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Raiche Consultants 
Church Census System 

Owner’s Manual 
 

Reports Menu 

 

 
Ver. 2012 

 

Overview 

The Report menu contains an extensive collection of reports for a wide variety of applications. 

Several of the reports contain user-input screens to help you fine tune your output.  

 

The extensive amount of reports is the result of our users’ requests for their particular parish 

situation. When a suggestion benefits a wide range of parishes, it is included in the next release. 

You are encouraged to submit suggestions for improvements at any time, and we welcome them. 

 

NOTE: Religious Education reports are found in the Religious Education Menu only. There are 

many other reports available within certain applications and are not duplicated here. 

 

As with all printed material in the Census program, all reports go directly to the screen first for 

your review. This is to save paper, and in some instances, you may want to just see the results 

without actually printing them. 
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As mentioned elsewhere, the Family (envelope) number assigned to each family is one of the 

major control fields which regulate who is included in each report. 

 

Some of these reports are supported by input from other areas of the Census program. It may be 

necessary to direct you to a particular point in another manual, or can be found on screen. This 

format will be used to help you find the reference point. 

 

 Religious Education > Catechists > Lists of Catechists 
 

In the above example, the first word in the line is the button from the Main Menu.  Each step is 

followed by > which means to locate a tab or button which will bring you to the next step. The 

last word or phrase in the line is your destination. 

 

A final note: All reports generated by the Census System contain the following footer. It 

contains our name, the date it was generated, and the page number with total pages. 

 

. 

 
Ver. 2012 

 

Opening the Report Menu 
 

Clicking the Reports icon will open this window: 

 

 
Ver. 2012 

 

 

Selecting the tabs will bring up additional menus organized to help you fine what you need 

quickly. 
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TAB: Family 
 

Clicking this tab opens this window: 

 

 
Ver. 2012 

 

These reports are related to entire families. They are designed to organize the information into 

manageable pieces each with a specific purpose in mind. 

 

Parish Book  

 

 
Ver. 2012 

 

 
Ver. 2012 
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The Parish Book is the complete alphabetical listing of the parish families within the Family 

Number range stated. Notice the capital C to begin this set of names. Where they are entered, the 

secondary name and spouse’s first name is included in the report. Notice also the telephone 

number is listed as “Y” to show it is marked as an unlisted number. Although not shown, the first 

page of the report contains your parish heading. 

 

Parish Book: short (landscape) 

 

 
Ver. 2012 

 

This report is printed in Landscape format to save paper and contains less information 

(Secondary names are not included). Each family is printed on a single line. Notice in the 

example that an address is missing (blank). Since the record does not contain the address, it is 

not on the report. 

 

As stated above, the first page contains your parish heading. 

 

 
Ver. 2012 

 

List by Number 

 

        
Ver. 2012 

 

Clicking this button opens the following window: 

 

 
Ver. 2012 



Raiche Consultants, Inc. Reports Menu Page 8 

 

You are able to limit the size of this report. Enter the start and ending family numbers. When you 

click OK you will get a report like this: 

 

 
Ver. 2012 

 

This report gives you the family number, name and address of the family with telephone number.  

 

Notice the heading circled: “Date Family Number Changed”. The Census program allows you 

to change the Family Number for a variety of reasons. If the number has been changed, the date 

is recorded and displayed here. 

 

Notice also at the bottom of the report the Total Families listed in the report is displayed. This is 

for your convenience. 
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All Members 

 

 
Ver. 2012 

 

All Members is a complete listing of each family member within a family record.  

 

 
Ver. 17.5 

 

The Family Number, name, complete address and telephone number are displayed at the top of 

each record. Also shown is Member Since. If this is filled in on the Family Page it is displayed 

here.  

 

Following this heading all the family members are listed. Notice to the left of each name there is 

another number. This is the Member Number, which is assigned by the program to each 

member as they are entered into the system. This is a unique internal control number and 

cannot be changed. This helps the program to sort and control membership within each family 

since names are easily duplicated. 

