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Family Suite Filters

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.

NShSOFT  Family Suite

Home | Family Directory || Offering || IQ || Administration | | Facility Calendar

Home Fictorial Directory Organization Directory Giving History User Settings
Home

Quick Links Suspense Activity

Home
My Own Church Motifications
Family List
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3. “Fuzzy” Search

a. The Search box allows you to search for a specific family in the family directory. For
example you could type Smith in the box and it would come back with all families who
have Smith in the name including Smithwick.

i.  You can put two names in if you wanted to find two families with different last
names. This may come in handy when someone gets married and you are trying
to find both of the parishioner’s family records.

b. If you click the ¥ at the left hand side of the search box it will give options of other
things to search for. This | see used a lot to search for Envelope number. You can
search by address but remember it will find all entries for it. Example if you search for
123 Andrew Drive it would give all addresses that contain 123, all addresses that contain
Andrew and all Addresses that contain Drive.

i. If you want to search for a specific address you will be better off using the
advanced search cover later in this document.

c. You can also just select a letter on the Rolodex line to see all families whose last name
start with that letter.

d. To clear the filter and start over press the Clear Filter button on the right hand side of
the screen.

Family List Member List Sacraments v Family Workgroups Member Workgroups Group Events Entry Reports

Fa ﬂqy LISt Diocese of Sioux Falls, Sioux Falls r
3
E" Q | Clear Search Results
Family [ Diocesan ID [ sDiocesanlD [ Envelope :| [ !}vl 0 P Q R 5 T U v w * Yz |

[ Family ID [ FamilyDUID [ Family Email [CJ Phene 72 Filter Column: Family Ascending Clear Filber
[CJAddress [ City [ state [ Postal Code
— — — — e Quick Reports W
[CJPlus 4 [C) Registerad [C) Family Group 1D [C) Family Group m
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Close

Select All Clear Al

4. Advanced Filter

a. Click on the filtericon - . to bring up the filter dialog box.
b. If you are just searching for Registered and active families you will change the
Membership dropdown to Registered and the Family Group dropdown to Active.

Filter
Filter
Membership: | TS roror AR
- Membership: | Registered ¥\ %
Family Group: | Both ]
Family Group: | [PEEY™ v| %

Registered
Mot Registered

Send Envelopes: u
P Send Envelopes: | Al Groups

Mo Family Group

» Advanced Options » Advanced ( Parent-Inactive
Alumni-Inactive
Exact Search: [ Bxact Search: | [new]

o  rovly

c. Next click the ™ next to the words Advanced Options to see all the filtering options.



d. Inthe example show | am searching for anyone who lives on 8™ Ave. | have put a space
in front of the 8 otherwise it would come back with 438™ Ave, 58" Ave, or 38™ Ave. By
putting a leading space it will give me just the 8" Ave addresses.

e. You can search on the other options also as seen in the screenshot below. You will click
Apply to search with the parameters you have set.

Filter
Membership: | Both vl % Family Work Groups
Family Group: | All Groups vl % [ Bishops Bulletin
CFSA 2007
Send Envelopes: | (any) " O

[ Education Formation

¥ Advanced Options

Filter By ID: | Diocesan ID w Registration Date: [

Enter ID: E-Mail Address:
First Name: E-Mail: | (any) v
Last Name: Postal Code:

Address: | gth ave City:

Phone #: State\Region:

Show ‘Send No Mail' Families: | (aAny) w
Show 'Do Mot Publish” Families: | (gny)

Show Families With E-Mail: | (any)

Exact Search: [

m Clear || Cancel

5. Back at the main screen you should have your filtered results on the screen.
a. You can now review your results.
b. You can export the list out to a csv but clicking on the icon the arrow is pointing to. This
way you can review it in Excel or review it for later. You can also use this list to make a
mail merge in word for documents or labels.

c. If you are down with the results and need to clear the filter click on the icon # to clear
the parameters that were set.
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Switching between parishes

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.
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NShSOFT  Family Suite

Home || Family Directory || Offering || 1Q || Administration | | Facility Calendar

Home Pictorial Directory Organization Directory Giving History User Settings

Home

Quick Links Suspense Activity
Home
My Own Church Motifications
Family List

3. You should now see a dropdown on the upper left hand corner of the grid.
4. When you click the dropdown it will show you which parishes you have access to. Each parish
will only show you the families assigned to that parish.

Home || Family Directory || Offering || Administration || Facility Calendar

Family List Member List Sacraments ¥ Family Workgroups Member Workgroups Group Events Entry Reports

Family List r

- All Organizations
v

- Diocese of Sioux Falls, Sioux Falls
AZ A B L5 D E E G H I ) K L M N o

0-3 ] 1 z 3 4 5 6 7 8 9 Filter Criteria: None  Filter €
o0 recons 1] |8 B 0 8 & 99
[ Family A Family Group Envelope # E-Mail Address

View Parishioners Status for Data Cleanup

5. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
6. Once logged in click on the Family Directory tab.

NShSOFT  Family Suite

Home | Family Directory || Offering || IQ || Administration | | Facility Calendar

Home Fictorial Directory Organization Directory Giving History User Settings

Home

Quick Links Suspense Activity
Home
My Own Church Motifications

Family List
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7. Once you see a list of parishioners in the grid you can click on the filter icon ~ to view only
your registered parishioners. Select the “Registered” option in the Membership dropdown list
and select “Active” in the Family Group dropdown list. Once both are selected click the blue
Apply button.

Filter
Filter
Memhbership: | TETR v | o
Membership: | Registered ¥ |
Family Group: | Both a ; =
Family Group: |MMerne v | 78

Registered

Mot Registered

Send Envelopes: :
’ Send Envelopes: | All Groups

No Family Group

» Advanced Options » Advanced ¢ Parent-Inactive
Alumni-Inactive
Exact Search: [ Exact Search: | [new]

o [ ronl |

8. This should take you back to the main screen with your list of Parishioners.
a. This button will clear the filters that we had set in step 3 and will show all parishioners
assigned to your parish including registered and all family groups.
b. This button will allow you to export a list into excel format if you feel more comfortable
reviewing the list in this format. You will still have to make the changes individually
within ParishSOFT though.
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9. *You may also want to check some other membership and Family Group combinations. One
example would be select Membership=Registered and Family Group= Deceased. We do not
want Deceased members to be registered so we would want to uncheck that and also double
check that the Send Mail is not checked.
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Family Details Member Details (1) v Diocese of Sioux Falls, Sioux Falls

Family Information Notes

Church of Registration:
Details Modified On:

Family Group: |1nactive [+]
Registration Status:

Registration Date: | 1/1/2006 B

Unregistered Date: Mot &vailable

Last Name:* | e | Primary Address: | Home Address | % |
First Name(s):" |'_I | Home Mailing Other
Formal Mailing Name:  magall W20 BIlaNE |
@ Informal Name: | - Country: |United States [~
Formal Salutation: | Postal Code: |_ ||
= | - —

Informal Salutation:

Email Address:

Address Line 2: |

Primary Phone:

|
|
Address Line 1: || 5 s mmsie cmem |
|
|

|
| City: |Dimock |
| State/Region: South Dakota

4 Phone Mumber: | |

Emergency Phone:

Emer. Ph. Desc.:

o0t m— s
Diocesan ID: 7=y Send Contrib. Env.: Publish Photo for Pictorial Directory:
Annual Gift §: l:l Giving History Publish Phone: Send Magazine:

MLMA: Do Not Solicit:

et e |

Retrieve Email list

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.
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NShSOFT  Family Suite

Home || Family Directory || Offering || 1Q || Administration | | Facility Calendar

Home Pictorial Directory Organization Directory Giving History User Settings

Home
Quick Links Suspense Activity
Home
My Own Church Motifications
Family List
Once you see a list of parishioners in the grid you can click on the filtericon “ to view only

your registered parishioners. Select the “Registered” option in the Membership dropdown list
and select “Active” in the Family Group dropdown list.

