasons while keeping track of inactive members
* Randomizes group assignments and creates new groups

* Prepares name tags for kickoff meetings

* Prepares participant handouts to facilitate kickoff meeting success

* Facilitates Participant handout emails to keep them informed and able to communicate
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GETTING STARTED
Installing and Initial Inspection

Download the distribution DinnerGroup™ executable file from the dinnergroup.net
website. Itis a single-user application that runs on Windows 10 and 11.

Double click on this file and the installation proceeds. Keep the default location for the
operation of DinnerGroup™ or the program will not be able to locate its file system.

The default location is:
C:\Users\<userid>\Documents\DinnerGroup\

There you should find: DinnerGroup.exe and DinnerGroupUserGuide.pdf. Although the
DinnerGroup.exe should stay in the default location, the DinnerGroupUserGuide.pdf
may be relocated to any folder that is convenient for easy access.

Additionally, there are two upload template files that should be located in:
C:\Users\<userid>\Documents\DinnerGroup\Uploads\

These include:
DinnerGroupMemberUpload.xlsx
DinnerGroupKidUpload.xlsx

As the user proceeds with DinnerGroup™ operations other subfolders are created to
build out the file system. DinnerGroup™ data is stored in plain text standard Json files in
the Data\<admin>\ subfolder; and the reports are generated as standard PDF files easily
viewable by Adobe Acrobatin the Reports\<admin>\ subfolder. The administrator should
also install the free Adobe Acrobat application if you do not have it. There is an option in
all print report functions to send to the user’s default printer or view via PDF viewer.

These subfolders are:
C:\Users\<userid>\Documents\DinnerGroup\Data\<admin>\
C:\Users\<userid>\Documents\DinnerGroup\Reports\<admin>\

Note, if the User’s system has been configured to locate your Documents folder in
OneDrive that should work as well.

A small dinner plate “icon” is installed with the system. It facilitates starting
the DinnerGroup.exe, which is a stand-alone executable program that builds
out the file system it needs to function. DinnerGroup™ is not a Web based application.
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Understanding the Interface

Upon logging in, the user will see a landing page with a picture of good friends having
dinner. There is an instruction window below. Read instructions and then familiarize
yourself with the menus at the top of the window. Click on each of these functions to see
the screens that make up the DinnerGroup™ program. Each screen has an instruction
window that leads the Administrator through its layout and functions. Each screen
includes fields for data entry and buttons to perform actions.

Note: the DinnerGroup™ program may appear small with crowded labels on some small
high-resolution screens. Work has been done to mitigate this issue. However, if this
occurs, consider setting the screen resolution to a lower value.

DINNER GROUP BACKGROUND

Dinner Groups are an amazing way to build a church family. We humans are social animals,
and we have an innate longing to be part of a larger friend group.

Since many church memberships have been declining for several years, this longing is a
major reason for Dinner Groups' success. At a time when many people are feeling a sense
of loneliness and isolation, Dinner Groups provide a means for people to better connect with
their church congregation. It is like a magic glue that provides a strong sense of belonging
and church community.

This unique connection extends across age divisions to provide an activity for meeting an
enlarged friend base. This added connection is accomplished by bringing people together to
get acquainted and build friendships over the dinner table. A special bond occurs when
people 'break bread' together. The primary goals here are to build fellowship with one
another and to make lasting friendships that create bonds of church family.

Dinner Groups may be employed in a number of settings. One of these settings is focused
on adults where Dinner Groups are assigned at a casual event. This gathering is held to
introduce the participants to their other group members and agree on a meal schedule.
These groups each consist of a small set, typically 4 families or about 8 people.

The Dinner Group families take turns hosting (usually on a monthly schedule) meals in their
homes or at restaurants. A Dinner Group season lasts typically 4 to 6 months. A frequent
schedule is to have a Spring Dinner Group season and a Fall Dinner Group season.

Another Dinner Group setting is often held in a large church gathering room with adults and
kids following a published schedule of event dates. This facilitates growing families with
children to get to know one another better, develop lasting friendships, and most
importantly, to allow children to see their parents set an example of church participation.
This has major payback to keep those kids continuing in the church membership as they
mature into adulthood.
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THE BIG PICTURE

The DinnerGroup™ program has been built to support the functions of the individual who
manages the overall program. This is the role of the Administrator.

An Administrator typically operates as part of a church or other organization who sponsors
and benefits from the Dinner Group activity. So, a Sponsor entity is identified within the
system with a name and contact information.

The Sponsor senior leader decides on a Dinner Group Season of activity and the
Administrator then invites families to join as Members who become Participants in the
season. Facilities are provided to define Dinner Group Sponsors, Seasons, and related
activities.

Additionally, other program features are provided to enroll Dinner Group Members. Member
records are maintained in either active or inactive status so they may participate in one
season and skip the next as they wish.

History is maintained for each Member family's participation by group so that in following
seasons they will not be paired with other families with whom they have been in recent
seasons. There are other features to speed startup activity including the upload of Members,
Kids and participation history.

After Members (and optionally Youth and Kids) are manually entered from enrollment forms
or uploaded, the DinnerGroup™ program provides facilities to create Participant records for
a Season, randomize the Participants, and assign them to groups.

When a new Dinner Group Season is initiated, there is a need to recruit new and repeating
Members. The system includes a function to print a sign-up form with the Kickoff meeting
schedule. The sign-up form is placed in a gathering area for all to see and indicate their desire
to participate. Other functions are available to print name tags and handouts to be given out
during the Kickoff, and support emailing handouts to those who could not attend a Kickoff.

