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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.

Thursday, December 31, 2009 Page 2of 2
Frirted by Raiche Consultantzs Census System

Ver. 2012

Opening the Report Menu

Clicking the Reports icon will open this window:

HLabels ==
Reports

Title Page | Family | More Family | Members || Sacraments | E-Mail || Parish |

Select a tab for more options

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:

ZH Labels Q@

Reports

Title Page Mare Family | Members | Sacraments | E-Mail | Parish
Farily Reports

Prints in alphabetical order all families with an envelope number less
that the Inactive - Mail End number on the parish screen.

Parish Book: short Prints in alphabetical arder all Families with an ervelope number less that the Inactive -
(landscape) Mail End number on the parish screen, this is one line per Family landscape.
i Prints a parish book. in numeric order all Families with an envelope number in the selected
List by Mumber R
Prints in alphabetical order all Families with the associated members aong with some
ALL Members infarmation about each member,
Prints completed census forms for by street ar by number range.
Reprint Census Forms

Prints a blank census Far For a new Family
Blank Census Card
Date Ioined Parish Prints all Families that joined the parish in the selected date range

= _ = This allows ywou ko enter a range of birthdates and then print reports and labels with members that habe birthdates
Families with Children between those dates, For example for children 6 to 12 enter birthdates 6 vears and 12 vears less than the current
date.

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

Prints in alphabetical arder all Families with an envelope number less
that the Inactive - Mail End number on the parish screen.

Ver. 2012

Parish Members

Family Name [ Secondary Name

Address Spouse Home Phone! Unlisted

Mt & Mrs Pad Cardola 413-555-1212 T
T2 5t Peter Ln
MyTown, LA 11025

1025 Mr & Mrs Ronald Cascade 555.999.0202 N
45 Slave St Suite 4
Hungary, MA 01195 Tina

3310 Mr. & Mrs. Michasl Cave 4135551212 N

69 Redwood Rd.
MyTown, LA 11025

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)

Parish Book: short Prints in alphabetical order all Families with an envelope number less that the Inactive -
{landscape) ‘ rail End number on the parish screen, this is one line per Family 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.

3338 Mr. & Mrs. Stephen Shepard 183 Alex Ave. Py T o, Wl & 11025 413-5551212 M MARY
1994 bdr. & Mrs. Roland Smithean 44 Robertz Rd. td T o, bl 11023 413-3331212 il
1050 Mr. & Mrs. Matk Snipper 40 Brickiwood Ct. Yaur Town, WA, 22022 413-5551212 ]
2487 M=, Margaret Spam B5 LyricLn. Your Town, WA, 22022 413-2551212 Y
2461 hrs. Helen Spinner 157 Egg Yoke Dr. iy T o, WA 11025 413-555-1212 M
5242 Mr. & Mrs.  John Standard 5 Alexander Ave. Leevlle, WA 03313 4135551212 ]
1221 Mr & Mrs  &lan Superson 1407 Maple St “our Towdn, Mo, 22022 413-555-1212 M
1392 Mr & Mrs  John Trainer 94 Wialrut St Py T o, Wl & 11025 413-5551212 M
2467 Mr. & Mrs. Francis Trampeter 103 SliderLn. My T oo, A 11023 413-2551212 ]
3000 Mr & Mz Rawmond Walker . 413-2558-9566 ] Kata
2364 Miss Erica YWatenman S Acdams St My T oo, Ml 110235 413-2551212 ]
Ver. 2012
List by Number

l Prinks a parish book in numeric order all Families with an envelope number in the selected

[ List by Number B

Ver. 2012

Clicking this button opens the following window:

==l Selected List
EMTER BAMGE FOR LIST
Starting Murnber Enditghumber
ok | [ R |
Ver. 2012
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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:

Parish Members

Family Numher  Family Name Date Family
Address Home Phone/ Unkisted | Number Changed

1086 Mrs. Edwin Black 413-555-1212 ki
66 Cratherry Lo
Vouw Town, Ma 22022

1093 Mt & Mrs. Patrick Bookman 413-555-1212
02 Alex Ave
MyTown, MA 11025

1171 Dt & Mlrs. James Adams 413-444.2323 H
8 Clarch 3t PO Baox 1
Vouw Town, Ma 22022

1172 Iy & Mits David Adams
100 Main 3t
Your Town, MaA 01111

1182 Mt & Mirs. Patrick Master 413-555.1212 H
29 Woods Ave.
MyTown, MA 11025

1186 Mlt. & Mrs. Kenneth Baker 413-555-1212 H
199 Grove 3t
Vow Town, ha 22032

[ Total Families: 1% J

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

[ ALL Members

Prints in alphabetical order all Families with the associated members aong with some
information about each rember,

Ver. 2012

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

Parish Members

Family Numhber  Family Name
Address Home Phone/ Unlisted
1172 My de Mfrs Dewid Adams
100 Main 3t Memb er Since:
YVouw Town MMa 01111
2795 Zon Sam Adams M/F: DOH:
Confirmed: If Married by priest: Deceased:

1171 My & ez James Adeams
2 Church 3t PO Bax 1
YVou Town, MaA 22022

413-444-2323 N
Memb er Since: 1590

303 Son James Adans M/F: M DOB: 10/14/1979
Confirmed: N If Married by priest: Deceased: 5/21/2003

302 Head of House James Adams M/F: M DOB: 10/9/1931
Confirmed: N If Married by priest: Deceased:

304 Daughter  Kafie Adams M/F: F DOB: 1/41977
Confirmed: ¥ If Married by priest: Deceased:

305 Daughter  Krisfen T Adams M/F: F DOB: 3/10/1%8a
Confirmed: ¥ If Married , by priesi: Deceased:

306 Son Ifichael  Adams M/F: M DOB: 1/519&2
Confirmed: ¥ If Married by priest: Deceased:

307 Wife MNavcy  Adams M/F: F DOB: 7/26/1053
Confirmed: ¥ If Married by priest: ¥ Deceased:

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.

Prints completed census forms For by street or by number range,
Reprint Census Forms

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:

=l CHOOSE OPTIONS M[==

Street Berry Patch v

Uge * for Al

|  PRINT |

By MNumber from; To

l Print by Number ]
L &

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.

Confidential Census Information Printed: 1203172009
Family nunib er 5066 Date Joined : Last Census Update: 11,/5/1997
Family Name: Drs. TinaLawler Secondary MName: Lawson
Street: 54 BerryPatch City/Town: VourTown DA 22022
Home Phone: 413-555-1212 Unlisted: M Business Phone: 413-555-1212 Family Cell Phone:
Previous Parish: Shutins at home: Home Communion Name:
Family e-mail:
MName: Alexatidra Lawler Relationship: Daughter M/F: F  Date of Birth: 117271991
Occupation/School Date deceased :
Maiden name E-Mail: AlexL@hecom Cell Phone: 413-355-1213
Hand icapped: Handicap comment
Religion: Catholic (Romaty) Marital status: 3 Attend mass F
Marvied by priest: Marviage Date: _ / [  Marriage City:
Baptized: ¥ _f & Firstcommunion N _FF Confirmed N 5 20
Activities:

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.