Filter
Filter
Membership: | [ERTErerer v | Jo
- Membership: | Registered ~| %
Family Group: | Both )
Family Group: |[Maie v |8

Registered

Not Registered

Send Envelopes: Send Envelopes: | Al Groups

Mo Family Group

» Advanced Options » Advanced ( Parent-Inactive
Alumni-Inactive
Exact Search: [ Exact Search: | [nen]

Active
[ ooty | s e |
Next Click the ® next to Advanced Options to expand the other options.

On E-Mail: dropdown select E-Mail. This will give you a list of all Families who have an email in

the system. Click the blue Apply button at the bottom of the screen to use this filter.
Filter

Membership: | Registered "M Family Work Groups
Family Group: | [N ol

send Envelopes: | (any) -

¥ Advanced Options

Filter By ID: | Diocesan ID " Registration Date: [
Enter ID: E-Mail Address:
First Name: E—Mai\: E-Mail v
Last Name: Postal Code:
Address: City: |
Phone : State|Region:
Show ‘Send No Mail' Families: |(any) v

Show ‘Do Not Publish’ Families: |(any) M
Show Families With E-Mail: [(any) v

Exact Search: [

Now on the right hand side click the button and select Family list.
You will now have a different screen. At the top you can change the export file type and then
click the Save button to export.
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Process for Managing Deceased Parishioners

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.

nshSOFT  Family Suite

Home || Family Directory || Offering || 1Q || Administration | | Fadility Calendar

Home PFictorial Directory Organization Directory Giving History User Settings

Home

Quick Links Suspense Activity
Home
My Owin Church Motifications
Family List

3. Use the search bar to find the parishioner’s family record you are trying to locate and open the
record.

4. Click on the Member Details tab.

R e smaaio s ELART

Family Details Member Details [Qr\

Family Information Hotes

5. Click the button at the bottom of the screen

a. Change the “Status” dropdown to deceased
b. Enterin the “Date of Death” box the date of their death.
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Family Details Member Details (1) -
TR g Add &/ Import
= Gender:* Status:” E
Title: Birth Date: [ 4/30/10 o
First Name:" | B Birth Place:
Nick Name: | ioieg Age: |70
L — | Middle Name: Date of Death: = El
MemberDUID | Last Name!" ) Religion:
Spedial Needs Suffio Language;
Maiden Name: Ethnicity:
2 Role® Marital Status:
Life Events Envelope #: |0 Mext [ | Send?
General Contact Sacraments Miniskries Misc,

Contact Information

Email Address:

|
_

Home Phone:
Cell Phone:
Waork Phone:
Pager:

Fane:

. 5
6. Click the button at the bottom of the screen.

7. If there are other members of the family go back to the family details screen and update the
“First Name(s)”, “Formal Mailing Name:”, “Informal Name”, “Formal Salutation”, and “Informal

Salutation” accordingly by clicking the button making the changes and then clicking

on the button.

8. If this is the last member of the family click the button and change the “Family
Group” to “Deceased” and Uncheck the box next to “Registration Status” and make sure to click

5 - .
the button once finished with your changes.



Family Information

R SRR AT AL R

Family Details Member Details (1) *

MNotes

Church of Registration:

Family Group: | Deceased [+

Registration Status:
Registration Date: |1,f1|.f2|]|3.5 .|
Unregistered Date: 2/13/2019

| Last Name!" |_ | Primary Address: |Home Address

-
First Name(s):" | | Home Mailing Other

Formal Mailing Name: | o Coomi e

Auto Fill Country: | United States

Formal Salutation: | -

Postal Code: | ==ges |

|
- Informal Name: | [ B ML § N |
|
I

_Informal Salutation: | e

Address Line 1: |_ .

Email Address: |

Address Line 2: |h B8

Primary Phone: |- -

Emergency Phone: |

State/Region: South Dakota

Emer. Ph. Desc.: |

|
I Gty: [commn
|

Phone Mumber: |ff = -

9. |If possible please fill out the sacrament information for the funeral. Even though a funeral is
not a sacrament this is held under the Sacraments menu in ParishSOFT.
10. Go to Sacraments -> Add/Edit Sacrament

Home | Family Directory

Offering || 1Q || Administration || Facility Calendar

Family List | Member List | Sacraments v | Family Workoroups | Member Workgroups

Family List

Add/Edit Sacrament k
Group Sacrament Entry

v




11. Select Funeral from the sacrament dropdown and enter the last name and click the Search

button
Before adding new sacrament records you must do a search to make sure it does not exist. Search below.
Sacrament Last Name Maiden Mame First Name Completed On
[Baptism) X Include Date Range m
Confirmation -
Marriage
Anointing of the Sick
Holy Orders
Funeral
Rite of Reception
Religious Profession
12. Click the “Create new Funeral Record”.
10 records |~ | &5 G4 RN Creabe new Funeral record
[ ] Completed On  Last Na Maiden Mame  First Name Suffioc

Mo Sacrament Fecords found.

13. This will bring you to the member search Screen where you will search for and select the
parishioner whose information you are filling in. NOTE: If you have set them as deceased

already in the Family Directory of ParishSOFT you can use this as part of the member search
filter.

Member Search

Last Name: Status: | Deceased ¥
Last Name First Name Status Birthdate MemberDUID
E=NEE James Deceased = I ey )
1 of 1 (1 Records) 1




14. The next screen will have you fill in the funeral information along with Date of Death. If you can
fill out the top section and Date of Death that would be helpful.

Create Funeral record for o rosssanss

Completed:

Completed On: | Mon Oct22 2018 &

Parish: | o e——— " —— E =3
Celebrant: | Rev Andrew Swietochowsk L
Member DUID: 70560
Date of Death: | 10/17/2018 .' | Cemetery Name: |Z| -
Ancinted: [ Grave Details: Section Block Lot Grave
Funeral Title:
Purchase Date Purchase Cost

Burial Date: ] =

Burial Type: - Cause of Death:

Mext of Kin: & Deed Issue Date: ]

Vigl Place: I:' Deed Owner: I
Vigil Celebrant: w

Member Details
Title: |pr Registry Vol.:

15. When filling out Parish Click the 3 dots next to the text box and do a search for the parish.
Using postal code is easiest and if you cannot find the parish under the city postal code and it is
a mission church use the Main parish in the cluster’s parish postal code. Select the Radio button
next to the parish you wish to select and click the accept button at the bottom.