We hope you enjoy using the DinnerGroup™ program and find it a valuable tool to make your
Administrator experience a good one. As you start this journey, proceed to the Administrator
Data screen and enter your Administrator data.
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CORE FEATURES AND FUNCTIONS

Login Instructions

In order to keep the DinnerGroup™
program data safe and secure, an
Administrator Login screen is used to
grant access to only those with proper
credentials. These include a User
Name and Password. The default User
Name is “admin”, and the default
Password is “password”, both without
quotes.

Additionally, there is an information box

DinnerGroup™
“Connecting People, One Dinner at a Time "

Administrator Login
Enter User Name and Password

Lﬁ User Name
1
Password
Login
DinnerGroup™ |
Copyright 2026 DinnerGroup LLC -
Al Rights Reserved

Ver

Developed using: PyCharm 2024 311, Python 3
Pyinstaller, RaportLab, PyQt5-5.15.11, and Ot Desiy

Software License & Terms of Use

hese Software License & Terms Of Use (Terms”) govem your use of
the DinnerGrouo™ website, and the DinnerGrouo™ software acolication |

at the bottom of the Login screen containing the Copyright and License Agreement for
the DinnerGroup™ program. By using the software, the user agrees to abide by the
Copyright and License Agreement terms and conditions.

Landing Page Instructions

Upon successful login, the Landing Page
is presented with a picture on the left,
key benefits on the right, and an
instruction window at the bottom.
These instructions are included within
this User Guide under the Dinner Group
Background heading.

At the top of the Landing Page, and all
other screens, is a menu bar with one or
more dropdown actions available to the

DinnerGroup™

“Connecting People, One Dinner ata Time."

Key Benefits
* Automtes administration of Dinner Groups
* Uploads and maintains membership
* Faciltates new member sign-up
* Defines new Dinner Group and gathering seasons
* Selects active members for new seasons
* Randomizes graup assignments and creates groups
* Prepares name tags and handouts for kickoff meeting
* Faciltates follow-up emails for absent participants

Dinner Group Background

Dinner Groups are an amazing way to buid  church famsy. We humans are social animals, and we have an innate longing to be part of a larger
friend group

iny church memberships h
people are fesling a sense
n. i is ike a magic glue t

Groups' success. At a time
etter connect with their church

=

Administrator. A new Administrator should click through these to become familiar with
the functionality of the DinnerGroup™ program. Note: Each menu option displays a

screen to either capture data, perform
Additionally, each screen contains an
instructions.
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Administrator Entry Instructions

The Dinner Group Administrator

manages the entire process of T

organizing the enrollment, group Dinner Group Administrator Entry
. . . Enter Administrator Id

assignments, and participant »

communications for each Dinner Group  summsstorenty mstuctons =/ Edit Administrator Data

o S Type [Soonsor =]
season on behalf of a Sponsor e
organization.

Name
Phone - -
Email

A new Administrator should
immediately come to the Administrator
Data screen and add a new "Master"
Administrator with your password and contact information. Then log out and back in as
the new "Master."

Add Find Update| Delete

This ensures that you can get into the system as the new "Master." Then look up the
default administrator and delete it so no one can access your data using the default
"Master."

You are not finished here yet! Now enter another set of Administrator data with type code
"Sponsor." This will be the working Administrator’s identification you will use.

Record your new “Sponsor” Administrator ID here:
and the password. here:
You will need these later. Now log out and back in as the “Sponsor” Administrator.

If the system is used to manage multiple Administrator data sets, other Administrators
may be added here as necessary. Each Administrator has its own set of Sponsors,
Seasons, Members, and Participants. These data items are tied to a specific
Administrator and may only be entered and updated by that Administrator.

Once a new Administrator identity has been established, the process continues by
entering the Sponsor data. See the Sponsor Entry screen instruction window for specific
information about Sponsor entries. Facilities are provided to change this data as
necessary.

After a Sponsor has been entered, the next step is to add Season data. See specific
instructions on the Season Entry screen to best understand how to manage Seasons and
upload of Member data later. You may not want to upload Member history, but if you do
wish to accomplish that, there are specific Season Entry steps to follow to facilitate that
feature.

Those wishing to be Dinner Group Members may be enrolled by entering manually or by
uploading a Member datafile. Specific instructions for adding and maintaining Members
are provided, along with how to prepare a Member data file for uploading.
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Note: A Member may remain in the system as "Active" or "Inactive." Only "Active"
Members are carried forward to any new Dinner Group Seasons. However, "Inactive"
Member histories are maintained in case they decide to participate in a later Season.

Enrolled Members are connected to a specific Dinner Group Season by Participant
records. Participant records may be generated for all "Active" Members using a system
function, or may be manually entered and adjusted for a Season. See the Participant
screen instructions for more information about changes following group assignment.

Next, functions are provided to randomize Participant families and singles, followed by
assigning them to Dinner Groups for the Season. The Administrator may print reports by
name, as well as by group number, to review and confirm assignments. Menu options
are available to print Participant name tags and handout sheets for use in a Dinner Group
Kickoff meeting.

Action buttons are provided to Add, Find, Update and Delete Administrator data. To Add
an Administrator, enter data in the appropriate fields and press the Add button. Ifitis not
duplicated, it will be added to the file system.

To “Find” an Administrator, enter the ID and press the Find button. Ifitis found, the data
is displayed. The Password, Name, Phone, and Email data may be changed by entering
corrected data and pressing the Update button.

Caution! Once an Administrator record is displayed, it may be deleted by pressing the
Delete button. A note will appear to confirm this is what is intended. This should only be
done if there are no other data elements such as Sponsors, Seasons, Members, Kids, and
Participants tagged to this Administrator.