 

In addition to each name, the following is displayed: Relationship to Head of Household, 

Gender, Date of Birth, are they confirmed (Y/N), were they married by a priest (Y/N), and date 

deceased, if applicable.  

 

This report allows you to see an entire family at a glance. 
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Reprint Census Form 

 

Periodically each parish will want to update their membership records. This utility will reprint 

family/member information on a pre-formatted census form. This form is mailed to each 

household for verification. It is then returned to you for processing. 

 

 
Ver. 2012 

 

Reprinting census forms for an entire parish is a daunting task. When developing this utility, we 

took into consideration many factors including: the time it takes to print everyone at once, being 

interrupted during the process, running out of paper or having a paper jam, and running out of 

ink/toner. To help you perform the task this option screen was created. 

 

 

Clicking this button opens this screen which gives you three options: 

 

 
Ver. 2012 

 

 BY STREET: SELECTED: From the drop-down menu, select the street you wish to 

process. All the families on that street will have their Census forms displayed, then printed. 

 

 USE * FOR ALL: Placing a * in the Street field and clicking PRINT will display on the 

screen all the families in the parish alphabetically. Depending on the size of the parish and the 

speed of your printer, this could take some time. Use this option carefully. This option could be 

of value if you want to view the records on screen without actually printing them. 

 

Print by Number: Using family numbers choose a range and enter them into the By 

Number from/To boxes and press Print. The report will display on the screen. This is an easy 

way to control your time and resources. 

 

As with all reports, once a report is on screen, clicking PRINT from the Taskbar will send the 

report to your printer. 
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The following example is a portion of a Census report.  

 

 

 
Ver. 12012 

 

The top of the form (which comes under the Parish Letterhead) states Confidential Census 

Information. Although not password protected, the information contained in these forms must 

be considered confidential. Caution should be used when selecting the people having access to 

this information. 
 

Notice the top record is the family information. Some of the fields are blank. Any missing 

information is not present in the system. 

The second record is the first member’s record containing the information on their member’s 

page. 

 

PLEASE NOTE: your individual situation may require more information from your 

parishioners. The forms used here are typical of the basic information you may need. Although 

these forms cannot be altered, you may choose to create an additional page to send along. 

 

Blank Census Form 

 

This provides a basic layout for registering a new family in your parish. This form cannot be 

changed. It is typical in design and gives you at least a starting point for your parish registration 

process.  

 

 
Ver. 2012 
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Here is a portion (for clarity) of the blank census form generated by the Census Program: 

 

 
Ver. 2012 

 

Date Joined Parish 

 

On the Family Membership Record page (the main screen) there are two entry fields: “Approx 

Yr Joined”, and “Date Joined”. These two fields, shown at the bottom of this example, are used 

to control this report. 

 

 
Ver. 2012 
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Click this button: 

 

 
Ver. 2012 

 

to open this screen: 

 

 

 
Ver. 2012 

 

Approx Year Joined is a drop-down list containing all the entries found in the system. Select 

the item you want, and then choose either Report or Labels. NOTE: if the entries were words 

instead of dates (March, 2003) they will appear in the list. You can use this report to correct any 

“interesting” entries (i.e. yesterday; last week, etc.). 

 

 
Ver. 2012 

 

The label report is standard and not shown here. 

 

Actual Date:  Enter in a date range in the Start/Stop fields and choose either Report or Labels. 

NOTE: you MUST enter an actual date, not just the year, to see a result. See below: 
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Ver. 2012 

 

The label report is standard and not shown here. 

 

Families with children 

 

This function analyses data within the family/member records to produce reports and labels 

related to children and their participation in the Religious Education parish program, and as a 

means of contact for other children-related programs (Vacation Bible School, pageants, fund 

raisers, field trips, etc.). 

 

 
Ver. 2012 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

For instructions purposes, two dates have been entered. 

 

Report 

 

Clicking Report produces this report: 
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Ver. 2012 

 

This report gives a family name and address on the first line, and below are the children’s names, 

relationship, date of birth, and current age.  

Also shown is a field named Rel. Ed/Cath. Sch.  

