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Introduction

The Territory Organizer program allows for the managingerritories in a Congregation. It is of note
that this program is intended to be used as a help. Normal organization procedures should still be
maintained

The program allows for the management of Territories, Homes, Publishers, Field Service Groups,
Territory Maps, Cheekn/CheckOut of Territory, Printing the Territory and running reports.

Here is a Quick rundown of how to use the program:

1. First create your territories in the Tetritory
one)

2. Add the hous#o-house data in the Homes tab for a territory.

3. Add the Publishers data in the Publishers tab.

4. Add the Field Service Groups data in the Field Service Groups tab. (this is optional)
5. Add a Map of the Territory in the Map tab

6. Check out/Checi Territories from the Territories tab

7. Print territories from the Print tab

8. Run reports from the Reports tab. My favorite report is "All Territories sorted by Least Worked", this
will help you hand out the least worked territose



Territories
This is the main tab of the program. In this tab you create all your Territories.

Creating a new Territory

To create a newdlritory, click on theTerritories Listontherigand sel ect “lnsert New
r _ N - - A (=] éﬂ
E Territory Organizer ——— iy — =
File  Territories  Admin  Help
Tenmitories | Homes I Publishers I Field Service Groups I Reports I Map | Print I Optionsl
Insert New Tenitory Tenitories List (7 temtories)
Tertory Number Sot Order
TemN Descripti Check-Out Inf
Description Location erhum escription ec] 0
| [iseitNewTenitoy | |
Image E @ 1 Temitary 1 Temitary has never beer
2z Temitory 2 Tenitory was checked«
City State ZipCode 3 Temitory 3 Temitory was checked t
4 Temitory 4 Temitory was checked t
5 Temitory 5 Temitary was checked E
& Temitory & Temitory was checked t
Comments - 7 Temitary 7 Temitory has never beer
4 1 3
Onceyouhavedner ed the information for a new territory,

to create the new territory.

Territories List

The right panel is called the “Territories List?”
changes to a specific territory, select it from t
which lets you sortthe territoi es | i st by either (Territory Number

placing the least worked territory on the top of the list.
Updating a Territory

To update a territory, select it from thEerritories List on the rightOnce done making the chargye
click on the “Update” button. Note: I f you | eave
the “Update” button, the changes will not be save



Checking out a Territory

To checlout a territory, first select the Territory from the Territes List and click on the CheCkit
button:

[ o ™
B} Territory Organizer © ——— - — @ﬂlﬂ

File  Territories  Admin  Help

Tenitories | Homes I Publishers I Field Service Groups I Reports I Map | Print I Optionsl

Update Existing Temitory Temitories List (7 temitories)
Termtory Number - of er Temitory Number
TemN Descripti Check-Out Inf
Description  Temitary 7 Location smum esciption °
Ingert New Temtory
Image E 1 Temitory 1 Temitory has never beer
— 2z Temitory 2 Temitory was checked«
City State ZipCode 3 Temitary 3 Temitory was checked t
4 Temitary 4 Temitary was checked E
5 Temitory 5 Temitory was checked b
& Temitory & Tenmitory was checked t
Commerts :
I Update | [ CheckOu | [ WorkHstoy | @] Active
1 1 3

e

You will then enter the cheetwut information. At this point you can also set the Ch€uk date by
clicking on tbet “"Qaeeii deeckleacxk. Note: You only
checkoutd at e” checkb®ut idattenei sChdeicfki erent from Today'

Check-Out Territory — =]

Select territory and publizher

Territory [aﬁ ;,] Publisher [Sm'rth, Robert v]

Override check-out date: 3 1206 E~w [] census




Checking in a Territory

To checkin a territory, first select the Territory from the Territories List and click on the Clinelzlgtton.
The same procedure as checking out can be ts@derride the checlin date. Note: The cheedk
button will only be available for Territories that are checked out.

Work History

To see thélerritory Work Historyfirst select theTerritory from the Territories list on the right, then

click ok Hhet bWyt butTlins owi ltlhet dloeé tyonu t o t he

the Work History of the selected Territory.