Organization Search
Organization Group: | all w| City:
Organization ID: I State/Province:
Crganization Name: | Postal Code: | | %
Parish Name 5 City
(O Immaculate Heart of Mary 4919 - 51 Strest, Box 87 Bashaw
(O Our Lady of Good Counsel Junction of Highway 45 and Highway 82 Lamont
(0 Our Lady of the Angels 10004 - 101 Strest Fort Saskatchewan
O  Our Lady of the Prairies 5202 - 59 Strest Daysland
O our Lady of the Rockies Mission 780-827-3511 Grande Cache
() st Thomas dAquin 8410 - 89 Strest NW Edmonton
[ ) Thibodauwe
O Saint Joseph
e abbeville
] Glen Mills
4 3
1 of 3281 (32804 Recun:k‘ 4 5 6 7 .. 3279 3280 3281 [3]
e



16. When searching for the celebrant Type in “Rev Formal first name formal last name” for example
“Rev Thomas Hartman” not “Rev Tom Hartman”.
17. Once you have all the information filled out click the Add button at the bottom of the screen.

Add Contributor Only Parishioner

1. Click onthe Add New Family button under Family List.

Family List /
] [
AL B B C D E F G H I/ ] K
-3 0 1 2 3 4 5 B 7 9

10records |v| [ (2 O 6 & T E LIS

2. Search for the persons Last Name by typing it in the Last Name box and clicking the Search

button.
Find Family
Selected Organization: Saint Ann Parish of Minnehaha County, Humbeldt
Filter by Organization: | Al "
Last Name®

First Name: \

a e
Cancel i




3. This will bring up a list of families that match your search.
a. Select the radio button next to the family you wish to add.
b. Click the ¥ next to “Add Selected Family” and select “As Unregisterd”
i. Make sure you click the “As Unregistered”. This will give you a record to
add a contribution too but will leave them registered in their current parish.

Find Family
Selected Organization:
Filter by Organization: | All w
Last Name!”
First Name:
City: m
Family Name Registered Organization Family DUID Diocesan
O 1. Bob
O ]
D .
O !
e ' = =
4 k

PYNETENIN M | Add Selected Family ¥ || Cancel |
As Unregistered
e —— -

Az Begisterad -"""-‘_,_

4. You will get a message that looks similar to the screenshot below. Just click the OK button.



; N ) . Wz
siouxfalls.parishsoftfamilysuite.com says

Move the '
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= to currently selected organization

Lookup the record in the Family list and Edit the details and change the Family group to
“Contributor Only” and then click Save & Close.

b el Tara vy | 1 HTH

Family Details

Member Details (5) »

You do not have rights to edit the selected organization’s version of this family, therefore only data in fields labeld with black text can be edited.

Family Information

Notes

Church of Registration:

TR ITEE LT [

Details Modified On: Thursday, December 23, 2021 10:02 AM

Family Group: | (ol w Merged Family Date : 03/26/2019
Registration Status: | Mo Family Group -
Registration Date: Parent-Inactive
Alumni-Inactive
Add Delete Unregistered Date:
Last Namer| T [new] ry Address: | Home Address |~|
N Active E
First Name(s) 0 ol e Alumni ‘me Mailing Other
. I
! Formal Mailing Name:  wees wen Tmes somsmsn Clergy/Religious )
Informal Name: | mE EE N . Contrib:::r Only Country: |Unit-ed States |v|
Formal Salutation: Deceas
el ] ) ’ostaICDde:| w ||2|}4{I HZI.
— Do Hot Send Mail
Informal Salutation: |_ = . .
Duplicate Iress Line 1: | EsC =R |
Email Address: |- - —— ] e B e | |
Primary Phone: mgms g @ ini
: Ministers Only Gty: Il | v |
Emergency Phone: wmm o oem Moved rate/Region: South Dakota
Emer. Ph. Desc.: Nursing Home
| Parent ine Number: EEE |
Post Office Returned 1
Envelope #: l:l Next | Religious Ed Only Send Mail: Publish Address:
: i Sacraments Only
Diocesan ID: [ School Only Contrib. Env.: Publish Phato for Pictorial Directory:
Annual Gift §: l:l Staff ublish Phone: Send Magazine:
Map Code: Student Publish Email:
_| Temporarily Away L
Transferred -




How to add a sacrament record for more than one person at a time
(Group Entry)

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.

NShSOFT  Family Suite

Home || Family Directory || Offering || 1Q || Administration | | Facility Calendar

Home Pictorial Directory Organization Directory Giving History User Settings

Home

Quick Links Suspense Activity
Home
My Own Church Motifications
Family List

3. Click on Sacraments-> Group Sacrament Entry
arshSOFT:  Family Suite

Home || Family Directory | Offering || IQ || Administration || Facility Calendar

Family List Member List Sacraments v Famnity Workgroups Memr
. . Add/Edit Sacrament
Family List

-
|«

4. Select the sacrament you are trying to update.
a. If you are using the Religious Education module to track students you can at this point
pick the Term and Class to select a whole Religious Ed class for your search.
b. You can search by age range also to pick the member you want to add to the sacrament
entry.
c. Once you have your search set click the green search button.

Home || Family Directory | Famiy Formation/IGNITE | | Offering | Tuition || Administration || Facility Calendar

Group Sacrament Entry

Family List Member List Sacraments v Family Workgroups Member Workgroups Group Events Entry Reports

Group Sacrament Entry o oEEm

Please search for members for whom you'd ke to add/edit sacramental data.

Step 1: Member Search

Sacrament to Update  Prep Year Term Class Grade Age
Confirmation v v |~ | From: To: [ search [
Term Start Date End Date  Classes Students Leaders Sessions |
2021-2022 8/1/2021 7/31/2022 15 248 2 . "‘!
2020-2021 8/1/2020 7/31/2021 17 263 24 2
2019-2020 8/1/2019 7/31/2020 16 263 30 2
2018-2019 8/1/2018 7/31/2019 16 272 28 2
2017-2018 8/1/2017 7/31/2018 14 276 23 2
2016-2017 8/1/2016 7/31/2017 14 234 20 2
2015-2016 9/1/2015 5/1/2016 18 264 27 2 V|
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5. Instep 2 you will now see a list of Member records that corresponds to the options you had put
into your search terms.

a. Select all the members returned in the search by clicking on the topmost @ symbol in
the left hand window

b. You can select individual members also by clicking @ symbol next to their name.

c. Asyou select members they will then populate the right hand window with the list you
want to add the sacrament for.

d. If you click on the @ symbol next to the record it will expand some extra information if
you need to verify: Head of Household, Primary address, or Primary Phone.

Group Sacrament Entry

Please search for members for whom you'd like to add/edit sacramental data.

Step 1: Member Search

Sacrament to Update  Prep Year Term Class Grade Age
Confirmation v 2021-2022 ~| 11th Grade v| 12 v | From: To: [ search [
Step 2: Select Members
mber Records Selected Members
0 Last Name First Name Age O Last Name First Name Age

=] 17 N 2 @ 7 &
4

Head of Household: m———
Primary Address: I B | .|
Primary Phone: B = o=

B

17

®

Qo

[+] 17

[+] 17 Ly
[+]
[+]

E &

17

®

16

1 of 1 (15 Members) 1 Total Members: 1

6. Instep 3 you will enter the details of the sacrament
a. Check the boxes next to each of the details you will fill in for the sacrament.
b. The place will autofill with the Parish you are currently logged into
c. The celebrant will be in the form of “Rev <first name> <Last Name>" and then select
them from the list. This will help keep that list cleaned up.
d. Once you have all the information set how you want click the save button at the bottom
of the screen.

Step 3: Enter Confirmation Sacrament Information

|3 I heck the checkbox next to the fields you wish to update. You must select at least one to continue.