Sponsor Entry Instructions

Sponsor identities are established so

that Dinner Group Seasons, Members L BIEERTy

and Participants may be created and Dinner Group Sponsor Entry
. Enter Sponsor Id

tagged to that entity only. Note: Any —"

number of Sponsor records May b€ oz msmuctons = Enter sponsor pata
entered with separate sets of Season - [
definitions, Member and Participant m
records.

Email

Each Administrator has its own set of
Sponsor and Season records. Thereby
an Administrator may manage the
Sponsors and Seasons defined by it and not conflict with another Administrator's data.

Add Find Next | Back | Update| Delete

The Sponsor ID is any convenient unique code. A Sponsor Name is the church or other
organization name. The Leader Name, Phone, and Email are those of the lead pastor or
other senior executive who makes Season decisions.

Record your Sponsor ID here: . You will need this later.
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Note, Since the Sponsor ID is a key data field throughout the system, itis entered multiple
times when adding or maintaining data. To speed entry and reduce repetitive keying, a
Sponsor ID is remembered once entered and echoed for additional file maintenance. If
the user desires to change to a different Sponsor once it has been echoed, simply go to
that field and change it. The newly changed Sponsor ID will then continue to echo until
changed.

Action buttons are provided to Add, Find, Update and Delete Sponsor data. To Add a
Sponsor, enter data in the appropriate fields and press the Add button. If it is not
duplicated, it will be added to the file system tagged to the active Administrator.

To Find a Sponsor, enter the ID and press the Find button. If it is found the data is
displayed. The Sponsor Name, Leader Name, Phone, and Email data may be changed by
entering corrected data and pressing the Update button.

Next and Back buttons are provided to support searching through the active Sponsor
records.

Caution! Once a Sponsor record is displayed, it may be deleted by pressing the Delete
button. A note will appear to confirm what is intended. This should only be done if there
are no other data elements tagged to this Sponsor, such as Seasons, Members, Kids, and
Participants.

Season Entry Instructions

A Dinner Group Season defines the g
period in which dinner or gathering SiliaiSics i

“Connecting People, One Dinner at a Time *
meetings occur for a set of Member Dinner Group Season Entry
- . .. Enter Sponsor & Season Names
families who wish to participate under Sponsor ID

Key Field:
el Season ID

the sponsorship of a church or other
organization.

Leader Name Phone Email Address

+| Kickoff Meeting Date
. Season Status [Open
Group Composition |Adults Only -

Season IDs are important because they
separate one Season from another.
Additionally, they must be defined in
ascending numerical order so that
prior Season data is available to guide
future Season group assighments. The look back timeframe is typically 4 seasons so that
a given member family is not grouped with the same people as was recently assigned.

2 Add Find Next | Back | Update| Delete

Since the Season ID is a key data field throughout the system, itis entered multiple times
when adding or maintaining data. To speed entry and reduce repetitive keying, a Season
ID is remembered once entered and echoed for additional file maintenance. If the user
desires to change a Season ID once echoed, simply go to that field and change it. The
newly changed Season ID will then continue to echo until changed.

Enter the Season Leader's Name, Phone, and Email contact information. Thisis followed
by the date for the Season Kickoff meeting that will be shown on the Season Sign-up
printed later.
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Later functions generate Participant records for each Member family for a Season in
Open Status. Once a Season is completed, it is to be set to Closed Status to freeze the
Season data from changing. The Archive Status is to facilitate the removal of the data
from much older Seasons to keep the active data files small and responsive.

At this point a decision needs to be made about who is to be included when Dinner
Groups are formed. The options are:

1. "Adults Only" composition selects only those Members in Routine and Leadership
status. Thisis the default option and used when Youth and Kids are notincluded in
an adult Dinner Group Season.

2. "Adults & Youth" composition assigns the same Adults in option 1; and includes any
Youth Members assigned to other groups by age: High School, Middle School, Gap
Kids, Children, and Nursery.

3. "Adults & Kids" composition assigns the same Adults in option 1; and includes any
"Kids" entries with the same Family Sort Name with their Adults when forming
groups.

4. "Adults, Kids & Youth" composition assigns the same Adults in option 1; Kids
included with the Adults as in option 3, and Youth grouped separately by age as in
option 2. This supports the ability to have smaller Kids grouped with their parents,
and older Youth grouped by age separately.

Upload notes! If the Upload Participant History function is used later, Season records
need to be entered for the Sponsor to support the addition of that data. There may be up
to 4 prior Seasons of group number history uploaded. The Season IDs for each of the
historical Seasons are defined as: 2001, 2002, 2003, and 2004. These were chosen
because they should not conflict with future Season codes.

A Very Important Caution is that the historical Seasons must be entered and the upload
process run prior to any following Season because following Seasons must be in
ascending numerical order.

Also note: There is no requirement to have a prior Season. You may begin with a first
Season for a newly set up Dinner Group with no history.

Action buttons are provided to Add, Find, Update and Delete Season data. To Add a
Season, enter data in the appropriate fields and press the Add button. If it is not
duplicated, it will be added to the file system tagged to the active Administrator. The
Sponsor Name will be echoed for validation.

To “Find” a Season, enter the ID and press the Find button. If it is found, the data is
displayed. The Season Name, Leader Name, Phone, Email, and Season Status data may
be changed by entering corrected data and pressing the Update button. Next and Back
buttons are provided to support searching through the active Season records.
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Additional Cautions!

1. Once a Season record is displayed, it may be deleted by pressing the Delete button.
A note will appear to confirm this is what is intended. This should only be done if
there are no other data elements, such as Participants, tagged to this Season.

