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Raiche Consultants 
Church Census System 

Owner’s Manual 
 

Religious Education Menu 
 

Overview 
 

One of the most powerful modules of the Census Program, the Religious Education 

module is designed to help you maintain a wealth of information regarding your students, assist 

you in student registration, track the collection of fees, generate rosters on demand, track 

attendance, supply you with a wide variety of reports, communicate with the families, and more. 

The menu interface was redesigned in the spring of 2008 (version 16) using a tab feature 

not previously available in Microsoft Access. The various menu and sub-menu entries were 

reorganized into groups that are more logical and converted to buttons, with explanations added 

to help you find what you need with a minimum of effort. 

As always, any suggestions you have to improve the program or if you have new ideas, 

please contact us. It is your suggestions that keep this program current and useful. 

 

NOTE: 

As in all sections of this manual, 

all of the data shown is fictitious for demonstration purposes. 

 

NOTE: 

The color background shown in the documentation  

may differ from your screen colors. 

This is due to how each computer handles Windows colors. 

We apologize for any inconvenience this may cause. 
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Opening the Religious Education Menu: 

 

 

 

 
Ver. 17.5 

To access the Religious Education menu. From the main screen, press the Religious Education 

button and the following screen opens: 
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Version 16.5 

 

Across the top the various categories are listed. All the options have been rearranged in, what we 

feel, is a logical grouping. Simply click each tab to see where everything is located.  

 

 

Title Page 

 

When you open the tab page, this page will always be first. We placed a simple picture on the 

page so you would not have to see a blank, boring page. 
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Class Lists 
 

 
Ver. 16.5 

Rosters 

Enter values in the Start Grade – End Grade to show the grades you want to view. 

 Press Standard to view/print a regular class list (roster) for each class you selected. 

Press Landscape to view/print a regular class list (roster) for each class you selected in a 

landscape format. This report includes special needs information. 

Press Section to view/print class list sorted by section and room including Special Needs 

 Press Attendance to view/print rosters with a place to record absence/tardy information. 

 Press No Page Break for a continuous listing without placing each grade on a separate 

page. 
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Home Class Lists 

Press Home Class Lists to view/print a complete list of all home school students. The grade 

boxes do not affect this function. The following report will appear: 

 

 
Ver. 16 
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Labels 
 

This opens the Labels window. These labels are the ones commonly used within the Religious 

Education program. Other labels can be found under the Labels button on the main screen.  

Although there are explanations for each button, we will expand on them for you now. 

 

 
Ver. 16 

 

Alpha w/Secondary Label sheets sorted by last name, adding the Secondary name (if 

used) from the Family page. 

Home Class: Students Mailing Labels with the home class students’ names and addresses. 

All Students Mailing Labels to all students, all classes, NOT addressed to the 

parents. 

 

Catechists   Mailing Labels for all catechists. 
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Catholic School Families  

Mailing labels for all families with children in Catholic schools. 
 

One Per Family This prevents families with more than one child in Rel. Ed. from 

receiving multiple copies of the same mailing. 

 

Book Labels Labels for students’ textbooks:    

sample: 

    
Ver. 16 

 

Book Labels by Grade Same as above, but will prompt for grade 

R. E. Labels by Grade:  

 This opens the following window. You are given the option to select a grade and a room 

within the grade, then choose the type of label you need. All choices will first appear on the 

screen before printing.  

 
Ver. 16 

 Print Grade/Room Combination:   

Enter the grade and room then select this button. For example, if you want labels 

for Grade 2 in room 102 enter these in the fields and press this button for the 

labels. They appear first on the screen. 
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 Print by Grade Only: 

  Enter the grade and press this button. Labels have the students’ name and address. 

 Parents by Grade: 

  Enter the grade and press this button. Labels have the parents name and address. 

 “Parents of” by Grade: 

  Enter the grade and press this button.  

Labels appear as “To the parents/guardian of (child’s name)” and address. 

 

Home Class: Parents Labels to the parents of all home school students. 

 

R. E. Parent of (child) Labels appear as “To the parents/guardian of (child’s name)” and 

address for the complete program. 

 

Teacher’s Aides  Labels for those serving as classroom assistants. 