Completed Completed Date Prep Year b Place

Yes v 5/2/2022 g O .. | 8
Colshrant

{EN Cesar Valencia PES

Not ReV Cesar Valencia PES Wit previous data for selected members,

Rev Joseph Sheehan O CARM

Rev Jeffrey Schulte Save Cancel
Rev Darin Schmidt v .




How to create a sacrament certificate

1. Login to https://siouxfalls.parishsoftfamilysuite.com/ with your username and password.
2. Once logged in click on the Family Directory tab.

rshSOFT  Family Suite

Home || Family Directory || Offering || 1Q || Administration || Fadility Calendar

Home Pictorial Directory Organization Directory Giving History User Settings

Home

Quick Links Suspense Activity
Home

My Owin Church Notifications
Family List

3. Click on the Sacrament->Add/Edit Sacraments

Home || Family Directory | Offering || IQ || Administration
Famnily List Member List Sacraments ¥ Family Work

Sacraments ‘ Add/Edit Sacrament
Group Sacrament Entry

Before adding new sacrament records you must do a search tc

4. On the next screen
a. Select the sacrament you want to print a certificate for
b. Enter your search Criteria
i. One example would be a date range for confirmation class or First Eucharist
class.
c. Select the records you would like to print the certificate for.
d. Click on the Mail Merge button to start the merge into the certificate document. Select
either “Merge Selected Records (n)” or Merge All Records.
Sacraments

l-aBFFme adding new sacragaent records you must do a search to make sure it does not exist. Search below.

Sacrament Last Mame Maiden Name First Mame Completed On

Indude Date Range | EEENEY

Baptism v

|_$ Completed On  Last Name Maiden Name  First Name Suffix Member E-Mail Age Parish Info
Oz

©

[ 3]

() o]

£l
[ ]

@

_—

L& @

Page 1 of 1 (5 Records) 1

m
O3
O]


https://siouxfalls.parishsoftfamilysuite.com/

5. This will bring you to the templates screen. At the top of the Screen click on ParishSOFT
Templates.

My Templates  Global Templates | ParishSOFT Templates [Mail Merge (1 Records)

Select a template below, create a new one or gpen one.

Template Name

Certificate of Baptism

Certificate of Baptism Full

Certificate of Reconciliation Preparation

Certificate of First Eucharist
Certificate of Confirmation

Certificate of Holy Orders

Certificate of Religious Profession
Certificate of RCIA

Certificate of Marriage

- F F F FF F F F F K

Certificate of Anointing

6. For our example | am going to select the certificate of Baptism.

7. This will bring you to a screen that looks very similar to Microsoft Word. Click on the words Mail
Merge.

8. Click on View Data to see what the example will look like.

9. Click on the Merge To File button. This will create a word document that you can edit or change
before printing the file.

File

Home Insert Page Layout References Mail Merge Design Layout
o
= 2 %

View |Show Field Show Field Merge
Codes Results to File

=
=

Insert
Merge Field
Insert Fields

. T R R R R SR AR IR Ry —
¢

View Current Record Finish

CERTIFICATE
OF BAPTISM

oe%&o

This is to Certify
That ey eSS e——
Child of ¥ u
and ,
born in
on September 30th,
Was Baptized
on November 2nd,
According to the Rite of the Roman Catholic Church
by
the Sponsors being and
as appears from the Baptism Register of this Church.

Dated Pastor




10. Once you click the Merge to File button the next screen will come up with a pop up that you can
just click OK. This will download the file to your Downloads folder on your computer where you
can open and edit the document to make any changes that you want before printing.

Merge to File

Merge mode:

Mew Section -
Choose file type:

Microsoft Word 2007 Document (*.docx) -

0K Cancel

ParishSOFT create a fund

Create a new Fund (In this example we will create a CFSA 2022 fund.)
a. Login into Parish Soft and click the offering tab.

ParishSOFT:  Family suite

Home || Family Directory | Offering || IQ || Administration || Faciity Calendar

Farnity List r List Sacraments ¥ Famnity Workgroups Member

b. Once the page loads click on the “Go to Offering” link



A HOME

CFFERING Offering

Beports  * L
Denar

Analysis

Settings

CotoOffering g e o to Settlngs

c. Click the Go To Funds text in the Funds card.

Go to Funds

d. Once the screen loads click on the plus sign in the upper right hand corner

‘o =m & + 7

e. Onthe screen that comes up next Enter “CFSA 2022” as the Name file in the Account
Number field with your account number for tracking for example “9001”. Check the
Fund is Active box. You can skip entering the “Fund Dates” if you want. Make sure the
“This fund requires pledges” is unchecked and for this example make sure “This fund
receives tax-deductible gifts” is checked. Uncheck the “Fund Accepts Sustaining Gifts”

check box. Once you have entered all the information click the Save icon B in the
upper right hand corner.



Fund

O Fund Accepts Sustaining Gifts

‘ CFSA 2022 ‘

‘ 9001 ‘

Fund is Active

—Fund Dates

[ mmroc ol

Add Pledge End Date

O This fund requires pledges
This fund receives tax-deductible gifts

f. If you need a Non-Tax fund setup for CFSA 2022 then you would repeat the steps in step
3 above except change the name to CFSA 2022 Non Tax, change the account number if
necessary, and make sure the “This fund receives tax-deductible gifts” is unchecked.



Fund

|:| Fund Accepts Sustaining Gifts

‘ CFSA 2022 Non Tax ‘

‘ 9001 ‘

Fund is Active

r—Fund Dates

‘ o £ ‘
Add Pledge End Date

[0 This fund requires pledges

O This fund receives tax-deductible gifts

Add a Pledge for a contribution

1. Youcan add a pledge directly in a batch to match to a contribution that you are entering.
2. Within the batch click the Pledges tab

‘ontributions Count 1/1 Pledges Count o/0
Amount $200.00/ $200.00 Amount $0.00/$0.00
Contributions Pledges
Family Id* Amount* Ck # Pledge

3. Click the button to add a new pledge.

4. Fill out the ID by either typing in the envelope number or using the magnifying glass to look up
the family.

5. Fill out all the information for the pledge putting the amount of the contribution as the Initial
Pledge.



€ Hide Pledge Editor + Add Pledge B Save Pledge

Fund

| CFSA 2022 - ‘

BRIEPRpE o

| Farmily Id - | | Q | Donor
Type an D or click the search
button

Registered Organization:

Initial Pledge* Adjustments

Phone:
Dz
Pledge ID: New Pledge

Current I-‘|Ldgt Total Paid Balance
| $ | ‘ + $0.00 ‘ | = $0.00 | | - $0.00 ‘ | = $0.00
Pledge Date®
| 1N8/2022 B |
6. Towards the bottom of the form change the frequency to One Time Gift.

Start Date® End Date

‘ 118/2022 o ‘ ‘ o ‘

Frequency® # Manths® # Contrib. Installment Amt® Fulfiliment Method*

One Time Gift - ‘ ‘ 12 ‘ ‘ 1 ‘ ‘ H 200.00 ‘ Unknown (Parish) -

— Statement Months

Jan Feb Mar Apr May

Jun Jul Aug Sep Oct

Now Dec

7. Click the button at the top of the form.

8. Click back to the contributions tab and click on the Pencil to edit the contribution you want to

add the pledge for.