N = child not in either Rel. Ed. or Catholic school.  

Y = child is registered in Rel. Ed.  

Y with checkbox checked = child is in Catholic school 

 

 

Labels 

 

 
Ver. 2012 

 

Produces standard labels with the words “& family” added to the end of family name. 

 

 

Label by Child’s Name 

 

Special label set using only the name of the child. This allows direct contact with the children. 

See example below: 
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Ver. 2012 

 

 

Children not in CCD 

 

This option identifies those children who are not registered in the Religious Education program.  

*Notice the code under the Family Number. This indicates Y if the child IS registered in Rel. 

Ed. Program, N if not in the program. 

*Notice also if the child is registered in Catholic school the checkbox is checked. This is 

included to assist you in easily knowing why this child is not registered in Rel. Ed.  

 

 
Ver. 2012 

 

This part of the report, shown below, is located at the bottom of the page.  

It is included here to show the code used for *Rel. Ed. 

 

 
Ver. 2012 
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Labels – no CCD 

 

Standard labels, with the words “& family” added to the end of family name. 

  

 
Ver. 2012 

 

NOTE: Families with children in Catholic school will be included here. You will have to 

remove the labels of the Catholic school families after printing. 

 

 

Student not in CCD List 

 

This report is similar to the previous one, but is sorted by age. As shown below the Catholic 

school families are indicated by the checkbox. 

 

 
Ver. 2012 

 

 

This ends the Family tab of the Reports Menu.
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TAB: More Family 
 

This menu includes additional family-related reports. 

 

 
Ver. 2012 

 

 

Family with No members 

 

 
Ver. 2012 

 

This report gives you a simple listing of any parish family that does not contain any member 

information. There are times when only the family number is assigned and name/address is 

entered. There may be several outstanding census forms, and this will help you determine who 

may need to be re-contacted. 
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Ver. 2012 

 

Home Visits 

 

Home visits are recorded on the Family Membership Page. This utility generates two reports, one 

for the initial visit, and one to see when a return visit is scheduled. 

 

 
Ver. 2012 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

For instructional purposes, some data is filled in. 

 

Choose the reason for the visit in the drop-down list. Enter the date range, and then choose Visits 

or Return. Below are sample reports for both options. 

 

 
Ver. 2012 
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Ver. 2012 

 

Notice on this report the location of the return date. This is very useful for scheduling the return 

of the pastor or visiting minister. 

 

Family Activities 

 

Family Activities are organizations and/or ministries related to entire families rather than 

individuals. Family Activities are designated on the Family Membership Page. Simply select 

from the drop-down windows. 

 

 
Ver. 2012 

 

 

 
Ver. 2012 

 

Clicking this button opens the following window: 

 

 

     
Ver. 2012 

 

First select the activity you are working with from the drop-down list, and then choose a function 

button. 
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Add Families 

 

In addition to adding families to a activity from each Family Membership Page, you can also 

choose Add Families to open this window: 

 

 
Ver. 2012 

 

Simply choose the new families from the drop-down list. You can also delete a family by 

clicking the family name . . . 

 

 
Ver. 2012 

 

. . . and clicking the Trash Can icon. You will receive this message: 
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Ver. 2012 

 

Press Yes to complete the deletion or 

 

Press No to cancel the command: 

 

 
Ver. 2012 

 

Reports 

 

 
Ver. 2012 

 

Click Reports will produce the following report: 

 

 
Ver. 2012 
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Labels 

 

 
Ver. 2012 

 

Pressing Labels will produce a standard label sheet. 

 

Count Families 

 

This feature count the number of Primary Record families within a chosen range. 

 

 
Ver. 2012 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

Enter the start/stop Family (envelope) numbers; click OK to produce the following report: 

 

 
Ver. 2012 
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Out of Town 

 

This option allows you to see all the families within a selected town, or NOT WITHIN a selected 

town. 

