
Shepherdbase Instructions for 

December 2013 Update 

 

 
 

The Shepherdbase December 2013 Update is to fix the error in the first names of the Family Contributions 

report. This error caused the first names not to show up in this report after inputting their contributions 

into the Individual Members form. Some of my Shepherdbase customers will not have the first names at 

all in this report because they purchased before I updated this report. If this is the case then you will get 

the update also. If you purchased Shepherdbase after December 11, 2013 then you have the updated 

version you do not have to worry about it. I’m sorry for any inconvenience that this error might have 

caused you, but I’m glad it was pointed out to me so I could fix it. I hate to admit it but I am human and I 

do make mistakes.  

 

I have some good news though, I did also update the Weekly Contributions report and added the first 

names and envelope numbers. To receive this update I need everyone to contact me at 

terressa@freechurchforms.com and give me the month and year you purchased Shepherdbase and I 

will immediately send you the current updated version of Shepherdbase free of charge via email.  

 

Begin 2014 with the updated version of Shepherdbase and if you don’t want to re-enter all your 

member’s personal information again then follow the instructions below to import the information: 

 

 

Shepherdbase – Microsoft Office Access 2007, 2010 or 2013 - Import Data Instructions 
 

1. First save a backup copy of the updated Shepherdbase version and save a backup copy of your 

current database just in case something goes wrong. Instructions for backing up Shepherdbase is 

on page 21-22 of your Shepherdbase Concise User Guide Don’t worry everything should go 

smoothly though.  

2. Open the current updated version of Shepherdbase (no sample contacts will be in this 

Shepherdbase for the purpose of inputting your current members). 
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3. Click the External Data tab on top ribbon. In the Import area click Access. 

 
4. A dialog box pops up click Browse (picture below) and find your current Shepherdbase with your 

church members in it; click on the file; click Open; the Import tables, queries, forms, reports…. 

should be already selected; click OK. 

 



5. The Import Objects dialog box pops up with a list of tables; click Contacts; click OK (Picture below); 

next dialog box just click Close. 

 
6. Open Navigation Pane (click the >> on left hand side of screen to the left of where it states 

“Switchboard”) and under Tables double click on the table called Contacts1 (see picture below). 

If this table is not there then you need to repeat instructions above. 

 



7. You should see all of your current members and their information in this table now. Click on the 

blue square on the first member’s row on the very left hand side of row (this will highlight entire 

row). Left click and when the entire row is highlighted hold your mouse down and scroll to the 

very last row of your members (every row should be highlighted now).  

8. Click Home on top ribbon tab; click Copy in Clipboard area of ribbon. 

 

9. Go back to Navigation Pane; double click on Contacts under Tables and open it; click on the blue 

square on first row where it states (New) and it will highlight entire row; click Paste on top ribbon 

bar in Clipboard area (see picture below). There will be a dialog box that states “You are about to 

paste _ record(s).”; click Yes. 

 
 

 

 

 

 

 

 



10. If you have any dialog box appear that states that your fields didn’t match up after pasting then 

follow these instructions:  

a. Open your Shepherdbase with your members and open the Navigation Bar and double click 

on Contacts; right click on any of your top field names (Merge); click Unhide Fields; make sure 

all the fields have a check mark by them (see picture below); click Close. Save and Close 

Contacts table. Save and close your Shepherdbase. Now repeat go back and start all over again 

and repeat the steps 1 through 9. 

 
11. Save and close Contacts table and Contacts1 table. There will probably be a dialog box pop up 

when closing Contacts1 stating “Do you want to save contents in clipboard?” click “No”. If all of 

your members are in your current updated version of Shepherdbase now you can delete your 

Contacts1 table by right clicking on the Contacts1 in the Navigation Pane and click Delete; click 

Yes in dialog box. 

 

You’re done! You can start inserting your 2014 contributions and all your reports will work perfectly. If 

you have any problems, please contact me at terressa@freechurchforms.com and I will get back with you 

immediately if possible or no longer than 24-48 hours. 

 

Have a Blessed Day, 

 

Terressa Pierce 
FreeChurchForms.com 
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