Prints a blank census For For a new Family
Blank Census Card

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

St. Columlille Parish
1400 Saint Jude Ln.
Southbridge, MA 11544
Confidential Census Information Prirtect 12431/2009
Family Name: Maiden Name:
Streetand MNo. City, 8T, Zip
Home Phone: Unlisted (Y/TV) Business Phone:
Date Joined : Previous Parich:
Shutins at home(T/T{) MName of Shutin
Family e-mail: Family Cell:
Head of Household Name MF: Date of Birth:
Religion: Baptiized Date: First Communion Date: Confirmed Date:
Married by priest: Marital status:
Marriage Church/City Marriage Comment:
Attend Mass: Occup ation/School:
Handicapped: E-Mail
Activities: Cell Phome:
Name M/F: Relationship: Date of Birth:
Religion: Baptized Date First Communion Date: Confirmed Date:
Married by priest: Marital status:
Marriage Church/City Marriage Comment:
Attend Mass: Occup ation/School:
Handicapped: E-Mail
Activities: Cell Phone:
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.

Personal Information

Last Mame:

Secondary Hame:

Salutation:

Head OF House:
Middle Initial:

Full Middle Hame:
MickMame:
Suffix:

Fonnie

Spouse's 1st Name:

Approx ¥ Joined:

2/8/2000
St. Jozeph, Attleboro, YT

Date Joined:

Previous Parigh:

Ver. 2012
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Click this button:

Date Joined Parish Prints all Families that joined the parish in the selected date range

Ver. 2012
to open this screen:
==l Select Date Joined
&pprox, YearJoined || [v_
[ Appros Repart ] [ Appraos Labels ]
Actual Start D ate Actual End Date

[ Actual Report ] [ Actual Labels ]

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.).

Jomed Parish Report - Approx Date
1998
Negne Strast Town Phane

b & Mrs'Willian J Dawn 1781 Eagern Ln. by T 4135551212
Mrs. Jayne Lighter 25 Snowy Rd. Ty Town 413-555-1212
hir David C Liner 20 Marth St Wour Tawn 4135551212
Mr. & Mrs Jossph Lynin-Masters Leewille 4135551212
Wr & hrs Alan E Superson 1407 Maple St “aur Tawn 413-555-1212

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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5t. Colmnldlle Parish
1400 Saint Jade Ln.
Southbridege, MA 11544

Joined Parish Report - Actual Date
Achuzl Start Date 010714920 Achial End Dae 12212000

Negne Streat Fown Phane Dte Jainad
bt & hirs Ronald F Cascade 45 Slave St Hungary 955-999-0202 2052000
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.).

date,

— " - This allows vou ko enter a range of birthdates and then print reports and labels with members that habe birthdates
l Families with Children ] between those dates. For examplz For children 6 ko 12 enter birkhdates 6 vears and 12 vears less than the current

Ver. 2012
Clicking this button opens this window:

==l Select Families with children

Between Birthdates [(mm/ddfyw): 01/01/1994 and

[  Report | [ Labels | [Labels by Child Name |

[Rpt Notin CCD | | lab Notin CCD | | Student not in CCD list |

12/31/2000

Ver. 2012

For instructions purposes, two dates have been entered.

Report

Clicking Report produces this report:
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epe . S
Families with Children
Nerne Relationship Date of Birth  Current Age |Ref Ed/Cath Sch}
3002 wyayne Alden 93 Gail St. “our Town, WA 22022 413.555.1212
Christopher Alden Son 45401 996 13 ] |:|
3013 Richard Bindsr 19 Recaord St. MyTawn, W& 11025 413-555-1212
Katelyn Binder Daughter 10M 51995 14 Y D
12898 Joi Blast 17 e bye. “our Town, W& 22022 4135551212
Eric Blast Son SHTH995 14 v [
SE27 Terrence Browns 3% Second St MyTawn, MA& 11025 413555.1212
Shannon Browns Draughter 36241995 11 y O
1432 paul Cardla 72 St Peter Ln, hyTown, W& 11025 41535551212
Marire Cardda Daughter 24291395 14 v B
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

My, & M. Wayre Alden & Family
93 Gail 5t

Yoy Toam, MA 22022

My & Mis Terzerce Browmns & Fandly
38 Second St

MoyToern, M4 11025

Mr. o Mrs. Richard Birder & Fandly
19 Fecord 5t.

My Toam, B4 11025

My M Panl Cadola o Fayly
V25t PeterIn

My Toam, B4 11025

M. Jod Elast & Family
17 Alex duve,

5 flocr

Fonr Towrn, Ma 22022

My & Brs. Eetreth Copper & Fandly
& Permy Ln.
WlowToram, BIA 11025

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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Chriztopher Aden ErinCopper Kaitlyn Jack =on

93 Gail 5t. G Penny Ln. 135 Laser Lare

“our Tawn, WA 22027 hyTowam, MA 11025 fyT owam, WA 11025

Timothy Jewel Matthew LynnMasters Robet Penn

28 Crange St P . O Box 1066 36 Globd Dr.

My Town, & 11025 Leesille, WA 03313 Your Town, MA 22022
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.

Families with Children Not in Religious Education

Perents' Megne Megzre Relationship  Dale of Birth  Current Age
FKF Wayne Alden 93 Gail St Your Town, MA&, 22022 4135551212
m Cathoiic School: [ Christopher 2lden Zon 4141 996 13
2281 Kenneth Copper & PenmyLn. MyTown, bl 11025 413-555-1212
el Fd. : M Gathotic School: [ Erin Copper Daughter 107311995 14
J022 Joan Jackson 135 LaserLane MyTown, WA, 11025 4135551212
el Ed : M Catholic Schoof: [ Haitlyn Jackzon Daughter graMegr 12
2450 Ernest Jewel 28 Orange St My Town, MA 11025 4135551212
el Ed. i M Catholic School: [ Timathry Jewel Son 3N 955 11
SU28  Jozeph Lynniasers Leevle, WA 03313 4135551212
Ral, Ed. : N (maom: Schoof: j Matthewy Lynn-Masters Son 7411994 15
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.

*Rel Ed: N:Notis Rel Ed; T: Rel Ed Teacher; A: Rel Ed Aide

Thursday, December 31, 2009 FPage Tafl
Prrted by Raiche Consultarts Census Sydem

Ver. 2012
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Labels — no CCD

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

Mr. & M. Warre Alden & Fanmly Mr. & Mrs. Eermeth Copper & Fanaly M5, Joan Jacks on & Fanly
93 Gail 5t & Ferary L, 138 Laser Lane
Ty Toam, MA 22022 My Toam, MA 11025 By Torem, M4 11025
Llr. & M. Ermest Jewel & Fanily Mr. & Mrs. Joseph Lipm-Ilx ters o Fanaly By o Drs. Thomas Peim & Fanaly
28 Crange 5t 36 Global D
MyToarn M4 11025 P. Q. Beex 1066 Yoar Towrn, Ma 2202
Leeville, M 05313

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.