2. Also, ifthe Season Group Composition is changed after running Create Dinner Group
Participants, it will be necessary to rerun that process to align the Season
Participants with the new Composition and the current Member settings.

Print Participant Sign-Up Sheet Instructions

At the beginning of the Dinner Group

Season a Kickoff meeting needs to be S D sroioup
scheduled for the date entered in the Print Participant Sign-Up Sheet
Season record. Then use this screen to R ™
print a Sign-Up Sheet for those who wish B e

to become Participants. Print Participant Sign Up-Sheet |

Print Participant Sign-Up Sheet Instructions =l

Place the Sign-Up Sheet on a table in
the entry area where likely Participants
can see it and provide their contact
information. It is best practice for the
Season Sponsor and/or Administrator
to staff the Sign-Up table to answer any questions and generally encourage Participants.

Important note: There is a policy that needs to be communicated about former
Participants continuing in a new Season. This is needed since many times former
Participants think they will be automatically included in a new Season. As a result, they
do not Sign-Up again leaving the Sponsor and Administrator wondering if they do indeed
intend to participate. A common policy is to include former Participant unless they
communicate that they do not want to continue in a new Season. This policy needs to be
included in any announcements made about a new Season.

To initiate the process, enter the Sponsor ID, Season ID, and press the Print Participant
Sign-Up Sheet button. The Sponsor and Season Names are echoed for validation.

The system will print a single page with the Sponsor Name, Season Name and Kickoff
Meeting Date in the heading. Below there are several lines for Participants to add their
names, phone #s, and emails. Copy this page as needed.

A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default file path location for all
report files is:

C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>
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Member Entry Instructions

A Member family may have from 1 to 3

adults, each with their own contact comDiNnEIGrOUP™
information. The “Family Sort Name” Dinner Group Member Entry
must be unique to each Sponsor. This is S ERR

Key Fields
v Family Sort Name

the order families are listed in a Member
Roster report. Since some names are i«
common, the “Family Sort Name” is a g
unique identification code assigned by
the Administrator for a Member family.
So, for example, if the Administrator has
two families with the last name "Smith,"
make the first Family Sort Name "Smith" and the second Family Sort Name "Smith-

LarryG" by using a suffix that makes it unique.

Members' Names Phones Email Addresses

Activity Status [Active =]
Grouping Code [Rautine -
Kids [No -

Memb

- Add Find | Next | Back | Update| Delete

For each family Member, enter their first and last names, phone number, and Email
address. Note, at least one email address must be entered to ensure all Participants can
contact one another to communicate Dinner Group scheduling, etc. That email will also
be used to send the Participant Handout document after the Kickoff meeting.

Member Activity Status may be Active or Inactive. Those in Active status are selected to
become Participants in a developing Season. Members in Inactive status will be skipped
when creating Participants for a new Season. However, their information is retained
along with their participation history. This is so that when they decide to become Active
status again, their history is available to use for grouping.

The Grouping Code has multiple functions. The first function is used when dinner groups
are made to ensure Leadership families do not appear in the same group. Non-
Leadership Member Adult families are coded as Routine.

This is the point there the decision about Group Composition made during Season entry
continues into Family Composition. The initial Members listed are to be the Adults of a
family. This supports the simplest Dinner Group operation with Adults only.

Optionally, there are other family members to consider in wider gathering seasons that
include children. The DinnerGroup™ program has made provisions for minor children in
a family by defining them as either Kids or Youth.

The decision that needs to be made at this point is about how will minor children be
formed into groups later. Kids may be included in groups with their Adults. Youth are
grouped into separate groups by age group without Adults. This is often utilized when it
is desired to have older Youth be grouped with those of their own age.

If Youth are not going to be included, then there is no need you consider it further. Simply
continue without Youth. However, if the inclusion of Youth is a requirement, additional
Member records need to be entered with the Youth names in the Members’ Names fields.

Page 15



Important note! When adding Youth as Members, it is best practice to use the Family
Sort Name of their Adults with a suffix so they will appear near their parents on the
Member Roster report.

Their Grouping Code will classify Youth as High School, Middle School, Gap Kids,
Children, or Nursery. If there are Youth in more than one of these Grouping Codes, a
Member record will need to be entered for each age category. An added benefit of this
option is that when youth graduate into adulthood, they are positioned to be reclassified
and continue as "Routine" members.

A Member family may optionally have from 1 to 8 Kids to be included in larger gathering
events. Thus, there is a field to indicate if there are additional Kids with a default No or
Yes. If Yes is indicated, then a Kids record must be completed. These minor children
may be of any age range; they are available when preparing groups for a Season.

If after indicating there are Kids with a Yes in the Kids field, and later deciding not to
include them in a Season, the Kids code may be set to No and they will not be included.
The Create Dinner Group Participants process may have to be rerun if this is done after it
has been run for the Season.

Action buttons are provided to Add, Find, Update and Delete Member data. To Add a
Member, enter data in the appropriate fields and press the Add button. If the Sponsor ID
is found and the Family Sort Name is not duplicated, it will be added to the file system
tagged to the active Administrator and Sponsor. The Sponsor Name will be echoed for
validation.

To Find a Member, enter the Sponsor ID and as many characters of the Family Sort Name
as you know, and then press the Find button. Ifitis found, the data of the first Family that
matches your entry is displayed. If thatis notthe Memberyou were looking for, press the
Next button until you find it. The Member Names, Phones, Emails, and Activity Status,
Grouping Code, and Kids code data may be changed by entering corrected data and
pressing the Update button.

Next and Back buttons are provided to support searching through the active Member
records.