 

 
Ver. 2012 

 

 Clicking this button opens this window: 

 

 
Ver. 2012 

 

All the towns entered in your Census system database are automatically listed in the drop-down 

window. Select the town you wish to examine and choose either option: 

 

All But this Town 

 

 
Ver. 2012 

 

All the families in the parish excluding the selected town are listed. Notice the families are 

grouped by town and listed alphabetically within each town. 
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In This Town 

 

 
Ver. 2012 

 

All the families in the parish ONLY within the selected town are listed. 

 

Deleted History 

 

This utility allows you to choose a date range and see all the families who were deleted during 

that time period. During the deletion process (see below), information including the date of 

deletion, the initials of the person performing the deletion, the reason for deletion, and the 

amount in the family’s fund account are recorded and placed in an internal history file. This 

information is included in the Deletion History Report. 

 

 
Ver. 2012 

 

 
Ver. 2012 
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Ver. 2012 

 

Click this button and this window appears: 

 

 
Ver. 2012 

 

 

Enter the date range in the Start Date and End Date fields and press Report. 

The following report is displayed, and can then be printed. 

 

 
Ver. 2012 

 

Notice the highlighted fields. They indicate where the data is located on the report. If no funds 

are collected, the field is blank. 

 

Recent Updates 

 

Each time you edit Family or Membership data on the Main Screen (Family Membership Record 

screen) there is a field labeled Last Update (see below). Click on the words and the program 

automatically enters today’s date, and then records this data in the database. This utility checks 

the dates and generates a report. 
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     Ver. 2012 

 

 
Ver. 2012 

 

Click this button to open these screens: 

 

         
Ver. 2012              Ver. 2012 

 

Click OK to open the second window, and click OK again to open the report. 

 

 
Ver. 2012 
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The report includes the Family (envelope) number and the names are sorted alphabetically, not 

by date. 

 

This ends the More Members tab of the Reports Menu. 
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TAB: Members 
 

Click the Members tab to open this window: 

 

 
Ver. 2012 

 

These reports focus on the individual members. They are designed to organize the information 

into manageable pieces each with a specific purpose in mind. 

 

By Occupation  

 

This utility will sort members by the occupation field on the Member Page.  

 

 
Ver. 2012 

Clicking this button opens this window. Select the occupation you desire from the drop-down 

list, then click Report. 

 

 
Ver. 2012 
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Ver. 2012 

 

The report is sorted alphabetically. The occupation is listed at the top of the report, with a total 

number of members at the bottom. 

 

Selected Age 

 

This report, with a label option, allows you to choose an age span report. This will allow you to 

contact a target age group for a variety of possibilities. 

 

 

 
Ver. 2012 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

Enter the Start and End Age fields, and then click Age Report: 
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Ver. 2012 

 

The members are first sorted by age, and then alphabetically. Birthdates are also listed. 

 

Click Print Labels to create address labels. They are standard labels and are not shown here. 

 

Total Age 

 

 
Ver. 2012 

 

This is a very simple report, showing the total number of members in each age, giving totals 

only, no names. Partial report is shown. 

 

 
Ver. 2012 
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Birthday by Month 

 

This utility generates a report, with label option, for all members within a specific month. Some 

parishes use this for birthday notices, or birthday columns in a newsletter or bulletin. A special 

report is also available for students within a specific grade. 

 

 
Ver. 2012 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

This example will give you all members in the month of June: 

 

 
Ver. 2012 

 

The report is sorted by Date of Birth, month and day, not by year. 

 

Clicking Labels generates a standard label page, and is not shown here. 
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Birthday Report: Rel. Ed. Grade 

 

 
Ver. 2012 

 

By adding a grade in the second field and clicking By Grade your report limits the selection of 

members to, in this example, all students in Grade 4 whose birthday is in June. 

 

 
Ver. 2012 

 

 

Member Activities 

 

Member Activities allows you to maintain memberships, create report and obtain labels for all of 

your members’ activities and ministries. The member activities are located on every member 

page. More information for entering activities is located in the Update/View Pt. 2 manual. 

 

 
Ver. 2012 

 

Refer to Manage Census > Members > Manage Activity > Add Members for more 

information on special features used on some of these reports. 