Students not in Religious Education

Churrent Age Negnie Rel. Ed. Cegholic School Family Negne  Street Name Ixae of Binth
I
2451 Jewel, Timothy M O Jennel, Ernest 28 Orance St. 3iA 935
12
7022 Jackson, Kaithyn ] O Jackaon, Joan 138 Lazer Lane 85197
2473 Penn, Rokert M O Penn, Thomasz 36 Glabal D 2121987
i3
3009 Alden, Chrigtopher M O Aden, Wayne 93 Gail St 441 936
2401 Woodward, Joseph M O ‘Winodward, Chrigtopher G4 West st S35
i
2261 Copper, Erin M O Copper, Kenneth B PennyLn. 10/51 935
5
(5025 Lynndasters, Matthe N LyninMasters, Jossph 741994 )
2479 Penn, Jozeph N O FPenn, Thomas 36 Global Dr. 11541934
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.

== Labels g@

Reports

Title Page | Family |[More Family| | Members | Sacraments | E-Mail || Parish

Thiz will show you all Families that do not have any members entered.  Thiz iz useful during initial entry az it vall
show wha only has family information entered.

[:
EEamily. with no Members.

[ Home Visits Thiz will report on vigits made as well as schedule for return visits

l Family Activities

l e sy Thiz will tell you the number of familiez in the number range entered.

] This will allow vou to add families to a group, report on groups and produce labels for groups
] Chooge a town and then you can report on everyone in this town or everpone MOT in this town

[ Out of Town

[ Deleted History ] Enter a date range and a report is printed showing all families deleted in that time frame.

] Thiz will prompt for a start and end date, and produce a report for all families updated in that range baged on

l Recent Updates the Last update date on the main screen.

Ver. 2012

Family with No members

Thig will zhow wou all families that do nat have army mermbers entered.  This iz ueeful during initial entre as it will
zhow wihio ohly haz Family information enterad.

Ver. 2012

I;
[ Eamily with no Members :

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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Families Without Members

- Jan i)

Family Number  Family Name Street Name P20Z Box Town Home Phone

1988
Mr & Mrs Sean McAndrews 168 Piper Road This town, MA

3000

Mr & Mrs Raymond Wallcer 413-258-9964

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.

e Thiz will repart on wizits made as well as schedule for returm visitz
Home Yisits P

Ver. 2012

Clicking this button opens this window:

==l Select Home Visit

Melsome (v

1/1/2007 12/31/2009
T

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.

Home visit information

Revison Return Dede  Fomily Numbher Fanily
Visit Dae By Deay Wednesday, Octaber 15 2008
Wielcome 1772009 361 hir. & hrs Donald Golden
Warm and welcoming family. Has requested a ret Fome Phone 4135551212 70 Snovey Rl
Uhafiztad I “four Tosn, ko, 220232

Summary for'lWisit Date’ = 10N 2005 (1 detail record)
Count 1

Total Counit I

Ver. 2012
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Home Visit Return Information

Reason [Rem Date ] Family Number Family

Visit Degte By Deay Wedresday, October 15, 2008
Weloome 3681 hir. & hrs. Donald Goloen
Warm and velcoming family. Has requesed aret  Fome Fhone 41 3-555-112 70 Snoww Rd.
Uinlistad I “our Tawn, k8 22022

Surmmany for st Date' = 102008 1 detali record)

Count 1

Total Count i
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.

Family Activity ~
Cal "
w

Delete Act. v
Ver. 2012

Family Activities This will allowe wou to add families to a group, report on groups and produce labels for groups

Ver. 2012

Clicking this button opens the following window:

==l Select Family Activity

Subs. to Catholic Obs. w

[ REPORT | [ LABELS | |[A

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:

==l Manage Family Activity g@ﬁ

Activitg  Cal Subz. to Catholic Obs. ] fad
Farnily Mumber
1w olwarth b 3875
" |iKing v 2061
 ilvers v 3873
1R ogers v 3900
" [iBinder | 5013
[ [iwhitman v R053
Edl v] 0

i
W v
Record: [E] ’71 E][E] of 16 (Filkered)

Ver. 2012

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

==l Manage Family Activity g@
Activity | Cal Subz. to Catholic Obs. fad
Add: Farmily Humber
1King Rl 3861
 [ivers v 3073
| [iRogers v 3900
|Birder v 5013
1'/hitman ™M 5053
#] v 0
i
-
Record: [E][I] |715 [I][E] of 16 (Filkered)

Ver. 2012

... and clicking the Trash Can icon. You will receive this message:
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Microsoft Office Access

You are about to delete 1 record(s).

! IF wou click Yes, wou won't be able to undo this Delete operation,
Are you sure you wank to delete these records?

[ ves | [ Mo ]
Ver. 2012
Press Yes to complete the deletion or
Press No to cancel the command:

Microsoft Office Access

The DoMenultem action was canceled.

Ver. 2012
Reports
=3l Select Family Activity
Select Activity:  |Subs. to Catholic Obs. ~
POHT || LABELS | [ Add Families |
Ver. 2012

Click Reports will produce the following report:

Family Activity Roster
05 Jan 10 (Subs.tn Catholic Obs.j
Name Address Home Phone  Unlisted
Josephine Addiion 384 Cranberry Lo, Apt. 37 MyTown, MA 11025 413-555-1212 )
Richard Binder 19 Record 3t MyTown, MA 11023 413-555-1212 i)
Edwin Black a6 Cranberry Lo, Vow Town, LLA 22022 413-555-1212 ¥
Jawes Bronden 30 Global Dy, DIyT own, WA 11025 413-555-1212 N
Jomes Construct T HetvwayLn,  MyTown, MA 11025 413-555-1212 )
Kenneth Copper JFr. 6 Pemny Lo MyT own, MA 11025 413-555-1212 N
Thomas Cremn 85 Walmat 3t. Leewille, MA 03313 413-555-1212 N
Janet Flmorson 10 Coffee Bd. MWyTown, MA 11025 413-555-1212
Ver. 2012
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Labels

=3l Select Family Activity

Select Activity:  [Subs. to Catholic Obs. [a]

REPORT. | [ LABELS || [ Add Families |
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.

Count Families Thiz will tell you the nurmber of familizs in the number range entered.

Ver. 2012

Clicking this button opens this window:

== Family Count

Family Count Report

Count families in range between:
| 0K |

Ver. 2012

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

Count by Family

5 fa I

Feanilies between franily number: 1000 and 1200

AH Fenilies: 18
Member Count: 60
Primary Fanily Count: 18
(Note: These are families where the "primary record” boxis l:hed(ed.)

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.