Caution! Once a Member record is displayed, it may be deleted by pressing the Delete
button. A note willappearto confirm yourintention. This should only be done if there are
no other data elements tagged to this Member, such as Youth, Kids, or Participants.
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Member Kids Entry Instructions

A Member family may optionally have

from 1 to 8 Kids. o O e
Dinner Group Member Kids Entry
This “Family Sort Name” must match e Sponser Hame
. Key Fields ;

the parent’s Member “Family Sort Femi Sort Name
Name” for a Sponsor. This is the order "= e
families are listed in a Member Roster %1 .

FE) H 4th 8th
report. The Kid’s Names should include oo Kide ey racions
their first and last names.

-

f;m . Add ﬂ‘ﬂl Back | Update| Delete

Action buttons are provided to Add,

Find, Update, and Delete Kid data. To

Add Kids, enter data in the appropriate fields and press the Add button. If the Member
Family Sort Name is found and it is not duplicated, it will be added to the file system
tagged to the active Administrator and Sponsor. The Sponsor Name will be echoed for
validation.

To Find Kids, enter the Sponsor ID and as many characters of the Family Sort Name as
you know, and then press the Find button. If that is not the Kids you were looking for,
press the Next button until you find it. If itis found, the data is displayed. The Kid Name
data may be changed by entering corrected data and pressing the Update button.

Next and Back buttons are provided to support searching through the active Kid records.

Caution! Once aKid record is displayed, it may be deleted by pressing the Delete button.
A note will appear to confirm this is intended.

Upload Member Family Data Instructions

There are two options to upload Member

family data. One option that must be Diais o

“Connecting People, One Dinner at a Time."

done first is to upload Adult famlly Upload Member Family Data
. Enter Sponsor & File Path
Members. The other option that may or Sponsor 1D o
. . File Path c:/users/<usersdir>/documents/dinnergroup/uploads
may not be needed is to upload Kids of Pl am
oy Members [Adults ~
the Adult Member families. TR e
Validated Member Records Created

. Invalid Member Records Skipped

Adult family Member data may be Upload Member Dta nsructions

Ther

uploaded from a comma delimited,
Microsoft format CSV, file extracted
from another system or spreadsheet. .
The format for this upload file is the same as the sample Adult upload file provided in the
DinnerGroup™ program distribution set, DinnerGroupMemberUpload.xlsx. This upload
file includes fields to support up to three Adults or Youth with contact information as well
as spaces for the recent 4 seasons of group numbers assigned. The file provided
contains sample data. Remove the sample data and replace it with your own data, using
the same format.
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During the upload process, data fields are edited using the same criteria as the manual
Member Family entry.

Kids data may be uploaded from a comma delimited, Microsoft format CSV, file extracted
from another system or spreadsheet. This upload file is much simpler and provides for
up to eight kids to be included with each adult family. The format for this upload file is the
same as the sample kids upload file provided in the DinnerGroup™ program distribution
set, DinnerGroupKidUpload.xlsx. This file also contains sample data to be replaced
with your kids’ data in the same format. Note, the same column content rules apply here
as with the Member upload above.

Caution: Be sure to review CSV files before uploading them to confirm that only valid
data is contained therein. Attimes a CSV file may have lines at the bottom of the file that
do not contain valid data. These lines must be deleted and the file saved prior to
uploading.

Particular caution needs to be exercised to be sure the first column in this worksheet
must be the same as your Administrator ID that you recorded earlier on page 8; and the
second column must be the same as your Sponsor ID that you recorded on page 9. If
these do not match, no data is uploaded.

The default file path location for all of the upload files is:
C:/Users/<userdir>/Documents/DinnerGroup/Uploads/<admin>

To initiate the process, enter the Sponsor ID. Update the prepopulated File Path to
replace <userdir> with your PC system ID. Or change to where the upload CSV file is
located and continue with the CSV file name, select Adults or Kids, and press the Execute
Member Data Upload button. Ifthe upload file is found, it will be processed. The Sponsor
Name, and counts for Validated and Invalid Members are displayed.

The Administrator should then execute the menu item to print a Member Report to review
and validate the uploaded data is complete and accurate. If any data needs correcting,
use the Member and Kids entry screens to make updates.

Print Member Roster Instructions

The Member Roster is printed in Member

Family Sort Name order. There is an e DiOnIGIUpE
option to print All members, only Active Print Member Roster
. Enter Sponsor & Member Status
members, or only Inactive members. Sponsor 1D e
Member Status|Adive -
Include Kids No ~

Additionally, there isa No/Yes option to Print Member Roster
include Kids names if available. Mernbers in Rostee

Individuals in Roster

oster Instructior

To initiate the process, enter the
Sponsor ID, Member Status, Include
Kids option, and press the Print Member
Roster button. The Sponsor Name, Member count and Individual count are displayed.
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A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default file path location for all
report files is:

C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>
Dinner Group Participant Entry Instructions

Participant family data may be uploaded

as history, entered directly or generated L s
fora new season. In any case, thisisthe Dinner Group Participant Entry

Enter Participant Data Names
screen where updates are made. Sponsor ID

Key Fields Season 1D
Family Sort Name
Members

Action buttons are provided to Add,
Find, Update and Delete Participant
data. To Add a Participant, enter
Sponsor ID, Season ID, and Family Sort
Name data in the appropriate fields and
press the Add button. If the Sponsor ID,
Season ID and Family Sort Name are found and not duplicated, it is added to the file
system tagged to the active Administrator and Sponsor. The Sponsor Name, Season
Name, and Adult Member names are echoed for validation.