Contributions Pledges
Family Id* Amount* Ck# Pledge
Q| | oo | |
Donor Info: Fund:CFSA_ZCQZ Change This Entry
Tax Deductible?:
Contribution Type: Cash
Date: 01/18/2022
Denor
a Envelope # Name Amount Ck# Pledge Fund
Type
O & B m i $200.00 by CFSA 2022

Deductible? Date

m Cancel

) Contribution  Initial
Contribution Type

Cash 01/18/2022

9. Under the pledge option you will see two hands shaking if everything is correct. Click the Save
button to assign the pledge to the contribution. NOTE: If you didn’t check the Batch Uses
Pledges during batch creation you will not be able to link the Pledge to the contribution. On

Contribution?



Contributions Pledges

Family Id* Amount* Ck# Pledge
Q | - H 200 H L Cancel
Donor Info: ] . Fund: CFSA 2022 Change This Entr
Tax Deductible: N Y
Contribution Type: Cash
Date: 01/18/2022
10. Once you click save the details in the list below will have the Pledge checkbox checked.
Donor — . o _ S ) ax oo Contribution  Initial
O Tvpe Envelope # Name Amount Ck# Pledge Fund Deductibles Contribution Type Date Contribution?
O 4 & m $20000 = CFSA 2022 Cash 01/18/2022 e

11. Click on the batch details button in the upper right hand corner. NOTE: If you filled out the
pledge information when creating the batch you will not need to do this step. If you import the
contributions and need to assign a pledge this will be a necessary step.

= - JEEOJIK 3

12. Update the Pledge Count and Pledge amount to match the pledges you have added. Fill in the
Reason for updating the batch details by putting in something to the effect of “Add Pledge for

contribution”.
S TR—
Funa
Deseription *
[ zomovemoasas | contibation Amunt: $20000
Default Contribution Date *
1182022 o
Display Check Number in Posting
[ Display Memo in Posting
™ Batch uses pledges @
=
Add Pledge for contribution

13. Once you have this all set click the save button in the upper right hand corner to make your
changes.

B X B 9O

14. Finish by reviewing and closing your batches just as you would regularly.

Add Pledge After Contribution



Adding a pledge if contribution is already reviewed and closed.

1. Open up your Offertory module.
2. Go to Pledges tile or click pledges on the left hand side.

Home » Offering

Funds Donor Analysis File Go to Funds Open Closed

A HOME

DEVELOPMENT MANAGER

OFFERING

4
4

Reports

Imports

Pledge Audit All
Batches

Pledges Contributions
Contributions Q
Settings l I . '

Goto Pledges Search Today

Pledges

Wizak Month

Year

3. Click the ¥ sign in the upper right hand corner and select Pledge. NOTE: If you do not have the
plus sign you will need to go to the Settings link on the left hand side and uncheck the box

“Require Pledge Batches” and then click the B i1coninthe upper right hand corner.

4. With the pledge screen now open fill in
a. The fund this will be whatever fund you are trying to add a pledge for.



b. ID you can change the donor type to Envelope and use that or click on the Q inthe ID
box to search by other criteria. Once you have selected a family the donor information
should fill in with the family details.

c. Enter the pledge amount. This will more often than not be the total contribution and

pledge amount.

Pledge date needs to be before or equal to the date of the contribution.

Start date needs to be before or equal to the date of the contribution.

Frequency will be more often than not a one time.

@ 0o

Click the I 1con in the upper right hand corner.
h. Next click the eyeball @ icon in the Total paid box.

Pledge Details

Organization: Chancery Office

E Doner Pheone:
1D:
Pledge ID: Now Pledge
Registered Organizati
|
- - B -
)
——r

3

5. This will bring up another screen.
#\
a. Clickthe © iconin the upper right hand corner of this screen.

b. Next check box next to the contribution you want to connect. Nothing will show up
here if the contribution date does not fall within Pledge date and start date criteria from
the first screen.

c. After you have selected the contribution click the 2 Iconin the upper right hand
corner and then close at the bottom

d. Your Total Paid should now show your contribution amount.

E
O

]

6. You should select Save in the upper right hand corner and this should be set.



NOTE: You can do the same thing in the Pledges batch also if you have a bunch to do. You will add
pledges just like you would regularly in a batch but after you hit save at the top if there are contributions
tied to this donor within the dates set on the pledge date and start date than the eyeball icon should go

from to @,

Pledge with SO contributions

Gather all the pledges together and total up the pledges and count how many pledge cards will be in the
batch. If you plan on running Non Giver Letter Reports you will need to do this so the Family will not
show up on that report. This will add a contribution line so that they get credit for contributing to the
Appeal.

1. Loginto ParishSOFT and go to the offering module the same way we did when we setup the
funds.
2. This time we will click on the All text in the Batches card.

Open  Closed Al

3. Onthe screen that opens click on the plus sign in the upper right hand corner.
- L+ 7

4. This will open up the batch details Screen.

a. Select your Fund. In this example we are using CFSA 2022 as the fund.

b. Enter a description for the batch. Enter CFSA and the date. | would also put OTG for One
Time Gift, IP for installment payments, PO for pledge only, or Zero for a zero contribution
batch.

c. Default Contribution Date can be whatever date you need. Using today’s date would be
best practice.

d. For this example of the batch we will want to make sure Batch uses pledges checkbox is
checked.

e. Total up your total pledge count and total dollar amount and enter these into both the
Pledge sections and the contribution sections. For a zero pledge contribution you need to
make sure to put a 0 in the Contribution Amount box.



e ra—

[crsa vanmonazeso (6] e

1/20/2022 (]

[ Display Check Number in Posting

[ Display Memg in Posting

You can fill in any comments you want to enter and check or uncheck the other two checkboxes
but the above is the minimum you will need to do to process the pledges. Click the save icon in
the upper right hand corner to save the batch.

£ B9

Next we will click the postings button that will appear after you hit save if everything was
entered correctly above.

B L

On the next screen that comes up click on the pledges tab.

Contributions Count on Pledges Count 0/
Amount $0.00/$200.00 Amount $0.00/$200.00
Family Id* Amount* Pledge
Donor Info: Fund: CFSA 2022 Change This Entry
Tax Deductible?:
Contribution Type: Cash
Date: 01/20/2022
a o N

Click on the button.

a. Family search options.
i. Enter the Family ID, Member ID, or Envelope number in the ID box and press the
Tab button or click in another field.

ii. Click on the & icon and use the lookup screen to find the family you are
entering the pledge for.
b. Double Check the donor information is correct and you have selected the correct family.



10.

11.

12.

c. Enter the Initial Pledge amount as 0.
d. Select One Time Gift for frequency.
e. EnterOinto the Installment Amt box.

[emeoperumeer 3] - | | a] ™ @ rone:

Pledge ID: 57

Registered Organization:

- w] = o] [=

[ veorzoza 8] | e |

[om e [2) = BE | & & ol ey
—Statement Months:

Jan Fob Mar Api May Jun m

= o Ao ES o No, M o et al

$

You can add in the pledge notes if they gave a reason such as praying for the appeal this year.

Click the E button to have the system save the pledge and add the initial
contribution. Repeat the steps a-e under section 8 to add another family until you have all your

Zero contributions entered.
Once you have entered all of your pledges double check everything at the top balances. In this
example Contributions count 0/0 and Amount $0/50. Pledges Count 1/1 and Amount S0/0. Click

the ¥ iconto put the batch into review status.