Out of Town Chooge a town and then you can report on everyone in this town or everyone MOT in this town

Ver. 2012

Clicking this button opens this window:

== Town E]@

Report by Town

frmaron) e

[[AIIButthisTown] [ InThis Town ]][ B ]

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
Families Out of Town
5-Jan-10 [Notim this Town  Leevile |
Family Numb er Family Name Address Zip Phone Unlisted

Hungary
10235 Iy & Mrs Fonald Cascade 45 Slave 5t. 01195 555.990-0202 N
3005 Mrs. Josephive Addifion 582 Cranberry Lo 11025  413-335-1412 H
093 M. & Mrs. Dovald August 51 Buntise Dr. 11025 413-555-1212 N
1052 My, & Jufrs. William Baker 18 Comer Rd. 11025 413-555-1212 N
244 Iy, & s, Kevin Banker 14 Comer Rd. L1025 413-5553-1212 N

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

Families in of Town
05 Jan 10 [[1n this Town Leeville |
Family Number Family Name Address ZFip Phone Unlisied

Leeville
3240 Ny, & Mrs. Thomas Cream 25 Wialmat St 03313 413-555-1212 N
5026 M. & Mrs. Joseph Ly Meas 03313 413-555-1212 T
2045 Iy, & Mvs. William Ricardo 178 Alex Ave. 03313 413-355-1212 N
2480 Iy, & Mrs. Kevin Shawmuet 17 Bwreeter 3t 03313 413-555-1212 H
5242 My & Mrs. Joln Sandard 8 Alexander Ave. 03313 413-555-1212 N
2401 M. & Mrs. Christopher Woo 64 West 31 03313 413-555-1212 N
3825 Iy, & Mrs. Thomas Woolwar 915t Peter Ln 03313 413-355-1212 H

Total 7
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.

= DELETE FAMILY M=)
[Family Murnber to Delete: 1081 ]
| OK | | CANCEL |
Ver. 2012
= DELETE FAMILY mEx|
CONFIRM DELETE
Farmily to Delete: Funds
1081| Houze .
Regular: $0.00
Current Appeal Pledge: $0.00 Special: $0.00
Diocese: $0.00
Total Paid: $0.00 Maink 30,00
|
[ OK | [ cANCEL |
Ver. 2012

Raiche Consultants, Inc.

Reports Menu

Page 25



Deleted History Enter a date range and a report is printed showing all families deleted in that time frame.,

Ver. 2012

Click this button and this window appears:

=l Select Date Deleted

Start Drate

Deletion History
Erd Date

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.

Deletion History Report (From: __01/01/1990 Ta: 12312007 |
Feanily Number Neane Acklress P.O) Bax Fown St Zip \Deleted by
Dyste 9/18/1999

5335 James Albert 34 Joanne Dr. Haolyoke h& 01040
@mnfarﬂejeﬁon: Unknown) Fumeds o deletion: §100.00
Dxete 16/ 1999

8043 Rhea Bessette 92 Mountain Wiew Rd So. Hadley MA 01075 RHC
Reasan for Deletian: Unknown Funds ot deletion:
Dyt 341672000

1233 John Moriarty 15 Pearl St Haolyoke & 01040 dir
Recson for Deletion: nknown ?fm ot delation: $2,550.DD]

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.

Raiche Consultants, Inc. Reports Menu
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Family Membership Record
.

Personal Information

Secondary Hame:

5 alutation:

HickMame:
Suffix:
Spouse’s 1st Name:

Approx Y1 Joined:

Date Joined:

Previous Parish:

8/8/19397
Send Info

Ver. 2012

Recent Updates ] the Last update date on the main screen,

Thig wall prompt for a start and end date, and produce a report for all families updated in that range based on

Ver. 2012
Click this button to open these screens:

Enter Parameter Value M

[ Ok ][ Zancel ]

Ver. 2012

Enter Parameter Value w

Ver. 2012

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

Records Updated Most Recently

1171 | Mr. & Mrs James Adams
2 Church 3t PO Box 1 ¥ our Town WA 32022

[Last Census Update: 5//2003 7:1429 PM]

3005 Mrs Josephine Addition
522 Cranberry Lo Apt. 57 MyTown MA 11025

Last Census Update: 11562003 11:52:27 AM

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:

==l Labels [:]@
Reports
Title Page | Family | More Family Sacraments | E-Mail | Parish
This lists all members with the selected occupation

This allows vou to select an age span, and it will lisk all members by name, by age within that span. Labels can also
be produced

This will show how many members are in each age - totals only no names
Total Age

. This will print a report or labels for all birthdays for the selected month, & report can also be produced For all
Birthday by Month | ctudents in 2 particular grade.

gl This brings vou to a screen that allows wou bo manage activities and produce various reports and labels on
Member Activities | activities,

v This will list all members who receive home communion based on the "shut in at home” check bos
Home communion

i This will list all members who have a handicap selected on the general member page (NOT CCD)
Special Needs

Language Selection This will list all members who have the language you select as a proficiency or second language.

Unregisterd This will list all members who are not registered, based on the registered member checkbox,
members

Public School Report This will list all members who attend the school you select, or all listed by school

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.

[ By Dccupation This lists all members with the selected occupation

Ver. 2012
Clicking this button opens this window. Select the occupation you desire from the drop-down
list, then click Report.

==l Select Member Activity

[EI coupation/School Computer Technician w J

Ver. 2012
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Memb er Occupation Report

21 Sycatmore St
Joseph Lynun-Mosters

Thomas Nickelson

Total Memhers 4

O Jane 10 Conp uter Technician
Name Address Company Home Phone /T nlisted
Joan Fackeon 413-555-1212 ¥
138 Laser Lane  MyT own, LA 11025
Julte HKoug 413-555-1212 W

MyT onarry, IlA 110235

P.O. Box 1066 Leewlle, MAD3313

42 Cotton Row ¥V ow Town, WA 22022

413-555-1212 ¥

413-555-1212 ¥

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.

be produced

This allows vou to select an age span, and it will list all members by name, by age within that span. Labels can also

Clicking this button opens this window:

Ver. 2012

== Print by Age

=X

Select Age Range

[Start Age: 18

End Age: |25

)

’Age Report ] [ Frint Labels ]

Ver. 2012

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

Raiche Consultants, Inc.
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Members by Age
OF Jar 10
Age Name ( Bi.rl‘]l.date} Address City Phone Unlisted ?

Ancdrew 07/06/1991 199 Grove 3t ¥ ow Town 413-555-1212 o
Allison Binder 01/22/1992 19 Record 3t MyT owrn 413-555-1212 N
Dowmald Dorman 02/08/1991 2 ClUff Dy ¥ ow Town 413-555-1212 n
Micholas Fanfo 06/05/1991 1 Hilly Dr. MyT oty 413-555-1212 N
FRussell Jackson 03/12/1991 133 LaserLane MyT owrn 413-555-1212 ¥
Alexandra Lawler 114021991 54 Bewry Patch ¥ow Town 413-555-1212 N
Jokm Pilot 06/20/1991 21 Comner Rd. ¥ ow Town 413-555-1212 N
Nicholas Reamus 01/03/1992 15 Nevetending Rd MyT owrn 413-555-1212 N

Count of Age 18 8
Alexmder Browns 04/30,/1990 38 Second St MyT owrn 413-555-1212 H
Josgph Cracola 01/24/1991 44 Nusic Ave. MyT oarny 413-5355-1212 N
Anma Granf 11/02/990 21 Fifth Awe WyT owrn 413-555-1212 N
Anthony Linderman 01/13/1991 15 Winterberry Cir. Your Town 413-555-1212 M
Jolm Magaus 02/19/990 44 5t PeterLn WyT owrn 413-555-1212 N
Abigmil MNicherson 0a/01/1990 21 Deer RunRd. Your Town 413-555-1212 M

Count of Age 19 &

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

Total Age

[ This will show ko mary members are in each age - kakals only no names

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.