B Tenitory W"mw

File  Territories  Admin  Help
| Temitories | Homes | Publishers | Field Service Groups | Reports | Map | Pint | Options |

Reports
publizherMame dayzinlze
Robert Smith ] & 2
M e N RS R 1

I Os:lh;tnsﬂeport; [Termtory Work History ~| | Display Repot | | Punt Report |
o Temitary: [G -
u — - S - -

Deleting the work history

To delete the work history for @rritory, first go to the Territories tab. Then from the Territories List

To

on the right side, right click on the Territory

l'i ke to delete the Territory akoignk methodsta boingpack y

the Territory Work History once it has been deleted.
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Deactivate a Territory

To mar k a

Territory a

S

not

acti

v e, remoyve

t he

Update Existing Temitony

Temitary Mumber 7

Description  Temitory 7 Location

Image E]

City State ZipCode

Comments i
Update | [ CheckOut | [ Work History | (0] Active

Permanently deleting a territory

Temitories List (7 temtories)

Sort Order: Temtory Number
Temrhum Description Check-Out Info
Insert Mew Temtory

1 Tenmitory 1 Temitory has never beer
2 Temitory 2 Temttory was checked-
3 Temtory 3 Temitory was checked £
4 Temitory 4 Temitory was checked £
h Temtory 5 Temitory was checked b
& Tenitory & Temtory was checked<
7 Temitory 7 Temitory has never beer
] 1 3

To permanently delete territory, first go to the Territories tab. Then from the Territories List on the
right side, right «cli

the Territory by cl i cki ngdeletad, all ity data'ls removétlancleding its On ¢ e

c k

on

t he

Territory

history. Also, there is no method to bring back the Territory once it has been deleted.

Temitories List (7 temtories)

TemrMum Description

Check-Out Info

Insert New Temitany

1 Temtory 1 Tenitory has never beer
2 Temitory 2 Temitory was checked<
3 Temtory 3 Temitory was checked E
4 Temitory 4 Temitory was checked E
h Temitory 5 Temitory was checked E
_ Tenit Delete Territory e;

Edit Last Check-Out Info
Edit Last Check-In Info
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Editing the last Checlout\ Checkin info

It is possible to edit the last Che€ut\Checkin infofor a Territory. First go to the Territories tab. Then
from the Territories List on the right side, right click on the Territory and select either "Edit Last Check
Out Info" or "Edit Last Chedhk Info". Note: It is only possible to edit the last Ch@ck\ Checkin info

and not further back.

Temitories List {7 temtories)

Sort Order: [Tem'tory Mumber =

TerMum Description Checlk-Out Info
Insert New Temitany
1 Temitary 1 Temtary was checked-
2 Temitory 2 Temtory was checked<
3 Temitory 3 Temitary was checked £
4 Temitory 4 Temtory was checked t
5 Temitory 5 Temitary was checked £
[ Temitory 6 Temtory was checked<
7
_ =l Delete Territory s
| Edit Last Check-Out Info |
Edit Last Check-In Info
4 i | 3




Publishers
The publishers tab contains a list of all the publishers.

Creating a new Publisher

To create a new Publisher, click on the Publisher
- -
B Territory Organizer o o) )

| File Terrtories Admin Help
Inset New Publsher Publishers List (14 publishers)
Frst Name M Last Nama i Publsher -
|| st New Publisher |
Address Aot 11 Aduki, Amcid
12 Andecs, Ron
Cey Kate Zp Code 5  Anderson, Afred
7 Gonrslez Aby
I Phone Fax 6 Gonzsez Mas
‘ ik ® = 13 Landers, Beth
[ : o 3 McDonaid, Ronald
| 9  Petales, Batuba
Comments x 4  Ramirez, Maruwel
10 Robins. Peter
14 Rodgers. Donald
A R
Field Senvice Growp - ; io:wﬂ' S
8 Valenzuela, Rodofo ¥
| = |

Updating a PubBher

To update a Publisher, select it from the Publishers List on the right. Once done making the changes,
click on the "“Updat e” deertandoupdate theNoablisbarithouttlickihgan | eav e
the “Update” butt desaved he changes will not

Field Service Group

To assign a Publisher to a specific Field Service Group, select the field service group the publisher
belongs to and click on the Update button.

