
Buddy Break Online Database Training – Coordinators 
 
Table of Contents 
Current Features.............................................................................................................................. 2 
Process: VIPs .................................................................................................................................. 2 
Getting to the Online Database: VIPs............................................................................................. 2 
Process: Buddies ............................................................................................................................. 4 
Getting to the Online Database: Buddies........................................................................................ 4 
Process: Coordinators ..................................................................................................................... 5 
Getting to the Online Database: Coordinators ................................................................................ 5 
Creating a Sign-on .......................................................................................................................... 6 
Signing on ....................................................................................................................................... 6 
Session Expiration .......................................................................................................................... 7 
Profile Changes............................................................................................................................... 8 
Working with VIP Forms................................................................................................................ 8 
Viewing a VIP Form....................................................................................................................... 9 
Editing a VIP Form......................................................................................................................... 9 
Registering a VIP.......................................................................................................................... 10 
VIP Form Issue ............................................................................................................................. 11 
Viewing/Editing Comments for VIPs........................................................................................... 11 
Making a VIP Inactive .................................................................................................................. 12 
Working with Sibling Forms (Two Ways to Get There) .............................................................. 12 
Viewing a Sibling Form................................................................................................................ 13 
Editing a Sibling Form.................................................................................................................. 13 
Registering a Sibling..................................................................................................................... 14 
Viewing/Editing Comments for Siblings...................................................................................... 15 
Making a Sibling Inactive............................................................................................................. 15 
Working with Buddy Pages .......................................................................................................... 16 
Viewing a Buddy Form................................................................................................................. 16 
Editing a Buddy Form................................................................................................................... 17 
Registering a Buddy...................................................................................................................... 18 
Viewing/Editing Comments for Buddies...................................................................................... 18 
Making a Buddy Inactive.............................................................................................................. 19 
Sign-in Sheets ............................................................................................................................... 19 
Printing a VIP Form...................................................................................................................... 19 
Save a Copy .................................................................................................................................. 23 
Printing a Buddy Form.................................................................................................................. 23 
Save a Copy .................................................................................................................................. 25 
Printing a Sibling Form................................................................................................................. 25 
Save a Copy .................................................................................................................................. 26 
Logging Out .................................................................................................................................. 26 
 

Page 1 of 26 



Current Features 
• VIPs and Buddies can create and update their Info Forms online and Coordinators will have 

instant access to them 
• Coordinators can also fill out Info Forms, print forms, and leave comments 
• Will eliminate need to fax or mail Info Forms to the office and between Buddy Break locations 

when there is an update 
 
Process: VIPs 
• Existing Buddy Break VIPs – received letter asking them to register online 
• New Buddy Break VIPs – please ask them to fill out the form online prior to VIP Orientation 

(if they have no computer access, set up a time with them to get form completed or mail form 
and enter upon receipt)  

• Coordinators print the completed form for VIP Orientation, then the form is kept in the child’s 
folder for the Buddy to review prior to Buddy Break 

 
Getting to the Online Database: VIPs 

 

Everyone accesses the Online Database by 
going to www.BuddyBreak.org, which takes 
you directly to the Buddy Break pages on the 
Nathaniel’s Hope website. 
 
*VIP clicks on “I am a VIP / Registration.” 
*Buddy clicks on “I want to be a Buddy / 
Registration.” 
*Coordinator scrolls down to click on 
“Coordinator Database Login.” 
(We use the term “Coordinator” even if that’s 
not your official title.  According to the 
database, you’re a Coordinator-level user not 
a general user.) 

 

 
 

To fill out the Info Form online, VIPs click 
on “Register Online Now.” 
 
To print out paper forms, click on “VIP & 
Sibling Forms.” 
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Reminders: 
*Still need to call the Buddy Break locations to 
RSVP for the particular Buddy Break date that 
they wish to attend. 
*Need to complete other VIP forms by printing 
them and bringing them to VIP Orientation. 

If VIPs are registering for an account for the first 
time, they’ll click on the “Register Now” button. 

If they are a returning user, they’ll click on 
the “Update Information” button. 