Totals by Age
Age Count I Age Count Age Count

0 39 4 73 1

4 1 40 2 76 1

fi 1 41 1 77 1

11 4 42 4 78 3
12 4 43 4 81 1
13 g 44 2 83 1
14 7 45 7 86 1
15 3 46 4 87 1
16 11 47 2 88 1
17 11 48 9 90 1

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.

i This will print a report or labels For all birthdays for the selected month, A report can also be produced For all
Birthday by Month | otdentsin a particular grade.

Ver. 2012

Clicking this button opens this window:

==l Enter Month
Birthday Report
Enter the Birth Month by number: “

Print for Religious Education grade: -

Ver. 2012

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

=T
Birthday by Month
07 Jare 1)
Nane Date of Birth | Hame Phone: Unlisted:
Ahigail Mickerson 51980 4135551212 I
Michael Cave Gf21543 4133551212 I
Michael Kong Gr2M 865 4133551212 I
Michalas Farta Gfaf 831 4133551212 I
James Dorman G 555 4133551212 n
Laura House BT M 885
Caralyn Trumpeter EM 0981 4135551212 M
Andrewy Shepard BA0M959 4135551212 I
Alan Superson B4 967 4135551212 I

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

==l Enter Month
Birthday Report

Enter the Birth Month by number: “

Print for Religious Education 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.

Birthday by Grade

- Jar 10
Negne Dz af Birth Home Phane: Unlisted: Grosde:
Brittany Dawn B/221 995 4135551212 N 4
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.

Activities and Interests

Current Activities

EMI Euch. Min. - Murs. Hi
ExB R.E.[CCD)Exec. Bo:
FC | Finance Committee | =
G | Grester
Hasz Hospitality [Coffee Hi
L | Lector

M Musician

Ver. 2012

Refer to Manage Census > Members > Manage Activity > Add Members for more
information on special features used on some of these reports.

This brings wou to a screen that allows wou to manage activities and produce warious reports and labels on
Member Activities ] activities,

Ver. 2012

Clicking this button opens this window:
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==l Select Member Activity

INDIVIDUAL ACTIVITIES

Select Activity: Euch. Min. - Mass

| REPORT | | LABELS

l

ALL ACTIVITIES

Reports: ’AIIActivitiesl ’ Leader Ppt ] l by Member l

Labels: | | Labels-All | [ 1 per Mem | | LeaderLbl |

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:

Member Activity Roster

09 Jere 10 Euch. Min. - Mass

Leader) Title Name Address Home Phone Unl Cell Phone E-Mail
] Thomas Cremn Fr. 85 Walrmat 3t. Leeville, MA 03313 413-555-1212 N 413-555-1212 Me@Me.com

] Thomas Cremn 85 Walroat Bt. Leeville, MA 03313 413-555-1212 N 413-555-1212 Me@Me.com

] Mary Cream £5 Walroat 3t. Leeville, MA 03313 413-555-1212 N 413-555-1212 MMe@Me.com
Eﬂ'cﬂ Faterman 8 Adams 3t Mytown, MA 11025 413-555-1212 N 413-555-1212 Me@Me.com

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

==l Select Member Activity

INDIVIDUAL ACTIVITIES

Select Activity:

Euch. Min. - Mazz

| REPORT | |

ALL ACTIVITIES

Reports: [AIIAdivities] [ Leader Rpt ] [ by Member ]

Labels: | | Labels-All | | 1perMem | | LeaderLbl |

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

Ver. 2012

membership as just a couple of examples.

Reports:

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

Activity Summary

Raiche Consultants, Inc.

Reports Menu

Aduit Alfar Server
Titke / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
Serior server Dm:man,]ams] 2CHTDr. T our Toarn 413-5551212 n 4135551212 Me@Me com
Bible Sturdy
Title / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
O adams . Eatie & Charchst. Tour Toarn 4153-444-2525 " 4133551212 Ma@Me.com
Buch Min - Home
Title / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
O adams o Jammes & Charch 3t Tour Toarn 413-444-2525 " 4133551212 Ma@Me.com
AMen , Wayne 53 Gail 5t. T our Toarn 4135551212 T 4135551212 Ma@Me.com
Ver. 2012
[ Leader Rpt ]
Ver. 2012

Page 35




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

Activity Leaders

Euch. Min. - Mass

Fomily Home

Activity Number Negne Address Phane Unl Cell Phone E Mol Title
Euch. Min. -Home 3009 Wayne Slden 93 Gail St Your Town, MA 4135551212 b 4135551212 Mei@Me.com
Parish Council 1398 Timothy W Bepine B1 Easy St. MyTown, MA 4135551212 I 4135551212 Mei@Me.com Chainm sn
Ledtar 3240 Thomas M Cream Jr. S5 WWalnut St Leesille, WM&, 4135551212 I 4135551212 Mei@Me.com Contact Person
Men's Club 3240 Thomas C Cream S5 WWalnut St Leesille, WM&, 4135551212 I 4135551212 Mei@Me.com Chainm sn
Adult Altar Server 5362 James Donmman 2 Cliff Dr. Your Town, MA 4135551212 n 4135551212 Mei@Me.com Senior server
“outh Group 1030 Linds Gingers B1 WWalnut St Your Towwn, MA 4135551212 I 4135551212 Mei@Me.com Team Leader

2364 Erica Waterman 8 Adams St MyTown, WM& 4135551212 I 4135551212 Mei@Me.com Contact Person

Ver. 17.5

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

by Member

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.

Member Activity

Adams | James
Euch. Min. -Home
Euch. Min. - Mass

Adams | Hatie
Bikle Study
Alden | Wayne

Euch. Min. -Home

Baker | Marilyn
Stevardship Drive
Bepine | Timothy W
Parish Council
Stevsardship Drive
Brernden | Michael
Stevardship Drive
Brerdden | P arick
Usher
Stevsardship Drive

Grant | Mancy
Bikle Stucky
Mickerson | Benjamin J
Youth Group
Mickerson | M Grant
Youth Group

‘Waterman |, Erica

Euch. Min. -Mass

Raiche Consultants, Inc.

Ver. 2012
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[Labots: | [Labeie-A

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.

Leader Lhl

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.