Contributions Count o/s0 Pledges Count 1/1
Amount $0.00 /%000 Amount $£0.00 /$0.00
+ Close
Once you feel that the batch is correct and ready to post click the button for the

batch and it will post. NOTE: Once you close the batch you will not be able to make any
changes to the pledges or contributions. You will need to make a correction batch or add an
adjustment to a pledge.

Correct a Pledge amount

1.

Login into Parish Soft and click the offering tab.



ParishSOFT  Family Suite

Administration | | Facility Calendar

Home | Family Directory | Offering || IO

r List Sacraments Farnily Workgroups Member

Farnily List

Once the page loads click on the “Go to Offering” link

CRFERING
= . ¢
GotoSettings

Eunds

Click on “Go To Pledges” on the Pledges card.

Coto Pledges

On the right hand side click on the magnifying glass for the “Pledge Family” text box.

Q e *
[ Ascending th - |
| Description - |

Enter the family last name and click the m button in the bottom right hand corner.



Directory Search

Woodraska

6. On the results page click the last name to select the family you are trying to change the pledge
for.

3 ‘.’:I‘H_ﬁdraska John g

7. Once it returns back to the main pledge screen click the Q at the top of the right hand area
where you searched for the family.
8. [Ifin grid view click on the blue highlighted ID number. If in card view click on the family name
that is highlighted blue.
C Type Family 1D Member I Last Name

0 2772 104078 Noodraska

[ ID: 441772 Woodraska, John and Tara 4%k

Fund: CFS& 2022

Family |D: 1040

Member ID:

9. Once the pledge is open click on the pencil in the adjustments text box.

s + LA TN

2/3/2022 = TEST (ID: 227774)

10. Next screen click the + in the upper right hand corner.

11. Fill in all the boxes on this screen and click m in the bottom right hand corner.

Pledge Adjustments

Pledge Date Amount Type User Comment

3/15/2022 B s 10000 | Doner ~ | John Woodraska adjusting pledge




12. After this you should see the adjustment on the main pledge screen with Current pledge being
your new total pledge. Total paid being any payments toward the pledge and balance being
what is left to be paid.

$ ‘ + 10000 & ‘ | = $100.00 ‘ |- s000 @ | ‘ =

‘ 2/3(2022 [} ‘ ‘ TEST (1D: 227774) |

13. If everything looks correct now click the B icon in the upper right hand corner to save the
pledge adjustment.

Correction batches for “deletion”

Correction batches are done through the Contributions page within the Offertory module, but
you will need to gather a couple pieces of information beforehand so you can easily find the
transactions you would like to reverse. NOTE: Corrections are for batches that have been
reviewed and closed.

Things you can change

1. Donor —if you accidently put a contribution to the wrong donor you can change this.

2. Fund - you can move from one fund to another

3. Contribution date — this probably comes more into play at the end of the year

4. Contribution type—we don’t usually concern ourselves but you could change from cash to
check if needed.

5. Memo — | will use this to show how to reverse a batch that was double entered or to reverse
a contribution that was put in in error.

6. Tax Deductible—change a contribution to a tax deductible or non-tax deductible
contribution.



Find your contribution

1. You can search for your contribution in a couple of ways. Once you have your settings click
the magnifying glass towards the top the filter screen to search.
a. You can look at a date range
b. Retrieve the contribution by Contribution Family name. Click the Magnifying glass

Q and then search for the family name

c. Enter the envelope number for the family

d. Enter the batch name the contribution was entered into the system with. Start
typing the batch name then select the batch by clicking on the batch name in the
drop down.

HH L + vy YO

@ ° X
| Ascending -

Batch Name hd

Mhron B |
|'-'['+m2022 ] |
'-_-;,_.l,,_.__..,.. —_

2 Qx|

[ - |
ot
2. Next we will need to select the contribution we are trying to correct. You can select
multiple contributions on this page.
a. All contributions can be selected that were returned in your search by clicking the
Select All box. If you are going to do a whole batch make sure the number in the
bottom right matches the number of items in the batch.

5 -



b. You can select a single contribution by clicking the box next to the contribution.

E:' Seloct A

Elj Env Mo: 111 Woodraska, John and Tara &

Fund: CF54 2022
Pledge ID: 441772
Batch: Amount: £0.00
Contribution Date: 03/0%/2022 Giving Source: Manual Entry Tax Deductible:

Create the correction batch for a Memo to reverse contribution
3. The next step will create a batch with the contributions you have selected.
a. Click on the double check in the upper right hand corner to start the batch creation.

AR 20 -

2

4. This will bring up a “Create Correction Batch” screen.

a. Check the box next to the information you are trying to change.

b. Fill in the name for the correction batch. To make it easy to identify these
correction batches we suggest starting the Correction Batch name with “CB” and
then the batch name or family name and date.

c. You will need to make the change to the information you want changed. For
example in a reversal of a contribution | will use the Memo as my information and
make note in the memo field we are reversing the contribution. If you were
changing the date you would make the change to the Contribution date.

d. You always need to put a Reason in for the correction batch. You can put whatever

into here.
Create Correction batch B 9
Correction Batch for 1Selected Contributions Edit Values
ERfibetion Batch Name [l Donor
| CB Woodraska 3/31/2022
[0 Fund
[l Contribution Date
[ Centribution Type
H Memo
b — [ Tax Deductible
iis a delete of a contribution Meed to delete duplicate contribution
Bl
4 4

5. Once you have all the information needed filled in you can hit the B button in the upper
right hand corner to save the batch.




6. Click Yes on the pop up to create the batch.

Create Correction Batch

Would you like to create this correction batch?

-

7. Batch details screen reverse contribution

a.

You will need to change this number to the total number of contributions you are
reversing. For example if you were reversing 100 contributions this would show 200
and you would need to change it to 100.

Contribution amount will be the total of the contributions you are reversing but
with a negative sign in front of it. If you had 100 contributions you were reversing
at $20 a piece you would put -2000 in the contribution amount box.

Whenever you change something on this screen you will need to input a reason. For
example you could put Change contribution amounts and counts.



Home » DM » Batches » Batch Details

Pledge Count: O of | o

— . ‘ Pledge Amount: $0.00 of | g ‘
el - 7 J_I
Contribution Count 20007 | 100 ‘
Original Batch Name - reversal ‘ Contribution Amount: $0.00 U?E_Qoog
1/26/2022 )

[] Display Check Number in Posting
[ Display Memo in Pasting

| Batch uses p edges L

American Express kg

duplicate

8. Once you have all the information needed filled in you can hit the B button in the upper
right hand corner to save the batch.

9. Click on the = in the upper right hand corner now to look at the posting details.

10. Delete the positive entries to delete the batch.

a. At the right hand side of each entry there will be a little @ icon. On each of the
positive entries you will click this to delete that entry from the batch leaving only
the negative entries.

b. The count and the amount give start to change as you delete the entries until they
match up with the changes we made in the batch details screen.



Home » DM > Batches » Postings

Batch | original Batch Mame - reversal - Review -
Contributions Count E 200100 Pledges Count 0
Amount $0.00/ -2000.00 Amount $0.00/5%000
Family Id* Amount® Pledge
Cancel
a (=
Donor Info: Fund: All Souls Change This ER
Tax Deductible?:
Contribution Type: Amearican Expross As you delete each of the postings that have a
Date: 01/26/2022 positive amount, the count and amount at the top of
the page will update.
]
& = Alex :El-'E-Q’J o0 Qe
rd i sawyer, Alexa £20.00 All Souls = Cash 06/08/2021 =] N

11. Once you have completed the process of deleting any entries with a positive amount, you
now will have a batch that is the exact reverse of the original with the only difference being
the updated memo field.