Permanently deleting a Publisher

To permanently delete a Publisher, firstgoloe “ Publ i shers” tab. Then fr
right side, right click on the Publisher and sele
del ete the Publisher by <clicking on isréhowed. Not e:

including the Territory Work History for that publisher. Also, there is no method to bring back the
Publisher once it has been deleted. For this reason it is recommend to deactivate(by removing the
“Active’ checkbox dfdektingtheen. publ i sher) instead



Field Service Groups

First create all the publishers from the publishers tab:

How to setup field service groups

F R — e — — B
Bj Territory Organizer E@g
File  Territories Admin  Help
| Temitories I Homes| Publishers | Field Service Groups I Reports I Map I Print I Opticns|
Insert Mew Publisher Publishers List {14 publishers)
First Name: M: Last Name: Id  Publisher o
| | Insert New Publisher
Address: Apt: 11 Abuki, Amold
12 Anders, Ron
City: State: Zip Code: 5  Anderson, Affred
7 Gonzalez, Alby
Phone: Fax: 6  Gonzalez, Maria
N N 13 Landers, Beth =
E-Mail: Publisher 1D: 3 McDonad, Ronald
3 Petales, Betulia
Comments: a 4 Ramirez, Manuel
- 10 Robins, Peter
14 Rodgers, Donald
. 2 Rodrguez, Albert L P
Field Service Group: [ - 1 Smith, Robet
8 Valenzuela, Rodolfo S
Then create all the fi d service groups
”
groupsuchas Gr oup #1 Then select the Group
[ = = — Bl
! Territory Organizer E@g
File  Territories Admin  Help
| Tenitories | Homes | Publishers | Field Service Groups | Reports | Map | Print | Options |
Update Bxsting Group Field Service Groups (7 Groups)

Group Overseer: [Rcdriguez. Albert

™

Group Assistant: [Smiﬂm Robert

z)

Group Description: Group 2

Group 1D 2

Active

Id  Group Overseer

Inset New Group
Smith, Robert

3 McDonald, Ronald
4 Ramirez, Manuel
5 Anderson, Alfred

6 Abuki, Amold

7 Gonzalez, Alby

;
Rodriguez, Abert Smith, Robert

Group Assistant

Valenzuela, Rodoffo

Robins, Peter
Abuki, Amold

from the
overseer



From the Publishers Tab, proceed to assign all the publishers to their respective field service group and
click update for each one:

B Territory Organizer EIM

File  Territories  Admin  Help

‘ Tenitories I Hom&i| Publishers | Field Service Groups I Reports I Map I Prirt I Option5|

Update Existing Publisher Publishers List (14 publishers)
First Name: Manuel M: Last Name:  Ramirez Id | Publishier i
Insert New Publisher
Address: Apt 11 Abuki, Amald
12 Anders, Ron
City: State: Zip Code: 5 Anderson, Alfred
7 Gonzalez, Alby
Phone: Fax: 6  Gonzalez, Maria
13 Landers, Beth 2
E-Mail: Publisher 1D: 4

3 McDonald, Ronald
9 Petales, Betuliz

Commerts: i ¢ | Remiez, Manuel |

10 Robins, Peter

14  Rodgers, Donald

2 Rodrguez, Albert L9
Field Service Group: | Group #4 (Ramirez, Manuel) | 1 Smnhg Robert

8 Valenzuela, Rodolfo %

9

Now proceed to assign the territosgo the publishers by using the chemlit button from the
“Territories” tab:

F e e - T — T— EI ™
! Territory Organizer l = g
File  Territories Admin  Help
Temitories | Homes I Publishers | Field Service Groups I Reports I Map I Print I Option5|
Update Bxisting Temitany Tenitories List (7 temitories)
Temitary Number 7 o er Tenitory Number
Description Tertory 7 Location TemrNum Description Check-Out Info
Insert New Temitory
Image E] 1 Tenmitory 1 Tenitory was checked-
2 Tenmitory 2 Tenmitory was checked-
City State ZipCode 3 Temitory 3 Temitory was checked £
4 Tenitory 4 Tenitory was checked t
5 Temtory 5 Temitory was checked £
[ Temitory & Temitory was checked-c
| comens ; |
[ Update |  [CheckOu | [ WokHstoy | [ Active
] 1 v

10



You can now run reports to see a list of field service groups and the amount of territories assigned to

each Field Service Group. dobo dbethFisel dl ekviome
report and then click on “Display Report?”
r . R I —
[ Teritory Organizer ol [E=NEER3)
File  Territories  Admin  Help
| Tenttories | Homes | Publishers | Field Service Groups | Reports | Map | Print | Options |
Reports
En— . Publisher
Group #1 Group Overseer: | Smith, Robert ]
Group Assistant: | paenzusia 0
Anderson, Afred |0
Totals: 0
Group H2 Group Overseer: Rodrguez, Albert |2
I Group Assistant: Smith, Robert i}
Gonzalez, Maria 0
Totals: 2
Group #3 Group Overseer: McDonald, Ronald |0 |
Group Assistant: Robings, Peter 0
Ramirez, Manuel |0
Valenzuela, N
Options
Select Report: [ Field Servics Group List | [ DisplayRepot | [ Prnt Repot

Permanently deleting &oup

To permanently delete a group, first go to the *“F
Groups” List on K henrtightGrsouwdpe,anmd ghdl edti c“ Del et e
would |ike to delete the Gr Guoypisdelptedcdlitsddd@d ng on “ Ye

removed Also, there is no method to bring back tBeouponce it has been deleted.