Instructions =/ Random Number
= Season Group
Family Count

Add Find | Next | Back | Update| Delete

Random Number may be left blank if entered directly. The randomize function places
random numbers in this field each time it is run for a season.

The Season Group may also be left blank if entered directly or may be entered to adjust
group assignment as an Administrator considers appropriate.

Family Countis a "Make Participants" calculated field that may be also edited as needed.
If only Adults are included, then this should be the number of Adults in the Member data.
However, if Kids are included, this number should include the total of Adults and Kids.

Note: After the "Make Participants" process has been run, this field is no longer
automatically updated. Any changes must be manually entered.

To Find a Participant enter the Sponsor ID, Season ID, and as many characters of the
Family Sort Name as you know, and then press the Find button. If that is not the
Participant you were looking for, press the Next button until you find it. Ifitis found, the
Name, Random Number, and Season Group data are displayed. After Adding or Finding
a Participant, the Random Number, and Season Group can be changed by entering
corrected data and pressing the Update button.

Next and Back buttons are provided to support searching through the active Participant
records.
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Caution! Once a Participant record is displayed, it may be deleted by pressing the Delete
button. A note will appear to confirm this is what is intended. This should only be done if
the Participant does not want to be included in the current Season.

Create Dinner Group Participant Instructions

This process selects active Member

Families and creates Participant oo
records for the Season ID indicated. If Create Dinner Group Participants
there is a Participant record for a | e e
Member Family in existence for the — -
Cresta Dinner Goup Earticoant = Select Active Members for Season

season, it will be deleted and replaced  msiuctons
using the current Season and Member
settings.

Active Members Selected Previously
New Active Members Selected
Members Removed

Participants Created Previously
New Participants Created
Participants Removed

Season Participant Creation Date

Be advised this process may be run
multiple times. Thisis so aninitial setof .
Active Member Families may be selected, and Participant records created. Then when
additional individuals express an interest in participating, or Season Grouping Code
change, or Member Active or Kids codes change, this process may be run again to delete
all previous Participants for the Season and replace them with new or changed
Participant data.

Begin this process by entering the Sponsor and Season IDs for the Dinner Group Season
being created. Then press the Select Active Member Families for Season button. This
function looks through the Member Family data for those in Active status. The Sponsor
and Season names are echoed for verification.

Additionally, the Season Participant datais accessed to count and display those Member
Families who have been added previously as Season Participants through this process
or manually entered.

New Candidates are added to the Dinner Group Season. A count of these additions is
displayed. The Administrator should review these counts to be sure this is what would
reasonably be expected.

A question box is then presented. If answered Yes and there are new Active Members
selected, the process continues to create Dinner Group Participant records with the
number added displayed. This should match the number selected. The Participant
creation date is also displayed.

If the count looks incorrect, go back and print out the Active Member List to use for
verification. The Administrator may stop here and return any number of times to reselect
Active Members after adjusting the Active Member data.

If the counts look appropriate, press the Select Active Member Families for Season
button. The count of additional Participant records created is displayed along with the
Creation Date.
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Upload Participant History Instructions

Participant history data provides a e e
record of the dinner group participation DinnerGroup™

*Connecting Peopie, One Dinner at a Time."

in prior seasons. This information is Upload Participant History
. Enter Sponsor & File Path
used when new dinner groups are SpormrdD Neire
. . . . . File Path c:/users/<usersdir>/documents/dinnergroup/uploads
formed to avoid placing participating Fie Narne
families with those whom they have Execute Participant History Upload |
been with in the recent few seasons. s e

Invalid Participant Records Skipped

Upload Participant History Instructions a ‘

History data may be uploaded from a
comma delimited, Microsoft format
CSV, file extracted from another system
or spreadsheet. The format for this upload file is the same as the sample upload file
provided in the DinnerGroup™ program distribution set,
DinnerGroupMemberUpload.xlsx.

During the upload process, data fields are edited using the same criteria as the manual
Participant Family Entry.

Caution: Be sure to review the CSV file before uploading to validate that only valid data
is contained therein. At times a CSV file may have lines at the bottom of the file that do
not contain valid data. These lines must be deleted and the file saved prior to uploading.

Particular caution needs to be exercised to be sure the first column in this worksheet
must be the same as your Administrator ID that you recorded earlier on page 8; and the
second column must be the same as your Sponsor ID that you recorded on page 9. If
these do not match, no data is uploaded.

Additionally, be sure the participation history data in the four columns to the far right
contain the group numbers for the four previous Dinner Group history seasons. If there
is no history to fill in for a season or participant leave the cell blank. Once this data is
uploaded it is used as a look-back reference to not place participants in groups with
those whom they have been with in the recent last four seasons.

The default file path location for all of the upload files is:
C:/Users/<userdir>/Documents/DinnerGroup/Uploads/<admin>

To initiate the process, enter the Sponsor ID. Update the prepopulated File Path to
replace <userdir> with your PC system ID. Or change to where the upload CSV file is
located and continue with the CSV file name, and press the Execute Participant History
Upload button. If the upload file is found, it will be processed. The Sponsor Name,
Validated and Invalid counts will be displayed. The user may then go to the Participant
screen and look up the history records to verify individual history was uploaded.
Additionally, you may print a Participant Dinner Group Roster to verify all history was
uploaded for each season.
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Randomize Dinner Group Participants Instructions

Now the real fun part begins, that of g —
making Season Participants into Dinner DinnerGroup™

“Connecting People, One Dinner at a Time "

GrOUpS! This has two functions. Randomize Dinner Group Participants
Enter Sponsor & Season IDs
Sponsor 1D Name
This first function scans the Season sessen® feme
Pal’ticipa nt fam|ly I’eCOI'dS and aSSignS a Randomize Participant records for Season
random number that will be used to sort Senen Pl ouct P D
articipant Records Randomizex
the participants for group selection iz0 Dinner Group

later. This process must be run at least
once per Season, or change in Season,
or change in Membership; and it may be
run any number of times to facilitate Dinner Group selection.