 

Second Address 

 

 This is actually for Second Contact labels. Found on the Rel. Ed. Page for each member, 

the Second Contact is used when a member has designated another person, such as a divorced 

parent, for contact. By checking the Send Mail checkbox, this person will receive appropriate 

mailings. 

 

   
Ver. 16 
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Name Tags: Catechists Creates a name badge with catechist’s name, grade and room # 

using label number Avery label #5395 or equivalent (as shown): 

 

 

 
Ver. 16 

 

Catechists 
 

This opens a window with reports and information related to your catechists, including 

substitutes, and classroom aides. 
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List of catechists Simple report which includes name, address, phone, grade, and room #  

 
Ver. 16 

 

Substitute Catechists Similar to above, without the grade/room assignments 

Classroom Aides  Report same as Catechists 

Catechists by Grade Similar to Catechists, but sorted by grade, ascending 0 – 12 

Catechists History  Designed to recap important information on each catechist. 

 

 
Ver. 16 
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First, Last names:  Select a member from the drop-down menu  

 

Grade:  Allows tracking of multiple grades 

 

Start and End dates: Enter data as required. 

 

Received Pius X, 

Date received: Check box if award was received; enters date received. 

 

Comments: Free style box to enter text as needed. 

 

Add New Person: Click this button. The member screen goes blank.  

  Select the new member from the drop-down list.  

  Enter data as required. 

 

Delete a member: Select a record using the VCR buttons at the bottom of the window. 

  Click on the trash can. Say YES at the prompt to select, NO to cancel.  

 

 

Reports: Press Reports button to open the following window: 

 

  
Ver. 16 
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Pius X Awards 

 

    

  Recap report showing the name of each recipient, and the year of the award.  

This report can be used on a bulletin board, or hung in your office. 

 

 

Listing, All Listing of all currently active catechists, as shown below: 

  Does not include substitutes or aides. 

 

 
Ver. 16 
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Catechist History by Date: Enter a date range to produce a (sample) report: 
 

 
Ver. 16 

 

Registration 
 

This section will assist you in organizing your registration process. 

 
Ver. 16 
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Registration Forms: 

 Gives you several options for creating and distributing registration form and labels. 

 Clicking this button opens the following window: 

 
Ver. 16.5 

 

NOTE: Starting/Ending Number not required for alpha selections. 

 Alpha:   Gives you all registered families in alphabetical order. 

    Starting/ending number does not apply for alpha buttons. 

 

 Labels-Alpha: Gives you the labels for these families. 

 By Number:  Enter a number range, then click button.  

Registration forms within that range are available to view and print 

 

 Labels-Num:  Enter a number range, then click button.  

Labels within that range are available to view and print 

 

 Merge Alpha:  Clicking Merge Alpha creates an Excel file which lists the families 

in alphabetical order for use in Word as a merge file. See below: 

 

 Merge Num:  Clicking Merge Num creates an Excel file which lists the families 

in numerical order within the set range for use in Word as a merge 

file. See below: 
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To create an alpha merge, click Merge Alpha:  
 

 
Ver. 16.5 

 

This window will open: (SEE SPECIAL NOTE BELOW) 

 

Ver. 16.5 

 

To create a numeric merge set a number range then click Merge Num (below): 

 
Ver. 16.5 
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This window will open: (SEE SPECIAL NOTE BELOW) 

 
Ver. 16.5 

 

SPECIAL NOTE: 

When you create the merge file for either alpha or numeric, the Census program uses 

the same file name (as seen in the images above). You can delete the file before each 

application, or Excel will put them in the same file, but create a “tab” as seen in this 

example: 

 
Ver. 16.5 

 

It is recommended that you do not use a tabbed file. The Merge function in Word may not 

respond in a favorable manner. 

 

Using the Merge function in Microsoft Word is not discussed in this manual. For information 

on this function, see the Help files for Word. 

 

Blank Registration Form 

 Clicking on this button opens a window showing the blank registration form which you 

can print out. Clicking the Printer icon will allow you to print this form. You can then photocopy 

it as needed. 

You cannot modify the form in the Census program. However, if you need more 

information than we supply, you can use this as a guide and create your own form in Word. 
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Start Up Letters 

 This option allows you to create a start-up letter to send to the families prior to the 

beginning of classes. You create the letter in the Census program and can include billing of any 

fees required by the parish. Labels are also available at the click of the mouse. 