 

 

 

If they fill out the VIP Info Form and the 
Sibling Info Form online, then only need to 
print out the Authorization & Release Form 
and the Declaration of Consent Form 
 
Coordinators can also print these out.  These 
may look slightly different from what you 
received at BLT since we’re processing 
through the questions that we ask, how we 
ask them, etc.  These forms or the ones that 
you received at BLT are fine to use. 
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Process: Buddies 
• Existing Buddy Break Buddies – received letter asking them to register online 
• New Buddy Break Buddies – please ask them to fill out the form online prior to Buddy 

Training (if they have no computer access, set up a time with them to get form completed or 
mail form and enter upon receipt)  

• Coordinators print the completed form for Buddy Training 
 
Getting to the Online Database: Buddies 

 

Go to www.BuddyBreak.org
 
Buddy clicks on “I want to be a 
Buddy / Registration.” 

 

 

To fill out the Info Form online, Buddies click on 
“Register Online Now.” 
 
To print out paper forms, click on “Buddy Forms.”  
(Only one there is the Buddy Info Form.) 
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If Buddies are registering for an account for the first 
time, they’ll click on the “Register Now” button. 

Reminders: 
*Still need to call the Buddy Break locations to 
RSVP for the particular Buddy Break date that 
they wish to attend. 

If they are a returning user, they’ll click on 
the “Update Information” button. 

 
Process: Coordinators 
• Create sign-on 
• Tell us that you’ve done so – we’ll change your “User” level permission to “Coordinator” level 
• Let us know if anyone else on team needs training for a Coordinator level sign-on 
 
Getting to the Online Database: Coordinators 

 

Go to www.BuddyBreak.org
 
Scroll down to click on the button for 
“Coordinator Database Login.” 
(We use the term “Coordinator” even if 
that’s not your official title.  According to 
the database, you’re a Coordinator-level 
user not a general user.)  
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If you’re a returning user, click on the “Click 
Here for Online Database” button. 

If you’re registering for an account for the 
first time, click on the “Register Now” button.

 
Creating a Sign-on 

 
 

 
 

 

Currently, these are the regions that are available to choose from.  As we 
add more Buddy Breaks, this list will expand.  The region that someone 
chooses helps with automated notifications and lists for you. 

* Fill in the information – the email address will be what you use 
when logging in. Both your email address and the password that 
you choose will be case sensitive, so make sure you pay attention 
to how you type it.  
* Click on the Create User button.  
* It will show you a “success” message, and then you can log in. 
* Email us at BuddyBreak@NathanielsHope.org to tell us that 
you have created your login. You will receive an email reply 
when you have been given the appropriate permission level to 
access the Buddy Break Coordinator portion of the database. 

To create a new sign-on, click on the link for New 
Users to create an online Buddy Break account.  
VIPs, Buddies, and Coordinators all do this process.

 
Signing on 

 
If you ever forget your password, you can have it emailed to you. 

Type in your email address and your 
password (remember they are case sensitive). 

 

 

I highly recommend setting up a bookmark 
for the Database page to save you some steps!
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This will be what a VIP parent or 
Buddy will see as their home page. 

 

 
 

The Announcement area will tell you if there 
are any new or updated forms for your region. 

This will be what your home page 
looks like as a Coordinator. 
Note: This does look different from 
what a VIP parent or Buddy will see. 

Session Expiration 
As you are working with the Online Database, you may receive a Session Expiration message.  It 
may look like this: 

  Or this:   
Do not be afraid!  When you get this type of message, simply log back into your account. 
 
The session expiration is a safety precaution because the information that you are dealing with is 
private, confidential information about our VIPs and Buddies.  Sessions will time out after 90 
minutes of inactivity. 
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Profile Changes 

 

 

 

 

 
 
Working with VIP Forms 

 

Click here to make changes to your profile 
(e.g. new email address, different password). 

To work with VIP forms, you can 
either go in through “VIPs” or “VIP 
Manager.” 

 
 

 

If there are multiple pages of VIPs, you 
will see the number of pages at the 
bottom here.  That’s true for any 
manager area – VIP, Buddy, and Sibling. 