Home Communion: Ad Mame:  Helen Emmerson

Home Communion Minister:

Home Communion Comment:
Ver. 2012

- This will list all members wha receive home communion based on the "shut in at home" check bos
Home communion

Ver. 2012
Clicking this button open this report:
Home Communion REPOIT
A0-Jan-10
Home Communion Head Address Home Phone/Unl Home Communion Minister
Name Of Hous ehold
Helen Ernmerson Helen Spinner 157 Egg Yoke Dr. MyT own, MA 11025 413-555-1212 N
Ver. 2012

The communicant and head of household are listed. If the Home Communion Minister is listed it
1s also shown.

Raiche Consultants, Inc. Reports Menu Page 37



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

First Hame Middle Hame Last Hame Suffix
w Registered: Cell Phone: 413-BB5-1212
M/F: F E-Mail: Me@Me com

w Language Proficiency:  English w
IM093860 23 Secondary Language: |Spanish “
Opes Dccupation/Company:  \Waitress A
porary Address Drairy Quesn

Handicapped: Hearing Impaired
Guppy Drive Hearing Imp. R
lem, Ma 03443 Date Deceagzed: Help
Ver. 2012

This will lisk all members who have a handicap selected on the general member page (MOT CCD)
Special Needs

Ver. 2012
Clicking this button opens this report:
All Handicapped Members
Family nunbh er Name Sireet Town Home Phone  Unlisted ?
Down Syndrome
1398 Michael Bepine 61 Easy 3t. IIyT ot 413-555-1212 N
Hearing Imp.
1171 FEristen T Adams 8 Clurch 5t. Your Town 413-444-2323 M
3368 Jopee B Corstruct 7 Henway Lo My T oy 413-555-1212 |
Homebound
2461 Helen A Soivser 157 Egg ¥ oke Dr. IIyT ot 413.555-1212 N
MNeeds Oxyzen
1025 Fonald T Ceascade 45 Blawe 3t Hungary 3550000202 )
Serio us ITness
20435 Lucille " Ricardo 172 Alex Awve. Leevwille 413-555-1212 )
Grand Total: 6
Ver. 2012
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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.

This will list all members who have the language waou select as a proficiency or second language.

Language Selection

Ver. 2012

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

=5] Select Language

|

Englizh

French
Spanish

Portequese

Sign Language

Polish

Korean
Chez

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.

Language
Feanily Home Lemguare Praoficienicy:
Number Nume Adress Phone  Unflisted |Primury Secondary
1171 Krigen T Adams 8 Church St. Your Town, MA, 4134442323 I | English Spanish |
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.

Unregisterd This will list all members who are not reqistered, based on the registered member checkbox,
members

Ver. 2012

Clicking this button opens this report:
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Name/Address

Adams James
& Church 5t. PO Box

Unregistered Members

Phone Unlisted

413-444-2323 M
1

Your Town, MA 22022

Browns, Christine
38 Second St
MyTown, MA 11025

413-555-1212 M

Crasher, Kathleen
44 5t. Peter Ln.
MyTown, MA 11025

413-555-1212 I

Crasher, John
44 5t Peter Ln.
My Town, Ma 11025

413-555-1212 I

Crasher, Susan
44 5t Peter Ln.
My Town, MaA 11025

413-555-1212 M

Fotrester, Diane
15 Neverending Rd.
MyTown, MaA 11025

413-555-1212 M

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.

Public 5chool Report

This will list all members who attend the schoaol vou select, or all listed by schoal

Clicking on this button opens this window:

Raiche Consultants, Inc.

Ver. 2012
=l Public School (==
Public School Report
Select Public School  Raiche Academy ~
&l | [ selected | [ |
Ver. 2012

Reports Menu
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Clicking the All button opens this report:

- \
Public School
(Pudiic Schoat Attt Andrews dtiide School |
Grade  Neme Age  Fepnily Number  Feonily Neone Street Negne Tawn Phone Unl
5 Reamusg, Nichdsas M 13 7013 Mt & Mrs Davic M Reamus 15 Mewerending Rd. MyT v 4135551212 N
B Trainer, Brendan J 5 1382 Mr & Mrs John M Trainer 94 Walrut St MyTown 136551212 N
Public School Attend Cartar Grads Schoal
Grade  Name Age  Feamnily Number  Feanily Neane Street Nemne Tawn Phane nd
A Browns, Shannon 12 5027 Mr & Mrs Temsnce Brovns 36 Second St MyTown 4135551212 N
Public School Attend Central High
Grade  Negne Age Feonily Number  Feanily Neane Streat Nomne Town Phone Uni
9 Cook, Brittany A il 2310 Mr. & Mrs. Adam Cook 271 Crankeny Ln, MY o 4135551212 N
8 Cracda, Nicole bl 2414 Mr. & Mrs. JamesM Cracola 44 Music dve Wy Town MN3ESFA212 N
9 Golden, Rylie pil 3681 Mr. & Mrs. Donald Golden 70 Snovw R ol T 4135551212 N

Ver. 2012

The students are listed by school, the sorted by grade.

each grade.

They are then sorted by last name within

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

Public School - Selected

(Pubtic Sehoot Attend Raiche Academy |
Griede Negne Age  Fegnily Number Feonily Negne Streat Nemie Fown Phone o
1 House, Laura 1 1082 Mr & Mrs Jossph Houss 163 Pine St “our Town
3 House, Steven 13 1051 Mr& Mrs Joseph House 18 Maple Lane our Town
10 Adams, Kristen T 23 1171 Mr. & Mrs. James Adams 3 Chrch St our Town 4134442323 N

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.

= Labels

B|=%)

Reports

Title Page | Family | More Family MembersE-MaiI Parish

Marriage

Anniversary by Year

Marriage Status

Confirmation

By entering the year of marriage a report of all couples married in that wear will be produced, can be used for
finding all silver and golden anniversaries,

You can chaose ko report on any available marriage status,

This will report all couples who Married is ¥es and Married by Priest is not checked,

l Adults not confirmed l This will lisk everyone over 18 that has confirmation = MO

Deaths

Death by year

Death by Year

General

I Sacrament Totals

Sacrament by Year

This will lisk everyone with date of death grouped by vear.

This will allow you o choose a vear to report on. It will list anyone with a death date in that vear.

This will show a breakdown at the parish level of how many members have received each sacrament

This will show the number of members that received sach sacrament for each year - tatals only

Marriage

Ver. 2012

These utilities are for the sacrament of matrimony.

Marriage

[nnni\rersary by Year ]

[ Marriage Status ]

By entering the vear of marriage a report of all couples married in that vear will be produced, can be used For
finding all silver and golden anniversaries,

Wou can choose to report on any available marriage status,

[ENDt martied by priest \ This will repaort all couples who Married is Yes and Married by Priest is not checked.

Raiche Consultants, Inc.

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:

==l Enter Year

Ver. 2012

Enter the year to produce a report:

Anniversary Report (hased on martiages in the year: 1980 ]
10-Jan-10

Family Name Street Address City, State, Zip Unlisted
Mr. & Mrs William Baker 18 Corner Rd MyTown, WA 11025 M
Mrs. Tina Lawier 54 Berry Patch Your Town, WA 22022 M
Total: 2

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.