 

 
Ver. 16.5 

  

Click on Start Up Letters to open this window as shown: 
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Ver. 16.5 

 

Within this window is an area which contains the letter you create/edit. Simply click in the 

window to edit the text as you see fit. This window is also available from the Table Updates 

button under the Census drop-down menu. Click on the Parish Info button to see the message 

window. 

When you click Alpha or by Number (after entering in a number range) your letter is added to 

the parish letterhead ready for printing. It is sorted by the option you chose.  

You can print the letters by clicking the printer icon at the top (or bottom) of the window. 
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Below is a sample. 

 
Ver. 16.5 

 

If you choose Number – with billing or Alpha – with billing, the billing portion is added to the 

bottom of the letter as shown:  

 
Ver. 16.5 
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The family can remove the bottom of the letter and return it to you with payment for processing. 

Clicking Labels–Alpha or Labels-Num will give you a full set of labels for the letters you have 

chosen. 

 

Attendance 

 

This section gives you the ability to track the attendance history of your students, give you 

reports and includes a utility to clear (purge) the records at the end of the catechetical year. 

 
Ver. 16.5 

 

To use this section properly, you need the attendance rosters, which include the Student 

Number for each student. See Class Lists for more information.  
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Below is a sample to help you with this discussion. 

 
Ver. 16.5 

 

Enter/Edit Attendance 

 

 
Ver. 16.5 

 

Click on Enter Attendance to begin inputting the information for each student. 
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Ver. 16.5 

 

First, enter the date for the classes you are entering. This can be done is two ways: 

• In the box marked For Date, the default is today’s date, the date on your computer clock. 

By entering the class date here all entries in this session will use this same date. 

• If you prefer, you can change the date of each entry by highlighting the date and 

changing it. 

Entering Data 

• Begin by entering the STUDENT NUMBER (not the family number) as shown in the 

sample report above.  

• Press TAB or ENTER and the student’s name in automatically entered.  

• Change the date, if desired.  

• Press TAB or ENTER to bring you to which category you need: Absent/Tardy/Excused.  

• Enter a 1 in the desired column.  

Below is an example of a completed session for a single date. Notice there is an empty line at the 

bottom for your next entry. 
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Ver. 16.5 

 

Close the windows by clicking the  button. 



 

Raiche Consultants, Inc.                        Religious Education Menu  Rev 2/2015 pg. 27 

Editing data 

 

If you need to correct an entry, press the Edit Attendance button to open the following screen: 

 
Ver. 16.5 

 

Notice the entries are sorted sequentially by Student Number. You can edit the date or category 

field by clicking in it and making the required change.  

To delete an entire entry, click the Record Selector (at left) and press Delete on your keyboard. 

This warning will appear. Click Yes and the record is deleted. Click No to keep the record. 

 
Ver. 16.5 
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Attendance Reports 

 

 
Ver. 16.5 

 

Total Attendance:  total attendance per student, sorted alphabetically.  

Notice the attendance data is accumulated per student. 

 
Ver. 16.5 
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All Absences: All unexcused absences sorted by grade: 

 
Ver. 16.5 

 

Report by Name: Absence/Excused or Tardy reports by individual name. 

 
Ver. 16.5 

 

• Click Report by Name and this window opens. 

• Using the drop-down window select a student’s name. 

o Once a name is selected, choose which report you need. 
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Ver. 16.5 

 

Notice on the Absentee Report that Excused classes are also reported. 

 
Ver. 16.5 

 

On both reports all dates for the selected student are listed. 
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Report by Date: All absent/excused on a selected date. 

 

 
Ver. 16.5 

 

Click Report by Date to open this window. 

• Use Date of Class for Absence 1 Date and Tardy 1 Date 

• Use Date of Class and Until for Absence by Range 

 

 
Ver. 16.5 
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Ver. 16.5 

 

 
Ver. 16.5 
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Purge Attendance 

 

The Attendance feature will keep all your records until you clear them out. At the end of the 

catechetical year, you may want to clear the records for the following year. 