You can Register, View, Edit VIP 
forms or any Siblings attached to those 
VIPs, and Leave VIP Comments. 
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Viewing a VIP Form 

 

 

To view a VIP form, click on View. 

 

 

Notice that the fields are the same color as 
the background color or grayed out.  You 
can’t edit them because you’re only viewing. 

 

 

There are 6 pages total to each 
VIP’s Family Info Form. 

Click Previous to go to the previous 
page in this VIP’s Family Info Form. 

Click Next to go to the next page 
in this VIP’s Family Info Form. 

“Cancel” exits you from the form.  
It doesn’t actually cancel anything. 

 
Editing a VIP Form 

While in the View format, you can click Edit 
Application to go to an editable format. 

 
OR 
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To edit a VIP form from the VIP Manager 
area, click on Edit. 

 

If you click on “Cancel,” it won’t 
save any changes you made here. 

If you click on “Next,” it will save any 
changes you made to this page and 
take you to the next page of the form 
ONLY if you have completed all of 
the required fields. 

Notice the difference of the fields.  
They are white so you can edit them. 

 
Registering a VIP 

To fill out a new VIP form, click on “Register a VIP kid.” 

 

 
 

Be sure to choose an Application User to 
attribute this form to.  If the parent has an 
email account, it should go under them.  
If they don’t have an email account, put it 
under your email account. 

If you need to help a VIP parent 
fill out a form and want to 
“mirror” what they are doing at 
the same time, please make it 
VERY clear as you’re doing this 
form that this is not a real entry 
into the live database system.  
Here’s how: Give the child the last 
name of “Test Test.”  That will 
clue us in to delete this form and 
not send mail to that person. ☺ 

Click here if you need to only fill out a 
portion of the form and come back to it. 
Note: It will only save if you have filled 
in all of the required fields on that page. 
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VIP Form Issue 

 
 

On page 2 of the VIP Info Form, these fields 
looking for numbers ONLY.  They will not accept 
anything else that is entered such as: 
4.5   (or)   4 1/2   (or)   4?   (or)   4-ish 
Currently, it does not tell you that there is an issue 
until you get to the end of the page and try to save 
or go to the next page.  Then it gives you an ugly 
error message. This will be fixed eventually. ☺ 

Viewing/Editing Comments for VIPs 

 
 

 
 

 

These comments are meant to be helpful to other Buddy 
Break Coordinators and Buddy Break Staff.  They are 
the only ones that can see these comments – VIP parents 
and Buddies cannot.  Comments might: 
1) help in matching up Buddies: i.e. “Cody likes to run 
and needs a Buddy that can keep up.” 
2) include items that Buddies notice and write down 
after their Buddy Break experience: i.e. “Cody’s running 
seems to be triggered by loud noises.”  OR “Was able to 
keep Cody from running by whispering his name 
quietly.”  Simply transfer their notes to this section of 
the database – they won’t be able to do that themselves. 

To view/edit Comments for a particular VIP, 
click on View/Edit.  You can tell how many 
Comments this VIP has by the number in the 
parentheses – in this case, it’s zero. 

In one of the next improvement phases, the system will 
automatically notify the other Buddy Break Coordinators 
in the same region if a comment is left.  As it stands right 
now, you need to look in the VIP kid’s form to see the 
comment.  It will not print the comment out anywhere. 
This checkbox currently doesn’t have a function. ☺  
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Making a VIP Inactive 

 

 

 

 

 

To make a VIP inactive, uncheck the 
box under the Active column.

 
Working with Sibling Forms (Two Ways to Get There) 

 

To work with Sibling forms, you can 
either go in through “VIPs” or “VIP 
Manager.” 

To view/edit a Sibling form, click on View/Edit. 
You can tell how many Siblings this VIP has by the 
number in the parentheses – in this case, it’s two. 

 

 
OR 
 

 

You will then see a list of the two 
siblings linked to this particular VIP. 

To work with Sibling forms, you can 
either go in through “Siblings” or 
“Sibling Manager.” 
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You can Register, View, Edit Sibling 
forms or any VIP Siblings attached to 
those Siblings, and Leave Sibling 
Comments. 