12. At this point if the batch is in balance you will see a %" in the upper right hand corner to
close the batch and you should have complete the process

13. You can check the correction by running a Giving report and make sure the one of the
families whose entry has been reversed is correct now and not doubled up.

NOTE: It doesn’t technically reverse the batch but instead creates an offsetting entry with a negative
amount to balance it out to zero.

Correction batches to make a change

Correction batches are done through the Contributions page within the Offertory module, but
you will need to gather a couple pieces of information beforehand so you can easily find the
transactions you would like to reverse. NOTE: Corrections are for batches that have been
reviewed and closed.

Things you can change

7. Donor —if you accidently put a contribution to the wrong donor you can change this.

8. Fund - you can move from one fund to another

9. Contribution date — this probably comes more into play at the end of the year

10. Contribution type—we don’t usually concern ourselves but you could change from cash to
check if needed.

11. Memo — | will use this to show how to reverse a batch that was double entered or to reverse
a contribution that was put in in error.



12. Tax Deductible—change a contribution to a tax deductible or non-tax deductible
contribution.

Find your contribution

14. You can search for your contribution in a couple of ways. Once you have your settings click
the magnifying glass towards the top the filter screen to search.

a.
b.

You can look at a date range
Retrieve the contribution by Contribution Family name. Click the Magnifying glass

Q and then search for the family name

Enter the envelope number for the family

Enter the batch name the contribution was entered into the system with. Start
typing the batch name then select the batch by clicking on the batch name in the
drop down.



mA L+ vy Y@

& ? *

| Ascending -

Batch Name -

/2021 B |

ER -]
e
15. Next we will need to select the contribution we are trying to correct. You can select
multiple contributions on this page.
a. All contributions can be selected that were returned in your search by clicking the
Select All box. If you are going to do a whole batch make sure the number in the
bottom right matches the number of items in the batch.

ems per page: | 25 -

b. You can select a single contribution by clicking the box next to the contribution.

EI] Select All

Ej Env No: 111 Woodraska, John and Tara 8%
Fund: CF54A 2022
Pledge ID: 441772

Batch: Amount: £0.00
Contribution Date: 03/0%/2022 Giving Source: Manual Entry Tax Deductible:

Create the correction batch for a Fund Change
16. The next step will create a batch with the contributions you have selected.
a. Click on the double check in the upper right hand corner to start the batch creation.

F S 2T O

b

17. This will bring up a “Create Correction Batch” screen.
a. Check the box next to the information you are trying to change.



b. Fillin the name for the correction batch. To make it easy to identify these
correction batches we suggest starting the Correction Batch name with “CB” and
then the batch name or family name and date.

c. You will need to make the change to the information you want changed. For
example in a fund change we would put the new fund in the fund box.

d. You always need to put a Reason in for the correction batch. You can put whatever

into here.
Create Correction batch B9
|
| LT
Correction Batch for 1 Selected Contributions Edit Values
= S [J Donor
HTCS[ Correction Fund |
Fund
[0 Contribution Date
F“C?LS“?DE‘ [] Contribution Type
sy [0 Memo
F easan® [0 Tax Deductible
Y A

18. Once you have all the information needed filled in you can hit the B button in the upper
right hand corner to save the batch.
19. Click Yes on the pop up to create the batch.

Create Correction Batch

Would you like to create this correction batch?

-

20. Once you have all the information needed filled in you can hit the B button in the upper
right hand corner to save the batch.

21. Click on the B in the upper right hand corner now to look at the posting details.

22. At this point if the batch is in balance you will see a %" in the upper right hand corner to
close the batch and you should have complete the process

23. You can check the correction by running a Giving report and make sure the one of the
families whose entry has been reversed is correct now and not doubled up.




NOTE: It doesn’t technically reverse the batch but instead creates an offsetting entry with a negative
amount to balance it out to zero.

Generate Non Giver Reports
1. Login into Parish Soft and click the offering tab.

ParishSOFT  Family suite

Home || Family Directory | Offering || IQ || Administration || Faciity Calendar

Farnity List r List Sacraments ¥ Famnity Workgroups Member

2. Once the page loads click on the “Go to Offering” link

A HOME

OFFERING

Coto Ofening g e o to Settings

Beports
Denaor

Analysis

3. Onthe Reports area click on Donor.



e ‘ -ﬁ n .

nar GotoFunds Closed &l

tings

4. Select “Non Giver Letter Report” from the select a donor report dropdown.

Home » Offering » Reports

Donor Reports

Calant & - .
SEHECL 3 LAOror epsaon

Contribution Detail Statement Repor
Pledge Statemeont Report

MNon Giver Letter Report

5. Click on the
a.

icon in the upper right hand corner and select filters.

Under the Include contribution types select all the items in this list unless you have
some reason to exclude one for year end statements.



Report Filters

Include Contribution Types Other Filters

Cash

Credit

Soft Gifts
Stock Gifts
Check

Direct Debit
Matching Gifts

SRR N

Cancel Save & Close

Under the Other filters set the options you would like. The main one to note is the
include non-tax-deductible contributions should be unchecked if this is End of Year
statements. *UNLESS, you want to show gifts that were given directly to the Diocese
through online giving and were for the benefit of your parish, then you would want to
include non tax deductible contributions

Report Filters

Include Contribution Types Other Filters

Include familics with blank street addresses
Inciude families with blank or invalid zip codes
Include families with Send Mail unchecked

B 'nclude zero dollar contribution line items

Include non-tax-deductible contributions




6. Click on the icon in the upper right hand corner and select contents.
a. Select how you want the name to show up in the Mailing address. Selecting “Family
Formal Mailing Name” from the dropdown is best for this process.

Report Contents

Mailing Name Type

Family Formal Mailing Name &
Family Informal Mailing Name

Family Formal Salutation b excharige for these contributions

Family Informal Salutation n exchange for these contributions except for intangible religious benefi

@y UrmITOIsCTaNTET:

b. Nextis the Letterhead option. For this process select “Use Organization’s Name and
address” from the drop down list.

Report Contents

IRS Disclaimer

le religious benefil

c. Next option is the signature this takes some setup but takes a little more technical
knowledge than this article is made for. It is possible to add the priests signature if they
desire without signing every statement.

d. Body of statement dropdown is the next option. You can see below the dropdown the
preview of the option you have selected. To change the current selection click the
pencil icon. To add a new statement click the plus sign icon. These are the same
options you would see for end of year statements. They use the same options for both
of these reports so you will want to create a new entry.




None

2018 staternent for 2017

2019 for 2018 staternent

EQY Contributer only

2020 for 2019 Registered / /

2020 mailed in 2021

| would like to thank you for your generous contributions to Saint George Parish. During this past year, with so many
upheavals that have affected the life of the Church and our community, your support has been of the greatest
importance in allowing the parish to offer the sacraments, continue the religious education of our children, and offer
material support to those in need.