 

Before you purge the records, consider printing any of the reports described above. Unless you 

have access to a copy of the database backup, your hard copies can be used to re-enter data if 

accidently erased. 

 

Once purged, the records cannot be restored.  
 

 
Ver. 16.5 

 

Clicking Purge Attendance will open the following window:  

 
Ver. 16.5 

 

Clicking Yes will clear all the attendance records. They cannot be restored. 

 The only way to recover an accidental purge is by using a backup copy of the database or 

manually re-entering the data. 

  

Clicking No will abort the command, and the window closes. 
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Student Reports 

A variety of student-related reports are available from this screen. If the report you need is not on 

this screen, look on the DRE Report/Utils tab for additional options. 

 
Ver. 16.5 

 

Student Make-up Work 

 

 
Ver. 16.5 

 

Make-up work is entered into the system from the (Members) Rel. Ed. Page. 
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By Grade is sorted by grade, as shown. 

 
Ver. 16.5 

    

Due is sorted by grade and last name: 

 
Ver. 16.5 
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Family 

This area gives you reports of families and listing students within their families.  

 
Ver. 16.5 

 

Family List Families with children registered in the Rel. Ed. Program.  

Here is a sample report: 

 
Ver. 16.5 
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Students by Family gives a complete listing of the children within each family registered in 

your program. Here is a sample report: 

 
Ver. 16.5 

 

Student Grade/Room 

 

This gives you a very simple alphabetical listing of each student including their grade and room number. 

 

 
Ver. 16.5 
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Ver. 16.5 

 

Second Contact: Address 

Many families have parents/guardians living at separate addresses. The information is entered on 

the Rel. Ed. Screen of the Members page. The entry screen is shown below.  

 
Ver. 16.5 

Notice the Send Mail checkbox. When this is checked, the information is available when you 

click the Labels button. 

 
Ver. 16.5 
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Second Contact Report: 

 
Ver. 16.5 

 

Sample Labels report: 

 
Ver. 16.5 

 

To print report or labels, click the printer icon: 

 
Ver. 16.5 

 

This is standard on all report and label pages. 
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Leaving Program 

This utility allows you to obtain a listing of students who have completed Rel. Ed. classes or 

Catholic school after Grade 12 and generate a set of labels. In many parishes, the pastor has 

expressed the desire to send a letter to the students as they prepare to attend college, etc. 

 

 
Ver. 16.5 

 

Pressing the Report button generates the following report: 

 
Ver. 16.5 

 

Pressing the Labels button generates the following report: 

 
Ver. 16.5 
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Fees 

This page has utilities to help you enter and track registration fees. 

 
Ver. 16.5 

 

Enter Fees 

Clicking this button opens the following page: 

 
Ver. 16.5 
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NOTE: This information appears at the bottom of the above screen.  
 

 
Ver. 16.5 

 

To clarify:  

1. If, for any reason, the parish does not assess a fee to a particular family, place a 

checkmark in the Reg. No Fee column. This family will not appear on the Fee 

Not Paid reports. Also, they will not show on the billing section. 

2. ENTER FEE for one member only:  

a. Fees are entered on either the Family Page: 

    
Ver. 16.5 

 

By using this page, the fee is recorded for the family and the Enter Fee page is 

updated automatically. 

b. Or directly into the Fee Entry page by entering the amount of the fee 

ONCE in the Fee Paid column. 

Description of fields: 

 Family Number: The number assigned to each family in your parish 

Family Name: Listed alphabetically. Notice that the family is listed once for each 

child in the program. 

 

Street Name: Location of family 

 

Rel. Ed Num Children: Number of children registered in the program 

 

Fee Paid: Amount of fee PAID. There is no field for amt due. 

 This is the field you use to enter fee payments. 

 

Reg. No Fee: Select this field if No Fee is due from this family. 

 

Student Name: Name of each student within the family. 
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CCD: A Y/N field with Y meaning child is registered in the program. 

 

Grade: Rel. Ed grade the student is attending. In some cases, it is different 

than the school grade. 

 

Home Class: Default is No. Change to Yes if the student attends a home class 

for Rel. Ed. 

 

End of chapter on Fees 
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Sacraments 
 

This section is designed to help you record and maintain information on the two sacraments 

conferred in your parish, plus a section on sacramental history for each student. 