=l SELECT MARRIAGE STATUS

Ver. 2012

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

Raiche Consultants, Inc. Reports Menu
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Selected Marital Status

Status Name Phone Unlisted DOB

Single Parent

7022 Romald Jackson
2487 Margaref Spam
Total 2

Address City

132 Laser Lane
65 Lyric L.

Southbridge
Southbridge

413-555-1212 Y A24/1966
413-555-1212 Y 1272271962

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:

Not Married by Priest

Family Mame: Address Phone Unlisted
Numb er

2310 Cook, Erisfen 271 Cranberty Lo MyTown 413-3553-1212 N
2310 Cook, Adam 271 Cranbertry L. MyTown 413-3553-1212 N
2345 Conghman, Kameth 33 Max Foad MyTown 413-3553-1212 N
2345 Cenghman, Cynfhia 33 Max Foad MyTown 413-555-1212 N
5026 Lyym-Masters, Ludnne P.O.Buox 1066 Leeville 413-555-1212 Y
5026 Lyym-lasters, Joseph P.O.Buox 1066 Leeville 413-555-1212 Y
5027 Browws, Terrence 38 Second 3t. MyTown 413-555-1212 N
5027 Browws, Chrisfine 38 Second 3t. MyTown 413-555-1212 N
5334 Lyons, Margo 30 Sunset Lo, ¥ ow Town 413-555-1212 N
5334 Lyows, Edmownd 30 SunsetLn. ¥ ow Town 413-555-1212 W

Total for Parish: 10
Ver. 2012
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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.

Confirmation

Adults not confirmed This will lisk everyone over 18 that has confirmation = MO

Ver. 2012
Clicking the button opens this report:
Adults Not Confirmed
Age Mame Address Phone Unlisted

19
Avvirew Eaker 199 Grove 3t, ¥ow Town 413-555-1212
Joseph Cracola 44 Music Ave, MyTown 4135551212 i
Donald Dorman 2CUHfFDr, Vouw Town 4135551212 n
Micholas Fafo 1 HillyDr., MyTown 4135551212 H
FRussell Jackson 138 Laser Lane, MyTown 4135551212 Y
Alerandra Lawlier 54 Berry Patch, Tour Town 4135551212 i
Athovy Linderman 15 Winterberry Cir, ¥ o Town 4135551212 i
Jolm Filof 21 Corner Rd, Your Town A413-555-1212 H

20
Alerander Browns 38 Becond 3t, MyTown 4135551212 H
Erenvan Dawn 1731 Eastern Lo, DT owrn 413-555-1212
Meagha Giggles 1147 Eastern Lo, MyT own 4135551212

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.

Deaths

l Death by year ] This will list everyone with date of death grouped by wear,

l Death by Year ] This will allow vou ko choose a vear to report on, It will list anyone with a death date in that yvear,

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.

Death by Year

T dan 10

Deceased Born Name Sireet Town
1997

1172041997 1129/1914 Elona Ireland 120 Grail 3t Vo Town, WA
Total for Year: |
1999

A998 2071957 Nancy Crant 2l Fifth &ve MyT own, MA

Total for Year: 1
2001

1142001 GM11/1950 Thelma Calden T0 SnowyRd. T o Town, WA

12/16/2001 /1671920 Eileen [vers 123 RobertsREd. MIyT oarsy, DA
Total for Year: 2
2002

271072002 9711922 William Ricatdo 178 Alex Ave Leeville, WA
Total for Year: 1

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.

==l Dates of Death g@

Show all Deaths between dates

Start Date: £/1/1333
End Diate: 11542000
Preview Fepart ] [

Ver. 2012

Enter the dates required and click Preview Report.
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Death by Year - selected

I Jea- 100 (Between 6/1/1999 To 11!15;’2001}
Deceased FirstLast Mame Street Town
1999

TEAY Naney Grant 21 Fifth Ave. MYT own
Totalfor Year: |
2001

11672001  Thelma Golden M BnowyRd T ox Town

Totalfor Year: |

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.

General

[ Sacrament Totals ] This will show & breakdown at the parish level of how many members have received each sacrament

This will show the number of members that received each sacrament For each vear - tokals only

[ Sacrament by Year ]

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.

Sacraments - total of all memb ers

Baptized: 294
Confirmed: 159

First Communion: 224
Iarm ed: 119

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.

Sacraments by Year
YEAR: Baptism YEAR: First Eucharist YEAR: Confirmation YEAR: Matrimony ]
240 193 138 &
1940 1 1988 2 1950 L 1946 1
1952 1 1989 5 1981 1 1947 4
1964 | 1990 3 1996 L 1953 2
1 4
1980 1 1991 2 1997 1957
1981 5 1992 3 1998 ° 1960 ’
1999 6 1962 2
2 3
1982 1993 2001 1 1965 2
1983 3 1995 3 2006 1 1966 3
1984 Z 1996 1 1972 4
1985 3 1997 g 1974 4
1986 1 1999 1 1975 2
1987 1 1976 2
Ver. 2012

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

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

2l Labels g@
Reports

Title Page | Family | More Family | Members | Sacraments Parish

This will print all MEMBER e-mails on file

This will export all MEMBER e-mails to the file c:\censustemail. xls
E-Maill Export

Ver. 2012

E-Mail List

This will print all MEMBER. &-mails on File

Ver. 2012
Clicking this button opens this report:
e-mail
Memiber E-Mgl
James Adams W e e.com
Michsel Adams e e.com
James Adams M e &.Com
Wristen T Adams M e e.com
katie &dams Mef@ie.com
Jozephine Addition M e e .com
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.

This will export all MEMBER. e-mails to the file c:\census\email. xls
E-Mail Export

Ver. 2012

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

Done

j) [File c:icensusiemail xls Created]

Ver. 2012

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

==l Labels g@

Reports

Title Page | Family | More Family | Members | Sacraments | E-Mail

Parish Status report For Diocese

Parish Stewardship Manage and report on Parish Stewardship
Clear Stewardship Clear Parish Stewardship to be ready for a new campaign

Exports a parish list with envelope number for selected range ASCIT Format

[Zartarian;’EnveIope export Disk ]

] Exparts a parish list with envelope number For selected range ASCIT Farmat

’ Parish Export with Phone el pher e b

’ Temporarily Inactive ] Produces a report based on the Temporarily inactive Checkbox

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

Parish Status report for Diocese

Ver. 2012

Clicking this button opens this window:
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Parish Status

Total B aptisms:

“beaths| 0
Morioges Catholc:|
ixed Mariages | 0
Voldations |

Practicing Adults: 2

nfant B aptizms:

Adult Absolute:

Adult Conditional:

Children Pre School
Children Age 5 - 14

: |
=
1
Y %
e - 0
Public School 15 0 0| Entered Secular Seminary | 0
0 [0 Rel Seminay- i 0
0 [0 0
Catholic School 8-12: || D 0 0
D 12/30/1839 brotherhood: |~ 0
m Boys Confirmed: - Year
Parish Pre-Primary m -
Adults Confirmed: -
[0
o
¢ n [2]
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.