3 MCUOnaEd, Honaa HODINS, Feter
Ramirez, Manuel Landars Rath

5 Anderson, Alfred Delete Group

~ - ~ 1
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Reports

The reports tab allows you to run various reports and print them out:

- - -
E Territory Organizer EI&M

File  Territories  Admin  Help
| Terttories | Homes | Publishers | Field Service Groups | Reports |Map | Pint | Options|

Reports
terrMum terDesc terrLocation previousPublisherM  previousPubCoDate previousPubCiDate cumentPublisherMar cumentPubCoDiate
Tenitory 1 YR Betulia Petales  3/15/2016

| 10 Temtory 10

il |2 Temtory 2 e Hbert Fodriguez | 3/1/2016

I 3 Temitory 3 NW 170 TR 54 CT | Robert Smith 2/4/2016 2/29/2016 3
3 Temitory & Amold Abuki 11/1/215 11/2/25

: Snum Temitory 3 Amold Abuki 12/1/2015 12/2/25 Amold Abuki 4/1/2016

i aas Tertory 5 WeSTyleS3PL |Robet smih | 2/29/2016 2/29/2016 i
AMT Temitory 7
TERR 4 Temtory 4 Jom TRy 2 53CT | amoid Abuki V72016 V72016

1 TERRT1 i
TERR12 Tertory 12
TERR13 Tertory 13 i
:T_ - - - M »
Cptions
Select Report: | All Temitories sorted by Temitory # ~] [ Display Report | | Pint Report |

12



Map

Description

The map tab will allow you to create a map of each territory which can be printed out with the territory.

F k|
E Territory Organizer Elﬁlg
File  Territories  Admin  Help
| Temitories I Homes I Publishers I Field Service Groups I F{eports| Map | Print I Optionsl
Map
4 gy = Sy shge EILL | J2ry — b 1T 1]
e Se;m 1o 2514 22552215 o 1 Bep 2700 34\2.)2?00 | / i 08 § L ERE
2309 = 2508 2530 45182638 | a0 |
6129 235 2513 516 2628 2635 ! £ —
= 2373 Clarg, & i 513 7518 Seow| | 265V | [2Bw; 8 o Sy | A
2235 2;{032” 828 ool (2a3m Sep 2508 2509 ] 2573 360 | H [ lz683 I 3537014 22:23;
iy
I s i — 2500 a3y 512 & TP 2
73 2 2430 243 3 1623 7620 e
'_j wl20 (2236 S 207 2038 2602 2 | &l 2615 2618
2234 413 - 242 2601 Bacy & | 5o 6id | 2095013 2508 +
| 43 St ()
ey L ey iz 242y : 5131 o (3604 __Igl_
P 2'2;;9 2407 2409 418 & prees, Clarg St
i 2407 L A
218 s sazd Mag, 24047 | § 5 [ 2539 ;*;ﬁ
2 233 ] 200 Sy 12529 BS| |pmm  mmg A E
2215 3328 2335 ) I 530 2522
—f Sy fEE 2515 BD o1y | 280y z
|59 s, e - || . = =,
szy 2310 830n /@ WBTEH | Has 2435 _ 03) 3301 G500 “pspg 5033 506
an Q’E\:_-r 5817 foos 2515 4 3515 @7 By ghew | | [aagecere 236 Boe L p
& 2113 2135 o 23“ Al 5 s 2420 2873 2:22 2031 | e Magnolia Street
1239110 217 2309 2414 2417 24261 7435 2431 2438 dt
2104 ? e = ?3’01 = § 550y 1515 Bita 2411 230/ 5 | [ ey | 9431 gaza| |28285020 5
2115 ] 395577 1 2300 &- e 2418/ (2415 s 24257 zapn 3433 2426 b
2105 2831 5417 2-110- 21115 9477 2418 232 !
F 55554 553 t 2“‘3'1 5 sata 2410 24
. 237 (2407 :
EERpeySyectap ﬁfdwwmma@??z = S E Y 2233 1) ok Sare 20 2D 4| eee 5414 54
Options
Temitory ’1 v]
Create Polygon | | Delete Polygon Cancel Create 29.935037698635900,90.110185146331800

How to zoom
Use your mouse wheel to zooimand out of the map.