Records of Baptism, Confirmation and Matrimony must be maintained by individual parishes. 

First communion (Eucharist) and Reconciliation do not have “official” record books, but first 

communion creates the need for some record-keeping. This section will help you in this task. 

 
Ver. 16.5 

 

Report of Students, with Sacramental Information 

Before Eucharist or Confirmation can be received, a record of Baptism must be verified. Some 

parishes require a copy of the Baptismal record upon registering from an outside parish. If the 

member is baptized in your (“home”) parish, their baptismal record is on file there.  
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Ver. 16.5 

 

When you enter a member’s information on the Member Screen, the Sacramental page has fields 

for date of sacraments. To see if your Rel. Ed. Students have their Baptismal date on record, 

click on All Grades, or Select Grade to choose Grade 2 (first communion) or Grade 11 for 

Confirmation. Any grade can be selected (see below). 

 

Ver. 16.5 

This report is a sample from All Grades: 

 
Ver. 16.5 
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This report allows you to quickly see who has been verified and who still needs to submit a 

baptismal record. 

First Communion Report Selection 

 

 
       Ver. 16.5 

 

Press Report Selection button and the following screen appears: 

 
      Ver. 17.0 

 

Select a year from the drop-down, and then press By Parish. This is a sample report. 

Notice the students are grouped by parish. The red highlight shows how the record is organized. 
 

 
       Ver. 17.0 
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Ver. 17.0 

 

Select a year from the drop-down, and then press Alpha. This is a sample report. 

Notice the students are sorted alphabetically by last name. The red highlight shows how the 

record is organized. 
 

 

 

Confirmation 

Simple confirmation reports are available through this section. 

 

Ver. 17.0 
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Confirmation List   

This is a listing of your students for the current confirmation year. Included in this report 

are the student’s name, their chosen sponsor(s), their Confirmation Name, and information 

related to their service projects. All this information is entered through the Confirmation 

screen in the Rel. Ed. Page (member screen). 

 Using this report you can see at a glance if all the requirements for each student have 

been met. 

 

 
Ver. 17.0 

By Parish 

 
Ver. 17.0 

 

This report is sorted by parish of Baptism. Information included here include student’s name, 

Confirmation Name, name of conferring bishop, Baptism Date, Confirmation date, and 

sponsor(s) names. 

 It is required that the parish of baptism be notified of the conferral of Confirmation. This 

report was created to gather the data and be sent to the parish for their records. 

 

By Last Name 

This report is similar to the above report, but sorted by the student’s Last Name. Its purpose is to 

help you review required information of each student.  
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Ver. 17.0 

 

Clear Confirmation 

CAUTION! Clicking this button will clear all the Confirmation information for the current 

year. There is NO warning and no redo. Once clicked, all data is cleared from the system. 

We recommend that you print out the reports before clearing the system. 

 

DRE Reports/Utils 
 

 
Ver. 16.5 
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This section is designed to give you, the catechetical leader, important and sometimes 

confidential information regarding your students and their families. 

 

Also included are utilities to assist you in the year-to-year transition within your program. 

 

The left side of the screen contains reports as follows: 

 

 
Ver. 17.0 

Physically handicapped 

 

 
Ver. 17.0 

 

This report is restricted to students in your Rel. Ed. Program. It shows ONLY physical handicaps 

as listed in the Member’s records.  This information shows you if specialized items are needed, 

such as Braille books, ramps for the mobility impaired, amplifiers or sign language interpreters 

for the hearing impaired. Students with Down syndrome would be listed here. 

The next report is related to this one, but addresses a different type of issue. 
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Special Needs 

 

 
Ver. 17.0 

  

Special needs refer to topics such as food allergies, environmental issues (sensitive to 

mold/mildew), seat cushions required, or any need that is not defining a handicap. As always, we 

caution you on releasing any confidential information.  

 

Out of Town 

This report allows you to see your parishioners who are living in towns other than the parish 

home town. Click on the Out of Town button to open this window: 

 
Ver. 17.0 

 

Enter the city/town to be excluded from the report. The report would then include all other 

families. If your parish was located in MyTown, by entering MyTown, only those living 

elsewhere would be shown. 