To initiate the process, enter the Sponsor ID, Season ID, and press the Randomize
Participant Records for Season button. The Sponsor and Season Names are echoed for
validation along with the date and count of Participant records randomized.

The Administrator may validate that the process ran correctly by accessing the

Participant screen. Find Season Participant records and see the random numbers
assigned.

Assign Participant Dinner Group Instructions

This second function required to make

groups for a Season scans the s e
Participant family records generated for Assign Participant Dinner Groups For Season
. Enter Sponsor & Season IDs

this Season. Group numbers are Sponmr D Narme

. . Season ID Name
assigned based on the previously Max Fomiles | Max Group Sas.__|| ook Back Semsons
a SSign ed ran d om o rde r Wh I l'e Assign Participant Dinner Groups
considering the look back seasons. The fartdesti Dot o hesioned Dete

Season Dinner Groups Assigned

Objectlve here |S to fo rm groups that Assign Participant Dinner Group Instructions

have not been with each other during the
look back period.

A typical look back period is four seasons. However, if that is unworkable for the
population of the Dinner Group Participants, a number of zero to four seasons may be
used.

Toinitiate the process, enter the Sponsor ID, Season ID, Max Families in a group (3to 12,)
Max Members in a group (6 to 16,) Look Back Seasons (0 to 4.) Then press the Assign
Participant Dinner Groups button. The Sponsor and Season Names are echoed for
validation along with the date and count of Season Dinner Groups Assigned.

The Administrator may validate that the process ran correctly by accessing the
Participant screen. Find Season Participant records and see the group numbers
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assigned. Additionally, an Administrator should run the Dinner Group Roster by Name,
and Dinner Group Roster by Group reports to verify appropriate grouping.

Important Note! Ifthere have been any changes to the Season composition, updates or
additions to Members or Kids, the Participant assignment process MUST BE restarted
with Create Dinner Group Participants. That function erases any Season Participants
created earlier and makes a new set based upon the current Season and Member
settings. Then follow with Randomize Dinner Group Participants and this function to
Assign Participants Dinner Groups for Season.

Additionally, if you encounter a message indicating that group assignments could not be
made with these settings, consider adjusting the Max Families, Max Group Size, or Look
Back Season settings. If that still does not work, consider rerunning the Randomize
Dinner Group Participants function to shuffle the order of Participant consideration when
assigning groups.

Manual changes to the Group assignments may be made with the Participant screen as
a result of kickoff attendance. For example, if a family shows up at the Kickoff meeting
and has not previously signed up as a Participant, a manual change may need to be made
to add that family to a Dinner Group that still needs Participants. In this case the
Administrator will need to refer to Dinner Group Roster by Group to identify where to add
the late entry family.

Caution, in this case the Group assignments need to freeze for the other Participants.
So do not rerun Create Participants or Randomize Participants or Assign Participants.
Simply enter a Member, Participant data manually and add the Group number
assignment. Then rerun the Dinner Group Roster by Group to confirm.

Print Participant Dinner Group Roster by Name Instructions

The Participant Dinner Group Roster by e

Name is printed in Sort Name order. DinnerGroup™

"Connecting People, One Dinner at a Time "

This facilitates looking up which Season Print Participant Dinner Group Roster by Name
. . . Enter Sponsor & Season IDs
Group is assigned to a family. Sponsor ID Nama
Season ID Name
Print one of these rosters to take to the Print Participant Dinner Group Roster by Name

Season Kickoff meeting to answer
questions from Participants about,
"What group number am |?"

Print Participant Dinner Group Roster by Name Instructions |

To initiate the process, enter the

Sponsor ID, Season ID, and press the

Print Participant Dinner Group Roster by Name button. The Sponsor and Season Names
are echoed for validation.

A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default report file is:
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C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>

The Participant Dinner Group Roster by
Group is printed in Group Number order.
This facilitates looking up which families
are assigned to a Season Group.

Print one of these rosters to take to the
Season Kickoff meeting to answer

Print Participant Dinner Group Roster by Group Instructions

DinnerGroup™
"Connecting People, One Dinner at a Time. "
Print Participant Dinner Group Roster by Group
Enter Sponsor & Season IDs
Sponsor ID Name
Season ID Name

Print Participant Dinner Group Roster by Group

Print Participant Dinner Group Roster by Group Instructions *.

questions from Participants about,
"What families am | going to be with this
season?"

To initiate the process, enter the Sponsor ID, Season ID, and press the Print Participant
Dinner Group Roster by Group button. The Sponsor and Season Names are echoed for
validation.

A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default report file path is:

C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>
Print Participant Name Tags Instructions

Since one of the Main ObJECtiVES Of |‘
Dinner Groups is to get to know more ceminnErGroup™ |
people, it is frequently the case that
oy Enter Sponsor & Season IDs
families may not know each other. So, v
. .pe Season ID Name
Name Tags are provided to facilitate Include Kids Vo]
Participants meeting and learning each
other's names during the Season kickoff

meeting.

Print Participant Name Tags

Print Participant Name Tags

Print Participant Name Tags Instructions

Participant name tags are printed on

standard name badge stock labels.

There are a number of vendors for these forms. A typical form used is the Avery 48395
Name Badges. The Name Tags are printed in a 2-up format in alphabetic order.