 
Viewing a Sibling Form 

 

 

 

To view a Sibling form, click on View. 

“Cancel” exits you from 
the form.  It doesn’t 
actually cancel anything. 

Notice that the fields are the same color as 
the background color or grayed out.  You 
can’t edit them because you’re only viewing. 

 
Editing a Sibling Form 

 

To edit a Sibling form while in the View 
setting, click on “Edit Application.” 
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To edit a Sibling form from the Sibling 
Manager page, click on Edit. 

 

Note: It will only save the form if you 
have filled in all of the required fields. 

If you click on “Cancel,” it won’t 
save any changes you made here. 

Notice the difference of the fields.  
They are white so you can edit them. 

 
Registering a Sibling 

 

To fill out a new Sibling form, click on “Register Sibling.” 

 
 

Be sure to choose an Application 
User to attribute this form to.  If the 
parent has an email account, it 
should go under them.  If they don’t 
have an email account, put it under 
your email account. 

If you need to help a VIP parent 
fill out a form and want to 
“mirror” what they are doing at 
the same time, please make it 
VERY clear as you’re doing this 
form that this is not a real entry 
into the live database system.  
Here’s how: Give the child the last 
name of “Test Test.”  That will 
clue us in to delete this form and 
not send mail to that person. ☺ 
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Viewing/Editing Comments for Siblings 

 

 

 

 

To view/edit Comments for a 
particular Sibling, click on View/Edit.  
You can tell how many Comments 
this Sibling has by the number in the 
parentheses – in this case, it’s zero.

 

These comments are meant to be helpful to other Buddy Break 
Coordinators and Buddy Break Staff.  They are the only ones 
that can see these comments – VIP parents and Buddies cannot.  
Comments might: 
1) help in matching up Buddies: i.e. “Hunter is most comfortable 
with males.” 
2) include items that Buddies notice and write down after their 
Buddy Break experience: i.e. “Hunter likes to be close to his VIP 
sibling.”  Simply transfer their notes to this section of the 
database – they won’t be able to do that themselves. 
Be brief and specific. 

 

In one of the next improvement phases, the system will 
automatically notify the other Buddy Break Coordinators 
in the same region if a comment is left.  As it stands right 
now, you need to look in the VIP kid’s form to see the 
comment.  It will not print the comment out anywhere. 
This checkbox currently doesn’t have a function. ☺ 

 
Making a Sibling Inactive 

 

To make a Sibling inactive, uncheck 
the box under the Active column.

Page 15 of 26 



Working with Buddy Pages 

 

To work with Buddy forms, you 
can either go in through 
“Buddies” or “Buddy Manager.” 

 

 

 

Ignore the Notary checkboxes, the 
Background Check dropdowns, and 
the BC Date columns for right now.  
They will be incorporated more 
heavily in later improvement phases.

You can Register, View, Edit Buddy 
forms, and Leave Buddy Comments. 

 
Viewing a Buddy Form 

To view a Buddy form, click on View.
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“Cancel” exits you from 
the form.  It doesn’t 
actually cancel anything. 

Notice that the fields are the same color as 
the background color or grayed out.  You 
can’t edit them because you’re only viewing. 

 
Editing a Buddy Form 

 

To edit a Buddy form while in the View 
setting, click on “Edit Application.” 

 

 

To edit a Buddy form from the Buddy 
Manager page, click on Edit. 

 

 

Note: It will only save the form if you 
have filled in all of the required fields. 

If you click on “Cancel,” it won’t 
save any changes you made here. 

Notice the difference of the fields.  
They are white so you can edit them. 
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Registering a Buddy 

 

 

 

 
 
Viewing/Editing Comments for Buddies 

Be sure to choose an Application 
User to attribute this form to.  If the 
Buddy has an email account, it 
should go under them.  If they don’t 
have an email account, put it under 
your email account. 

If you need to help a Buddy fill out 
a form and want to “mirror” what 
they are doing at the same time, 
please make it VERY clear as 
you’re doing this form that this is 
not a real entry into the live 
database system.  Here’s how: Give 
the Buddy the last name of “Test 
Test.”  That will clue us in to delete 
this form and not send mail to that 
person. ☺ 

To fill out a new Buddy form, click on “Register Buddy.”