 

Notice the children are sorted by Grade, room number (if entered) and Town, but not by name. 
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Ver. 17.0 

 

Different Last Name 

This report is designed to help you locate a student whose last name is different from the parent’s 

last name. This occurs with blended families or other circumstances where the family name will 

change, but not the child’s name. Below is a sample report. 

 
Ver. 17.0 

 

Catholic School Report 

This report is designed to help you verify which children are in Catholic schools. Using this 

report helps you determine which children should be registered in religious education classes. 
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Ver. 17.0 

Age Report 

This report will show you all the children in the parish sorted by age. This report includes 

indicators showing who is registered in Rel. Ed. and those attending Catholic schools. When 

used in conjunction with the Catholic school report, you create an accurate picture of where your 

parish children are receiving religious education. You can contact any family where children are 

not registered.  
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Ver. 17.0 
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DRE reports/Utils .. continued: 

The right side of the screen contains a special set of student reports and useful utilities. 

 
Ver. 17.0 

 

Student Books 

These reports are designed to give you, the Catechetical Leader, access to complete listings of 

student information in one place. Set up in three formats, you can choose which report to use. 

Since these reports contain confidential information, we suggest that you limit access to these 

reports. 

Two primary goals were addressed when creating these reports: 

• To quickly locate a student’s classroom on opening day, if a student comes in late, or 

if a parent comes early to pick up their child, 

•  To have complete contact information in case of an emergency. 

Complete 

This report contains all the information you need to speak with a student’s family and emergency 

contacts in the event of an emergency. This report is sorted alphabetically by last name. 
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Ver. 17.0 

 

By Room 

This report is sorted by Grade and Room Number, then by last name. This report contains a bit 

less information, but will help you know who is supposed to be in each classroom. Also helpful 

in an emergency. 

 
Ver. 17.0 

 

By Grade 

This report lists all students in each grade, not by individual room. Containing the same 

information as By Room, you can still reach the family in case of emergency. 
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Ver. 17.0 

 

Move Students Up 

This utility is designed to move all children in the parish up one grade. Both Rel. Ed. and 

Catholic school grades are advanced to keep everyone current. Also included is a utility to 

reverse the action, but there are restrictions. 

Click on Move Students Up button and the following screen appears: 

 
Ver. 17.0 

 

This window allows you to either move up (one grade), or rollback (to previous grade). 

We strongly recommend backing up your data before moving up. If you happen to Move Up 

more than once, you could confuse your data, making it useless. A backup will be helpful to 

restore your data. 

To help prevent Moving Up twice, we have placed in the window Last Date Moved Up which 

automatically enters the date when the Move Up button is pressed. Please check this line before 

you begin. 
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MOVE UP 

To qualify for Moving Up, the member’s record must be coded for Religious Education (Y), 

Teacher (T), or Aide (A). This is done on the member’s Religious Education Page. If the code is 

(N), nothing happens. 

 
Ver. 17.0 

 

Once coded, the grade will advance. Initially you must enter a grade on the Member’s page. In 

some parishes, -1 is used for a pre-school program, and zero (0) for Kindergarten.  These will 

automatically advance.  

On the other end of the scale, once a student reaches grade 12, the Move Up will clear this field, 

removing them from the program. The grade will not advance to 13. 

Pressing Move Up opens this window: 

 
Ver. 17.0 

 

Enter in the CCD Year you are closing. Do NOT use a date span (2008-2009), just a single year 

(2009). 

This is for the History List (described in next chapter). 

Then the following occurs: 

 Grade advances by (1) 

 Room fields clear, leaving them blank. 

 All Fee entries are cleared. 

 All Grade 12 students are removed from the program (code becomes N). 
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 Each student is added to the History List, a special file that allows you to see a snapshot 

of any given year (this will be described in the next chapter). 

Additional note: the date on the screen will not change until you close the screen and reopen it. 

Rollback 

In the event that you accidently moved up the students, there is a way to reverse this action. 

Pressing Rollback will return the grades to their previous value EXCEPT Grade 12.   

Other restrictions are: 

 Room Number does not reverse – they remain blank. 

 Fee information is lost.  

 The history list will not delete the entry you created. 