 

 
Ver. 2012 

 

Clicking this button opens this window: 
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Ver. 2012 

 

Individual Activities 

 

This utility reports on a single activity at one time. 

 

From the drop-down list, select the ministry/activity you need.  

For instructional purposes, we have selected Eucharistic Ministers – Mass. 

 

Clicking Report gives you this report: 

 

 
Ver. 2012 

 

Notice the ministry/activity name at the top of the report.  

Also displayed is the person in charge of this activity. There is a checkbox to indicate the person, 

and a title which you choose, before the name. 

 

Clicking Labels gives you the labels for the names on the report. They are standard labels, and 

are not shown here. 
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All Activities 

 

 
Ver. 2012 

 

This utility allows reporting and labels from all activities at the same time. These are useful in 

determining the popularity of an activity, or determining if a ministry needs additional 

membership as just a couple of examples. 

 

 
Ver. 2012 

 

This report gives a comprehensive, continuous report of all the activities/ministries within the 

parish and the full membership in each. Activities are listed alphabetically and members also 

alphabetically by last name. 

 

 
Ver. 2012 

 

 
            Ver. 2012 
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Leader Report gives a full listing of all the activity leaders only. 

 

 
Ver. 17.5 

 

This report includes the name of each activity/ministry, and the name and Title of each leader. 

 

 
        Ver. 2012 

 

As many parishioners enjoy the social aspect of parish life, they find themselves belonging to 

more than one activity/ministry. This unique report gives you listing of all members who belong 

to an activity, a complete list of each activity they have joined. 

 

 
Ver. 2012 
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Ver. 2012 

 

Labels – All produces a mailing label for each person registered in an activity. In some cases, 

labels may be duplicated. The labels are standard and not shown here. 

 

 
Ver. 2012 

 

1 per Mem gives only one label per member regardless of the number of activities they have 

joined. The labels are standard and not shown here. 

 

 
Ver. 2012 

 

Leader Lbl gives a label for the activity leaders only. The labels are standard and not shown 

here. 
 

 

Home Communion 

 

This function produces a complete listing of the parishioners who receive home communion 

based on the Home Communion checkbox on the Family Membership Page. 

 

 
Ver. 2012 

 

 
Ver. 2012 

Clicking this button open this report: 

 

       
Ver. 2012 

 

The communicant and head of household are listed. If the Home Communion Minister is listed it 

is also shown.  
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Special Needs (Handicapped) 

 

This will produce a report for those members who have listed a special need/handicap on the 

member’s page. This report is useful in assisting parishioners who have special requirements 

such as blind, deaf, mobility impairment, etc. 

However, this is a different report than the Special Needs listed on the Rel. Ed. page 

 

 
Ver. 2012 

 

 
Ver. 2012 

 

Clicking this button opens this report: 

 

  
Ver. 2012 

 

 



Raiche Consultants, Inc. Reports Menu Page 39 

Language Selection 

 

In a multi-lingual parish, knowing who can speak the various languages is very useful for a 

variety of reasons. When a service or a meeting is scheduled these individuals can provide a 

bridge to the language barriers that can exist. Many cultures are proud of their heritage and 

would be honored to assist in the use of their languages. 

 

 

 
Ver. 2012 

 

Clicking this button opens this window shown with a sample drop-down list open. 

 

 
Ver. 2012 

 

Select the language you require and then press Report. Shown below, the report indicated both 

the primary and secondary languages of the members with contact information. 

 

 
Ver. 2012 

 

Unregistered Members 

 

This might seem unusual, but there are times when a person living in a registered household 

would be unregistered.  Some of the reasons could be a  non-Catholic spouse,  a non-Catholic  

in-law living with you, a child whose has chosen to follow another path are just a few examples. 

Other reasons could be a keyboard error where the member’s checkbox was missed, or the data 

for this person is incomplete.  

 

 
Ver. 2012 

 

Clicking this button opens this report: 
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Ver. 2012 

 

Notice in this example that an entire family is unregistered. In our sample database, they belong 

to another parish, but are receiving services here, possibly religious education classes. An 

outreach contact might be in order. 