M

' } Diata Gathering Complete, Flease read Documentation to understand the numbers

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)

Parish Status
Thizizan aid in creding your annual report. Keep in mind that the data iz only as good as what was input far the
vear inthe database. For achool grades some assumptions are made.

=0OFrom the Census Menu chooss "Parish Status". This will bring up a form and pre-ill information awvailshle on
the databass.

=*0O%ou may change any information and add missing inforn aion before printing the report. To change the date or
refresh the data fill in a year and press UPDATE. PLEASE MOTE: Refer to the lists below Some informatian wll
appear according to the date entered, and some informa ion wil sppear as of today (ourrent as of today).

Infarm &ion iz gathered on these criteria. Once it is displayed you may change any numbers that are not
accurate. There are alzo a number of felds tha will be blank or O (2uch as wocations) forthereis no data in the
census. Thess fields may be filled prior to prirting the repod. 2l the data entererichanged will remain until the
mesd tim e you press Updste.

Al members courted must have a Family Mumber less thanthe Deceazedimoved garting number,

Infonrm aion shows for the vear entered:

Baptizms count all members with & baptism year that matches the yvear you request

First Communions count all mem kers with a Firg Communion year that matches the yvear you recuest

Boys Confirmed: court all mem bers with a Confirmation year that matchesthe year vou request and age under 19
and s=x Male

iz Confirmed: count all members with a Confirmation year that matches the year ywou request and age under 19
and s=x F emale

Adulttz Corfinn ed: count all mem bers with 2 Confirmation year that matches the yvear you request and age aver 18
Marriages: court all mem bers with a Mariage year that matches the year you request

Desaths: decessed date same azthe vear vou entered

Currert information oy

Cathdic Schoals K-8: Catholic School checked &MD CCD Grade Between 0 And &

Cathdic Schools 9 — 12 Cathalic School chedked' AMD CCD Grade Betvween 9 And 12
Preschool: Age Between 0 And 4

CCD K -8 CCD indicator =" AMD CCD Grade Between 0 And 8

CCD grades 912 CCD indicatar =% AND CCD Grade Between 9 And 12

Puklic schaolzs K 1o & Cathdic School unchecked AMND CCD Grade Between 0 And &

Public =choals grades 9to0 12 Catholic School unchecked AMD CCD Grade Between 9 And 12
Ane 21014 Age betveen 2 and 14 and not deceased

A 15 to 18 Age between 15 and 18 and not decessed

Pradicing Adultz Family number |lessthan inadiveMail gart and Age = 18 and no date of death
Man Practicing aduts Family number less than movedideceasad and greater than inackive-Mail stant and Lge =
18 and no date of death

Ver. 2012
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Parish Status Report

Parish Status
STATUS ANIMARUM
CENSUS EDUCATION
ADULTS Practicing : 239 Public School K-8: 61
MNon_practicing: T CCD E-8: 45
Totak 248 Catholic School K-8: 15
CHILDREN  Pre School: il
Public S5chool 9-12: 39
GRADES E-8: 12
CRADES 9.12: 24 Catholic School9-12: 12
Otiher At Home: 1] CCD 9-12: 20
Total: 52 PARISH SCHOOL PRE-PRIMARY : il
TOTAL CENSUS OF PARISH: 208
STATUS ANIMARUM
BAPTISM S CONFIRMATION
Infants u Confirmation date: 12/30/1299
Adulis Boys Confirmed:
. i
Ahsolute: Gitls Confirmed:
Conditional: 0
Adults Confirmed: 1
Total Baptisms:
Adults from other Parishes: 0
Converts: 0 TOTAL CONFIRMED:
HOLY EUCHARIST ANOINTING OF THE SICK
Commurdons: g Administered d uring year: 1]
First Communion: Deaths: q
Holy Viaticum: 1] MATRIMONY
Avg Daily Mass Ati: 0 Marriages, Catholic:
Avg Sunday Mass Ati: 1] Mixed 1]
Number of Wekend Mass: ] Total
How many of ah ove were validations? 0
VOCATIONS
ORDAINED DURING THE YEAR ENTERED DURING THE YEAR
Secular Priesis for diocese: o Secular Seminary: 0
Secular Priesis for other diocese: ] Religious Semnary 0
Convents of Diocese I
Religio us order priests 0 Conventsof Other Diocese I
Brotherhood I
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

[Parish Shewardchin l Manage and repork on Parish Stewardship

[ Cleapstemandahin l Clear Parish Stewardship to be ready For a new campaign

Ver. 2012
==l Parish Stewar dship E]@
Parish Stewardship .
Family Hame Letter Tppe Pledge First Name Street Name Family Humber Letter Date
» Adams 1] $0.00 | Dawid Main St 172
Adams 1] $0.00 | James Church St. 17
Addition ] $0.00 | Josephine Cranberry L. 3005
Alden ] $0.00 | Wapne GG ail St 3009
August ] $0.00 | Donald Surrize Dr. 2093
Badd ] $0.00 | Harold Cranberry L. 9402
Baker 1] $0.00 | Kenneth Girove St 1186
Baker 1] $0.00 | William Comer Rd. 1052
= Date / Letter Type
Record: @ l—l E]@ of 83 .
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:).

[Zartarian,.-"Envelan export Disk Exports a parish list with envelope number For selected range ASCII Formak

Ver. 2012

Clicking this button opens this window:
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==l Create Disk g@

Create File of all Active Envelopes

Start: | End:

) e J[ e ]

Ver. 2012

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

Microsoft Office Access

You are about ko run an append query that will modify data in your table.

! 3 Are you sure you wank to run this kype of action query?
For information on turning off confirmation messages For document deletions, dick Help.

Show Help ==

Ver. 2012

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

Microsoft Office Access

You are about to append 64 row(s).

Once wou click Yes, you can't use the Undo command ko reverse the changes.
Are vou sure you want to append the selected rows?

-

Ver. 2012

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

FILE CREATED! s

\‘E) aour file has been created as: ci\Censusienvelop txt and ol Censusienvelop. xls

Ver. 2012

Two formats are used for the file: .txt for ASCII and .xIs 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.

Exports a parish lisk with envelope number for selected range ASCIT Format
includes phone number

Ver. 2012

Parish Export with Phone

The procedure is the same as described in Zartarian Export.

==l Create Disk g@
Create File of selected families with Phone
Start: End:
& JLe [ B |
Ver. 2012

The message windows are also the same.

Done! s

i ) File Created as CicensusiFund. bxt

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.

Label Select
Primary Record

Temporanly Inactive

Reazon:
Yiziting the W atican

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

Temnnuanibelnackive Produces a report based on the Tempaorarily inactive Checkbox

Ver. 2012

Clicking the button opens the report.

Temporarily Inactive Report

Feanily Negne Stredt Town Tenp Incctive - Reason
Adams | Mr. & Mrs. James G Church St o Town, A 22022 Visttingthe Vatican
Ver. 2012

This completes the chapter on the
Reports Menu.

If you have any questions or concerns,
please contact Raiche Consultants.
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