Use this utility with caution. There is no date reminder, and multiple hits on this button will 

destroy the accuracy of your data. Once corrupted, only a recent backup file will help. 

Assign Rooms and Sections 

After rolling up the students, you will want to assign each student and catechist (teacher) to a 

room. Pressing the Assign Room for the Year button opens this window. 

 

 
Ver. 17.0 

 

This window is sorted by grade, then by Last Name within each grade. You can change the 

information in any field except the Family Number, First Name and Last Name fields. They are 

locked and cannot be changed here. Any changes made here will automatically be made in the 

individual member record. 

Grade: Current grade for Rel. Ed. Does not reflect school grade. 
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Room: enter the room you wish to assign. The field is alpha-numeric (see sample above). 

Section: If your parish uses sections, enter them here. Otherwise leave them blank. 

Status: Y for Yes (in the program), T for catechist, A for teacher’s Aide 

Home Class: click checkbox if student is in a home-taught class. 

Fee Paid: Enter here the amount due per family. If more than one child attends your program, 

only enter the value once. 

No Fee Due: Click the checkbox if, for any reason, this family is not required to pay a fee. 

Again, only enter once per family. 

Handicap/Special Needs: The small box is a Y/N field. Y if there is an entry, N if no entry is 

needed. The other field is a description of the special need. 

Once you have completed your entries, click the  to close the window. 

 

History by Year 

This feature allows you to see all the students who attended classes during a particular year. 

For this feature to work, you will have to enter the year when classes are rolled up. A history file 

is then created for each year saved. 

When the History by Year button is clicked, this window opens: 

 
Ver. 17.0 

 

Enter the year (year classes ended) you wish to see and click OK. Below is a sample report. 
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Ver. 17.0 

 

The report is very brief and simple. To conserve paper, only the names are given. 
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Permanent Record Cards 
 

Before computers were widely used, individual student records were maintained on special cards 

designed to track the history of a student’s performance. Although some of the information kept 

varied from parish to parish, the basic information remained the same. In the late 1990’s the 

format of these cards was added to this program to automatically update data as it changed. 

Use of these “cards” depends on each parish’s situation. Some will choose to use them, others 

may not.  

This page of utilities is created to give you a wide range of flexibility in use of the card system. 

 
Ver. 17.0 

 

A review: 

Each member’s record has a Rel. Ed. page. At the bottom is an entry (shown below) that 

indicated if a record card was printed, and the date it was done. In some circumstances, the date 

may not appear, but this will be explained as we go along. 
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Ver. 17.0 

 

List Cards Not Printed 

If the checkbox is not clicked, the program assumes the card was not printed. Clicking the List 

Cards button runs a utility that scans the records and produces a report to list those card “not 

printed”. 

 

 
Ver. 17.0 

 

Print All 2/page 

This utility will print records 2 per page to conserve paper.  

Below is a sample report showing the record card with data automatically filled in.  Those fields 

left empty or blank, may be filled in by you as needed. This sample shows only a single report 

on the page. 
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Ver. 17.0 

 

Print One per Page 

Same format, same information, only one per page. The only difference is that the extra space is 

filled with blank lines so you can manually fill in more information you may need for your 

parish situation. 

 

Mark All Printed 

Clicking this button will mark each record as have been printed (fills the checkbox). There is no 

report for this function. 

 

List Cards Printed 

Clicking this button opens the following window which allows you to see a listing of cards 

printed either by a date range or a particular grade. 
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Ver. 17.0 

 

This report shows all the cards printed for Grade 2 and includes students whose cards are not 

printed: 

 
Ver. 17.0 

 

This report shows all cards printed within a specific date range, which includes all grades: 
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Ver. 17.0 

 

 

RePrint Grade 

Clicking this button opens a window asking you which grade to reprint: 

 
Ver. 17.0 

 

Once selected, you receive a window displaying the cards two-to-a-page for the entire grade. 

You can click Print from the window. 

 

Blank Card 

This button opens a window displaying a blank card in a two-to-a-page format. All the fields are there, 

but no data is entered. You can print the form from this window. 

This completes the chapter on the  

Religious Education Menu. 

Please contact Raiche Consultants  

if you have any questions or concerns. 
 