 

Public School Report 

 

This utility makes it possible to list students who attend public school. The reports list all 

students in all schools, or by the school you choose. 

 

 

 
Ver. 2012 

 

Clicking on this button opens this window: 

 

 
Ver. 2012 
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Clicking the All button opens this report: 

 

 

 
Ver. 2012 

 

The students are listed by school, the sorted by grade. They are then sorted by last name within 

each grade. 

 

 

To select a school, choose the school from the drop-down list, and then press Selected. The 

following report is then displayed. 

 

 

 
Ver. 2012 

 

 

This ends the Members tab of the Reports Menu. 
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TAB: Sacraments 
 

Sacramental reports are important to the pastor and staff for planning, and to other ministries 

who organize celebration/memorial services. These utilities do all the work for you by retrieving 

the required information in an organized manner.  

 

It is important to note that only the data entered into the Census system can be reported. If your 

information is out of date, so will your reports. We highly recommend that you keep your files 

current and backups are critical. 

 

 
Ver. 2012 

 

Marriage  

 

These utilities are for the sacrament of matrimony. 

 

 
Ver. 2012 
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Anniversary by Year 

 

This will give you a report on marriages for any given year. Anniversary celebrations can use 

this report to find participants, and entering the current or previous years will help you determine 

if all the marriages were entered into the system. 

 

Clicking this button opens this window: 

 

 
Ver. 2012 

 

Enter the year to produce a report: 

 

 
Ver. 2012 

 

Marriage Status 

 

This will create a report on each of the selections in the drop-down list. Useful for locating single 

people and identifying divorced people for appropriate ministries are some examples for these 

reports.  

 

 
Ver. 2012 

 

Select an option from the list and click OK to produce the report: 

 



Raiche Consultants, Inc. Reports Menu Page 44 

 
Ver. 2012 

 

Not Married by Priest 

 

This report is used by pastors as an outreach tool. They can approach these individuals to discuss 

having their marriages blessed, etc. 

 

Clicking this button opens this report: 

 

 
Ver. 2012 



Raiche Consultants, Inc. Reports Menu Page 45 

 

Confirmation 

 

This report identifies any adult over age 18 who has not received the sacrament of confirmation. 

Many parishes invite these people to attend classes so they can receive the sacrament when the 

bishop comes to the parish.  

 

 
Ver. 2012 

 

 

Clicking the button opens this report: 

 
Ver. 2012 

 

 

Deaths 

 

Great respect is given to our beloved deceased loved ones. These utilities organize information to 

help your parish give honor to those who have died. 

 

 

 
Ver. 2012 
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Death by Year (1) 

 

This report is a comprehensive listing sorted by year of all those members whose funerals took 

place in your parish as recorded in the Census system. 

 

 
Ver. 2012 

 

 

Death by Year (2) 

 

This report is a listing by selected date span of all those members whose funerals took place in 

your parish during that time period as recorded in the Census system. 

 

 
Ver. 2012 

 

Enter the dates required and click Preview Report. 
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Ver. 2012 

 

 

General 

 

These functions are summary reports designed to give the pastor and his staff a snapshot of the 

sacramental activity in the parish. 

 

 
Ver. 2012 

 

 

Sacramental Totals 

 

This report gives the total number of members who have received each recorded sacrament. This 

is not by year or year to date, just totals for the full membership. 

 

 
Ver. 2012 
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Sacrament by Year 

 

This report gives the total of each sacrament for each year recorded in the Census system. No 

names are used in this report, totals only. 

 

 
Ver. 2012 

 

 

This ends the Sacraments tab of the Reports Menu. 
===================================================================== 



Raiche Consultants, Inc. Reports Menu Page 49 

TAB: E-Mail 
 

These report and utility refer to the e-mail addresses on the MEMBER page, not the family e-

mail address. 