To view/edit Comments for a particular 
Buddy, click on View/Edit. 
You can tell how many Comments this 
Buddy has by the number in the 
parentheses – in this case, it’s zero. 

 

 

These comments are meant to be helpful to other Buddy 
Break Coordinators and Buddy Break Staff.  They are 
the only ones that can see these comments – VIP parents 
and Buddies cannot.  Be brief and specific - i.e. “Sandy 
is better with smaller VIPs who do not run a lot.” 
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Making a Buddy Inactive 

In one of the next improvement phases, the system will 
automatically notify the other Buddy Break Coordinators 
in the same region if a comment is left.  As it stands right 
now, you need to look in the Buddy’s form to see the 
comment.  It will not print the comment out anywhere. 
This checkbox currently doesn’t have a function. ☺ 

 

 

To make a Buddy inactive, uncheck 
the box under the Active column.

 
Sign-in Sheets 

 

To work with Sign-in Sheets, you can 
either go in through “Sign-in Sheets” 
or “Manage Sign-in Sheet Manager.” 

For right now, just ignore this area.  ☺  In one of the next improvement phases, you will be able 
to plan your VIP, Visitor, and Buddy Sign-in Sheets here.  After Buddy Break, you will come 
back here to check who came and who didn’t instead of sending the completed sign-in sheet to 
the Nathaniel’s Hope office. 
 
Printing a VIP Form 

To print a VIP’s form, click on Reports. 
Then click on VIP Applications. 
VIP parents cannot currently print these 
completed forms. 
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Choose a VIP from the drop-down list.

 

The information fills in here, but to get 
everything lined up, choose the PDF format. 
(The Excel format still needs work.) 

 

 

Once a PDF format is 
chosen, click on Export. 
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It will look like this on the PDF. 

 

Occupation – can you tie this person 
into a group that meets at your church 
or some friendly people with similar 
interests?  Buildings & Grounds? 

Hobbies – can you tie this person into a 
group that meets at your church or some 
friendly people with similar interests?  
Maybe a Book Club or Walking Group?

 

 

Do you have someone in your Buddy group 
that would pray for these needs and/or link 
the families with the resources they need? 
 
You can also go to www.NathanielsHope.org 
and complete a Prayer Request form or send 
an email to info@NathanielsHope.org to let 
us know to add them to our email to our 
prayer team.  (Let us know if you want to 
receive those prayer emails too.) 
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This is what this section 
looks like on the PDF. 

 

 

To print the PDF, click on the 
printer icon.  Choose any settings 
for your printer and print. 
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Save a Copy 

 
 
Printing a Buddy Form 

 

 

 

To print a Buddy’s form, click on Reports. 
Then click on Buddy Applications. 
Buddies cannot currently print these completed forms.

You can also Save a Copy of the PDF. 

 

Choose a Buddy from the drop-down list. 

 

The information fills in here, but to get 
everything lined up, choose the PDF format. 
(The Excel format still needs work.) 
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Once a PDF format is 
chosen, click on Export. 

 

 

This is a great place to learn about hidden 
talents and skills that your Buddies have.

It will look like this on the PDF. 

 

 

To print the PDF, click on the 
printer icon.  Choose any settings 
for your printer and print. 
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Save a Copy 

 
 
Printing a Sibling Form 

 

 

 

To print a Sibling’s form, click on Reports. 
Then click on Sibling Applications. 
VIP parents cannot currently print these 
completed forms. 

You can also Save a Copy of the PDF. 

Choose a Sibling from the drop-down list. 

 

The information fills in here, but to get 
everything lined up, choose the PDF format. 
(The Excel format still needs work.) 
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Once a PDF format is 
chosen, click on Export. 

 

 

To print the PDF, click on the 
printer icon.  Choose any settings 
for your printer and print. 

 
Save a Copy 

 

You can also Save a Copy of the PDF. 

 
Logging Out 

When you are done with your 
session, make sure that you log out. 
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