The Name Tags include the Sponsor Name, Season Name, Participant Name and Group
Number. Typically, the Name Tags are placed on a table near the entrance of the Season
kickoff meeting in alphabetic order so Participants can pick them up and learn which
group they are assigned.

To initiate the process, enter the Sponsor ID, Season ID, Kids No/Yes and press the Print
Participant Name Tags button. The Sponsor and Season Names are echoed for
validation.

Page 24



A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default report file path is:

C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>
Participant Handout Text Instructions

Each Sponsor / Season must have a set

of Guiding Principles and Instructions o e

text that appears on the Participant Participant Handout Text
. Enter Sponsor & Season IDs

Handout documents. These two fields T e

Season ID Name

are appended to the Season record
entered earlier. Thus, the Season record
must be entered before adding this text.

Handout Text Instructions S Handout
Guiding
Principles

Handout
Instructions

A sample of Handout Text is provided at
the end of this instruction. Although any
text may be included here, it is 1
suggested that the Administrator begin by copy/pasting the Guiding Principles text to see
the amount of text space available and then slightly edit from there. Continue by doing
the same with the Handout Instructions text.

Note, do not copy the Guiding Principles and Instructions headings; those are provided
by the system.

Action buttons are provided to Find and Update Participant Handout Text data. To Find
Participant Handout Text, enter the Sponsor ID and Season ID, and then press the Find
button. If itis found, the data is displayed.

The Handout Guiding Principles and Handout Instructions text may be changed by
entering corrected data and pressing the Update button.

Guiding Principles: (do not copy this heading)

1. Dinner Groups provide a setting for making new friends, having fun, and getting to know
each other better.

2. Requests to change groups shall not be considered. Dinner Groups remain as
randomly selected for a season.

Instructions: (do not copy this heading)

1. Dinner Groups participants take turns hosting a meal, typically one per month. These
gatherings may be in a host's home or other fun location such as a favorite restaurant. All
participant families are responsible for hosting one meal.

2. The first activity in a Dinner Group season is to agree among the participant families
which one takes host responsibility for each month in the season. It is best if each
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participant family selects a month and day to host while at the kickoff meeting so all can
agree and mark their calendars accordingly.

3. The host for the month is responsible for coordinating the gathering date, location, and
any meal item assignments. For example, a host may decide to provide the main course,
with other Dinner Group families bringing side dishes, appetizers, desserts, bread, etc.
Or a host may decide to provide the entire meal.

4. If the gathering is held at a location other than the host's home, the host is responsible
for providing a part of the meal that all share, such as appetizers, wine, dessert, etc.

Print Participant Handout Instructions

At the beginning of a Dinner Group

Season, there should be a Kickoff Lo Besedy
meeting scheduled to introduce Print Participant Handouts
Participants to the other families where o

they will be having dinner. There are two seesen i eme

essential objectives of that meeting. Print Participant Handouts |

Print Participant Handout Instructions =

The first objective is to exchange
contact information, and the second
objective is to plan their dinner dates (as
many as possible) over the Season
duration.

These Participant Handouts provide the names and contact information for each group
along with a summary of the Season guidelines and expectations.

To initiate the process, enter the Sponsor ID, Season ID, and press the Print Participant
Handouts button. The Sponsor and Season Names are echoed for validation.

A window will appear and provide an option to print a hard copy or not. If not, the report
may be reviewed with a PDF viewer without printing. The default report file is:

C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>
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Email Participant Handout Instructions

Many of the participants will attend a

season Kickoff to meet the other oL GTOUP -
families in their assigned group. Those Email Participant Handouts
" . . Enter Sponsor & Season IDs
participants receive a handout with ' soe i
Season ID Name

contact information for all group e eeertietien
fa m | lieS . Total Emails Found Current Email

Copy the Email Address, Subiect, & Body to your Email & Send
To Email Address
Email Subject

However, some participating families do

not attend the Kickoff meeting. Those e re

participants did not receive a handout Next Partcipant Handout Email
and are thus uninformed as to their

group or how to communicate with them.

This system function looks up the email address, prepares subject and body data for
each season participating family and presents each one here for the Administrator to
copy to their own email system for sending. This approach has been taken due to the
complexity of different email servers and technology challenges.

To begin the process, enter the Sponsor ID and Season ID. The Sponsor and Season
Names are echoed for validation. Then click the "Prepare Participant Handout Emails"
button. A message box will appear to let you know how many Participant emails were
found. Click Yes to continue or No to stop and make corrections.

When you click Yes the total count of emails found will be displayed along with the first
email data in the list. Copy the Email Address, Subject, and Body text. Use the Handout
Attachment Path link to include the Handout PDF file and press send the email using the
administrator's email service.

Note, the default file path location for all handout PDF files is:
C:/Users/<userdir>/Documents/DinnerGroup/Reports/<admin>

Click the "Next Participant Handout Email" to display the next set of email data and
repeat copying and sending all of the emails.

In the event there is an email bounce back because an email address is not correct, this
process may be run again after correcting the email in the Member record. Simply return
here and skip through the other emails until the email is displayed for copying and
sending.
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CONTACT AND SUPPORT

If you need further assistance, provide a detailed description of the issue and any steps you have
already taken. Keep your proof of purchase and product serial number handy. Consult the
support section of the official website, DinnerGroup.net, reach out to customer service via
email, or sign-up for one of the support options.

Mastering the DinnerGroup™ program features and capabilities requires both curiosity and
patience. Keep this User Guide close at hand for reference whenever a question arises. With a
willingness to explore, you will enjoy a seamless and productive experience.

Thank you for choosing the DinnerGroup™ program. Wishing you satisfaction and success!
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