 

 

 

 
Ver. 2012 

 

E-Mail List 

 

 
Ver. 2012 

 

Clicking this button opens this report: 

 

 
Ver. 2012 

 

This is a simple report listing each member with their e-mail address only. 
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E-Mail Export 

 

This utility will save all MEMBER names and their e-mail addresses in Excel format to the 

Census directory on your C: drive. 

 

 

 
Ver. 2012 

 

 

Clicking this button runs the utility and opens this message box: 

 

 
Ver. 2012 

 

This ends the E-Mail tab of the Reports Menu. 
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TAB: Parish 
 

 

 
Ver. 2012 

 

 

Parish Status 

 

Each year the diocese requires certain information from each parish. In the Diocese of 

Springfield we coordinated their requirements with the output for this report 

 

 

 

 
Ver. 2012 

 

 

 

Clicking this button opens this window: 
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Ver. 2012 

 

Instructions 

Click to display a page of instructions that will help you work with this screen, help you operate 

this function, explain how the data is processed, and work with the information achieved. 

 

This can be printed for your convenience by clicking the Printer icon at the top of the page. 

 

The Instructions are also found on the next page of this manual. 

 

Update 

Enter the desired Year for the report in the last field, then click Update. This message box will 

appear. Click OK to clear the message box. 

 

 
Ver. 2012 

 

The Documentation referenced here is the Instruction page.  

 

Report 

Once the data has been entered and calculated, click Report to produce the hard copy (shown 

below, after the Instruction page). 
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Instructions – can be printed from within the Census Program (Printer icon) 

 

 
Ver. 2012 
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Parish Status Report 

 

 
Ver. 17.5 

 

Review the report and make the necessary changes on the Parish Status screen. Click on Update, 

and then Report to produce the corrected document. Once you have a satisfactory report, it can 

be printed from within the Census Program.  To print, click on the Printer icon. 
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Parish Stewardship 

 

 

 

 
Ver. 2012 

 

 

 
Ver. 2012 

 

 

Zartarian/Envelope Export Disk 

 

In the late 1990’s the Zartarian Envelope Company became a dominant church envelope 

company in the Springfield Diocese. This company used an online download method to keep 

church envelope data fresh on a monthly basis. In working with this company the Census 

program was integrated their envelope format. This proved to be highly successful in reducing 

the number of envelope packets being sent to wrong addresses, or being returned as 

undeliverable. 

 

The good people at Zartarian have given us permission to use their name in our program. 

 

This export is in ASCII format. You may choose to send it to either the hard drive (C:) or to the 

floppy drive (A:). 

 

 
Ver. 2012 

 

Clicking this button opens this window: 
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Ver. 2012 

 

Enter the starting and ending envelope numbers for the export and click the drive letter. 

 

 
Ver. 2012 

 

When this message box appears, simply click Yes to continue.  

 

 
Ver. 2012 

 

The program creates the file in the directory you chose and displays this message. 

 

 

 
Ver. 2012 

 

Two formats are used for the file: .txt for ASCII and .xls for Excel. You can then use the one that 

best suits your needs.  

 

Click OK to close the window. 
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Parish Export with Phone 

 

This export is the same as the Zartarian export (see section above) but adds total amount of funds 

on record, and the telephone number. If the telephone number is marked an Unlisted (Y), the 

number is deleted and the word Unlisted appears in its place. Only .txt format is used for the 

output file. 

 

 
Ver. 2012 

 

The procedure is the same as described in Zartarian Export.  

 

 
Ver. 2012 

 

The message windows are also the same. 

 

 
Ver. 2012 

 

This window gives you the file name and the location.  

 

Temporarily Inactive 

 

This feature allows a family to suspend receiving mailings, including envelopes and not lose 

their membership in the parish. On the Family Membership Page, check the checkbox and add 

the optional reason. 

 

 
Ver. 2012 
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This report is based on the checkbox as checked.  

 

 
Ver. 2012 

 

Clicking the button opens the report. 

 

 
Ver. 2012 

 

 

 

This completes the chapter on the  

Reports Menu. 

 

If you have any questions or concerns, 

please contact Raiche Consultants. 
 


