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What is the On-Line Church Directory (Webview)?  
The Directory is an on-line version of the church database. Authorized congregation members can 
view address, email, and phone information for other congregation members and make changes to 
their own information. Congregation members have complete control over what information they 
want displayed in the directory. Once the information is updated by the church member through the 
on-line directory, information can be imported back into the church database.  
 

 
 
 
Logging into On-line Church Directory  
You can log into the secured and encrypted site to view/change your information in the church 
directory using the e-mail address you have provided to the church or use your Name ID which is 
provided through the system. If you have lost or forgotten your password, you can click on the 
“Forget your password?” link and a password will be sent to your e-mail address. The key to access 
the directory is the e-mail address we have recorded in the church database. If Westbrook does not 
have an email address recorded for you in the church database, you will not be able to access the 
on-line church directory. 
 
If you are not currently on the church database, you will use the Register link which is found on the 
left side of the screen under Don’t have a login? ONLY use this Register link if you are not already in 
the church database, and are new to Westbrook. This option will allow you to enter your information, 
and, upon Administrator approval, be imported into the church database. 

TIP: If you are unsure whether or not you are authorized to use the church directory, 
email the Administrator at wb-online@westbrookchurch.com 
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HOME SCREEN  
As you log into the Directory, the first screen that appears is the Home screen or Home tab. This 
screen displays news, announcements, and other information. To access your personal information, 
click on the Personal Profile tab.  
 

 

TIP:  It would be a good idea to read the Terms & Conditions and the instructions. It 

will greatly enhance your understanding of the Directory 



Westbrook Church Online Church Directory 

Page 3 of 6 11/26/2008 

Personal Profile  
The Personal Profile page will display general information about your family. In order to view more 
detailed information, you can click on a name.  
 

 
 

  

Fred@wi.rr.com 
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In the Top Half of the Personal Profile/Member Details, there is basic demographic information. This 
information can be changed or added to at anytime by the head of the household; in this case, Fred 
Flintstone. Once you submit the changes, the Administrator will import the data into the church 
database. (Note: If you change your data, log off the directory, and logs back into the web page 
before the Administrator has imported the data, you will not see the changes.)  The import will 
usually take place within 24 hours. 
 
Notice the Change Password option about half way down on the screen. You can change your 
password to something you can easily remember. 
 

 

 
Fred@wi.rr.com 
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The lower half of the Head of Household Record displays information about directory security and 
additional comments. Directory security allows you to control how your information is viewed in the 
directory. If you uncheck a certain item and click update, that information will no longer be viewed in 
the directory. The options below are available when the Head of House is logged onto the directory. 
These settings pertain to the entire family’s information.  
 
• Show Me in the Directory  - displays your name in the directory.  
• Allow Detail View Access - allows other church members to see your detail information. 
• Show Address - display your address in the directory. 
• Show Phone Number - display your phone number in the directory. 
• Show E-mail Address - display your e-mail address in the directory. 
• Show Photo - display your photo in the directory (if one exists on the database)l 
 Pertaining to My Family: These check boxes only appear on the head of household record. 

• Show My Family in the Directory - includes your family in the directory. 
• Inherit My Rights  - gives everyone in your family the same rights that you have. 

 
When an individual selects “Allow Detail View Access” their name will be orange on the Directory 
tab.  This option allows other congregation members to click your name in the directory and get 
more detailed information about you. If the Head of Household has turned off this option, their 
names appear in black and only the information displayed on the first screen of the directory tab can 
be viewed by other members.   
 
After you have finished updating your record, you must click the Update button on the bottom of the 
page to save the changes. Note: Changes will not be visible in the Directory until approved by the 
Administrator through the import process. 
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On-Line Directory 
The Directory is accessed by clicking on the Directory tab. A last name may be typed in the blank 
field or you may click on one of the letters of the alphabet. You may choose any of the search 
options shown below to locate someone in the church database.  
 

 
 
Once the directory search has displayed results, you click on any an address to display a map. If the 
E-mail address is clicked, your default e-mail client creates a blank message to that e-mail address. If 
the person’s name appears in orange, you can click the person’s name and a new page will open with 
more detailed data. 
 

 
 
 
 
 
 