How tomark the Territory borders

Use the “Create Polygon” but t 8inglectliok omeaaehadrnerofdgheb or d e
territory. Once you are at the last corner, double click to create the territory border.

Displaying all territories

You can show all territories on the map by select
dropdown box:

R

Tertory | All Temitories -

13



Print

The print tab allows the printing of the territory and map on the house to house sheets:

.
E Territery Organizer l == é,l

File  Territories  Admin  Help
| Tenmitories I Homes I Publishers I Field Service Groups I Reports I Map | Print |Options|

Print Temtory Sheets
Temtory [ «| [ Pin |
Print Format [original -]
Cptiong
— . [7] Call Again -
- P Eventing sy 5
o _ [ Busy E
() Prirt onby records with symbal: [¥#] Man
i [] Not Home
@ Print all except this symbal: [ Child -

[ Print in compact mode
[ Print Sheet Mumber
Print the date column
Prirt the symbol column

[ Include contact name in comments

Territory
This option allows selection of the territory
Print Format

This selects the type of documen #to-hbusesheet. Ipyou nt ed .
require a custom format, contact the software developer.

Options

The options set various s@tgs such as printing everything or only certain symbols. The territory can

also be printed in Compact Mode to reduce paper
sheet number on each sheet. The “ Rllowpritingbat e Col u
hiding of this particular data during the print o
include the contact name for each house in the comments column.

14



Options

The options tab allows selection of language and other fesstur

-
E Territery Organizer

File  Territories  Admin  Help
| Temtories I Homes I Publishers I Field Service Groups I Feports I Map | Frint |

Program Options

General Options

Language: [English v]

Use Intemet Explorer Prosy Settings [] UK Style Address

Map Options
Use Map Image a= Temtory Image

Defautt Location:  -80.4348,25.8428

15



Symbols

The standard symbols on the househouse sheet are:
CA = Call Again

B = Busy

M = Man

NH = Not Home

C = Child

W = Woman

In addition to those above, you can add your own custom symbol to mark each house. Symbols that can
be addedfor example:

Letter
Phone

Bad Dog

To add a new Symbol, clickbrh e menu bar tohpen osne |“eAcdtmi“nSy mbol s” .
"Letter" symbol for example, it will then be available in the homes tab to mark a house with the new
symbol. Then yoaan run the homes report from the report tab to print out just the homes that are
marked with the "Letter" symbol for example to create a list for writing letters.

Note: After adding a new symbol, close and restart the program in order for the new siorim|
available for use.

16



Data Backup

It is very important to backup your territory dat@®ne way to backup your data is to save it to a flash
drive monthly. The file to kackupis calledTerrOrg.s3db

Seps to perform the backup.

1. OpenWindowsExplorerand open theTerritory Organizeringallation Fdder. Usually its
C\TerrOrg unlessit waschangedduring installation

This PC » Local Disk (C:) » TerrOrg

ey

& Mame

images

Language
|%] GMap.MNET.Core.dll
|%] GMap MET.WindowsForms.dll
=] history.tet
|2 itextsharp.dll
|%] System.Data.S0Lite.dll
TerrGrg.exe
' TerrCOrg.s3db é
| | unins000.dat
unins000.exe

2. Caqy the following file (TerrOrg.s3db Note: Do not selectQut!

i e R
[ GMap.MET.Co Copy
[%] GMap.MET.Wi
[£] history.tet
[#] itextsharp.dll
[%] Systemn.Data.
BN TerrOrg.exe Properties
' TerrCOrg.s3db
[ ] unins00D.dat
unins000.exe

Create shortcut
Delete

Rename

17



3. Paste the fileto a folderin your flash drive

This PC » Fantom2TB (F:) » TerritoryBackup

o

2 Mame

View
Sort by
Group by
Refresh

Custormnize this folder...

Paste

4. The file is now backed ujm your flash drive

This PC » Fantom2TB (F:] * TerritoryBackup

s

= Mame

' TerrCOrg.s3db

If your computer fails, now you can just download fFaritory Organizermprogram againinstall the
program again and then copy the file from your flash d(iverrOrg.s3dbjo the installation folder
(Normally its C\TerrOrg. This will overwrite the existing blank file with all yourdkad up data.

Territory OrganizerHome Page

http://southfloridaguide.com/territory.htm
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