We have continued to set aside funds for future projects such as the sewage line, hall furmaces and long-term needs
including the church roof, lighting and HVAC. We have been able to undertake the re-shingling of the parish hall and
remodeling of the confessional in addition to other minor maintenance needs. | would like to thank the following for
their support of the parish in different projects: the Knights of Columbus who financially sponsored the re-siding of
the rectory, and donated time and work to make it possible; everyone who so generously supported the repair and
repainting of the stations and statues; the parishioners who offered their time and craftsmanship to remodel the
entrance area to the church, and who donated some of the materials for the project. On behalf of the parish, | wish
to express my gratitude for their generosity.

In order to deduct any chantable donation, the Internal Revenue Service requires a taxpayer to have a wrtten communication
from the charity. No goods or services were provided to you. Saint George Parish is a 501(c)3non-profit corporation.

Yours sincerely,

7. On the main screen.

a.

Below you can select whether to run for all parishioners (All Families). Only specific
parishioners by selecting a list (Only Selected Families) or by Family DUID (Family ID).
Make sure your dates are set to the range you would like to run the reports for, (for
example 1/1/2021-12/31/2021). The bottom checkbox is for printing labels if you are
not using window envelopes.

2

These settings are set by clicking on the gear in the upper right hand corner and
clicking the contents option and explained in step 6.

You can leave these as shown. This will run for registered and unregistered families and
all Family WorkGroups.

You will want to select all Funds and All Family Groups for these reports by clicking on
the checkbox at the top of each list. This is the point you would only run it for CFSA
2022 or whichever year.



Donor Reports

Select a Donor Repart

Contribution Detail Statement Report
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D Print Statement Labels v

8. At this point you should be able to click the export statements button in the upper right hand
corner. If you had checked the box in step 7b this will also download the labels file. You should
be able to open this PDF and print and mail them out to your parishoners.

B -

https://support.parishsoft.com/hc/en-us/articles/360056859871-DMO-Statements-Donor-
Reports-How-to-generate-a-list-of-non-givers

Generate Contribution Reports
1. Login into Parish Soft and click the offering tab.

ParishgOoFt:

Family Directory | _Offering || 10

Family Suite

Home Administration || Facility Calendar

Farnily List r List Sacraments v Farnily Workgroups Member


https://support.parishsoft.com/hc/en-us/articles/360056859871-DMO-Statements-Donor-Reports-How-to-generate-a-list-of-non-givers
https://support.parishsoft.com/hc/en-us/articles/360056859871-DMO-Statements-Donor-Reports-How-to-generate-a-list-of-non-givers

2. Once the page loads click on the “Go to Offering” link

A HOME

OFFERING

A

Reports o

Donar

Analysis
CotoOffering g e Co te Settings
Pledge
Audit
Imports

Funds

Batches

3. Onthe Reports area click on Donor.
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4. Select “Contribution Detail Statement Report” from the select a donor report dropdown.



Home » Offering » Reports
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Donor Reports

OFFERING ..

X Select a Donor Report
Settings

£

Contribution Detail Statement Report

Pledge Statement Report

Mon Giver Letter Report

Click on the icon in the upper right hand corner and select filters.
a. Under the Include contribution types select all the items in this list unless you have
some reason to exclude one for year end statements.

Report Filters

Include Contribution Types Other Filters

Cash

Credit

Soft Gifts
Stock Gifts
Check

Direct Debit
Matching Gifts

b. Under the Other filters set the options you would like. The main one to note is the
include non-tax-deductible contributions should be unchecked if this is End of Year
statements. *UNLESS, you want to show gifts that were given directly to the Diocese



through online giving and were for the benefit of your parish, then you would want to
include non tax deductible contributions

Report Filters

Include Contribution Types Other Filters

Include Tamil@ with blank street addresses
Include families with blank or invalid zip codes
Include families with Send Mail unchecked

[ Include zero dollar contribution line items

[ Include non-tax-deductible contributions

Cancel Save & Close

6. Click onthe icon in the upper right hand corner and select contents.
a. Select how you want the name to show up in the Mailing address. Selecting “Family
Formal Mailing Name” from the dropdown is best for this process.

Report Contents

Family Formal Mailing Name o
Family Informal Mailing Name
Family Formal Salutation n exchange for these contributions.

Family Informal Salutation n exchange for these contributions except for intangible religious benefit}

@ omTaseramer©:

MR I

- +

b. You can select one of the Radio buttons for the “IRS Disclaimer” the first two options
will be printed on your statements with the text shown and the 3™ option will omit the
disclaimer. *The IRS does recommend a detailed contribution statement be sent and on




the statement you should have some sort of language that indicates that no goods or
services were provided by the organization.

Next is the Letterhead option. For this process select “Use Organization’s Name and
address” from the drop down list.

Report Contents

Next option is the signature this takes some setup but takes a little more technical
knowledge than this article is made for. It is possible to add the priests signature if they
desire without signing every statement.

Body of statement dropdown is the next option. You can see below the dropdown the
preview of the option you have selected. To change the current selection click the
pencil icon. To add a new statement click the plus sign icon.




None

2018 staternent for 2017

2019 for 2018 staternent

EQY Contributer only

2020 for 2019 Registered / /

2020 mailed in 2021

| would like to thank you for your generous contributions to Saint George Parish. During this past year, with so many
upheavals that have affected the life of the Church and our community, your support has been of the greatest
importance in allowing the parish to offer the sacraments, continue the religious education of our children, and offer
material support to those in need.

We have continued to set aside funds for future projects such as the sewage line, hall furmaces and long-term needs
including the church roof, lighting and HVAC. We have been able to undertake the re-shingling of the parish hall and
remodeling of the confessional in addition to other minor maintenance needs. | would like to thank the following for
their support of the parish in different projects: the Knights of Columbus who financially sponsored the re-siding of
the rectory, and donated time and work to make it possible; everyone who so generously supported the repair and
repainting of the stations and statues; the parishioners who offered their time and craftsmanship to remodel the
entrance area to the church, and who donated some of the materials for the project. On behalf of the parish, | wish
to express my gratitude for their generosity.

In order to deduct any chantable donation, the Internal Revenue Service requires a taxpayer to have a wrtten communication
from the charity. No goods or services were provided to you. Saint George Parish is a 501(c)3non-profit corporation.

Yours sincerely,

7. On the main screen.

a.

Below you can select whether to run for all parishioners (All Families). Only specific
parishioners by selecting a list (Only Selected Families) or by Family DUID (Family ID).
Make sure your dates are set to the range you would like to run the reports for, (for
example 1/1/2021-12/31/2021). The bottom checkbox is for printing labels if you are
not using window envelopes.

2

These settings are set by clicking on the gear in the upper right hand corner and
clicking the contents option and explained in step 6.
You can leave these as shown. This will run All details for registered and unregistered

families and all Family WorkGroups.
You will want to select all Funds and All Family Groups for these reports by clicking on

the checkbox at the top of each list.
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8. At this point you should be able to click the export statements button in the upper right hand
corner. If you had checked the box in step 7b this will also download the labels file. You should
be able to open this PDF and print and mail them out to your parishoners.

—r
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NOTE: For more detailed information and other support articles for End of Year in ParishSOFT
browse to the following.

https://support.parishsoft.com/hc/en-us/sections/4415881077773-New-Offering-End-of-Year-

DMO-



https://support.parishsoft.com/hc/en-us/sections/4415881077773-New-Offering-End-of-Year-DMO-
https://support.parishsoft.com/hc/en-us/sections/4415881077773-New-Offering-End-of-Year-DMO-
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